PALOMAR COLLEGE

STRATEGIC PLANNING COUNCIL

e for St AGENDA
Date: March 1, 2011
Starting Time: 1:00 p.m.
Ending Time: 5:00 p.m.
Place: MB-15

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
1. Approve Minutes of February 1, 2011
2. Approve Minutes of February 15, 2011

ACTION ITEMS/FIRST READING

1. Board Policies 3310, 3560, 5900, 6900, 7365

2. Administrative Procedures 3310, 3560, 5900,
6900, 7330, 7365

3. Goal 4 Obj 4.3: Staffing Plan First Reading

ACCREDITATION RECOMMENDATIONS AND PROGRESS

1. Accrediting Commission Actions and Policy Updates

INTEGRATED PLANNING MODEL
1. SPCTimeline Check-in
2. RAM/IPM Formative Evaluation

REPORTS OF PLANNING COUNCILS

5 min

60 min

Exhibit B1
Exhibit B2

5 min

180 min

Exhibit D2a-g

15 min.

1. Finance & Administrative Services Planning Council — Bonnie Ann Dowd
Human Resource Services Planning Council — John Tortarolo

2.
3. Instructional Planning Council — Berta Cuaron
4. Student Services Planning Council — Mark Vernoy

REPORT FROM PC3H COMMITTEE

OTHER ITEMS

5 min




STRATEGIC PLANNING COUNCIL
PALOMAR COLLEGE MEETING MINUTES
March 1, 2011

A regular meeting of the Palomar College Strategic Planning Council scheduled March 1, 2011, was held in
MB-15. President Robert Deegan called the meeting to order at 2:00 p.m.

ROLL CALL

Present: Barton, Brannick, Cater, Cerda, Deegan, Dowd, Hogan-Egkan, Kelber, Kovrig, Laughlin, Lucero, Martinez,
Maunu, Shattuck, Sivert, Titus, Tortarolo, Vernoy, Wick

Absent: Claypool, Cuaron, Halttunen, Hoffmann, Talmo

Recorder:  Cheryl Ashour

Guests: Tony Cruz for Phil Cerda, Brent Gowen, Glynda Knighten

A. MINUTES

1. Approve Minutes of February 1, 2011
MSC (Lucero/Brannick) to approve the Minutes of February 1, 2011 as presented

2. Approve Minutes of February 15, 2011
MSC (Cater/Brannick) to approve the Minutes of February 15, 2011 as presented

Item D was moved forward on the agenda

D. INTEGRATED PLANNING MODEL
1. SPCTimeline Check-In
There were no items.

2. RAM/IPM Formative Evaluation
Michelle Barton distributed a packet of handouts and gave an overview of what will be discussed. She
reviewed the work completed regarding the following items in the packet:
e Integrated Planning, Evaluation, and Resource Allocation Decision-Making Model (Exhibit D2a)
e Palomar College Planning Cycles (Exhibit D2b)
e Resource Allocation Model (RAM) (Exhibit D2c)
e Planning and Resource Allocation Process: Progress Made to Date (Exhibit D2d)
e  Strategic Plan 2013 (Exhibit D2e)
e Palomar College Strategic Plan 2013 Action Plan — Year 1 (Exhibit D2f)
e 2010-11 Requests and Allocations for Strategic Plan Priority Funding (SPPF) (Exhibit D2g)

Ms. Barton stated that each planning council was asked to complete a formative review, and to respond to
the following questions:
Planning Council Priorities

e What are your planning council priorities and how are they aligned with the college-wide
priorities (e.g., strategic and master plans goals and objectives)?

e Describe the process you used to allocate resources to address your priorities (e.g., through
your budget development process or through a council prioritization process)?

e List the resources that you allocated to address your council’s priorities. Note, resources can be
articulated in different ways, such as through staff time or direct funding. If funding was
allocated to address a priority, identify the amount and source of the funding (e.g., council PRP
allocation process, SPPF, grant funds).

Review of Planning and Resource Allocation “Process”

e  Which elements of your council’s planning and resource allocation process worked well?

e  Which elements of your council’s planning and resource allocation process need to be refined?

e  What additional support does your council need in order to effectively implement its planning
and evaluation cycle?
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Vice Presidents Dowd, Vernoy, and Tortarolo gave a report to SPC of their Planning Council’s formative
review, using the above format. Judy Cater reported on behalf of Vice President Cuaron for the Instructional
Planning Council. It was noted that each planning council took a different, but equal, approach to aligning
their planning council’s priorities with the college-wide priorities.

SPC members conducted a formative review of their planning and resource allocation process. The following
guestions guided the discussion:
SPC Priorities — College-wide
e  What are the college planning priorities?
e Describe the process SPC used to allocate resources to address the college’s planning priorities.
e  What resources did SPC allocate to address the college’s planning priorities?
Formative Review of SPC’s Planning and Resource Allocation “Process”
e Which elements of SPC’s planning and resource allocation process worked well?
e Which elements of SPC’s planning and resource allocation process need to be refined?

Members wrote comments on sticky notes of what they thought worked well and what they thought could
be refined, and added them to poster boards at the front of the room. They were given time to read each
other’s comments and discuss among themselves. Ms. Barton will create a document incorporating the
comments and bring it to the March 15 SPC meeting for discussion. The IPM and RAM Formative Evaluation
will be completed during the April SPC meetings. The following items will be discussed at that time:

e  Progress on Strategic Plan 2013 — Action Plan, Year One

e Institutional Effectiveness

e Resource Allocation Process

SPC returned to its normal agenda

B. ACTION ITEMS/FIRST READING

1.

Board Policies 3310, 3560, 5900, 6900, 7365 (Exhibit B1)
This item was postponed until the March 15, 2011 SPC Meeting

Administrative Procedures 3310, 3560, 5900, 6900, 7330, 7365 (Exhibit B2)
This item was postponed until the March 15, 2011 SPC Meeting

Goal 4 Obj. 4.3: Staffing Plan First Reading
Vice President Tortarolo reported that updates were made to the Staffing Plan since the time the first draft
was reviewed by SPC. There is approximately an additional 13 pages of analysis, 10 pages of data, and a new
summary section. Draft 2 of the Staffing Plan will be posted on the College website tomorrow and a link will
be provided to members. Vice President Tortarolo stated that the Staffing Plan is comprised of the
following:
e Section 1: Overview and Plan Design
O Purpose of the Plan

Integration with Accreditation and Strategic Planning
Integration with the Resource Allocation Model (RAM)
Integration with District Master Plans
Roles and Responsibilities

0 Timeframes
e Section 2: Plan Design

0 Gap Analysis

O Prioritization

O Plan Evaluation

0 Annual Plan Update Process
e Section 3: Context, Factors, Challenges, and Constraints

0 Context

0 Employee Groups

O o0O0Oo
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0 Factors Influencing Staffing
0 Assumptions, Challenges and Constraints
e Section 4: Information and Data
e Section 5:2011-12 Summary Plan Recommendations
0 District Summary
0 Council and Group Summaries
e Appendices
0 Plan Documents
0 Training Documents
0 Organization Hierarchy
0 Planning Council Data

Vice President Tortarolo reviewed the information in each section. He stated that the Plan will be updated
and revised yearly. A history of the revisions will be maintained. He asked that any comments or changes be
emailed to him no later than Wednesday, March 9, 2011. The Staffing Plan will return for second
reading/acceptance at the March 15, 2011 SPC meeting.

C. ACCREDITATION RECOMMENDATIONS AND PROGRESS
1. Accrediting Commission Actions and Policy Updates
There were no items.

E. REPORTS OF PLANNING COUNCILS
1. Finance & Administrative Services Planning Council — no report

2. Human Resource Services Planning Council — no report

3. Instructional Planning Council — no report

4. Student Services Planning Council — no report

F. REPORT FROM PC3H COMMITTEE — no report

G. OTHER ITEMS
1. State Budget Update
Vice President Dowd reported on the action taken today by the California Legislative Conference Committee
regarding community colleges. Discussion ensued on the State Budget.

H. ADJOURNMENT
There being no remaining items, the meeting adjourned at 4:20 p.m.
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Exhibit E2a

Integrated Planning, Evaluation, and Resource Allocation
Decision-Making Model
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Exhibit E2d

Planning and Resource Allocation Process: Progress Made To Date

IPM
A. Model Developed (9/2009)
B. Strategic Plan
a. Development
i. Vision, Mission, Values (Fall 2009)
ii. Internal / External Scan (Fall 2009)
iii. SWOT (Fall 2009)
iv. Goals and Objectives (Fall 2009)
v. Accepted by SPC and Governing Board (2/2010 and 3/2010) - -
vi. Strategic Plan 2013 Action Plan - Year 1 (accepted 4/2010, mid-year
checkin 11/2010&12/2010) '
vii. Developed and Accepted by SPC (6/2009 & 2/2010)
viii. Progress Report Objec’aves 4-6 (9/2010, 10/2010, 11/2010, 1/2011,
2/2011) (est 3/2011, 4/201 D
ix. Progress Report Objectwes 1-3 (9/2010, 11/2010, 12/2010, 2/2011) (est
3/2011, 4/2011)
X. Annual Report on progress — (TBD)
b. Overarching planmng priorities defined (9/201 0)
C. Other Plans .
a. Master Plan 2022 (Accepted 2/2011)
b. Technology Master Plan 2016 (accepted 11/2010)
¢. Staff Master Plan 2016
i- Model Reviewed by SPC (2/2011)
ii. Planning Councils complete work (1/2011)
iii. Draft to SPC for information (2/2011)
iv. 1% Reading (est 3/2011)
v. Acceptance (est 3/2011) :
d. Equipment Plan (currently addressed through PRPs)

a. Planmng Councils revised, completed / allocated. resources (Spr 2010 Fall 2010
and Spr2011)

b. Planning Councils formative evaluation of process (not outcomes) (est 3/2011)

Planning Cycles Defined and Accepted (9/2009)

RAM
A. Defined and accepted (2/2010)
B. College Budget (GB approved 9/2010)
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RAM (Continued)
“C. Strategic Plan Priority Funding (SPPF)
a. SPC allocates funding for Strategic Plan objectives and PRP requests from
FASPC and HRSPC (11/2010 & 12/2010)
b. SPC allocates remaining funds to IPC and SSPC to fund their PRPS - funds must
impact students through the classroom or student support services (1/2011)
c¢. IPCand SSPC to provide report to SPC on its allocations (TBD)

Formative Evaluation
A. Complete Formative Evaluation _
a. Review of resource allocation process to date (3/2011)
b. Review of Institutional Effectiveness and ARCC (4/2011 and 5/2011)
¢. Review of progress on objectives (4/2011 and 5/2011)
B. Establish Strategic Plan Year Two objectives / Develop Year 2 Action Plan (5/201 1)

Summary
¢ IPM defined and implemented

e Strategic Plan completed and accepted : _

e Master Plan 2022 and Technology Master Plan 2016 completed and accepted - -

e Staff Master Plan 2016 completed (1 reading) '

¢ Equipment Plan - currently being addressed through PRP process

* PRPs completed, resources identified, and resources allocated where possﬂ)le (note
resources are being sought from various resources) ‘

¢ Planning Cycles defined and accepted

¢ RAM defined and accepted

e RAM drives college budget

¢ SPPF initial process defined and resources allocated

o Formative evaluation — in progress
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PALOMAR COLLEGE

STRATEGIC PLAN 2013

YISION

Learning for Success
MISSION

Our mission is to provide an engaging teaching and learning environment for students of diverse
origins, experiences, needs, abilities, and goals. As a comprehensive college, we support and
encourage students who are pursuing transfer-readiness, general education, basic skills, career
and technical training, aesthetic and cultural enrichment, and lifelong education. We are
committed to promoting the learning cutcomes necessary for our students to contribute as
individuals and global citizens living responsibly, effectively, and creatively in an

interdependent and changing world.
VALUES

Palomar College is dedicated to achieving student success and cultivating a love of learning,
Through ongoing planning and self-evaluation, we strive to improve performances and
outcomes. In creating the learning and cultural experiences that fulfill our mission and ensure
the public’s trust, we are guided by our core values of

* Excellence in teaching, learning, and service

e Integrity as the foundation for all we do

* Access to our programs and services

¢ Equity and the fair treatment of all in our policies and procedures

» Diversity in learning environments, philosophies, cultures, beliefs, and people

* Inclusiveness of individual and collective viewpoints in collegial decision-making

processes

* 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

Approved by SPC 2/9/2010
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STRATEGIC GOALS AND OBJECTIVES

Goal 1: Implement an integrated planning, review, and evaluation model that provides for the
ailocation of resources on the basis of department/unit and college-wide priorities.

Objective 1.1:

Objective 1.2:

Objective 1.3:

Objective 1.4:

Update existing Educational Master Plan, Facilities Plan, and Technology Master
Plans and create Staffing Plan and Equipment Plans in accordance with the
college’s Integrated Planning and Resource Allocation Model.

Establish a method in each planning council to evaluate the effectiveness of the
previous year’s allocations and to prioritize current year allocations.

Modify the budget development process, ensuring that Program Review and
Planning, Strategic Planning and Master Planning priorities are the basis of
resource allocation decisions.

Annually evaluate the extent to which the college’s Integrated Planning Model
reflects the college’s mission and results in improvement.

Goal 2: Strengthen programs and services in order to support our students’ educational goals.

Objective 2.1:

Objective 2.2:

Objective 2.3;

Objective 2.4:

Objective 2.5:

Open a Teaching and Learning Center on the San Marcos campus, as identified in
the college’s basic skills plan.

Examine the processes by which students progress through English, mathematics,
reading, and ESL sequences. '

Implement the GRAD (Goal, Responsibility, Attitude, Determination) campaign
which encourages students to take responsibility for achieving their educational
goals.

Implement Student Learning Outcomes Assessment Cycles (SLOACSs) and
Services Area Outcomes Assessment Cycles (SAQACS) at the course, program,

and institutional level to further improve institutional effectiveness.

Establish processes to ensure the quality of distance education offerings.

Approved by SPC 2/9/2010
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Goal 3: Ensure that the college’s shared governance structure operates effectively and that the
processes for decision-making are clearly defined and participatory.

Objective 3.1: Create a glossary of governance terms.

Objective 3.2: Develop and implement an annual orientation program on college governance.

Objective 3.3 Create a centralized archive documenting institutional history: major planning
council recommendations, precedent-setting decisions, and the evolution of

shared governance structures.

Objective 3.4: Develop and implement a method for assessing the effectiveness of the shared
ZOVEFNance process.

Goal 4: Recruit, hire, and support diverse faculty and staff to meet the needs of students.
Objective 4.1 Complete an EEO plan,

Objective 4.2: Develop a staffing plan that identifies minimum and optimum staffing levels
throughout the district,

Objective 4.3 Evaluate the extent to which staffing plans and decisions reflect the needs
expressed in the Council and College-wide priorities.

Goal 5: Ensure that existing and future facilities support learning, programs, and services.
Objective 5.1. Develop and implement a plan for opening the North Education Center.

Objective 5.2: Consider space for student engagement and interaction in the design of new and
renovated buildings,

Objective 5.3: Identify and purchase a site for future development of another Education Center
in accordance with the Master Plan.

Goal 6: Optimize the technological environment to provide effective programs and services
throughout the district.

Objective 6.1: Update Technology Master Plan 2005 to address:
* Access
= Training
* [valuation
* Disaster preparedness and data security
* Ongoing technology, maintenance and replacement

Approved by SPC 2/9/2010
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Palomar Community College District Procedure AP 3310

General Institution
DRAFT as of 2/11/11

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:

e 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

e Advertisements and other sales material received and

e 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):

e Annual Reports:

(0]

O O0OO0oOo

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
Other major annual reports, including: those relating to property, activities,
financial condition, or transactions; and those declared by Board minutes
to be permanent

e Official Actions:

(0}

(0}

Minutes of the Board or committees thereof, including the text of a rule,
requlation, 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

e Personnel Records of Employees:

(0]

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
= |n 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

e Student Records:

(0}

Records of enrollment and scholarship for each student, including but not
limited to: name of student; place of birth; nhame and address of a parent
having custody or a guardian (if the student is a minor); entering and
leaving date for each academic year and for any summer or other extra
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)






0 Exceptions:

e 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:

o All fixed assets

o An equipment inventory and

o 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 Documents
Maintenance and Retention

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.

Palomar College 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/ | Administrative affairs: budgets, financial reports
Vice-President of Finance | (quarterly and annual), annual audit, budget
and Administrative allocation and planning review committee minutes,
Services 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.

Primary Responsibility for Documents
Maintenance and Retention

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

Risk management: Certificates of insurance;
Worker's Compensation Insurance certificates from
vendors; and liability claims files.

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

Assistant Personnel Records: Dates of service rendered;
Superintendent/Vice- employment, assignment and reassignment records,
President Human termination and dismissal notices; evaluations;
Resource Services 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;
insurance policies; Insurance summary of loss runs;
employee benefits/fringe enrollment forms; OSHA
logs; accident or injury reports.

Assistant Academic affairs: Catalog, class schedules,
Superintendent/Vice- minutes of: advisory committee meetings and
President Instruction academic senate meetings; accreditation reports;

faculty handbooks

Assistant Admissions and records: Attendance reports,
Superintendent/Vice- class rosters, instructor grade sheets, permanent

President Student transcripts, reports of degrees and certificates, State

Services 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 —Optional, 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 law, Class 3 —Disposable Records shall be destroyed during the third
college year after the college year in which it originated.

Disposable records include, but are not limited to:

e 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 year 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
required by law, whichever date is later. Details reqarding 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 |If 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
segreqgated 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

e 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. Barring 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 ESI| 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:  Superintendent/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 and
was reviewed and approved again at the February 11, 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 Procedure AP 3560

General Institution
DRAFT as of 2/11/11

AP 3560 SERVING OF ALCOHOLIC BEVERAGES

References:
Business and Professions Code Sections 24045.4, 24045.6, and 25608

Alcoholic beverages may be permitted on District property if the alcoholic beverages are
for use during a fundraiser held to benefit the Palomar College Foundation, a non-profit
organization. The Palomar College Foundation shall be responsible for obtaining a
license under the Business and Professions Code and for providing appropriate liability
insurance for the event.

Office of Primary Responsibility:  Superintendent/President’s Office

NOTE: The red ink signifies language that is suggested as good practice by 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 green ink was submitted by Finance and
Administrative Services. This procedure was reviewed at the January 21, 2011 and February 11, 2011
Task Force Meetings.

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






Palomar Community College District Procedure AP 5900

Student Services
DRAFT as of 2/11/11

AP 5900 PREVENTION OF IDENTITY THEFT IN STUDENT
FINANCIAL TRANSACTIONS

References:
Fair and Accurate Credit Transactions Act (FACT Act) (Public Law 108-159)

The Purpose of the Identity Theft Prevention Program

The purpose of this Identity Theft Prevention Program (ITPP) is to control reasonably
foreseeable risks to students from identity theft, by providing for the identification,
detection, and response to patterns, practices, or specific activities (“Red Flags”) that
could indicate identity theft.

Definitions
“Identity theft” is a fraud attempted or committed using identifying information of
another person without authority.

A “creditor” includes government entities who defer payment for goods or services (for
example, payment plans for enrollment fees, bookstore accounts, or parking tickets).

“Deferring payments” refers to postponing payments to a future date and/or installment
payments on fines or costs.

A “covered account” includes one that involves multiple payments or transactions.

“Person” means any individual who is receiving goods and/or services from the District
and is making payments on a deferred basis for said goods and/or services.

Detecting “Red Flags” For Potential Identity Theft
Detection or discovery of a “Red Flag” indicates the need to take action under this ITPP
to help prevent, detect, and correct identity theft.

The District will consider the following factors in identifying relevant “Red Flags:”
the types of covered accounts the District offers or maintains

the methods the District provides to open the District’'s covered accounts
the methods the District provides to access the District’'s covered accounts
the District’s previous experience(s) with identity theft

The District will continue to incorporate relevant “Red Flags” into this ITPP from the
following sources:






incidents of identity theft that the District has experienced

methods of identity theft that the District identifies that reflects changes in identity

theft risks
quidance from the District's management, legal counsel, and/or risk management

advisors who identify changes in identity theft risks

The following Red Flags have been identified for the District’'s covered accounts:

Alerts, Notifications, or Warnings from a Consumer Reporting Agency, such as:

(0}

(0}

(0}

(0]

A fraud or active duty alert is included with a consumer report the District
receives as part of a background check of an individual with any duties in, or
access to, or who holds covered accounts and the alert suggests that the
individual may be a perpetrator.
A consumer reporting agency provides a notice of credit freeze in response to
a request for a consumer report of an individual with any duties in, or access
to, or who holds covered accounts and the alert suggests that the individual
may be a perpetrator.
A consumer reporting agency provides a notice of address discrepancy. An
address discrepancy occurs when an address provided by a student
substantially differs from the one the credit reporting agency has on file. See
the section titled Preventing and Mitigating Identity Theft for specific_steps
that must be taken to address this situation.
A consumer report indicates a pattern of activity that is inconsistent with the
history and usual pattern of activity of an individual with any duties in, or
access to, or who holds covered accounts, such as:

e A recent and significant increase in the volume of inquiries

¢ An unusual number of recently established credit relationships

e A material change in the use of credit, especially with respect to

recently established credit relationships
e An account that was closed for cause or identified for abuse of account
privileges by a creditor or financial institution

Suspicious Documents, such as:

0}
o

(0]

Documents provided for identification appear to have been forged or altered
The photograph or physical description on the identification is_not consistent
with the appearance of the applicant or customer presenting the identification
Other_information _on the identification is not consistent with information
provided by the person opening a new covered account or customer
presenting the identification

Other information on the identification is not consistent with readily accessible
information that is on file with the District, such as a signature card or a recent
check

An_application appears to have been altered or forged, or gives the
appearance of having been destroyed or reassembled

Suspicious Personally Identifying Information, such as:






o When necessitated by the presence of an applicable red flag, checks of
provided personally identifying information reveal inconsistencies when
compared against _external information sources used by the District. For
example:

e The address does not match any address in the consumer report

e The Social Security Number (SSN) has not been issued, or is listed on the
Social Security Administration’s Death Master File, or

e There is a lack of correlation between the SSN range and date of birth

o Personal identifying information provided by a person is not consistent with
other personal identifying information provided by the person and the types of
inconsistencies suggest possible identity theft. For example:

e The name or identifying humber on a document does not match identifying
information on other immigration documents

o Personal identifying information is associated with known fraudulent activity
as _indicated by internal or third-party sources used by the District. For
example:

e The address on an application is the same as the address provided on a
fraudulent application

e The phone number on an application is the same as the phone number
provided on a fraudulent application

o Personal identifying information provided is of a type commonly associated
with fraudulent activity as indicated by internal or third-party sources used by
the District. For example:

e The address on an application is fictitious, a mail drop, or a prison or
e The phone number is invalid or is associated with a pager or answering
service

o0 The SSN provided is the same as that submitted by other persons currently
being served by the District and such submittal or use is suspected of being
fraudulent, intentionally incorrect, or otherwise malicious.

o The address or telephone number provided is the same or similar to the
address or_telephone number _submitted by an unusually large number of
other persons being served by the District and such submittal or use is
suspected of being fraudulent, intentionally incorrect, or otherwise malicious.

o0 The person opening the covered account fails to provide all required personal
identifying information on an application or in response to notification that the
application is incomplete.

o Personal identifying information provided is not consistent with personal
identifying information that is on file with the District.

o The person opening the covered account cannot provide authenticating
information beyond that which generally would be available from a wallet or
consumer report when required or requested.

e Unusual Use of (or Suspicious Activity Relating to) a Covered Account, such as:
o A new covered account is used in a manner that is commonly associated with
known patterns of fraud. For example, a person makes a first payment, but
there _are no_subsequent payments or explanatory contacts made and/or






he/she continues to attempt to conduct business beyond the timeframes

typically associated with such circumstances.

A covered account is used in a manner that is not consistent with established

patterns of activity on the account. For example, there is:

e Nonpayment when there is no history of late or missed payments, or

e A material change in electronic fund transfer patterns in connection with a
payment.

A covered account that has been inactive for a reasonably lengthy period of

time_is suddenly used or active without reasonable purpose such as without

enrollment _of for non-enrollment-related fees due such as for transcript

requests.

Mail sent to the person holding the covered account is returned repeatedly as

undeliverable although transactions continue to be conducted in_connection

with the person’s covered account.

The District_is notified that the person is not receiving paper account

statements and at least one other “red flag” condition type exists.

The District is_notified of unauthorized transactions in _connection with a

person’s covered account.

Notices from Persons, Victims of Identity Theft, Law Enforcement Authorities, or

Other Businesses About Possible Identity Theft in Connection with Covered

Accounts, such as:

(0]

The District is notified by a person with a covered account, a victim of identity
theft, a law enforcement authority, or any other person, that it has opened a
fraudulent account for a person engaged in identity theft.

Measures to Detect “Red Flags”

The District shall do the following to aid in the detection of “Red Flags:”

When a new covered account is opened, the District may obtain identifying

information about, and information verifying the identity of, the student or other

person seeking to open a covered account if one or more “red flags” are

indicated. The following are examples of the types of valid identification that a

person may provide to verify the identity of the person seeking to open the

covered account:

O O0OO0O0OO0O0O0

Valid state-issued driver’s license

Valid state-issued identification card

Current passport

Social Security Card

Other photo identification believed to be authentic

Current residential lease, or

Copy of a deed to the person’s home or invoice/statement for property taxes

Persons with covered accounts who request a name change will be required to:

0}
o

Make the change in person
Provide documentation proving the change






o Show valid photo identification, such as state-issued driver's license or
identification card or current passport

Persons with covered accounts who request a change in their personal
information on file, other than a name change, will have the requested changes
verified by the District, as follows:

o Any changes made on-line will be considered verified by reason of valid entry
into the account using personal username and password.

o Any change requests made in person shall be accompanied by the photo
identification of the requester and at least one written form of verification
reflecting the requested changes to the personal information. For example, if
an_address change is requested, then documentation evidencing the new
address shall be obtained. If a phone number change is requested, then
documentation evidencing the new phone number, such as a phone bill, shall
be obtained.

When a student obtains the District photo identification card, the student shall be
required to provide, in person, photo identification in the form of a valid state-
issued driver’s license or identification card or a current passport.

When a breach of the District’'s electronic or other security measures, including
firewalls, is detected, an analysis shall be performed to identify any suspicious
activity, attempted breaks, and violations.

The District shall consider implementation of any new technologies for identity
verification and “red flag” detection in application, enrollment and other on-line
processes when they become available.

Preventing and Mitigating ldentity Theft

One or more of the following measures, as deemed appropriate under the particular

circumstances, shall be implemented to respond to “Red Flags” that are detected:

Monitor the covered account for evidence of identity theft

Contact the person who holds the covered account

Block all online transactions and process transaction requests in-person with
appropriate identification

Change any passwords, security codes, or other security devices that permit
access to a covered account

Reopen the covered account with a new account number

Not open a new covered account for the person

Close an existing covered account

Not attempt to collect on a covered account or not sell a covered account to a
debt collector

Notifying law enforcement

Where a consumer reporting agency provides an address for a consumer that
substantially differs from the address that the consumer provided, the District
shall take the necessary steps to form a reasonable belief that the District knows






the identity of the person for whom the District obtained a credit report, and
reconcile the address of the consumer with the credit reporting agency, if the
District_establishes a continuing relationship with the consumer , and regularly,
and in_the course of business, provides information to the credit reporting

agency, or
e Determine that no response is warranted under the particular circumstances.

Updating the ITPP
The District shall update this ITPP on an annual basis to reflect changes in risks to
persons with covered accounts, and/or to reflect changes in risks to the safety and
soundness of the District from identity theft, based on the following factors:

e The experiences of the District with identity theft
Changes in methods of identity theft
Changes in methods to detect, prevent and mitigate identity theft
Changes in the types of covered accounts that the District maintains
Changes in the business arrangements of the District, including service provider
arrangements

Methods for Administering the ITPP
Oversight by the District's Vice President of Finance and Administrative Services and
Vice President of Student Services shall include:
e Assigning specific responsibility for the ITPP’s implementation
e Reviewing reports prepared by the staff regarding compliance of the ITPP
e Approving material changes to the ITPP as necessary to address changing
identity theft risks

Staff responsible for the development, implementation, and administration of this ITPP
shall report to the Vice President of Finance and Administrative Services and Vice
President of Student Services on an annual basis, or as necessary. The report shall
address _material _matters to the ITPP and evaluate the following issues: the
effectiveness of the policies and procedures in addressing the risk of identity theft in
connection with opening new covered accounts and with respect to existing covered
accounts; service provider arrangements; significant _incidents involving identity theft
and management’s response; and recommendations for material changes to the ITPP.

Whenever the District engages a service provider to perform an activity in_connection
with_one or more covered accounts the District shall take steps to ensure that the
activity of the service provider is conducted in accordance with reasonable policies and
procedures designed to detect, prevent, and mitigate the risk of identity theft. To that
end, the District shall require our service contractors, by contract, to have policies and
procedures to detect relevant “Red Flags” that may arise in the performance of the
service provider’'s activities, and either report the “Red Flags” to the District, or to take
appropriate steps to prevent or mitigate identity theft.

Offices of Primary Responsibility: Student Services
and






Finance and Administrative Services

NOTE: The red ink signifies language that is legally required. This new procedure was recommended
by the CC League and the League’s legal counsel in Update #15 disseminated to districts in September
2008. This procedure was created to comply with the Fair and Accurate Credit Transactions Act (FACT Act),
a new federal law that requires any public agency which establishes “covered accounts,” i.e. accounts that
involve multiple payments or transactions, to implement a program to monitor for identity theft. The
information in blue ink is additional language to consider including in this procedure. The language in
green ink was added by Student Services and Finance and Administrative Services. This procedure was
approved by the Task Force at its February 11, 2011 Meeting.

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






Proposed Palomar Community College District AP 6900
Procedure

Finance and Administrative Services
DRAFT as of 2/11/11

AP 6900 TRAVEL

References:
Education Code Sections 72423 and 87032

The Chief Business Officer is responsible for ensuring that the District complies with
sound operating procedures reqgarding travel which include, but are not limited to:
Approval and authority

Authorized expenses

Advance of funds

Reimbursement

The Chief Business Officer is responsible for creating, maintaining, and communicating
travel operating procedures as defined in the Finance and Administrative Services

Handbook(s).

Office of Primary Responsibility: Finance and Administrative 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 font is
recommended by Finance and Administrative Services. This procedure was reviewed at the December
10, 2010, January 21, 2011, and February 11, 2011 Task Force Meetings. This procedure was approved
by the Task Force at its February 11, 2011 Meeting.

Date Approved:






Proposed Palomar Community College District AP 7330
Procedure

Human Resources
DRAFT as of 2/11/11

AP 7330 COMMUNICABLE DISEASE

References:
Education Code Sections 87408, 87408.6, and 88021

The intent of this procedure is to protect public health from diseases that could be
transmitted via the scope/nature of the position and not to discriminate against individuals.

For applicants for academic positions who have not been previously employed in
academic positions within the state:

e A medical certificate is required showing that the applicant is free from
communicable disease, including but not limited to active tuberculosis, which
would render the applicant unfit to instruct or associate with students. Such
certificate _shall be obtained from the applicant after an offer of employment is
made but before the applicant commences employment

e The medical certificate shall be submitted by a physician as authorized by code.

e The medical examination upon which the certification is based shall be
conducted not more than six months before the submission of the certificate and
shall be at the expense of the applicant

e A contract of employment may be offered to an applicant subject to the
submission of the required medical certificate

e The medical certificate becomes a part of the personnel record of the employee
and is open to the employee or his or her designee

For current employees:

e Subject to the provisions of applicable collective bargaining agreements and
employee handbooks, the District may require an employee to undergo a medical
examination at District expense to determine that the employee is free from
communicable disease which would render the employee unfit to instruct or
associate with students, including but not limited to active tuberculosis, that could
be transmitted via activities reasonably within the scope of employment

e Human Resource Services shall provide notice to the employee of the District-
paid examination. Such notice shall state the reason for the examination and the
date by which the examination must be completed

e Following a District-paid medical examination, the District may require that the
employee submit a medical certificate from a licensed physician or surgeon
stating that the employee is free from communicable disease. Failure or refusal






to submit such certification in a timely manner may cause the District to exclude
the employee from service until such time as the employee provides the
certification

If an employee is not certified as free from communicable disease, the District will refer
the applicant and report_ to a local public health official. The local public health official
shall_advise the District when the applicant or employee can be certified free from
communicable disease.

This procedure is limited to examinations and certification for freedom from
communicable disease. For fithess for duty applicant and employee physical and/or
mental examinations, see BP 7335 titled Health Examinations.

<+ From current Palomar Procedure 104 titled AIDS

Also see BP/AP 5210 titled Communicable Disease (related to students), BP 7335 titled

Health Examinations, and AP 7336 titled Certification of Freedom from Tuberculosis

Office of Primary Responsibility: Human Resource Services

NOTE: This procedure is legally required/legally advised. The language in red type is recommended
from the Community College League and legal counsel (Liebert Cassidy Whitmore). The information in
black ink is current Palomar Procedure 104 titled AIDS with no adoption date. 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 at the January 21,
2011 and February 11, 2011 Task Force Meetings. This procedure was approved by the Task Force at its
February 11, 2011 Meeting.

Date Approved:
(Replaces current Palomar Procedure 104)






Proposed Palomar Community College District AP 7365
Procedure

Human Resources
DRAFT as of 2/11/11

AP 7365 DISCIPLINE AND DISMISSAL — CLASSIFIED EMPLOYEES

References:

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

Disciplinary procedures for employees represented by an exclusive bargaining

representative, such as CCE/AFT, are contained in the appropriate collective bargaining

agreement, and nothing herein applies to such employees.

Grounds for Formal Discipline

A permanent member of the classified service shall be subject to disciplinary action,

including but not limited to, reduction in pay, demotion, suspension, or discharge, for

any of the following grounds:

Fraud in securing employment or making a false statement on an application for
employment

Incompetence, i.e., inability to comply with the minimum standard of an
employee's position for a significant period of time

Inefficiency or inexcusable neglect of duty, i.e., failure to perform duties required
of an employee within his position

Willful disobedience and insubordination, a willful failure to submit to duly
appointed and acting supervision or to conform to duly established orders or
directions of persons in_a supervisory position or_insulting or demeaning the
authority of a supervisor or manager

Dishonesty involving employment

Being under the influence of alcohol or illegal drugs or narcotics while on duty,
being impaired by alcohol or illegal drugs in your biological system while on duty
which could impact the ability to do the job

Excessive absenteeism

Inexcusable absence without leave

Abuse of sick leave, i.e., taking sick leave without a doctor's certificate when one
is required, or misuse of sick leave

The conviction of either a misdemeanor or a felony involving moral turpitude shall
constitute grounds for dismissal of any employee. The record of conviction shall
be conclusive evidence only of the fact that the conviction occurred. The Office
of Human Resources may inquire into the circumstances surrounding the
commission _of the crime in order to fix the degree of discipline or the






determination if such conviction is an offense involving moral turpitude. A plea or
verdict of guilty or a conviction showing a plea of nolo contendere made to
charge a felony or any offense involving moral turpitude is deemed to be a
conviction within the meaning of this section.

Discourteous treatment of the public or other employees

Improper or unauthorized use of District property

Refusal to subscribe to any oath or affirmation that is required by law in
connection with District employment

Any willful act of conduct undertaken in bad faith, either during or outside of duty
hours which is of such a nature that it causes discredit to the District, the
employee's department, or division

Inattention to duty, tardiness, indolence, carelessness, or negligence in the care
and handling of District property

Violation of the rules and regulations published in any department

Inability to perform the essential functions of the job with reasonable
accommodation or without presenting a direct threat to the health and safety of
self or others due to mental or physical impairment

Acceptance from any source of a reward, qgift, or other form of remuneration in
addition to reqular compensation to an employee for the performance of his/her
official duties

The refusal of any officer or employee of the District to testify under oath before
any court, grand jury, or administrative officer_having jurisdiction over any then
pending cause of inquiry in_which the District is involved. Violation of this
provision may constitute of itself sufficient ground for the immediate discharge of
such officer or employee.

Willful violation of any of the provisions of the ordinances, resolutions or any
rules, requlations, or policies which may be prescribed by the District

Improper _political activity. Example: Those campaigning for or espousing the
election or non-election of any candidate in national, state, county, or municipal
elections while on duty and/or during working hours or _the dissemination of
political material of any kind while on duty and/or during working hours.

Working overtime without authorization

Disciplinary Actions

Where informal discipline fails to adequately address the problem or where otherwise

provided in this procedure, formal disciplinary action taken by the District against a

permanent member of the classified service may include, but not be limited to the

following:

Reduction in pay or demotion — The District may reduce the pay or demote an
employee whose performance of the required duties falls below standard or for
misconduct.

Suspension — An employee may be suspended for disciplinary purposes without
pay.

Discharge — A permanent member of the classified service may be discharged
for just cause at any time. Formal written notice of discharge may be made after
considered action during a period of suspension.






Procedure for Disciplinary Action and Appeal

The District may, for disciplinary purposes, suspend, demote, or terminate any
employee holding a position in the classified service. Demotion shall include reduction
in pay from a step within the class to one or more lower steps.

For classified employees suspended, demoted or discharged the District shall follow a
pre-disciplinary procedure as follows:

Notice of Intent: Whenever the District intends to suspend an employee, demote the

employee, or dismiss the employee, the employee shall be given a written notice of

discipline which sets forth the following:

The disciplinary action intended

The specific charges upon which the action is based

A factual summary of the grounds upon which the charges are based

A copy of all written materials, reports, or documents upon which the discipline is

based

e Notice of the employee’s right to respond to the charges either orally or in writing
to the appropriate manager

e The date, time, and person before whom the employee may respond in no less
than five working days and

e Notice that failure to respond at the time specified shall constitute a wavier of the
right to respond prior to final discipline being imposed

Response by Employee: The employee shall have the right to respond to the
appropriate_manager_orally or in_writing. The employee shall have a right to be
represented at any meeting set to _hear the employee’s response. In_cases of
suspensions, demotions, or dismissal, the employee’s response will be considered
before final action is taken.

Final Notice: After the response or the expiration of the employee’s time to respond to
the notice of intent, the appropriate authority shall: 1) dismiss the notice of intent and
take no disciplinary action against the employee; or 2) modify the intended disciplinary
action; or 3) prepare and serve upon the employee a final notice of disciplinary action.
The final notice of disciplinary action shall include the following:

The disciplinary action taken

The effective date of the disciplinary action taken

Specific charges upon which the action is based

A factual summary of the facts upon which the charges are based

The written materials reports and documents upon which the disciplinary action is
based and

e The employee’s right to appeal

Appeal and Request for Hearing: If a classified employee, having been issued the
final notice of disciplinary action, wants to appeal the action, he/she shall within ten
calendar days from the date of receipt of the notice, appeal to the Governing Board by






filing a written answer to the charges and a request for hearing with the Chief Human
Resources Officer.

Time for Hearing: The Governing Board shall, within a reasonable time from the filing
of the appeal, commence the hearing. The Governing Board may conduct the hearing
itself or it may secure the services of an experienced hearing officer or Administrative
Law Judge, mutually selected by the District and the employee, to conduct a hearing
and render_a proposed decision for consideration by the Board. However, in_every
case, the decision of the Governing Board itself shall be final. The Governing Board
may affirm, modify, or revoke the discipline. Any employee, having filed an appeal with
the Board and having been notified of the time and place of the hearing, who fails to
make an appearance before the Governing Board, may be deemed to have abandoned
his/her appeal. In this event, the Board may dismiss the appeal.

Record of Proceedings and Costs: All disciplinary appeal hearings may, at the
discretion of either party or the Governing Board, be recorded by a court reporter. Any
hearing which does not utilize a court reporter shall be recorded by audio tapes. If a
court reporter is requested by either party, that party shall pay the cost of the court

reporter.

Conduct of the Hearing:

e The hearing need not be conducted in accordance with technical rules relating to
evidence and witnesses but hearings shall be conducted in a manner most
conducive to determination of the truth

e Any relevant evidence may be admitted if it is the type of evidence on which
responsible persons are accustomed to rely in the conduct of serious affairs,
regardless of the existence of any common law or statutory rules which might
make improper the admission of such evidence over objection in civil actions

e Hearsay evidence may be used for the purpose of supplementing or explaining
any direct evidence that shall not be sufficient in itself to support a finding unless
it would be admissible over objection in civil actions

e The rules dealing with privileges shall be effective to the same extent that they
are now or hereafter may be recognized in civil actions

e Irrelevant and unduly repetitious evidence may be excluded

e The Governing Board shall determine relevancy, weight, and credibility of
testimony and evidence. Decisions made by the Governing Board shall not be
invalidated by any informality in the proceedings

e During examination of a witness, all other witnesses, except the parties, shall be
excluded from the hearing upon motion of either party

Burden of Proof: In a disciplinary appeal the District has the burden of proof by
preponderance of the evidence.

Proceed with Hearing or Request for Continuance: Each side should be asked if it
is ready to proceed. If either side is not ready and wishes a continuance, good cause
must be stated.






Testimony under Oath: All withesses shall be sworn in for the record prior to offering
testimony at the hearing. The chairperson will request the witnesses to raise their right
hand and respond to the following:

“Do you swear that the testimony you are about to give at this hearing is the truth, the
whole truth and nothing but the truth?”

Presentation of the Case: The hearing shall proceed in the following order unless the
Governing Board, for special reason, directs otherwise:

e The party imposing discipline (District) shall be permitted to make an opening
statement.

e The appealing party (employee) shall be permitted to make an opening
statement.

e The District shall produce its evidence.

e The party appealing from such disciplinary action (employee) may then offer their
evidence.

e The District followed by the appealing party (employee) may offer rebutting
evidence.

e Closing arguments shall be permitted at the discretion of the Governing Board.
The party with the burden of proof shall have the right to go first and to close the
hearing by making the last argument. The Governing Board may place a time
limit on closing arguments. The Board or the parties may request the submission
of written briefs. After the request for submittal of written briefs, the Governing
Board will determine whether to allow the parties to submit written briefs and
determine the number of pages of briefs.

Procedure for the Parties: The District _representative _and the employee
representative will address their remarks, including objections, to the President of the
Board. Objections may be ruled upon summarily or argument may be permitted. The
Governing Board reserves the right to terminate argument at any time and issue a ruling
regarding _an_objection or _any other matter, and thereafter the representative shall
continue with the presentation of their case.

Right to Control Proceedings: While the parties are generally free to present their
case in the order that they prefer, the Governing Board reserves the right to control the
proceedings, including, but not limited to, altering the order of witnesses, limiting
redundant or irrelevant testimony, or by the direct questioning of witnesses.

Hearing Demeanor and Behavior: All parties and their attorneys or representatives
shall not, by written submission or oral presentation, disparage the intelligence, ethics,
morals, integrity, or personal behavior of their adversaries or members of the Governing
Board.

Deliberation Upon the Case: The Governing Board should consider all oral and
documentary evidence, the credibility of witnesses, and other appropriate factors in






reaching their decision. The Board may deliberate at the close of the hearing or at a
later fixed date and time. In those cases where the Governing Board has received a
proposed decision from a hearing officer or Administrative Law Judge, the proposed
decision, the record of the hearing and all documentary evidence shall be available for
review by the Board when it deliberates.

Written Findings, Conclusion, and Decision: The Governing Board shall render its
findings, conclusions, and decision as soon after the conclusion of the hearing as
possible. A finding must be made by the Board on each material issue. The Governing
Board may sustain or reject any or all of the charges filed against the employee. The
Board may sustain, reject, or modify the disciplinary action invoked against the
employee. In those cases where the Governing Board has received a proposed
decision from a hearing officer or Administrative Law Judge, the Board may adopt the
proposed decision, modify the proposed decision, or render a new decision. If the
Governing Board recommends reinstatement of the terminated employee, the employee
is only entitled to back pay minus the sum the employee has earned during the period of
absence.

Decision of the Board to be Final: The decision of the Governing Board in all cases
shall be final.

Emergency Suspension: If an employee’s conduct presents an immediate threat to
the health and safety of the employee or others, the employee may be suspended
without compliance with the provisions this procedure. However, as soon as possible
after suspension, the employee shall be given notice as set forth herein.

Record Filed: When final action is taken, the documents shall be placed in the
employee’s personnel file.

Office of Primary Responsibility: Human Resource Services

NOTE: This procedure is legally required. The language in red type is recommended from the
Community College League and legal counsel (Liebert Cassidy Whitmore). The information in blue type
is additional language to consider including in this procedure. The language in green ink reflects
revisions/additions made by Human Resource Services. This procedure was reviewed by the Task Force
on December 12, 2008, February 20, 2009, and February 11, 2011. This procedure was approved by the
Task Force at its February 11, 2011 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 3310

General Institution
DRAFT as of 2/11/11

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

Personnel records are subject to the provisions in the applicable collective bargaining
agreement.

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 originally 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 and reviewed/approved again at the February 11, 2011 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 3560

General Institution
DRAFT as of 2/11/11

BP 3560 SERVING OF ALCOHOLIC BEVERAGES

Reference:
Business and Professions Code Section 25608

The Superintendent/President is authorized to enact procedures as appropriate under
the restrictions of the grant deeds pertaining to District property and permitted by law
regarding serving alcoholic beverages on District property for fund raising events held to
benefit non-profit organizations. Alcoholic beverages shall not be served on District
property except in accordance with AP 3560 titled Serving of Alcoholic Beverages.

NOTE: The red ink signifies language that is suggested as good practice. The language in green ink
is recommended by Finance and Administrative Services. This policy was reviewed at the December 10,
2010, January 21, 2011, and February 11, 2011 Task Force Meetings.

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

o,

« From current Palomar College Policy 108 titled Drug-Free Workplace (88-
13017)

It is the policy of the Palomar Community College District to maintain a drug-free
workplace. The unlawful manufacture, distribution, dispensation, possession, or use of
a controlled substance is prohibited in all buildings, property, facilities, service areas,
and education centers of the District. All employees are required to comply with this
policy as a condition of their continued employment, and any employee violating this
policy will be subject to disciplinary action which may include termination. Any
employee convicted under a criminal drug statute for conduct in the workplace, must
report this conviction within 5 days to the Vice President for Human Resource Services
and Affirmative Action.

GB 3-14-89





« From current Palomar College Policy 109 titled Drugs and Alcohol (90-
14352)

It is the policy of the Palomar Community College District to provide, maintain,
encourage, and support a drug- and alcohol-free campus. The District is committed to
providing a workplace and learning environment that is alcohol free and drug free. The
commitment of this policy is to education, prevention, rehabilitation, and recovery. An
alcohol-free and drug-free campus will promote the safety and health of students,
employees, and the public.

All employees and students are clearly and expressly prohibited from the possession or
consumption of alcohol on District property, at any District facility, and where students
are engaged in a school-related activity. All employees are absolutely prohibited from
the possession or consumption of alcohol when acting within the scope of employment.
The "scope of employment” includes all duties performed as a District employee
whether or not the duties are performed at any workplace of the District. "Scope of
employment” does not include social functions away from any workplace nor does it
include presence at a voluntary social activity at a non-workplace related to any
conference, workshop, seminar, or similar event where attendance is approved by the
District.

All students and employees are clearly and expressly prohibited from being under the
influence of alcohol while on District property, at any District facility, while acting within
the scope of employment, or while attending any school-related activity.

All employees and students are clearly and expressly prohibited from the manufacture,
distribution, dispensation, possession, or use of illegal drugs or controlled substances
on campus, at any school-sponsored event, or while acting within the scope of
employment. The terms "illegal drugs" and "controlled substances" include all chemical
substances or drugs listed in any controlled substances laws or regulations such as the
federal Controlled Substances Act of 1988 and California Health and Safety Code
sections 11054-11058.

All employees and students are clearly and expressly prohibited from being under the
influence of illegal drugs or controlled substances while on campus, at any school-
sponsored event, or while acting within the scope of employment.

Any employee or student may possess or use prescribed drugs as long as any such
possession or use is under and consistent with the specific direction of a physician and
does not seriously impair the performance of the employee or class activity of the
student.

GB 3-26-91






Palomar Community College District Policy BP 5900

Student Services
DRAFT as of 2/11/11

BP 5900 PREVENTION OF IDENTITY THEFT IN STUDENT
FINANCIAL TRANSACTIONS

References:
Fair and Accurate Credit Transactions Act (FACT Act) (Public Law 108-159)

Since the District serves as a creditor in relation to its students, the District is required to
provide for the identification, detection, and response to patterns, practices, or specific
activities  (“Red _Flags”) that could indicate identity theft of students. The
Superintendent/President is_directed to develop procedures to implement an Identity
Theft Prevention Program (ITPP) to control reasonably foreseeable risks to students
from identity theft.

NOTE: The red ink signifies language that is legally required. 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 comply with the Fair and Accurate Credit Transactions Act (FACT Act), a new federal
law that requires any public agency which establishes “covered accounts,” i.e. accounts that involve multiple
payments or transactions, to implement a program to monitor for identity theft. The language in green ink
was added by Student Services and Finance and Administrative Services. This policy was approved by the
Task Force at its February 11, 2011 Meeting.

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






Proposed Palomar Community College District BP 6900
Policy

Finance and Administrative Services
DRAFT as of 2/11/11

BP 6900 TRAVEL

References:
Education Code Sections 72423 and 87032

The Governing Board authorizes the Superintendent/President to attend conferences,
meetings, and other activities that are appropriate to the functions of the District.

The Superintendent/President shall ensure that procedures are established regarding
the attendance of other employees at conferences, meetings, or activities. The
procedures shall include authorized expenses, advance of funds, and reimbursement.

All employee travel outside the United States must be approved in advance by the
Governing Board.

« From current Palomar Policy 507 titled Conference and Travel (87-12431; 90-
14040)






s From current Palomar Policy 507.2 titled Approval of Off-Campus Travel (90-
14041)

o,

% From current Palomar Policy 507.31 titled Expense Reimbursement —
Business Mileage






o,

% From current Palomar Policy 507.32 titled Expense Reimbursement —
Transportation (Other Than Business Mileage)






% From current Palomar Policy 507.33 titled Expense Reimbursement —
Registration

« From current Palomar Policy 507.34 titled Expense Reimbursement —
Lodging/Meals






% From current Palomar Policy 507.35 titled Expense Reimbursement —
Miscellaneous Expenses






« From current Palomar Policy 507.4 titled Personnel Considerations

« From current Palomar Procedure 507.1 titled Definition of Off-Campus
Travel






« From current Palomar Procedure 507.2 titled Approval of Off-Campus
Travel






« From current Palomar Procedure 507.21 titled Blanket Travel Approval for
County

« From current Palomar Procedure 507.3 titled Expense Reimbursement





s From current Palomar Procedure 507.36 titled Claiming Expenses

« From current Palomar Procedure 507.6 titled Forms and Office Responsible
for Issuing

Also see BP 2735 titled Governing Board Member Travel

NOTE: The wording in blue ink is additional language to consider including in this policy. The
information in black ink is current Palomar Policies 507 titled Conference and Travel with no adoption
date, 507.1 titled Definition of Off-Campus Travel with no adoption date, 507.2 titled Approval of Off-
Campus Travel adopted on 9-25-90, 507.3 titled Expense Reimbursement with no adoption date, 507.31





titled Expense Reimbursement — Business Mileage with no adoption date, 507.32 titled Expense
Reimbursement — Transportation (Other than Business Mileage) with no adoption date, 507.33 titled
Expense Reimbursement — Registration with no adoption date, 507.34 titled Expense Reimbursement —
Lodging/Meals, 507.35 titled Expense Reimbursement — Miscellaneous Expenses with no adoption date,
507.36 titled Non-Reimbursable Expenses with no adoption date, and 507.4 titled Personnel
Considerations adopted on 6-14-88 and revised on 9-25-90 and Palomar Procedures 507.1 titled
Definition of Off-Campus Travel, 507.2 titled Approval of Off-Campus Travel, 507.21 titled Blanket Travel
Approval for County, 507.3 titled Expense Reimbursement, 507.36 titled Claiming Expenses, and 507.6
titted Forms and Office Responsible for Issuing with no dates.. The language in green ink reflects
revisions/additions made by Human Resource Services and Finance and Administrative Services. This
policy was reviewed at the December 10, 2010 and January 21, 2011 Task Force Meetings. This policy
was approved by the Task Force at its February 11, 2011 Meeting.

Date Adopted:

(Replaces current Palomar Policies 507,
507.1, 507.2, 507.3, 507.31, 507.32, 507.33,
507.34, 507.35, 507.36, and 507.4 and current
Palomar Procedures 507.1, 507.2, 507.21,
507.3, 507.36, and 507.6)






Proposed Palomar Community College District BP 7365
Policy

Human Resources
DRAFT as of 2/11/11

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 employee handbooks.
Disciplinary _procedures for employees represented by an exclusive bargaining
representative, such as CCE/AFT, are contained in the appropriate collective bargaining
agreement, and nothing herein applies to such employees.

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.

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 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. This policy was reviewed again and





approved by the Task Force on February 11, 2011.

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







