
 

 

 
 
  

 
 
 
CHAIR:   Deegan 
MEMBERS:  Barton, Brannick, Cater, Cerda, Claypool, Cuaron, Dean, Dimmick, Furch, Halttunen, 
Hoffmann, Jimenez, Laughlin, Martinez, Maunu, Newmyer, Sivert, Stewart, Talmo, Titus, Tortarolo, 
Vernoy, Wick  
RECORDER:  Ashour 
                   Attachments    Time 
         

A. MINUTES                      5 min 
1. Approve Minutes of September 20, 2011 

 
B.  ACTION ITEMS/FIRST READING                    10 min 
  1.  Board Policies 3440, 3502, 3505, 3550, 3560, 4020    Exhibit B1 
    5010, 5130, 5510, 6550, 6700, 7100, 7120, 7130 
  2.  Administrative Procedures 3440, 3550, 3560, 4020    Exhibit B2 
    5010, 5013, 5130, 6700 
 
C.  ACCREDITATION RECOMMENDATIONS AND PROGRESS          40 min 

1. Accrediting Commission Actions and Policy Updates   
2. Accreditation Update       
3. Midterm Report: Review:    Exhibit C3 

Recommendation #3‐SLOACs 
Planning Agendas #1, 5‐SLOACs, Professional Development 
Planning Agenda #6‐Staffing Plan)‐75/25 Workgroup 
Planning Agenda #7‐Staffing Plan)‐Staffing Plan 
   

D.  INTEGRATED PLANNING MODEL      40 min 
1.  SPC Timeline Check‐in     
2.  Objectives 1.2, 3.1, and 3.2  Exhibit D2 
3.   IPM Figure  Exhibit D3 
4.  SPPF update 
 

E.  REPORTS OF PLANNING COUNCILS      10 min. 
  1.  Finance & Administrative Services Planning Council – Joe Newmyer 
  2.  Human Resource Services Planning Council – John Tortarolo 
  3.  Instructional Planning Council – Berta Cuaron   
  4.  Student Services Planning Council – Mark Vernoy 
 
F.  REPORT FROM PC3H COMMITTEE      5 min 
   
G.  OTHER ITEMS 
   
 

STRATEGIC PLANNING COUNCIL 
AGENDA 

Date:                October 4, 2011 
Starting Time:                2:00 p.m. 
Ending Time:                3:45 p.m. 
Place:                                           AA‐140



  
 
A regular meeting of the Palomar College Strategic Planning Council scheduled October 4, 2011, was held in 
AA‐140.  President Robert Deegan called the meeting to order at 2:00 p.m. 
 
ROLL CALL 
Present:  Barton, Brannick, Cater, Cerda, Claypool, Cuaron, Dean, Deegan, Furch, Halttunen, Lucero, Maunu, 

Newmyer, Sivert, Stewart, Vernoy 
Absent:  Dimmick, Hoffmann, Laughlin, Martinez, Talmo, Titus, Tortarolo, Wick 
Recorder:    Cheryl Ashour 
Guests:  Kathy Davis for Wick, Joan Decker, Brent Gowen, Glynda Knighten 
 
A. MINUTES 

1. Approve Minutes of September 20, 2011 
MSC (Cater/Cuaron) to approve the Minutes of September 20, 2011 as written 
 

B. ACTION ITEMS/FIRST READING 
1.  Board Policies 3440, 3502, 3505, 3550, 3560, 4020, 5010, 5130, 5510, 6550, 6700, 7100, 7120, 7130 

President Deegan presented the following Board Policies (Exhibit B1) for a first reading: 
BP 3440‐Service Animals 
BP 3502‐Campus Security and Access 
BP 3505‐Emergency Response Plan 
BP 3550‐Drug Free Environment and Drug Prevention Program 
BP 3560‐Alcoholic Beverages 
BP 4020‐Program, Curriculum, and Course Development 
BP 5010‐Admissions and Concurrent Enrollment 
BP 5130‐Financial Aid, Veterans’ & Scholarships Services 
BP 5510‐Off Campus Student Organizations 
BP 6550‐Disposal of District Personal (Listed) Property 
BP 6700‐Other Facilities Use (Civic Center Act) 
BP 7100‐Commitment to Diversity 
BP 7120‐Recruitment and Hiring 
BP 7130‐Compensation and Benefits 

 
A discussion ensued regarding BP 3560 – Alcoholic Beverages and selling of alcohol on campus.  Concerns 
were expressed regarding the liability for the District if someone attending a function were to drink and 
drive, and the health and safety of our students and staff with serving Alcohol.  A point was made that the 
campus is a smoke and tobacco free campus, yet the District is considering selling alcohol at foundation 
functions.  President Deegan asked constituents to discuss this policy with their members.  The Board 
Policies will return at the next SPC meeting for second reading/action. 
 

2.  Administrative Procedures 3440, 3550, 3560, 4020, 5010, 5013, 5130, 6700 
President Deegan presented the following Administrative Procedures (Exhibit B2) for a first reading. 

AP 3440‐Service Animals 
AP 3550‐Drug Free Environment and Drug Prevention Program 
AP 3560‐Alcoholic Beverages 
AP 4020‐Program, Curriculum, and Course Development 
AP 5010‐Admissions and Concurrent Enrollment 
AP 5013‐Students in the Military 
AP 5130‐Financial Aid, Veterans’ & Scholarships Services 
AP 6700‐Other Facilities Use (Civic Center Act) 
 

STRATEGIC PLANNING COUNCIL 
MEETING MINUTES 
October 4, 2011 
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The Administrative Procedures will return at the next SPC meeting for second reading/action. 
 

C. ACCREDITATION RECOMMENDATIONS AND PROGRESS 
1. Accrediting Commission Actions and Policy Updates 

There were no items. 
 

2.  Accreditation Update 
There were no items. 
 

3.  Draft Midterm Report: Recommendation #3‐SLOACs; Planning Agendas #1, 5—SLOACs, Professional 
Development; Planning Agenda #6‐Staffing Plan‐75/25 Workgroup; Planning Agenda #7‐Staffing Plan 
Vice President Cuaron requested that members read the Report (Exhibit C3) and provide input.  She 
discussed the data on the second page, and the work that has been completed which will move the College 
to proficiency by the end of spring, 2012.   She stated that the 75/25 workgroup has been reconvened.   
 

D. INTEGRATED PLANNING MODEL  
1.  SPC Timeline Check‐in 

Michelle Barton reviewed the upcoming tasks.   
 

2.  Objectives 1.2, 3.1 and 3.2 
Michelle Barton distributed and discussed the following Strategic Plan 2013‐Year 2 objectives (Exhibit D2): 

 1.2: Communicate the College’s planning models, vision, mission, values, and goals. 
o A workgroup was formed to identify ways to communicate the College’s planning models, 

vision, mission, values, and goals.  The goal is to continuously communicate the College’s 
planning process to the rest of the College campus community. Phil Cerda and Evelyn 
Lucero volunteered to be part of the workgroup. 

 3.1: Create a centralized archive documenting institutional history: major planning council 
recommendations, precedent‐setting decisions, and the evolution of shared governance structures. 

o President Deegan will speak to the chair of the workgroup and a progress report will be 
given in a future SPC meeting. 

 3.2: Develop and implement a method for assessing the effectiveness of the shared governance 
process. 
o A workgroup was established consisting of the constituent leaders, or their designee, President 

Deegan, and a Vice President.  Michelle Barton will assist with resources. 
 

3.  IPM Figure 
Michelle Barton distributed a copy of a revised IPM Model (Exhibit D3).  She stated that the group assigned 
to write the midterm report recommends that the IPM model be revised as follows: 

 Take out the words “Equipment Plan” from the list of plans at top, because the equipment plan is 
addressed in the PRPs 

 In the red circle, change the word “review” to “evaluation” to match accreditation language.  The 
Palomar College meaning of the word “review” is the same as the ACCJC meaning of the word 
“evaluation” 

 Change the shadow figures 
 

The following additional revisions were suggested by members: 

 Add the words “Palomar College” to the document 

 Place a hyphen between the words “College” and “Wide” (inside the red circle) 

 Capitalize “community” and “students” under the shadow figures 
 

Revisions will be made to the document and it will come to SPC at the next meeting as a first reading. 
 

4.  SPPF Update 
Michelle Barton updated members on the progress of the SPPF Update process. 
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E.  REPORTS OF PLANNING COUNCILS 

1.  Finance and Administrative Services Planning Council  
Interim Vice President Joe Newmyer reported that FASPC is working on its SAOs and plan to have them 
completed by the end of the month.   A survey will be distributed regarding the work of the Division. 
 

2.  Human Resource Services Planning Council – no report 
 

3.  Instructional Planning Council 
Vice President Cuaron reported that each IPC council member was assigned to review seven or eight PRPs.  It 
developed criteria for the PRP reviews and began developing criteria for proposals that will come in for 
Objective 2.7. 
 

4.  Student Services Planning Council  
Interim Vice President Mark Vernoy reported that SSPC was given a presentation by a group that represents 
the Mental Health Services Act.  The Director of Research and Planning gave direction on how SSPC could 
modify its PRP process. 
 

F.  REPORT FROM PC3H COMMITTEE 
Monika Brannick reported that the wall between ST70 and ST72 came down and the area is now one big room.  
The Pride at the Beach event is this Saturday, from 11:00 am to 6:00 pm, at the Oceanside Pier. 
 

G.  OTHER 
1.  Parking 

President Deegan invited Kelley Hudson‐MacIsaac to today’s meeting to speak on the issue of providing 
additional faculty and staff parking spaces in lot 12.  Ms. Hudson‐MacIsaac stated that when construction 
projects are planned, logistical issues are seriously considered, including parking.  She discussed the concerns 
of adding additional parking in lot 12.  President Deegan emphasized that there are parking spaces in lots 1 
and 2 to accommodate faculty and staff who are displaced by the closure of lot 11.  The Facilities Review 
Committee will discuss the request for additional parking in lot 12 at their next meeting.  Ms. Hudson‐
MacIsaac discussed the location of additional student parking that will be available in the future. 
 

2.  Revenue from Grants 
President Deegan stated that Palomar College will receive approximately $25 million, spread over five to 
eight years, from the following grants: GEAR UP, NSF, Title III, STEM, and TRIO. 

 
3.  Student Success Strategies 

Berta Cuaron stated that the Chancellor’s Office has released the recommendations of the California 
Community Colleges Student Success Task Force.  She will distribute the document at the next meeting. 

 
H.  ADJOURNMENT 

There being no further business, the meeting was adjourned at 3:05 p.m. 
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Proposed Palomar Community College District 
Procedure 


AP 3440


  
General Institution 


DRAFT as of 9/16/11 
 


AP 3440 SERVICE ANIMALS 
 
References: 


Civil Code Sections 54 et seq.; 
Penal Code Section 365.5; 
The Americans with Disabilities Act of 1990 -- 42 United States Code Sections 
12101 et seq.; 
28 Code of Federal Regulations Part 35; 
28 Code of Federal Regulations Part 36; 
34 Code of Federal Regulations Part 104.44(b) 


 
 
The District will allow an individual with a disability to use a service animal in District 
facilities and on District property in compliance with state and federal law. 
 
The District will allow an individual with a disability to use a miniature horse as a service 
animal in District facilities and on District property if the miniature horse has been 
individually trained to do work or perform tasks for the benefit of the individual with a 
disability and the District has determined, based on the assessment factors provided in 
this procedure, that a reasonable accommodation can be made. 
 
The District will allow an individual with a disability to be accompanied by his/her service 
animal in all areas of the District’s facilities where members of the public, invitees, 
clients, customers, patrons, or participants in services, programs or activities, as 
relevant, are allowed to go. 
 
These procedures shall also be applicable to an individual who is training a service 
animal. 
 
Service Animal Defined 
A “service animal” for purposes of this procedure means any dog (or miniature horse, as 
provided herein) that is individually trained to do work or perform tasks for the benefit of 
an individual with a disability, including a physical, sensory, psychiatric, intellectual, or 
other mental disability. 
 
Other species of animals, whether wild or domestic, trained or untrained, are not service 
animals for the purposes of this definition. 
 
The work or tasks performed by a service animal must be directly related to the 







handler's disability.  The crime deterrent effects of an animal's presence and the 
provision of emotional support, well-being, comfort, or companionship do not constitute 
work or tasks for the purposes of this definition. 
 
Exceptions 
The District may ask an individual with a disability to remove a service animal from the 
premises if: 


 The animal is out of control and the animal's handler does not take effective 
action to control it; or 


 The animal is not housebroken. 
 
If a service animal is excluded under one of these exceptions, the District will give the 
individual with a disability the opportunity to obtain goods, services, and 
accommodations or to participate in the service, program, or activity without having the 
service animal on the premises. 
 
Assessment Factors for Miniature Horses 
The District shall consider the following factors: 


 The type, size, and weight of the miniature horse and whether the facility can 
accommodate these features; 


 Whether the handler has sufficient control of the miniature horse; 
 Whether the miniature horse is housebroken; and 
 Whether the miniature horse's presence in a specific facility compromises 


legitimate safety requirements that are necessary for safe operation. 
 
Control 
The service animal must have a harness, leash, or other tether, unless either the 
handler is unable because of a disability to use a harness, leash, or other tether, or the 
use of a harness, leash, or other tether would interfere with the service animal's safe, 
effective performance of work or tasks, in which case the service animal must be 
otherwise under the handler's control (e.g., voice control, signals, or other effective 
means). 
 
Care or Supervision 
The District is not responsible for the care or supervision of the animal. 
 
Inquiries by the District 
The District may make two inquiries to determine whether an animal qualifies as a 
service animal: 


 Whether the animal is required because of a disability; and 
 What work or task the animal has been trained to perform. 


 
The District will not make either of these inquiries when it is readily apparent that an 
animal is trained to do work or perform tasks for an individual with a disability (e.g., the 
dog is observed guiding an individual who is blind or has low vision, pulling a person's 
wheelchair, or providing assistance with stability or balance to an individual with an 







observable mobility disability). 
 
An individual may choose to produce a county service dog license or identification tag 
as proof that the animal is a service animal.  Licensure or certification is not required in 
order to meet the definition of service animal under this procedure.  There are no 
licensing or certification requirements for miniature horses. 
 
No Surcharge 
The District will not ask or require an individual with a disability to pay a surcharge, even 
if people accompanied by pets are required to pay fees, or to comply with other 
requirements generally not applicable to people without pets.  If the District normally 
charges individuals for damage caused by pets, an individual with a disability may be 
charged for damaged caused by his/her service animal. 
 
Office of Primary Responsibility: Student Services 
 
 
NOTE:  The red ink signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore) in legal Update 19 dated August 2011.  The 
language in blue ink is included for consideration.  The Policy and Procedure Task Force reviewed this 
procedure on September 16, 2011 and recommended submission to SPC. 
 
Date Approved:   
(This is a new procedure recommended by the 
CCLC and the League’s legal counsel) 


 


 








 
Palomar Community College District Procedure AP 3550
  


General Institution 
DRAFT as of 9/16/11 


 
AP 3550 DRUG FREE ENVIRONMENT AND DRUG PREVENTION 


PROGRAM 
 
References: 


Drug Free Schools and Communities Act Amendment of 1989 (20 U.S. Code 
Section 1145g); 
41 U.S. Code Section 702; 
34 Code of Federal Regulations Sections 86.1 et seq.; 
Federal Drug-Free Workplace Act of 1988 


 
 
The District is committed to providing its employees and students with a drug-free 
workplace and campus environment.  It emphasizes prevention and intervention 
through education. 
 
Prohibition of Drugs 
The unlawful manufacture, distribution, dispensing, possession, or use of alcohol or any 
controlled substance is prohibited on District property, during District-sponsored field 
trips, field courses, activities, or workshops, and in any facility or vehicle operated by the 
District. 
 
Violation of this prohibition will result in appropriate action up to and including 
termination of employment, expulsion, and referral for prosecution, or, as permitted by 
law, may require satisfactory participation in an alcohol or drug abuse assistance or 
rehabilitation program. 
 
As a condition of employment, employees must notify the District within five days of any 
conviction for violating a criminal drug statute while in the workplace.  The District is 
required to inform any agencies that require this drug-free policy within ten days after 
receiving notice of a workplace drug conviction. 
 
 
 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 Procedure 109 titled Drugs and Alcohol 


 
Education 
The District will provide a Drug Education and Awareness program for all students and 
employees that will include the following: 


A. Annual distribution of accurate, current information on the health risks and 
symptoms of alcohol and other drug use as well as legal sanctions proscribing 
substance use and abuse under local, state, and federal law for the unlawful 
possession or distribution of illicit drugs or alcohol. 


 
B. Training programs to enable employees and students to detect problems of 


alcohol abuse and other drug use and to refer persons with these problems to 
appropriate assistance programs. 


 
C. Inclusion of drug and alcohol information (including information on the misuse 


and abuse of over-the-counter drugs) in both student- and staff-orientation 
programs. 


 
D. Training for faculty on ways to incorporate alcohol and other drug education into 


the curriculum whenever appropriate. 
 


E. Developing and training a group of students and employees to serve as referral 
teams to help other students and employees who seek assistance with drug- and 
alcohol-related problems. 


 
F. Providing information on drug and alcohol counseling, treatment, or rehabilitation 


programs that are available to employees and students. 
 


G. Educating employees and students in preventing alcohol abuse and other drug 
use and in the safe use of legal drugs. 


 
H. Providing facilities and opportunities for peer support groups to meet. 


 
Referral and Assistance 
The District will implement a program to assist employees and students who are alcohol 
or drug-dependent or who are experiencing problems associated with drug and/or 
alcohol dependency. 


A. Designated employees and students who normally interact with large numbers of 
employees and students will be identified throughout the District to be trained in 







referral skills and response to emergency situations.  The names and phone 
numbers of the Referral Team members will be well publicized so that students 
and employees will know who to contact when they have questions or concerns 
about alcohol and drug use, misuse, and abuse.  Referral Team members will 
treat all such inquiries and concerns with the highest level of confidentiality and 
refer the employee or student to the appropriate assistance program. Referral 
Team contact is voluntary, and neither employment nor academic status will be 
jeopardized by seeking assistance. 
 
Employees and students, other than those designated, may volunteer to be 
trained as members of the Referral Team or as support for other employees and 
students who are experiencing drug- and alcohol-related problems.  The District 
will provide periodic training updates for these employees and students who are 
members of Referral Teams. 
 


B. Any person who suspects that an individual may have a drug- or alcohol-related 
problem may contact a member of the Referral Team for advice.  All such 
contacts are confidential and the name of the individual with the suspected 
problem need not be revealed.  The purpose of the contact is to obtain advice on 
how to encourage or support the affected individual in seeking help. 


C. The District will offer training and written information to all employees and 
students on how to contact and effectively use the services of the Referral Team. 
Training and information will also be provided to employees and students on 
effective and constructive ways to deal with friends and co-workers/students who 
may be experiencing drug- or alcohol-related problems. 


 
Action 
Although the District will treat violations of the Drug and Alcohol policy as serious 
matters that may result in disciplinary actions up to and including expulsion or 
termination, its first concern is for the health and safety of employees and students.  
The District is committed to creating an environment that promotes and reinforces 
healthy, responsible living, respect for community and District standards, individual 
responsibility, and the intellectual, social, emotional, ethical, and physical well-being of 
employees and students.  While unsatisfactory work performance or inappropriate 
student behavior will not be tolerated, the District will encourage and assist an 
employee or student with an alcohol- or drug-dependency or related problem to seek 
and obtain the appropriate treatment to deal with the dependency. 
 
Employee Program 
The District Policy is focused on rehabilitation and recovery, not on discipline.  
Therefore, the District will encourage and assist employees who participate in efforts to 
deal effectively with dependency problems and will provide reasonable accommodation 
for such participation.  (Such assistance/accommodation will normally be limited to 
granting appropriate leave when requested, continuation of medical benefits while on 
such leave, flexible work schedules to allow attendance at required meetings, etc.) 
 







Direct financial support or payment for rehabilitation treatment is not included.  An 
employee who is alcohol or drug dependent will be permitted to participate in outpatient 
treatment/rehabilitation and inpatient treatment/rehabilitation before any final action is 
taken as a result of violations of the prohibitions in the District policy on Drugs and 
Alcohol.  However, to protect the District from potential liability, the District may alter the 
duties and responsibilities of an employee participating in a treatment/rehabilitation 
program and/or may reassign the employee during that period of time. 
 
Employee Rights and Responsibilities 
In accordance with the Drug-Free Workplace Act of 1988, an employee must notify the 
Superintendent/President or the Vice President for Human Resource Services in writing 
within five (5) days of any conviction under a criminal drug statute for conduct in the 
workplace.  An employee also must notify the Superintendent/President or the Vice 
President for Human Resource Services in writing within five (5) days of any conviction 
of driving under the influence of alcohol or under the influence of illegal drugs occurring 
in any workplace or while the employee is acting within the scope of employment. 
 
The terms "workplace" and "scope of employment" have the same meaning as 
described in District Policy.  A conviction includes any finding of guilt, including a no-
contest plea, or imposition of a sentence by any judicial body.  An employee convicted 
of driving under the influence of illegal drugs, a controlled substance, or alcohol when 
driving a District vehicle while acting within the scope of employment is subject to 
immediate termination. 
 
When an employee through self-identification or intervention of a co-worker or 
supervisor seeks assistance for an alcohol or drug related problem, the District will 
provide access and referral through appropriate employee assistance programs that 
offer counseling, assistance, and treatment. 
 
When an employee experiences performance problems or violates District Policy 
related to an alcohol or drug-related problem, the District will comply with the 
appropriate discipline policy and in accordance with District Policy will permit the 
employee to participate in outpatient treatment and inpatient treatment before any final 
disciplinary action is taken or the employee is dismissed. 
 
District Rights and Responsibilities 
The District has the right, upon reasonable suspicion, to ask an employee whether he or 
she has a drug- or alcohol- related problem and to request that the employee seek 
assistance in dealing with that problem.  Reasonable suspicion includes, but is not 
limited to, the employee appearing to be under the influence of alcohol or drugs, the 
employee being found in possession of alcohol or suspected controlled substances, the 
employee being involved in an accident whose nature indicates impairment of ability or 
judgment, or the employee being involved in an incident in which a safety precaution 
was violated or a careless act was performed.  If an employee denies that such a 
problem exists and/or refuses to seek assistance, then the employee must provide 
reasonable explanation for the performance or behavior problem that prompted the 







District to suspect that the employee may have a drug- or alcohol-related problem.  The 
District may then proceed with the appropriate disciplinary policy that applies to the 
employee.  However, in case of blatant violations of safety rules, drinking alcoholic 
beverages on the job, and other overt violations of the Policy on Drugs and Alcohol or 
when the employee has repeated violations after having had the opportunity to 
participate in rehabilitation/treatment, the District has the right to begin the disciplinary 
process whether or not the employee agrees to seek assistance/treatment. 
 
Student Program 
Students at Palomar College are responsible for regulating their own conduct and for 
respecting the rights and privileges of others.  Palomar students are expected to 
conduct themselves in a manner compatible with the function of the College District as 
an educational institution and respect and obey all civil and criminal laws.  Failure to 
abide by the Rules and Regulations for Student Behavior of Palomar College is cause 
for disciplinary action which could result in suspension or expulsion. 
 
Guidelines for student conduct are set forth in the California Education Code, California 
Administrative Code Title 5, policies of the Board of Trustees, and all civil and criminal 
codes. 
 
Student Rights and Responsibilities 
The academic status of a student seeking assistance will not be jeopardized based on 
the act of seeking assistance.  However, seeking assistance cannot be used to change 
or excuse the academic record of the student.  Such decisions will continue to be based 
on the student's performance in the class and changes will be made only with the 
approval of the instructor.  Details of communication between students and Referral 
Team members will not be disclosed without the written consent of the student.  If a 
student rejects a suggestion to seek assistance, it is the student's responsibility to 
correct the problem and/or comply with any disciplinary action imposed as a result of 
the problem or behavior. 
 
 
 From current Palomar College Procedure 110 titled Controlled Substance 


and Alcohol Testing 
 
SECTION I.  RESPONSIBILITIES 


A. District Controlled Substance and Alcohol Program Coordinator:  The Vice 
President, Human Resource Services is the individual responsible for questions 
related to the Controlled Substance and Alcohol Policy and Procedures or 
implementation of the Policy and Procedures. 


 
B. Supervisors: Supervisors are responsible for observing the performance and 


behavior of drivers and observation/documentation of events suggestive of 
behavior that is prohibited by this part (i.e., controlled substances use and/or 
alcohol misuse).  It is the Supervisor’s responsibility to determine when testing 







for controlled substances and/or alcohol is necessary based on reasonable 
cause. 
 


C. Drivers:  Each driver has the responsibility to be knowledgeable of the 
requirements of the District’s Controlled Substance and Alcohol Policy and to 
fully comply with the provisions of the policy and its procedures. 


 
SECTION II.  DEFINITIONS 
The following definitions apply for the purposes of the Controlled Substance and Alcohol 
Policy and Procedures: 
 
Accident - (390.5) an occurrence involving a commercial motor vehicle operating on a 
public road which results in: 


1. A fatality; or 
2. Bodily injury to a person who, as a result of the injury, immediately receives 


medical treatment away from the scene of the accident; or 
3. One or more vehicles incurring disabling damage as a result of the accident, 


requiring the vehicle to be transported away from the scene by a tow truck or 
other vehicle. 


 
Commercial Driver’s License (CDL) - a license issued by the State or other 
jurisdiction, in accordance with the standards contained in the Federal Highway 
Administration (FHWA) regulations 49 CFR Part 383, to an individual which authorizes 
the individual to operate a class of commercial motor vehicle. Commercial Motor 
Vehicle (CMV) - a motor vehicle or combination of motor vehicles used in commerce to 
transport passengers or property if the motor vehicle: 


1. has a gross combination weight rating of 26,001 or more pounds inclusive of a 
towed unit with a gross vehicle weight rating of more than 10,000 pounds; or 


2. has a gross vehicle weight rating of 26,001 or more pounds; or is designed to 
transport 16 or more passengers, including the driver; or is of any size and is 
used in the transportation of materials found to be hazardous for the purposes of 
the Hazardous Materials Transportation Act and which require the motor vehicle 
to be placarded under the Hazardous Materials Regulations (49 CFR Part 172, 
Subpart F). 


 
Consortium - an entity, including a group or association of employers or contractors, 
that provides controlled substance and alcohol testing required by the FHWA 
regulations, and acts on behalf of the employers. 
 
Controlled Substance (or Prohibited Drug) - marijuana, cocaine, opiates, 
phencyclidine (PCP), and amphetamines. 
 
Driver - any person who operates a commercial motor vehicle. This includes, but is not 
limited to:  fulltime, regularly-employed drivers; casual, intermittent, or occasional 
drivers; leased drivers and independent owner-operator contractors who are either 
directly employed or under lease to an employer or who operate a commercial motor 







vehicle at the direction of or with the consent of an employer.  For the purposes of pre-
employment/pre-duty testing only, the term “driver” includes a person applying to an 
employer to drive a commercial motor vehicle. 
 
Fail a Controlled Substance Test ( or “Test Positive”) - the initial test or confirmation 
test result under Department of Transportation (DOT) procedures shows positive 
evidence of the presence of a prohibited drug in the driver’s or applicant’s system. 
 
Fail an Alcohol Test (or Test Positive) - the initial test or confirmation test result under 
DOT procedures shows that the driver’s alcohol level is at least .020. 
 
Pass a Controlled Substance Test (or “Test Negative”) - the initial test or 
confirmation test under DOT procedures does not show evidence of the presence of a 
prohibited drug in the driver’s or applicant’s system. 
 
Pass an Alcohol Test (or Test Negative) - the initial test or confirmation test under 
DOT procedures indicates the driver’s alcohol level is .019 or lower. 
 
Performing (a safety-sensitive function) - a driver is considered to be performing a 
safety-sensitive function during any period in which s/he is actually performing, ready to 
perform, or immediately available to perform any safety-sensitive functions. 
 
Refusal to Submit (to an alcohol or controlled substance test) - the driver (1) fails 
to provide adequate breath for testing without a valid medical explanation after s/he has 
received notice of the requirement for breath testing in accordance with these 
regulations, and/or (2) fails to provide adequate urine for controlled substances testing 
without a valid medical explanation after s/he has received notice of the requirement for 
urine testing in accordance with these regulations, and/or (3) engages in conduct that 
clearly obstructs the testing process. 
 
Safety-Sensitive Function (or “Covered Function”) - any of those on-duty functions 
as described in 49 CFR Part 395.2 On-duty time.  On-duty time commences at the time 
a driver begins to work or is required to be in readiness for work and continues until the 
time s/he is relieved from work and all the responsibility for performing work. 
 
SAMHSA - Substance Abuse and Mental Health Services Administration (formerly the 
National Institute on Drug Abuse), established by the Department of Health and Human 
Services (DHHS) in 1986 to regulate laboratories performing analytical tests (drug tests) 
on human body fluids for employment purposes in the public sector. 
 
Substance Abuse Professional - a licensed physician (medical doctor or doctor of 
osteopathy), or a licensed psychologist, social worker, employee assistance 
professional, or addiction counselor (certified by the National Association of Alcoholism 
and Drug Abuse Counselors Certification Commission) with knowledge of and clinical 
experience in the diagnosis and treatment of alcohol and controlled-substance related 
disorders. 







 
SECTION III. WHO IS COVERED BY THE CONTROLLED SUBSTANCE AND 
ALCOHOL POLICY AND PROCEDURES 
The Controlled Substance and Alcohol Policy and Procedures apply to every person 
who operates a commercial vehicle in interstate or intrastate commerce, and is subject 
to the commercial driver’s license requirements.  (Commercial Motor Vehicle and 
Commercial Driver’s License definitions are located in Section II, above.) 
 
SECTION IV. NOTIFICATION TO THE DRIVER 
Prior to performing a controlled substances or alcohol test under the Controlled 
Substance and Alcohol Policy: 


A. the District must notify the driver(s) that the alcohol and/or controlled substances 
test is required; 


B. the District shall post the Policy in a prominent location that is readily accessible 
to all covered drivers; 


C. all covered drivers will be provided with a complete copy of the Controlled 
Substance and Alcohol Policy and Procedures; and 


D. each driver will be required to sign a certificate of receipt certifying that s/he has 
received a copy of the Controlled Substance and Alcohol Policy and Procedures. 


 
Additional copies of the Controlled Substance and Alcohol Policy and Procedures may 
be obtained for review from the District Controlled Substance and Alcohol Program 
Coordinator. 
 
SECTION V. TESTING PROCEDURES 


A. Specimen Collection Requirements for Controlled Substance and Alcohol Testing 
1. All specimen collections for controlled substances and alcohol shall be 


performed according to the specific guidelines as designated in 49 CFR, Part 
40, Procedures for Transportation Workplace Drug and Alcohol Testing 
Programs.  A urine specimen will be collected to test for controlled 
substances and a breath sample will be collected to test for alcohol. 


2. Alcohol tests will be administered using an Evidential Breath Testing Device 
(EBT) that is on the Conforming Products List published by the National 
Highway Traffic Safety Administration (NHTSA).  The tests will be performed 
by a certified Breath Alcohol Technician (BAT). 


 
B. Substances for Which Testing Must Be Conducted 


Testing must be conducted for alcohol and for all controlled substances as 
defined in Section II. 


 
C. Drug Testing Laboratory 


1. The District shall use a drug testing laboratory certified under the DHHS 
Mandatory Guidelines for Federal Workplace Drug Testing Programs; 53 FR 
11970, April 11, 1988, and subsequent amendments. 







2. The laboratory shall provide services in accordance with Part 40 and Part 
382.  The name and address of each SAMHSA laboratory used by the District 
is contained in Appendix A. 


 
D. Time Period When Testing is Conducted 


A driver may be sent to be tested for controlled substances at any time during the 
driver’s shift. 


 
Testing for alcohol must take place just before, during, or just after performing a safety-
sensitive or covered function.  Performing a safety-sensitive function means a driver is 
considered to be performing a safety-sensitive function during any period in which s/he 
is actually performing, ready to perform, or immediately available to perform any safety-
sensitive functions. 
 
SECTION VI. TYPE OF TESTS REQUIRED 


A. Pre-employment Testing 
A pre-employment controlled substance test must be conducted before the first 
time a driver performs a safety-sensitive function.  A driver must also take a pre-
employment controlled substance test when s/he transfers to a safety-sensitive 
position.  This also applies to a driver returning from a leave of absence for more 
than 30 days who has not participated in the controlled substance and alcohol 
program and, therefore, has not been subject to the random selection process.  A 
negative test result is required prior to performing safety-sensitive functions. 


 
Exception to Pre-employment Controlled Substance Testing 
A driver would not be required to take a pre-employment controlled substance test if the 
District verifies the following: 


1. The driver has participated in a controlled substance testing program that 
meets the requirements of this policy within the previous 30 days; and 


 
2. While participating in this program, was tested for controlled substances 


within the past six months OR participated in a random testing program for 
the previous 12 months; and 


 
3. The District verifies with the driver’s previous employers that within the past 


six months the driver has not violated any part of this policy nor has s/he 
violated the rules of other DOT agencies. 


 
B. Post-Accident Testing 


1. Following an accident (as defined by the Federal Motor Carrier Regulations 
390.5 – see Section II) involving a commercial motor vehicle, a post-accident 
controlled substances and alcohol test will be administered to each driver 
who: 


 was performing a safety-sensitive function with respect to 
the vehicle, if the accident involved the loss of human life; or 







 who receives a citation under State or local law for a moving 
traffic violation arising from the accident. 


 
2. Controlled Substances Test:  The driver must be tested for controlled 


substances as soon as possible but no later than 32 hours after the accident.  
If a driver is not tested for controlled substances within 32 hours, the District 
shall maintain a record stating why the test was not administered. 


 
3. Alcohol Test:  The driver must be tested for alcohol as soon as possible but 


no later than eight hours following an accident. If a driver is not tested within 
two hours after an accident, the District shall maintain a record stating the 
reasons why the test was not administered promptly. 


 
4. The District will provide the driver with information on how to comply with the 


post accident procedures prior to operating a commercial motor vehicle. 
 


5. Post-accident breath, urine, or blood tests completed by local, state, or 
federal officials may fulfill the requirements of this policy. 


 
6. A driver who is subject to post-accident testing must remain readily available 


for such testing or may be deemed by the District as refusing to submit to 
testing.  However, this requirement should not delay necessary medical 
attention for injured people following an accident or prohibit a driver from 
leaving the scene of an accident for the period necessary to obtain assistance 
in responding to the accident. 


 
C. Random Testing 


1. The regulations require that safety-sensitive drivers shall be subject to 
controlled substance and alcohol testing on an unannounced and random 
basis.  The District shall conduct a number of controlled substance tests 
equal to at least 50 percent of all covered drivers and alcohol tests equal to at 
least 25 percent of all covered drivers each calendar year, spread reasonably 
over a twelve-month period.  The selection of drivers to be tested shall be 
made by a scientifically valid method, such as computer-generated random 
selection, and each driver shall have an equal chance of being tested each 
time the selection is made.  Only covered drivers operating vehicles on behalf 
of the Palomar Community College District are participants in the pool of 
drivers subject to the random testing procedures required by this policy. 


 
2. Once the driver has been notified that s/he has been selected for testing, s/he 


must be available for testing immediately. 
 


3. Alcohol tests will be performed only just before, during, or just after 
performing a safety- sensitive function. 


 
D. Reasonable Suspicion Testing 







Reasonable suspicion testing of a driver is required when there is reasonable 
suspicion to believe that the driver has violated the prohibitions of the Controlled 
Substance and Alcohol Policy (as described in Section VII).  A supervisor or District 
official, who is trained in the detection of the possible symptoms of controlled 
substance use and/or alcohol abuse, shall make the decision to test the driver. 


 
1. Controlled Substances 


a. The determination that reasonable suspicion exists will be based upon 
specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body odors of the driver. The observations 
may include indication of the chronic and withdrawal effects of controlled 
substances. 


b. A driver may be asked to submit to a reasonable cause controlled substance 
test at any time during the work period. 


 
2. Alcohol 


a. The determination that reasonable suspicion exists will be based upon 
specific, contemporaneous, articulable observations concerning the 
appearance, behavior, speech, or body odors of the driver. 


b. Alcohol tests for reasonable suspicion must be requested before, during, or 
just after the driver performs a safety-sensitive function. 


c. The supervisor that makes the determination to test the driver may not 
administer the alcohol test. 


d. The driver shall not be permitted to return to duty to perform safety-sensitive 
functions until: 
1) An alcohol test is administered with a result of less than .02, or 
2) Twenty-four hours have elapsed from the time the determination of 


reasonable suspicion was made. 
 
Supervisor Training 
Supervisory personnel responsible for those drivers covered under Part 382 will receive 
training under the Controlled Substance and Alcohol Policy.  The training shall include 
at least one 60-minute period of training on alcohol misuse and at least an additional 60 
minutes of training on controlled substances use.  The training shall cover the specific 
and contemporaneous physical, behavioral, and performance indicators of probable 
controlled substance use and alcohol use. 
 
This training shall be for supervisors who may determine whether a driver must be 
tested for reasonable suspicion. 
 


E. Return-to-Duty Testing 
Each driver that has violated the prohibited conduct standards related to 
controlled substances and/or alcohol shall be tested for controlled substances 
and/or alcohol, respectively, before returning to his/her safety-sensitive function.  
The test results must indicate a verified negative result for controlled substances 
and/or alcohol concentration of less than .02.  A Substance Abuse Professional 







will determine if both a controlled substance and alcohol test are required prior to 
returning to duty. 


 
F. Follow-up Testing 


A driver who returns to duty shall be subject to unannounced follow-up controlled 
substance and/or alcohol testing.  At least six tests must be conducted within the 
first 12 months after the driver returns to duty.  The District may extend the 
follow-up testing for up to 60 months after the driver returns to duty. 


 
SECTION VII. PROHIBITED CONDUCT 


A. Refusal to Submit to an Alcohol or Controlled Substance Test 
No driver shall refuse to submit to any of the required controlled substance 
and/or alcohol tests, including, post-accident, random, reasonable suspicion, or 
follow-up tests. 


 
B. Prohibited Conduct Related to Controlled Substances 


1. No driver shall report for duty or remain on duty performing a safety-sensitive 
function when the driver uses a controlled substance, except when the 
substance is prescribed by a physician, and the physician informs the driver 
that the substance does not adversely affect the driver’s ability to perform the 
safety-sensitive function. 
a. All drivers must report all therapeutic drug use to the District, if the drugs 


prescribed are known to produce any psychoactive effects on the user, 
including alterations in mood, alertness, and reflexive response.  
Therapeutic drug use must be reported regardless of whether the drugs 
are among those listed as controlled substances for the purposes of the 
Controlled Substance and Alcohol Policy.  Each driver must provide 
verification to the District from his or her physician that any medications 
prescribed do not adversely affect his or her ability to perform a safety-
sensitive function. 


b. No driver shall report for duty, remain on duty, or perform a safety-
sensitive function after testing positive for a controlled substance. 


 
C. Prohibited Conduct Related to Alcohol 


1. No driver shall report to duty or remain on duty requiring the performance of a 
safety sensitive function with a breath alcohol concentration of .04 or greater. 


2. No driver shall use alcohol while performing a safety-sensitive function. 
3. No driver shall possess alcohol while on duty or operating a CMV. 
4. No driver shall perform a safety-sensitive function within four hours after using 


alcohol. 
5. No driver shall use alcohol within eight hours after an accident, or until an 


alcohol test has been completed, whichever comes first. 
 
SECTION VIII. CONSEQUENCES FOR PROHIBITED CONDUCT 
A driver that engages in prohibited conduct as detailed in Section VII of these 
procedures shall be removed from performing safety-sensitive functions. 







A driver will not be hired if s/he refuses to submit to a pre-employment controlled 
substance or alcohol test. 
 
A driver will be removed from a safety-sensitive function if s/he refuses to submit to a 
post-accident, reasonable suspicion, random, or follow-up controlled substance and/or 
alcohol test. 
 
A positive breath alcohol test of between .02 and .04 will result in the removal of the 
driver from the safety-sensitive function for 24 hours. 
 
A driver who engages is prohibited conduct may be disciplined in accordance with other 
Board policies and procedures, and as allowed by law. 
 
SECTION IX. REFERRAL, EVALUATION, AND TREATMENT 


A. Drivers who have engaged in conduct prohibited by the Controlled Substance 
and Alcohol Policy will be: 
1. provided resources for evaluating and resolving problems associated with 


alcohol misuse and controlled substance use; 
2. evaluated by a Substance Abuse Professional (SAP) who will recommend 


assistance, if necessary, for the driver to resolve problems associated with 
alcohol misuse and controlled substance use. 


B. Before a driver returns to duty requiring the performance of a safety-sensitive 
function, after engaging in conduct prohibited by the Controlled Substance and 
Alcohol Policy, s/he must: 
1. Follow the rehabilitation program prescribed by the SAP; and 
2. Pass a return-to-duty controlled substance and/or alcohol test, and 
3. Submit to unannounced follow-up alcohol and/or controlled substance tests, 


following the driver’s return to duty. 
 
SECTION X. MEDICAL REVIEW OFFICER (MRO) 
The MRO shall be a licensed physician with knowledge of substance abuse disorders.  
The function of the MRO is to review all negative and positive controlled substance test 
results.  The MRO interviews drivers who test positive before results are transmitted to 
the District.  A positive test result does not automatically identify a driver/applicant as 
having used controlled substances in violation of a DOT regulation.  An individual with a 
detailed knowledge of possible alternate medical explanations is essential to a review of 
the results. 
 
The role of the MRO is to review and interpret confirmed positive test results obtained 
through the District testing program.  In carrying out this responsibility, the MRO shall 
examine alternate medical explanations for any positive test result.  This action could 
include conducting a medical interview with the individual and review of the individual’s 
medical history, or review of any other relevant biomedical factors.  The MRO shall 
review all medical records made available by the tested individual when a confirmed 
positive test result could have resulted from legally-prescribed medication.  The MRO 







shall not, however, consider the results of urine samples that are not obtained or 
processed in accordance with DOT regulations. 
 
The District has contracted with an MRO for the controlled substance testing program in 
accordance with the requirements of Parts 40.33 and 382 
 
SECTION XI. CONFIDENTIALITY 


A. Release of Driver’s Test Results 
1. Information regarding the driver’s test results will not be released, except 


to the District, without the driver’s written consent excepted as noted in 3, 
4, and 5 below. 


2. All records regarding the driver’s controlled substance and alcohol test 
results are available to the driver at any time, upon written request.  A 
driver may also, upon written request, have records released to 
subsequent employers or other individuals identified by the driver. 


3. Access to records shall be permitted to the Secretary of Transportation, 
any DOT agency, or any state or local officials with regulatory authority 
over the employer or any of its drivers. 


4. When required as a part of an accident investigation, records regarding 
the District’s administration of post-accident alcohol and controlled 
substance tests shall be made available to the National Transportation 
Safety Board. 


5. The District may disclose records maintained as part of the Controlled 
Substance and Alcohol Policy pertaining to a driver, to a decision-maker in 
a lawsuit, grievance, or other proceeding initiated by or on behalf of the 
driver, and arising from the results of an alcohol and/or controlled 
substance test administered as per the Controlled Substance and Alcohol 
Policy, or from the District’s determination that the driver engaged in 
prohibited conduct (including, but not limited to, a worker’s compensation, 
unemployment compensation, or other proceeding relating to a benefit 
sought by the driver). 


 
B. Previous Employer’s Test Results 


1. The District may obtain, with driver’s written consent, any records relating 
to the Controlled Substance and Alcohol Policy, from the previous 
employer. 


2. The District must obtain all positive test results for controlled substances 
and alcohol and records of refusal to test occurring within the preceding 
two years.  These records shall be obtained, with the driver’s consent, 
from the driver’s previous employer. 


3. These records must be obtained and reviewed no later than 14 days after 
the first time the driver performs a safety-sensitive function.  If the records 
have not been obtained within 14 days, the driver will not be permitted to 
continue to perform a safety-sensitive function. 


4. A driver may not use a driver to perform safety-sensitive functions if the 
District obtains information on the driver’s alcohol test with a concentration 







of .04 or greater, verified positive controlled substances test result, or 
refusal to be tested, by the driver, without obtaining information on a 
subsequent SAP evaluation and/or compliance with the return to- duty 
testing section of these procedures. 


 
SECTION XII. SUBSTANCE ABUSE PROFESSIONAL 


A. The SAP provides information to drivers regarding the following issues: 
1. Effects of alcohol/controlled substance use on the individual’s health, work, 


and personal life; 
2. Signs and symptoms of an alcohol or controlled substance problem; 
3. Methods of intervening when an alcohol or controlled substance problem is 


suspected; and 
4. Counseling and treatment programs available for controlled substance use 


and alcohol misuse. 
5. The SAP for the District is identified in Appendix A. 


 
Also see BP 3550 titled Drug Free Environment and Drug Prevention Program, BP 3560 
titled Serving of Alcoholic Beverages, and AP 7875 titled Controlled Substance and 
Alcohol Testing. 
 
Offices of Primary Responsibility: Student Services 
     Palomar College Police Department 
     Facilities 
     Human Resource Services 
 
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 Policy 108 
titled Drug-Free Workplace adopted on 3-14-89, Palomar College Procedure 109 titled Drugs and Alcohol 
with no date, and Procedure 110 titled Controlled Substance and Alcohol Testing with no date.  The 
language in green ink was recommended by the Palomar College Police Department.  This procedure 
was approved by the Task Force for first reading on May 13, 2011.  At the September 16, 2011 Task 
Force Meeting, members approved this document for submission to SPC. 
 
Date Approved:   
(Replaces current Palomar College Policy 108 
and Procedures 109 and 110) 


 


 








 
Palomar Community College District Procedure AP 3560
  


General Institution 
DRAFT as of 9/16/11 


 
AP 3560 ALCOHOLIC BEVERAGES 
 
References: 


Business and Professions Code Sections 24045.4, 24045.6, and 25608; 
34 Code of Federal Regulations Part 668.46(b) 


 
 
The possession, sale, or the furnishing of alcohol on campus is governed by California 
state law and these procedures.  The possession, sale, consumption, or furnishing of 
alcohol is controlled by the California Department of Alcohol and Beverage Control.  
However, the enforcement of alcohol laws on-campus is the primary responsibility of the 
Palomar College Police Department.  The campus has been designated “drug free” and 
only under certain circumstances is the consumption of alcohol permitted.  The 
possession, sale, manufacture or distribution of any controlled substance is illegal under 
both state and federal laws.  Such laws are strictly enforced by the Palomar College 
Police Department.  Violators are subject to disciplinary action, criminal prosecution, 
fine and imprisonment, subject to the provisions of BP 3560 titled Alcoholic Beverages. 
 
It is unlawful to sell, furnish or provide alcohol to a person under the age of 21.  The 
possession of alcohol by anyone under 21 years of age in a public place or a place 
open to the public is illegal.  It is also a violation of this policy for anyone to consume or 
possess alcohol in any public or private area of campus without prior District approval.  
Organizations or groups violating alcohol or substance policies or laws may be subject 
to sanctions by the District, subject to the provisions of BP 3560 titled Alcoholic 
Beverages. 
 
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 when required and for providing 
appropriate liability insurance for the event. 
 
See BP/AP 3550 titled Drug Free Environment and Drug Prevention Program 
 
Office of Primary Responsibility: Superintendent/President’s Office 
 
 
NOTE:  The red ink signifies language that is legally required (the first large paragraph) and suggested 
as good practice (the last paragraph) 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, February 11, 2011, and September 21, 2011 Task Force 
Meetings.  The yellow highlighted language is from legal Update 19 disseminated to districts in August 2011. 
 
Date Approved:   
(This is a new procedure recommended by the 
CCLC and the League’s legal counsel) 


 


 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
PROCEDURE 


AP 4020


  
INSTRUCTIONAL SERVICES 


Proposed Revisions as of 9/16/11 
 
This procedure was revised in legal Update 19 from the Policy and Procedure Service 


and legal counsel (Liebert Cassidy Whitmore) to comply with recently enacted U.S. 
Department of Education regulations.  See the legally required language that is 


highlighted in yellow below. 
 
AP 4020 PROGRAM, CURRICULUM, AND COURSE DEVELOPMENT 
 
References: 


Title 5 Sections 51021, 55000 et seq., and 55100 et seq.; 
ACCJC Accreditation Standard II.A; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended. 


 
 
The Curriculum Committee shall be the preeminent body for the development, review, 
and recommendation of curricular policy to include philosophy, goals, and strategic and 
long-range planning.  The Curriculum Committee shall coordinate, evaluate, and review 
the District curricula to encourage innovation and excellence in instruction.  The 
Curriculum Committee shall report to the Faculty Senate for ratification of its action and 
then via the Vice President for Instruction and the Superintendent/President to the 
Governing Board. 
 
Current procedures for the following areas appear in CurricUNET: 
 


 The initiation, review, approval, and evaluation processes and related criteria 
 


 The designated responsibility and authority for initiation, review, and approval of 
courses (e.g., Instructional Services, Faculty Senate, faculty, academic 
departments, related disciplines, instructional divisions, Curriculum Committee, 
Articulation Officer) 


 
 All time lines and limits for the process 


 
 The process for the publication of changes and maintenance of records 


 
 The use of a range of delivery systems and modes of instruction 


 







For purposes of federal financial aid eligibility, a “credit hour” shall be not less than: 
• One hour of classroom or direct faculty instruction and a minimum of two hours of 


out of class student work each week for approximately 15 weeks for one 
semester or the equivalent amount of work over a different amount of time; or  


• At least an equivalent amount of work as required in the paragraph above, of this 
definition for other academic activities as established by the institution including 
laboratory work, internships, practica, studio work, and other academic work 
leading to the award of credit hours. 


 
Office of Primary Responsibility:  Instructional Services 
 
Date Approved:  SPC 05/05/2009 
(Replaces current Palomar BP 302) 
 
NOTE:  The yellow highlighted language is from legal Update 19 disseminated to districts in August 2011.  
This procedure was reviewed by the Task Force at its September 16, 2011 Meeting. 
 








PALOMAR COMMUNITY COLLEGE DISTRICT 
PROCEDURE 


AP 5010


  
STUDENT SERVICES 


Proposed Revisions as of 9/16/11 
 


AP 5010 ADMISSIONS AND CONCURRENT ENROLLMENT 
 
References: 


Education Code Section 76000; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended; 
34 Code of Federal Regulations Part 668.16(p) 


 
Admission 
The District will designate: 
 


 Authority and responsibility for the admissions process 
 Admission procedures for students over 18 with a high school diploma 
 Admission criteria and procedures for students over 18 without a high school 


diploma 
 Admission procedures for non-resident students that include a determination of 


residency status (AProcedure 5015 titled Residence Determination) 
 Publication of admissions policies and procedures 


 
Admission to Palomar College shall conform to existing Education Code and 
Administrative Code regulations and requirements.  Unless exempted by Statute, every 
course, course section, or class, the FTE of which is to be reported for state aid, 
wherever offered and maintained by the District, shall be fully open to enrollment and 
participation by any person who has been admitted to the college and who meets such 
prerequisites as may be established pursuant to Chapter II, Division 2, Part VI, Title 5 of 
the California Administrative Code, commencing with Section 51820. 
 
Palomar College admits any person who is 18 years of age or older, who holds a high 
school diploma or equivalent, or minors who may benefit from instruction.  To be 
considered for admission, minors must have completed the eighth grade or reached the 
age of 15 and have permission of the local accredited school district.  Home-schooled 
minors may enroll with permission of the local accredited school district or provide the 
Private School Affidavit from the County Office of Education.  Minors under 15 years of 
age, with permission from an accredited public or private school and the Palomar faculty 
member(s), may enroll only in courses specified by the local school district or private 
school.  Otherwise, minors under 15 years of age are limited to enrolling in special 
classes devoted to children, such as child development lab classes or youth orchestra.  
Admission to the College does not guarantee enrollment in a class.  The final decision 







as to whether a minor under the age of fifteen (15) may be enrolled in a class rests with 
the instructor.  (California Education Code, Sections 76000-76002). 
 
Classroom Participation 
Only enrolled students are allowed into classes.  Others are considered visitors and 
may attend a class session only with permission of the instructor.  District employees 
may attend classes as necessary to perform assigned duties. 
 
Denial of Admission 
If the Governing Board denies a request for special fulltime or part-time enrollment by a 
pupil who is identified as highly gifted, the Board will record its findings and the reason 
for denying the request in writing within 60 days. 
 
The written recommendation and denial shall be issued at the next regularly scheduled 
Governing Board meeting that occurs at least 30 days after the pupil submits the 
request to the District. 
 
The Chief Student Services Officer shall establish procedures for evaluating the validity 
of a student’s high school completion if the District or the United States Department of 
Education has reason to believe that the high school diploma is not valid or was not 
obtained from an entity that provides secondary school education. 
 
Office of Primary Responsibility: Enrollment Services 
 
 
Date Approved:  SPC 04/08/2008 
(Replaces current Palomar College Procedure 
400) 


 


 
NOTE:  This document was reviewed at the September 16, 2011 Task Force Meeting. 








PALOMAR COMMUNITY COLLEGE DISTRICT 
PROCEDURE 


AP 5013


  
STUDENT SERVICES 


Proposed Revisions as of 9/16/11 
 


AP 5013 STUDENTS IN THE MILITARY 
 
References: 


Education Code Sections 68074, 68075, and 68075.5; 
Title 5 Sections 55023, 55024, 54041, 54042, 54050, and 58620 


 
 
Residence Determinations for Military Personnel and Dependents 
A student who is a member of the armed forces of the United States stationed in 
California on active duty, except a member of the armed forces assigned for educational 
purposes to a state-supported institution of higher education, is entitled to resident 
classification. 
 
Students who natural or adopted children, stepchildren, or spouse who is a dependent 
of a member of the armed forces of the United States stationed in this state on active 
duty shall be entitled to resident classification. 
 
A student who was a member of the armed forces of the United States stationed in 
California on active duty for more than one year immediately prior to being discharged 
from the armed forces is entitled to resident classification for the length of time he or 
she lives in California after being discharged up to the minimum time necessary to 
become a resident. 
 
A parent who is a federal civil service employee and his/her natural or adopted 
dependent children are entitled to resident classification if the parent has moved to this 
state as a result of a military mission realignment action that involves the relocation of at 
least 100 employees.  This classification shall continue until the student is entitled to be 
classified as a resident, so long as the student continuously attends an institution of 
public higher education. 
 
A student claiming the residence classifications provided for in this procedure must 
provide a statement from the student’s commanding officer or personnel officer 
providing evidence of the date of the assignment to California and that the assignment 
to active duty in California is not for educational purposes.  A student claiming the 
residence classifications provided for here for the dependent of military personnel shall 
provide a statement from the military person’s commanding officer or personnel officer 
that the military person’s duty station is in California on active duty as of the residence 
determination date, or has been transferred outside of California on active duty after the 
residence determination date, or that the military person has retired from active duty 
after the residence determination date. (Title 5 Sections 54041 and 54042) 







 
Withdrawal Policies for Members of the Military 
A student who is a member of an active or reserve United States military service and 
who receives orders compelling a withdrawal from courses shall be permitted to 
withdraw upon verification of such orders.  A withdrawal symbol may be assigned which 
may be a “W” or a “MW.”  Military withdrawal shall not be counted in progress probation, 
or dismissal calculations, or in calculating the permitted number of withdrawals.  In no 
case may a military withdrawal result in a student being assigned an “FW” grade. 
 
Also see AP 4230 titled Grading Symbols. 
 
Office of Primary Responsibility: Enrollment Services 
 
 
Date Approved:  SPC 04/08/2008  
(Replaces current Palomar College Procedure 
417) 


 


 
NOTE:  This document was reviewed by the Task Force at its September 16, 2011 Meeting. 








PALOMAR COMMUNITY COLLEGE DISTRICT 
PROCEDURE 


AP 5130


  
STUDENT SERVICES 


Proposed Revisions as of 9/16/11 
 


AP 5130 FINANCIAL AID, VETERANS’ & SCHOLARSHIPS SERVICES 
 
References: 


Education Code Section 76300; 
Title 5 Sections 58600 et seq. 
20 U.S. Code Sections 1070 et seq.; 
34 Code of Federal Regulations  Section 668; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended. 


 
 
Financial Aid programs available include: 


 BOGW – Board of Governors Enrollment Fee Waiver Program for California 
residents 


 Cal Grants (Cal Grant B, C) 
 Federal Pell Grants 
 Federal Supplemental Educational Opportunity Grant (FSEOG) 
 Federal Work Study (FWS) 
 William D. Ford Federal Direct Student Loan Program 
 Institutional Emergency Student Loans 


 
Financial Aid Application Process 
Applications are available on eServices and iInformation is available at 
www.palomar.edu/fa 
 
Scholarship information 
Applications for Palomar College Internal Foundation sScholarships may be accessed 
using (online application through eServices).  Applications for eExternal sScholarships 
(require a separate application) available in the Financial Aid Office. 
 
Veterans Educational Benefits Program 
Federal Veterans Educational Benefits Program and Department of Defense 
Educational Benefits Program is available at the District.  Students can apply to receive 
their benefits at the San Marcos campus.  Information is available at 
www.palomar.edu/fa 
 
Compliance 







All financial aid, scholarships, and Veterans Educational Benefits Program must adhere 
to guidelines, procedures, and standards issued by federal and state laws and 
regulations and institutional policies. 
 
NOTE:  This procedure provisions below are legally required in an effort to show good 
faith compliance with the applicable federal regulations. 
 
Misrepresentation 
Misrepresentation is defined as any false, erroneous, or misleading statement that the 
District, a representative of the District, or a service provider with which the District has 
contracted to provide educational programs, marketing, advertising, recruiting, or 
admissions services, makes directly or indirectly to a student, prospective student, a 
member of the public, an accrediting agency, a state agency, or the United States 
Department of Education. 
 
A misleading statement includes any statement that has the likelihood or tendency to 
deceive or confuse.  If a person to whom the misrepresentation was made could 
reasonably be expected to rely, or has reasonably relied, on the misrepresentation, the 
misrepresentation would be substantial. 
 
This procedure does not apply to statements by students through social media outlets 
or by vendors that are not providing covered services, as reflected herein. 
 
See BP 5130 titled Financial Aid, Veterans’ & Scholarships Services 
 
Office of Primary Responsibility: Financial Aid, Veterans’ & Scholarships Services 
 
 
Date Approved:  SPC 04/08/2008 
(Replaces current Palomar College Procedure 
418.2) 


 


 
NOTE:  The yellow highlighted language is from legal Update 19 disseminated to districts in August 2011.  
This procedure was reviewed at the September 16, 2011 Task Force Meeting. 
 








 
Palomar Community College District Procedure AP 6700
 


Finance and Administrative Services 
Proposed revisions dated 9/16/11 


 
AP 6700 OTHER FACILITIES USE (CIVIC CENTER ACT) 
 
References: 


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


 
 
General Provisions 
District facilities identified as Civic Centers or as designated public forums are available 
for community use when such use does not conflict with District programs and 
operations.  Facility use shall be limited to places and time identified by the Chief 
Business Officer, so as to allow meaningful use by outside groups.  Except as provided 
in these regulations this procedure, no organizations shall be denied the use of District 
facilities because of the content of the speech to be undertaken during the use. 
 
The Chief Business Officer is responsible for the coordination and implementation of 
these procedures.  The Chief Business Officer shall determine all applicable fees to be 
charged. 
 
All user groups shall be required to provide the District with a hold harmless and 
indemnification agreement acknowledging that they will be financially responsible for 
any losses, damages, or injuries incurred by any person as a result of their use of the 
facilities.  All user groups shall also be required to provide a certificate of insurance with 
limits acceptable to the District and/or other proof of financial responsibility acceptable 
to the District. 
 
Civic Centers 
Eligible persons or groups may use District buildings or grounds designated as the Civic 
Center for public, literary, scientific, recreational, or educational meetings, or for 
discussion of matters of general or public interest, subject to this procedure these rules 
and regulations. 
 
The groups identified in Education Code Section 82542(a) will be permitted, “when an 
alternative location is not available,” as described in the statute, to use District facilities 
upon payment only of the following: 


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







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


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


 the cost of utilities directly attributable to the organization’s use of the facilities. 
 
Except as provided herein, other groups shall be charged an amount not to exceed the 
direct costs of District facilities.  Direct costs shall include costs of supplies, utilities, 
janitorial custodial services, services of any other District employees, and salaries paid 
District employees necessitated by the organization’s use of District facilities. 
 
The following shall be charged fair rental value for the use of District facilities: 


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


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


 
The American Red Cross or other public agencies may use District facilities, grounds, 
and equipment for mass care and welfare shelters during disasters or other 
emergencies affecting the public health and welfare, and the District will cooperate with 
these agencies in furnishing and maintaining services mutually deemed by the 
Governing Board to be necessary to meet the needs of the community. 
 
Rules for Facilities Use 
Requests for use of District facilities must be made at least thirty (30) days in advance 
of the first date of use being requested. Requests shall be on forms provided by the 
District.  Permission to use facilities shall be granted by the Chief Business Officer. 
 
This request requirement does not apply to groups intending to use available 
designated public forums for expressive activities.  In those circumstances, only three 
business days’ notice is required, as described in AP 5550 titled Speech:  Time, Place, 
and Manner. 
 
Permission to use District facilities shall not be granted for a period to exceed one fiscal 
year.  No person or organization may be granted a monopoly on any facility. 
 
All charges for the use of District facilities will be billed accordingly after the conclusion 
of the event. 
 
Any persons applying for use of District property on behalf of any groups shall be a 
member of the groups and, unless he/ or she is an officer of the group, must present 
written authorization to represent the group.  Each person signing an application shall, 







as a condition of use, agree to be held financially responsible in the case of loss or 
damage to District property. 
 
The District may require security personnel as a condition of use whenever it is deemed 
to be in the District’s best interests. 
 
No person applying for use of District property shall be issued a key to District facilities. 
 
Future facility requests may be denied on grounds including, but not limited to, abuse or 
misuse of District property and failure to pay promptly for any damage to District 
property. 
 
No alcoholic beverages, intoxicants, controlled substances, or tobacco in any forms 
shall be brought onto the property of the District.  Persons under the influence of 
alcohol, intoxicants, or controlled substances shall be denied participation in any 
activity. 
 
No structures, electrical modifications, or mechanical apparatus may be erected or 
installed on District property without specific written approval by the Chief Business 
Officer. 
 
Priority for the Use of District Facilities 
Priority for the use of District Civic Center facilities will be as follows: 


 Instructional programs 
 District-sponsored events, including student clubs and organizations and 


fundraising 
 Community use or events sponsored by external organizations 


 
Recycling - Education Code Section 82542(a) 
The Palomar Community College District provides its own campus recycling services for 
District operations and any events under the Civic Center Act through the Facilities 
Office. Contact that office for further details. 
 
Office of Primary Responsibility: Finance and Administrative Services 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The language in green ink reflects suggested revisions from Finance and Administrative Services 
as well as the legal update from the Community College League’s Policy and Procedure Service.  The 
proposed revisions to this procedure were approved for first reading on May 13, 2011.  At the September 16, 
2011 Task Force Meeting, members approved this procedure for submission to SPC. 
 
Date Approved:  SPC 3/18/2008 
 








 
Proposed Palomar Community College District 
Policy 


BP 3440


 
General Institution 


DRAFT as of 9/16/11 
 


BP 3440 SERVICE ANIMALS 
 
References: 


The Americans with Disabilities Act of 1990 -- 42 United States Code Sections 
12101 et seq.; 
28 Code of Federal Regulations Part 35; 
28 Code of Federal Regulations Part 36; 
34 Code of Federal Regulations Part 104.44(b) 


 
 
In order to prevent discrimination on the basis of disability, the District will allow an 
individual with a disability to use a service animal or miniature horse in District facilities 
and on District property in compliance with state and federal law. 
 
Also see BP 3580 titled Animals on Campus 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore) in legal Update 19 dated August 2011.  The Policy 
and Procedure Task Force reviewed this policy on September 16, 2011 and recommended submission to 
SPC. 
 
Date Adopted:   
(This is a new policy recommended by the 
CCLC and the League’s legal counsel) 


 


 








 
Proposed Palomar Community College District 
Policy 


BP 3502


 
General Institution 


DRAFT as of 9/16/11 
 


The CC League Policy and Procedure Service’s Update 19 (August 2011) created 
a brand new template numbered BP 3501 titled Campus Security and Access.  
This new policy was created to comply with recent changes in the federal law, 
specifically the Clery Act. 


 
BP 3502 CAMPUS SECURITY AND ACCESS 
 
Reference: 


34 Code of Federal Regulations Part 668.46(b)(3) 
 
 
The Superintendent/President shall establish procedures for security and access to 
District facilities. 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore) in legal Update 19 dated August 2011.  The Policy 
and Procedure Task Force reviewed this policy on September 16, 2011 and recommended submission to 
SPC. 
 
Date Adopted:   
(This is a new policy recommended by the 
CCLC and the League’s legal counsel) 


 


 








PALOMAR COMMUNITY COLLEGE DISTRICT POLICY BP 3505
 


General Institution 
Proposed Revisions as of 9/16/11 


 
This policy was revised in legal Update 19 from the Policy and Procedure Service and 
legal counsel (Liebert Cassidy Whitmore) to comply with recent changes to the Clery 


Act.  See the legally required language that is highlighted in yellow below. 
 


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; 
34 Code of Federal Regulations Part 668.46(g) 


 
Note:  The following policy language is legally required. 
 
The District shall have emergency response and evacuation procedures for notifying the 
campus community in the event of a significant emergency or dangerous situation 
involving an immediate threat to the health or safety of students or employees occurring 
on the campus. 
 
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.  The plan must incorporate NIMS and SEMS to facilitate the 
coordination between and among agencies in the event of an emergency or natural 
disaster. 
 
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. 
 
Date Adopted:  4/12/2011 
 Revised:   
 
NOTE:  The yellow highlighted language is from legal Update 19 disseminated to districts 
in August 2011.  Task Force members reviewed this policy on September 16, 2011. 
 








 
Palomar Community College District Policy BP 3550
 


General Institution 
DRAFT as of 9/16/11 


 
BP 3550 DRUG FREE ENVIRONMENT AND DRUG PREVENTION 


PROGRAM 
 
References: 


Drug Free Schools and Communities Act, 20 U.S. Code Section 1145g; 
34 Code of Federal Regulations Sections 86.1 et seq.; 
Drug Free Workplace Act of 1988, 41 U.S. Code Section 702 


 
 
The unlawful possession, use, or distribution of illicit drugs and alcohol is prohibited on 
District property.  Students and employees shall not possess or use alcohol on District 
property or at District sponsored functions or activities except as provided for in BP 
3560 titled Serving of Alcoholic Beverages. 
 
The unlawful manufacture, distribution, dispensing, possession, or use of a controlled 
substance is prohibited in all facilities under the control and use of the District. 
 
Any student or employee who violates this policy will be subject to disciplinary action, 
which may include referral to an appropriate rehabilitation program, suspension, 
demotion, expulsion, or dismissal. 
 
The Superintendent/President shall assure that the District distributes annually to each 
student the information required by the Drug-Free Schools and Communities Act 
Amendments of 1989 and complies with other requirements of the Act. 
 
 
 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 
 
 
 From current Palomar College Policy 110 titled Controlled Substance and 


Alcohol Testing (96-18028) 
 
The Palomar Community College District is committed to maintaining the highest safety 
and health standards for its students and employees.  The use of controlled substances 
or alcohol in the performance of safety-sensitive functions is contrary to these high 
standards.  The District thus establishes a controlled substance and alcohol testing 
program to meet the requirements of Federal Law. the Department of Transportation, 
Federal Highway Administration, Controlled Substances and Alcohol Use and Testing 
Rule, Code of Federal Regulations, Title 49 Part 382. 
 
This policy is intended to bring the District into compliance with Federal law.  The 
purpose of the Controlled Substance and Alcohol Policy is to reduce accidents that 
result from the use of controlled substances and misuse of alcohol, thereby reducing 
fatalities, injuries, and property damage.  Specific procedures pertaining to controlled 







substances and alcohol testing are contained in AP 7875 titled Controlled Substance and 
Alcohol Testing. 
 
Implementation of this policy is immediate. 
GB 12-10-96 
Also see AP 3550 titled Drug Free Environment and Drug Prevention Program, BP 3560 
titled Serving of Alcoholic Beverages, and AP 7875 titled Controlled Substance and 
Alcohol Testing. 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red ink signifies language that is legally required.  The information in black ink is current 
Palomar College Policy 109 titled Drugs and Alcohol with adopted on 3-26-91, and Policy 110 titled 
Controlled Substance and Alcohol Testing adopted on 12-10-96.  The Palomar College Police Department 
reviewed this policy on 12-1-08.  This policy was approved by the Task Force for first reading on May 13, 
2011.  At the September 16, 2011 Task Force Meeting, members approved this document for submission 
to SPC. 
 


Date Adopted:   
(Replaces current Palomar College Policies 
109 and 110) 


 


 








 


 


 
Palomar Community College District Policy BP 3560
 


General Institution 
DRAFT as of 9/16/11 


BP 3560 ALCOHOLIC BEVERAGES 
 
References: 


Business and Professions Code Sections 24045.5, 24045.6, and 25608; 
34 Code of Federal Regulations Part 668.46(b) 


 
The Superintendent/President is authorized to enact procedures as appropriate under 
the restrictions of the grant deeds pertaining to District property and permitted by 
California Business and Professions Code Section 25608 regarding serving alcoholic 
beverages at a District owned and/or operated facility for fund raising events held to 
benefit the Palomar College Foundation (Foundation), a non-profit organization.  
Alcoholic beverages shall not be served on campus except in accordance with the 
administrative procedures.  The Foundation shall be responsible for obtaining a license 
under the Business and Professions Code and for providing appropriate liability 
insurance for the event. 
 
Nothing in this policy is intended to displace the prohibition against alcoholic beverage 
consumption by employees acting within the scope of employment.  Alcohol served at 
Foundation functions may be consumed by employees without violation of this policy 
and related policies and procedures so long as consumption is not during the 
employee’s working hours.  Employees shall exercise appropriate judgment when 
consuming alcohol at Foundation functions. 
 
In addition, nothing in this policy is intended to displace the prohibition against the 
possession and consumption of alcoholic beverages by students as stated in the 
District’s Standards of Conduct. 
 
Also see BP/AP 3550 titled Drug Free Environment and Drug Prevention Program, BP/AP 
5500 titled Standards of Conduct, and AP 7875 titled Controlled Substance and Alcohol 
Testing as well as applicable collective bargaining agreements/employee handbooks. 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The language in red ink is legally required.  The language in green ink is recommended by 
Finance and Administrative Services.  This policy was reviewed at the December 10, 2010, January 21, 2011, 
February 11, 2011, May 13, 2011, and September 16, 2011 Task Force Meetings.  The language in blue ink 
was submitted by Human Resource Services and was reviewed by the District’s legal counsel. 
 
Date Adopted:   
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 


 


 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 4020


 
INSTRUCTIONAL SERVICES 


Proposed Revisions as of 9/16/11 
 


This policy was revised in legal Update 19 from the Policy and Procedure Service and 
legal counsel (Liebert Cassidy Whitmore) to comply with recently enacted U.S. 


Department of Education regulations.  See the legally required language that is 
highlighted in yellow below. 


 
BP 4020 PROGRAM, CURRICULUM, AND COURSE DEVELOPMENT 


 
References: 


Education Code Sections 70902(b) and 78016; 
Title 5 Sections 51022, 55100, 55130, and 55150; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended. 


 
 
The programs and curricula of the District shall be of high quality, relevant to community 
and student needs, and evaluated regularly to ensure quality and currency.  To that 
end, the Governing Board, relying primarily on the Faculty Senate, through the 
Curriculum Committee, shall establish procedures for the development and review of all 
curricular offerings, including their establishment, modification, or discontinuance. 
 
Furthermore, these procedures shall include: 


 regular review and justification of programs and course descriptions; 
 opportunities for training for persons involved in aspects of curriculum 


development. 
 
All new courses, programs, and course, and program deletions shall be approved by the 
Board. 
 
All career/technical training programs and courses shall be reviewed every two years by 
the Board. 
 
All new programs shall be submitted to the State Chancellor’s Office for approval as 
required. 
 
Individual degree-applicable credit courses offered as part of a permitted educational 
program shall be approved by the Governing Board.  Non-degree-applicable credit and 
degree-applicable courses that are not part of an existing approved program must 







satisfy the conditions authorized by Title 5 regulations and shall be approved by the 
Governing Board.  
 
Credit Hour 
Consistent with federal regulations applicable to federal financial aid eligibility, the 
District shall assess and designate each of its programs as either a “credit hour” 
program or a “clock hour” program. 
 
The Superintendent/President will rely primarily upon the recommendations of the 
Faculty Senate to establish procedures which prescribe the definition of “credit hour” 
consistent with applicable federal regulations, as they apply to community college 
districts. 
 
The Superintendent/President will rely primarily upon the recommendations of the 
Faculty Senate to establish procedures to assure that curriculum at the District complies 
with the definition of “credit hour” or “clock hour,” where applicable.  The 
Superintendent/President shall also establish procedure for using a clock-to-credit hour 
conversion formula to determine whether a credit hour program is eligible for federal 
financial aid.  The conversion formula is used to determine whether such a credit-hour 
program has an appropriate minimum number of clock hours of instruction for each 
credit hour it claims. 
 
Date Adopted:  6/10/2009 
(This is current Palomar College Policy 4020) 
 
NOTE:  The yellow highlighted language is from legal Update 19 disseminated to districts in August 2011.  
This policy was reviewed by the Task Force at its September 16, 2011 Meeting. 
 








PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 5010


 
STUDENT SERVICES 


Proposed Revisions as of 9/16/11 
 


BP 5010 ADMISSIONS AND CONCURRENT ENROLLMENT 
 
References: 


Education Code Sections 76000, 76001, 76002; 
Labor Code Section 3077); 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended; 
34 Code of Federal Regulations Part 668.16(p) 


 
 
The District shall admit students who meet one of the following requirements and who 
are capable of benefiting from the instruction offered: 


 Any person over the age of 18 and possessing a high school diploma or its 
equivalent. 


 Other persons who are over the age of 18 years and who, in the judgment of the 
Superintendent/President or designee are capable of benefiting from the 
instruction offered.  Such persons shall be admitted as provisional students, and 
thereafter shall be required to comply with the District's rules and regulations 
regarding scholastic achievement and other standards to be met by provisional 
or probationary students as a condition to being readmitted in any succeeding 
semester. 


 Persons who are apprentices as defined in Labor Code Section 3077. 
 
The District shall in its discretion, or as otherwise federally mandated, evaluate the 
validity of a student’s high school completion.  The Superintendent/President shall 
establish procedures for evaluating the validity of a student’s high school completion. 
 
Any student whose age or class level is equal to grades 8 through 12 is eligible to 
attend as a special part-time student for advanced scholastic or vocational courses. 
 
Any student whose age or class level is equal to grades 8 through 12 is eligible to 
attend as a special full-time student. 
 
Any student enrolled in K through 12 may attend summer session. 
 
The Superintendent/President shall establish procedures for the following: 


 ability to benefit and admission of high school and younger students; 







 evaluation of requests for special fulltime or part-time enrollment by a pupil who 
is identified as highly gifted; 


 compliance with statutory and regulatory criteria for concurrent enrollment. 
 
Claims for state apportionment submitted by the District based on enrollment of high 
school pupils shall satisfy the criteria established by statute and any applicable 
regulations of the Board of Governors. 
 
See AProcedure 5010 titled Admissions as well as BP 5500 titled Standards of Conduct 
which addresses issues of admission and reinstatement 
 
 
Date Adopted:  4/08/2008 
(Replaces current Palomar College Policy 
400) 


 


 
NOTE:  This document was reviewed by the Task Force at its September 16, 2011 Meeting. 








PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 5130


 
STUDENT SERVICES 


Proposed Revisions as of 9/16/11 
 


BP 5130 FINANCIAL AID, VETERANS’ & SCHOLARSHIPS SERVICES 
 
References: 


20 U.S. Code Sections 1070 et seq.; 
34 Code of Federal Regulations Section 668; 
Education Code Sections 76037, and 76300; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended 


 
 
The Financial Aid, Veterans’ & Scholarships Services Office is responsible for the 
administration of federal, state, and institutional financial aid programs (i.e., fee waiver, 
grants, federal work study and loans), internal and external scholarships, and the 
Veterans Educational Benefits program. 
 
All financial aid programs will adhere to guidelines, procedures, and standards issued 
by federal and state laws and other applicable regulatory and institutional requirements. 
 
The Financial Aid, Veterans’ & Scholarships Services Office shall establish, publicize, 
and apply satisfactory academic progress standards for participants in Title IV student 
aid programs. 
 
Any student suspended or expelled from the College shall be ineligible for scholarships, 
loans, grants-in-aid, or any other financial aid given or guaranteed by the College, state, 
or federal government, during the period of the suspension or expulsion. 
 
Misrepresentation 
Consistent with the applicable federal regulations for federal financial aid, the District 
shall not engage in “substantial misrepresentation” of 


 the nature of its educational program, 
 the nature of its financial charges, 
 the employability of its graduates. 


 
The Superintendent/President shall establish procedures for regularly reviewing the 
District’s website and other informational materials for accuracy and completeness and 
for training District employees and vendors providing covered services concerning the 
District’s educational programs, financial charges, and employment of graduates to 
assure compliance with this policy. 







 
The Superintendent/President shall establish procedures wherein the District shall 
periodically monitor employees’ and vendors’ communications with prospective students 
and members of the public and take corrective action where needed. 
 
This policy does not create a private cause of action against the District or any of its 
representatives or service providers.  The District and its Governing Board do not waive 
any defenses or governmental immunities by enacting this policy. 
 
See AProcedure 5130 titled Financial Aid, Veterans’ & Scholarships Services as well as 
BPolicy 5500 titled Standards of Conduct 
 
Date Adopted:  04/08/2008 
(Replaces current Palomar College Policy 
423.2) 


 


 
NOTE:  This policy was reviewed at the September 16, 2011 Task Force Meeting. 








 
Proposed Palomar Community College District 
Policy 


BP 5510


 
Student Services 


DRAFT as of 9/16/11 
 


The CC League Policy and Procedure Service’s Update 19 (August 2011) created 
a brand new template numbered BP 5510 titled Off-Campus Student 
Organizations.  This new policy was created to comply with recent changes in the 
federal law, specifically the Clery Act. 


 
BP 5510 OFF-CAMPUS STUDENT ORGANIZATIONS 
 
Reference: 


34 Code of Federal Regulations Section 668.46(b)(7) 
 
 
The District shall work with local law enforcement agencies to monitor and assess 
criminal activity in which students engage at off-campus locations of student 
organizations officially recognized by the District. 
 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore) in legal Update 19 dated August 2011.  The Policy 
and Procedure Task Force reviewed this policy on September 16, 2011 and recommended submission to 
SPC. 
 
Date Adopted:   
(This is a new policy recommended by the 
CCLC and the League’s legal counsel) 


 


 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 6550


 
FINANCE AND ADMINISTRATIVE SERVICES 


Proposed Revisions as of 9/16/11 
 


BP 6550 DISPOSAL OF DISTRICT PERSONAL (LISTED) PROPERTY 
 
References: 


Education Code Sections 70902(b)(6), 81383, 81384, and 81452 
 
 
The Superintendent/President is delegated authority by the Governing Board to declare 
as surplus such personal property of the District as is no longer useful for District 
purposes and shall establish procedures to dispose of such property in accordance with 
applicable law.  All sales of surplus personal property shall be reported to the Governing 
Board on a periodic basis. 
 
See AP 6550 titled Disposal of District Personal (Listed) Property 
 
 
Date Adopted:   
  
NOTE:  This policy was reviewed by the Task Force on September 16, 2011 and approved for 
submission to SPC. 








Palomar Community College District Policy BP 6700
 


FINANCE AND ADMINISTRATIVE SERVICES 
Proposed revisions dated 9/16/11 


 
BP 6700 OTHER FACILITIES USE (CIVIC CENTER ACT) 
 
References: 


Education Code Sections 82537 and 82542 
 
 
California community college campuses or designated facilities are identified as Civic 
Centers.  Use of a Civic Center shall be granted as provided by law.  The 
Superintendent/President shall establish procedures regarding the use of District 
property and facilities, including property designated by the District as a Civic Center, by 
community groups, outside contractors, and others. 
 
The administrative procedures shall include reasonable rules regarding the time, place, 
and manner of use of District facilities.  They shall assure that persons or organizations 
using District property are charged such fees as are authorized by law.  Public use of 
District property shall not interfere with scheduled instructional programs or other 
activities of the District on behalf of students. 
 
No group or organization may use District property for purposes that to unlawfully 
discriminate on the basis of race, color, religion, ancestry, national origin, disability, sex 
(i.e., gender), or sexual orientation, or the perception that a person has one or more of 
the foregoing characteristics, or on any basis prohibited by law. 
 
Use of the District’s facilities will be only for the purposes described by the California 
Legislature in Education Code Section 82537(a).  These purposes include use by 
associations “formed for recreational, educational, political, economic, artistic, or moral 
activities of the public school districts” in order to “engage in supervised recreational 
activities” or “meet and discuss, from time to time, as they may desire, any subjects and 
questions which in their judgment appertain to the educational, political, economic, 
artistic, and moral interests of the citizens of the communities in which they reside” 
(Education Code Section 82537(a)).  In granting permission to use the facilities, the 
District will not discriminate on the basis of viewpoint with regard to organizations 
engaging in expressive activities on the topics and subject matters articulated above. 
 
See AP 6700 titled Civic Center and Other Facilities Use (Civic Center Act) 
 
Date Adopted:  5/13/2008 (Replaces current Palomar College Policy 550)  
 
 
----------------------------------------------------------------------------------------------------------- 







NOTE:  The language in green ink reflects suggested revisions from Finance and Administrative Services 
as well as the legal update from the Community College League’s Policy and Procedure Service.  The 
proposed revisions to this policy were approved for first reading on May 13, 2011.  This policy was approved 
by the Task Force on September 16, 2011. 
 








 
Palomar Community College District Policy BP 7100
  


Human Resources 
REVISIONS as of 9/16/11 


 
BP 7100 COMMITMENT TO DIVERSITY 
 
References: 


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


 
 
The District is committed to employing qualified administrators, faculty, and staff 
members who are dedicated to student success.  The Governing Board recognizes that 
diversity in the academic environment fosters cultural awareness, promotes mutual 
understanding and respect, and provides suitable role models for all students.  The 
Governing Board is committed to hiring and staff development processes that support 
the goals of equal opportunity and diversity and provide equal consideration for all 
qualified candidates. 
 
Also see BP/AP 3050 titled Institutional Code of Ethics, BP 3410 titled Nondiscrimination, 
BP/AP 3420 titled Equal Employment Opportunity, BP/AP 3430 titled Prohibition of 
Harassment, AP 3435 titled Discrimination and Harassment Investigations and Training, 
and the District’s Equal Employment Opportunity Plan. 
 
Date Adopted:  7/08/2011 
Date Revised:   
  
This policy was approved by the Task Force on 9-16-11. 








 
Proposed Palomar Community College District 
Policy 


BP 7120


 
Human Resources 


DRAFT as of 9/16/11 
 


BP 7120 RECRUITMENT AND HIRING 
 
References: 


Education Code Sections 70902(d) and 87100 et seq.; 
Title 5 Sections 53000 et seq.; 
Accreditation Standard III.1.A 


 
 
The Superintendent/President shall establish procedures to recruit and select faculty, 
staff, and administrators who have a clear understanding of and commitment to the 
mission, vision, and values of the institution.  In order to best promote student learning 
within a culture of inclusion, successful candidates must be sensitive to, understand, 
and work well with individuals with a broad range of backgrounds and needs, including 
but not limited to individuals with disabilities and those with diverse academic, 
socioeconomic, cultural, and ethnic backgrounds.  Academic employees shall possess 
the minimum qualifications prescribed for their positions by the Board of Governors.  
Classified employees shall possess minimum qualifications described by their 
classification specification. 
 
Faculty hiring procedures shall be established and implemented in accordance with 
Board Policies and Administrative Procedures regarding the Faculty Senate’s role in 
local decision-making (see BP 2510 titled Participation in Local Decision-Making) as an 
academic and professional matter. 
 
Staff hiring procedures shall be established after first affording the staff constituent 
groups an opportunity to participate in the formulation of staff hiring policies and 
procedures under the Governing Board’s policies regarding local decision-making. 
 
Hiring procedures for administrative, confidential, and supervisory employees shall 
encourage participation of executive and senior administrators, the Administrative 
Association, the Confidential and Supervisory Team, faculty, and classified staff in all 
appropriate phases of the process. 
 
 
 From current Palomar Policy 7120 titled Recruitment and Selection 


 
The Palomar Community College District recognizes that excellence in student learning 
and student success requires that faculty, staff, and administrators have a clear 







understanding of and commitment to the mission, vision, and values of the institution.  
Additionally, the District seeks to employ highly qualified faculty, staff, and 
administrators who are sensitive to and understand the diverse academic, 
socioeconomic, cultural, disability, and ethnic backgrounds of the student population in 
such a way that effective student learning results. 
 
The Superintendent/President, in cooperation with the appropriate campus 
constituencies, shall establish procedures for the recruitment and selection of 
employees including, but not limited to, the following criteria: 
Academic 
Academic employees shall possess the minimum qualifications prescribed for their 
positions by the Board of Governors. 
 
The criteria and procedures for hiring academic employees shall be established and 
implemented in accordance with Board policies regarding the Faculty Senate’s role in 
local decision-making.  In accordance with AB1725 and BP 2510, the Governing Board 
elects to rely primarily upon the advice and judgment of the Faculty Senate on 
Academic and Professional Matters.  Faculty hiring is an Academic and Professional 
Matter. 
 
Classified 
The criteria and procedures for hiring classified employees shall be established after 
affording the CCE/AFT an opportunity to participate under the Board’s policies 
regarding local decision-making. 
 
Administrative and Confidential/Supervisory 
The criteria and procedures for hiring administrative, confidential, and supervisory 
employees shall be established in a way that encourages participation of administrators, 
the Administrative Association and the Confidential and Supervisory Team, faculty, and 
classified staff in all appropriate phases of the process. 
Education Code Section 70902(d); 87100 et seq Title 5, Section 53000, et seq ; 
Accreditation Standard III.1.A. 
GB 12-10-02 
 
Also see BP 3410 titled Nondiscrimination and BP 3420 titled Equal Employment 
Opportunity 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The language in red type signifies legally required language recommended by the Community 
College League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this policy.  The language in black ink reflects current Palomar College 
Policy 7120 titled Recruitment and Selection adopted on 12-10-02.  The language in green ink reflects 
revisions/additions made by Human Resource Services.  This policy was approved by the Task Force on 
3-6-09 and 9-16-11. 
 


Date Adopted:   
(Replaces current Palomar Policy 7120)  
 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 7130


  
HUMAN RESOURCES 


Proposed Revisions as of 9/16/11 
 


BP 7130 COMPENSATION AND BENEFITS 
 
References: 


Education Code Sections 45022, 70902(b)(4), 87801, and 88160; 
Government Code Section 53200; 
U.S. Department of Education regulations on the Integrity of Federal Student 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 
amended. 


 
 
The Governing Board shall establish and authorize salary schedules, compensation, 
and benefits (including health and welfare benefits) for all classes of employees and 
each contract employee subject to collective bargaining or meet and confer processes 
as applicable. 
 
Prohibition of Incentive Compensation 
The District shall not provide any commission, bonus, or other incentive payment based, 
directly or indirectly, on the success in securing enrollments or financial aid, to any 
person or entity engaged in any student recruiting or admission activities or in making 
decisions regarding the award of student financial assistance.  Employees covered by 
this ban shall be referred to as “covered employees” for purposes of this policy. 
 
Compensation is subject to BP 7140 titled Collective Bargaining for represented 
employees. 
 
Office of Primary Responsibility: Human Resource Services 
 


Date Adopted:  12/09/2008 
(Replaces current Palomar Policies 7.09, 155, 
155.1, 155.11, 155.12, 155.41, 155.42, 528.2 
and current Palomar Procedures 155.1, 
155.41, 155.42, 528.2) 


 


 
NOTE:  This policy was reviewed at the September 16, 2011 Task Force Meeting. 





