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STRATEGIC PLANNING COUNCIL 
AGENDA 

Date:                       May 1, 2012 
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 May 1, 2012, was held in 
AA‐140.  President Robert Deegan called the meeting to order at 2:00 p.m. 
 
ROLL CALL 
Present:  Michelle Barton, Monika Brannick, Judy Cater, Robert Deegan, Lynda Halttunen, Aaron Holmes, Teresa 

Laughlin, Shannon Lienhart, Evelyn Lucero, Leanne Maunu, Joe Newmyer, Craig Thompson, Sherry Titus, 
John Tortarolo, Mark Vernoy, Chris Wick 

Absent:  Phil Cerda, Debbi Claypool, Berta Cuaron, Kathy Davis, Tylor Ellard, Theresa Hogan‐Egkan, Kate Stewart,  
Rich Talmo 

Recorder:    Cheryl Ashour 
Guests:  Joan Decker, Brent Gowen, Glynda Knighten 
 
A. MINUTES 

1. Approve Minutes of April 17, 2012 
MSC (Cater/Newmyer) to approve the Minutes of April 17, 2012 as amended  
 

B. ACTION ITEMS/SECOND READING 
1.  Board Policy 2015‐Student Trustee; BP 2100‐Governing Board Elections; BP 3250‐Institutional Planning;  

BP 3820‐Gifts Donations and Bequests; BP 6550‐Disposal of District Personal Listed Property; BP 6975‐
Bookstore and Food Service (Exhibit B1) 
MSC (Brannick/Halttunen) to move Board Policy 2015 to action/second reading 
MSC (Brannick/Halttunen) to approve Board Policy 2015‐Student Trustee as presented 

MSC (Brannick/Halttunen) to move Board Policy 2100 to action/second reading 
MSC (Brannick/Vernoy) to approve Board Policy 2100‐Governing Board Elections as presented 

MSC (Brannick/Halttunen) to move Board Policy 3250 to action/second reading 
MSC (Brannick/Vernoy) to approve Board Policy 3250‐Institutional Planning as presented 

MSC (Brannick/Titus) to move Board Policy 3820 to action/second reading 
MSC (Tortarolo/Brannick) to approve Board Policy 3820‐Gifts Donations and Bequests as presented 

MSC (Newmyer/Brannick) to move Board Policy 6550 to action/second reading 
MSC (Tortarolo/Brannick) to approve Board Policy 6550‐Disposal of District Personal Listed Property as 
presented 

MSC (Brannick/Newmyer) to move Board Policy 6975 to action/second reading 
MSC (Brannick/Cater) to approve Board Policy 6975‐Bookstore and Food Service as presented 
 

2.  Administrative Procedures: AP 2712‐Conflict of Interest Code; AP 3250‐Institutional Planning; AP 3520‐
Local Law Enforcement (Exhibit B2) 
MSC (Newmyer/Brannick) to move Administrative Procedure 2712 to action/second reading 
MSC (Brannick/Cater) to approve Administrative Procedure 2712‐Conflict of Interest Code as presented 

MSC (Brannick/Tortarolo) to move Administrative Procedure 3250 to action/second reading 
MSC (Brannick/Halttunen) to approve Administrative Procedure 3250‐Institutional Planning as presented 

MSC (Vernoy/Newmyer) to move Administrative Procedure 3520 to action/second reading 
MSC (Brannick/Halttunen) to approve Administrative Procedure 3520‐Local Law Enforcement as presented 
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C. ACCREDITATION RECOMMENDATIONS AND PROGRESS 

1.  Accreditation Commission Actions and Policy Updates 
Brent Gowen distributed the Spring 2012 ACCJC News.  (Exhibit C1) He reviewed the articles regarding a new 
policy on Accreditation recommended by the National Advisory Committee on Institutional Quality and 
Improvement (NACIQI), and deficiencies leading to sanction. 
 

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

Michelle Barton discussed upcoming tasks. 
 

2.  Annual Review reports from planning council chairs 
Each Vice President gave a brief report on the results of its Council’s annual review. 

 
3.  Formative review of the planning process 

This item has been postponed until the next meeting. 
 

4.  Identify College and Council Priorities 
Each planning council was asked to identify council and district priorities for the next year.  The Vice 
Presidents reported on the result of the councils’ discussion/recommendations. 
 

5.  Identify Objectives for Strategic Plan 2013 Action Plan Year 3: 2012‐13 
Michelle Barton distributed a draft document of Strategic Plan 2013 – Year 3 Objectives (2012‐13).  (Exhibit 
D5) The objectives in the document were taken from the Action Plan Year 2 and the Strategic Plan.  She led a 
discussion on the objectives in Goals 1, 3, 4, 5, and 6.  A work group was organized to meet within the next 
week to review Goal 2.   Goal 2 is a challenge because of the number of objectives and its relation to the 
Student Services Task Force recommendations and matriculation.  The work group will bring back 
recommendations for discussion at the May 15 meeting.   
 

E.  INFORMATION/DISCUSSION 
1.  Student Success Task Force (SSTF) Recommendations 

Monika Brannick reported that the Board of Governors (BOG) has accepted the SSTF recommendations and 
legislators have begun sponsoring Bills.  The state‐wide Faculty Senate has formed groups to pressure 
legislators and BOG to revise the language of some of the recommendations.  The Palomar College Faculty 
Senate has finalized a SSTF Work Group.  Linda Halttunen discussed the SSTF recommendations regarding 
matriculation. There was discussion regarding listing matriculation objectives under the Faculty Senate or 
separating it out.  Work on objectives will not occur during the 2012 summer while faculty is out. 

 
2.  Staffing Master Plan – Year 2 Annual Update 

Vice President Tortarolo distributed a copy of the Palomar Community College District Staffing Master Plan 
2016, Year 2 Addendum, April 30, 2012.  (Exhibit E2) He discussed the progress of the first year, and 
revisions of the process and data required for the Staffing Plan. 

 
3.  Health Fee Increase 

Vice President Vernoy stated that a recommendation will be given to the Governing Board at their next 
meeting to increase the student health fee from $18 to $19 a semester.  ASG discussed and approved the 
increase. 
 

4.  Budget Update 
Interim Vice President Newmyer reported that he is continuing work on budget projections.  The Budget 
Committee will review the projected budget at its next meeting and bring a recommendation to SPC. 
 

F.  REPORTS OF PLANNING COUNCILS 
1.  Finance and Administrative Services Planning Council – no report 
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2.  Human Resource Services Planning Council  
Vice President Tortarolo reported that HRSPC reviewed the EEO and Staffing Plans. 
 

3.  Instructional Planning Council 
Judy Cater reported that IPC reviewed the goals and objectives for the 2012‐13 Strategic Plan Year 3.  The 
subcommittees on PRP allocation and faculty priority met. 
 

4.  Student Services Planning Council  
Vic President Vernoy reported that SSPC worked on its instructional and non‐instructional PRP documents, 
and discussed council and college priorities. 
 

G.  REPORT FROM PC3H COMMITTEE 
Monika Brannick reported that the LGBTQ events in April were a success.  PC3H is planning a year‐end party and 
the first anniversary of the Pride Center.  Three tables have been purchased for the Harvey Milk Breakfast on 
May 25. 
 

H.  OTHER 
1.  Centers  

President Deegan stated that the south center will open fall 2014.  Renovations to the building will be 
completed; however, if there is no money, the opening will be delayed.  Resources needed for the main 
campus should not be given to the south center. The north center will open fall 2015, unless construction is 
delayed because of the economy.  He discussed construction of the Horse Ranch Creek Road.  
 

2.  ASG 
Sherry Titus announced that Evelyn Lucero, President of the Palomar College Associated Student 
Government, was selected to receive the Exemplary Service Award for 2011‐12 from the Student Senate for 
California Community Colleges.  Everyone congratulated Ms. Lucero. 
 

3.  Athletics 
Mark Vernoy announced that the Men’s Swim is second in the State, the Women’s Golf won the State 
Championship, and Women’s Tennis is playing in the State finals today. 
 

4.  Vice President, Finance and Administrative Services 
President Deegan announced that Ronnie Ballesteros‐Perez will be the next Vice President of Finance and 
Administrative Services. 
 

I.  ADJOURNMENT 
There being no further business, the meeting was adjourned at 3:45 p.m. 
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Executive Summary 
 

The Palomar Community College District Staffing Master Plan (Staffing Plan or 

Plan) is a systematic identification and prioritization of the District’s staffing needs over 

a six-year planning period. The Plan, linked to the District’s other planning processes, 

details the human resources required to support the District’s vision, mission and 

values. The Plan responds to objectives outlined in the Strategic Plan 2013 and is both 

the process and product by which the District evaluates and recommends staffing 

actions. Each year an addendum issues that analyzes the previous year’s staffing, and 

provides contextual and procedural updates along with adjustments to prioritizations 

and staffing levels. 

The Plan establishes staffing baselines and provides recommendations based 

upon gap analysis and staffing priority assessments. Gap analysis examines current 

staffing levels against current and future needs as informed by data, assumptions, and 

known constraints. The result is a range from actual to optimum staffing levels, inclusive 

of estimated growth and attrition rates, and is projected over the six-year planning cycle. 

Each of the District’s four division planning councils and a fifth group of departments 

reporting directly to the Superintendent/President perform both the gap analysis and the 

staffing priority assessments for their respective organizations. Taken together, the gap 

and priorities analyses provide the foundation from which staffing recommendations are 

informed. Once the staffing priorities and needs are determined, the Plan communicates 

priorities and needs to the District. This is the District’s Year 2 Addendum to the Plan.  

The data suggest the following key process changes: (1) addition of an assumption that 

replacement staff positions are automatically prioritized over new and vacant staff 
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positions (retaining the District’s current practice for prioritization and filling faculty 

openings); and (2) annual update of prioritizations only and with a comprehensive 

review of staffing levels every six years.  
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SECTION 1.  INTRODUCTION 

1.1 Overview and Purpose of the Year 2 Addendum 

As indicated in the Staffing Master Plan, the Year 2 Addendum (Addendum) 

provides a means of annual evaluation of previous year’s performance and processes, 

as well as providing staffing recommendations for the upcoming year.  The Addendum 

consists of five main sections: an introduction and overview of the Plan processes; 

updated context, challenges and constraints; summative evaluation of 2010-2011 Plan 

performance; updated data and information for developing recommendations; and 

2011-2012 District, Council and SPG recommendations. 

1.1.1 Annual Plan Update Process  
 

            After completion of the initial Plan, the Plan and its elements are updated 

annually.  This addendum is the first update to the original Plan. Each year, the four 

planning councils and the SPG will provide updates to their respective 

recommendations and analyses. To inform this process, the planning councils and SPG 

were provided annually updated data (employee totals, attrition data, vacancies), as 

well as any changes to the District-wide assumptions and constraints.  

The planning councils and SPG reviewed their division’s PRPs and evaluated the 

criteria required to identify and rank staffing priorities. The planning councils and SPG 

reviewed information, analyses, and other plans; identified positions required for each 

planning year; linked each position to a plan requirement; and ranked the positions 

required each year in priority order with rank 1 being the highest priority. These 

processes remained unchanged for  this Addendum. 
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The planning councils and SPG provided completed Plan forms with their 

information analysis, and position ranking, accompanied by all the Councils and SPG’s 

ranking criteria and assumptions. Human Resource Services (HRS) compiled the 

updated forms, criteria, assumptions, and evaluations. Originally, the Addendum was to 

be presented to SPC by February 1, 2012; however, several Councils were unable to 

complete analysis, prioritization, and recommendations in this timeframe.  This led to 

and dialogue and analysis of how best to balance the need for data and 

recommendations with the time and workload constraints on the Councils and SPG.  As 

a result, a process revision is proposed in this Addendum to have each subsequent 

annual addendum focus only on updating prioritization of new and vacant staff 

positions.  The more labor-intensive staffing level and gap analysis will be examined 

every six years.   In addition, analysis of the previous year’s performance indicated 

confusion as to how to best address replacement staff positions.  An assumption was 

built into this year’s analysis that allows the Councils and SPG to presume staff 

replacements are automatically prioritized over new and vacant staff positions.  The 

process for prioritizing and filling faculty positions remains unchanged from the Plan. 

1.1.2 Evaluation Questions 
 

The Staffing Master Plan is updated annually in an addendum, which seeks to 

address three summative evaluation questions: 

(1)  Staffing Levels: How effective were implemented Plan recommendations at 

addressing any staffing gaps identified in the formative Plan? 

(2)  Staffing Measures:  How accurate were the forecasts of anticipated minimum 
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levels, growth and attrition rates? 

(3)   Plan Processes: What procedural adjustments need to be made in terms of 

the Plan itself (i.e., Planning Councils and Group input into the process)?  
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SECTION 2. CONTEXT, FACTORS, CHALLENGES AND CONSTRAINTS 

2.1 Introduction 

This section updates critical assumptions underlying the Staffing Master Plan, 

including growth trends, negotiations, budget and legal/regulatory factors. 

2.2  Context and Factors Influencing Staffing 

 In general, the District continues to face numerous challenges in meeting increasing 

enrollments with limited resources.  As highlighted in the Plan, the District’s population 

continues to grow over time. From 2000 to 2010 (UPDATE FROM MB for 2011), the 

population served by the District increased from 657,015 to 775,172 or 18% (San Diego 

Association of Governments, SANDAG). By 2020, SANDAG forecasts that the population 

will increase by 7% to 831,486. The student population reflects this growth, in that annual 

student headcount has increased from 44,834 in 2004-2005 to 47,576 in 2010-2011 

(California Community Colleges Chancellor’s Office, Student Demographics by Academic 

Year, 2004-05 through 2010-11). Notably, however, nearly one-quarter of the students 

served are free-flow enrollments or students from outside of the District’s service area. The 

actual area the District serves, inclusive of free-flow enrollments, is growing at a faster rate 

than either the state or District rates (Master Plan 2022 Update). Increase in student 

headcount will come as a result of the District’s population growth, availability and location 

of instructional services and facilities, and free-flow enrollments. Similarly, total FTES has 

shown a general increase from 18,779 in 2003-2004 to 20,461 in 2008-2009, with just a 

slight decrease in 2009-2010 to 20,249. [California Community Colleges Chancellor’s 

Office, Summary of Recalculation Apportionment Full-Time Equivalent Student (FTES), 

Actual FTES Reported for Apportionment Funding, 2003-04 through 2009-10]. While the 

facilities, student headcount, and FTES totals generally reflect growth, the permanent 
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employee headcount has actually reduced from 783 in 2005-2006 to 734 in 2011-12 (see 

Appendix I). 

As with the initial Plan, growth data are provided in 4 forms: student headcount, full-

time equivalent student (FTES), facilities/new instructional centers, and permanent staff. 

Appendix H contains the growth data that planning councils and SPG considered in the 

formation of their recommendations.   

Estimated attrition rates are based upon existing data collected by EE06 category for 

federal reporting. EE06 attrition rates were calculated over a ten-year average. Rate 

accuracy was evaluated through use of a ten-year average prior to the last known year and 

then compared for predictive accuracy of the last known year. Attrition includes all 

retirements, as well as all voluntary and involuntary terminations. Interim placements, for 

purposes of attrition calculations, were restored to their previous permanent position and 

counted as attrition in determining rates. To make EE06 reporting more meaningful in the 

community college context, the EE06 reporting category “executives” has been translated to 

“educational and classified administrators.” Table 1 contains the attrition data used by the 

Plan. Based upon these data, the Addendum utilizes a ten-year average attrition rate of 8.4 

percent where appropriate; this is just a slight increase over the original Plan’s ten-year 

average rate of 8.3 percent. 

EEO6 Occupation Headcount Attrition Percentage 
1 Educational & Classified Administrators 38 13.3% 
2 Full-Time Faculty 284 5.1% 
3 Professional Non-Faculty 37 18.1% 
4 Clerical/Secretarial 249 9.1% 
5 Technical/Paraprofessional 110 9.5% 
6 Skilled Crafts 19 5.2% 
7 Service/Maintenance 48 11.2% 
Average across EEO6 Categories 784 8.4% 
 
Table 1. Attrition Data across EE06 Occupational Categories, 2001-02 through 2010-11 (10-year averages). Source: Institutional 
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Research and Planning, District historical attrition rates based on fall staff data (MIS EB) submissions to the CCCCO. Note: an 
employee is considered to have attrited during the year if she/he was not in the same EE06 occupation the following fall. 

2.4 Assumptions, Challenges and Constraints 

 2.4.1  Budget.   

For the purpose of this Addendum, the District assumes that the state will not fund any 

FTES apportionment increases in the budget year (2012-13) and all subsequent planning years. 

2.4.2  Modified Hiring Freeze. 

 In spring 2008, due to budgetary constraints, the District implemented a modified 

hiring freeze. The impact of the freeze is evident in the number and proportions of funded, 

but unfilled positions (see Table 2). 

Division/Group 
Number of Positions 

Funded and Filled 
Number of Positions 
Funded, but Unfilled 

Proportion of 
Positions Funded, 

but Unfilled 
Instructional Services 431 65 15.1% 

Student Services 144 39 27.1% 

Finance and Administrative Services 130 25 19.2% 

Human Resource Services 11 2 15.4% 

Superintendent/President’s Group 16 0 0.0% 

District Total 732 131 17.9% 
 
Table 2. Number of Positions Funded, but Unfilled for FY 2011-12 (as of April 11, 2012).  Note: Totals for funded, but unfilled 
positions count as unfilled those positions filled with interim appointments based on manually input data from HRS and Finance and 
Administrative Services.  Percentages reflect the number of unfilled over Division/Group total funded positions.  The above totals 
reflect all vacant/budgeted full-time faculty positions as of April 11, 2012. Not all faculty retirements are contained in the budget.  
Sources: Palomar College Active Employee Count Report, 2011-12 (dated April 11, 2012); Fiscal Year 2011-12 Vacant Position List 
for Adopted Budget (effective March 22, 2012). 

The District total of 131 funded unfilled positions (17.9 percent) is a notable increase 

from last year’s 92 funded unfilled positions (10.7 percent). 

 2.4.3 Statutory Updates. 

Under Education Code Section 87482.6 and California Code of Regulations, Title 

5, Section 51025, full-time faculty should ideally comprise 75% of instructional workload. 

The District’s Faculty Obligation Number (FON), which is set by the California 
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Community College Board of Governors as a means of making progress toward the 

75/25 ratio, was reduced proportionately with the reduction in FTES workload made by 

the Chancellors Office due to the state budget reductions. The District is committed to 

maintaining or exceeding the FON. 

As of April, 2012, the status of the California Code of Regulations, Title 5 Equal 

Employment Opportunity (EEO) Regulations has been clarified by the Chancellors Office.  

While the Board of Governors approved revised Regulations in Spring, 2011, the 

Department of Finance rejected the revisions on the basis of addressing mandated costs 

inherent in the existing regulations.  The Chancellor’s Office is in the process of issuing a 

formal advisory to districts at the time of this writing to proceed with developing and 

implementing EEO Plans based upon existing relevant Title 5 regulations. The District is in 

the process of developing and implementing its EEO Plan based upon this current direction 

from the Chancellor’s Office. 

 3.4.4 Systems and Software Support: Status on PeopleAdmin and Position 

Management 

 While the Staffing Plan is integrated with all other aspects of the District's planning 

processes, District staff currently manually compile and integrate all data and information 

related to positions. This manual compilation and integration limits the District's ability to 

iteratively update the Plan in response to the planning councils’ and SPG’s input. To 

perform this data and information integration electronically, the District has purchased the 

Position Management module of PeopleSoft, for which the Strategic Planning Council 

allocated $45,000.00 in 2010-11 SPPF (Strategic Planning Priority Funding) funds.  The 

District has also purchased and is implementing the PeopleAdmin on-line application and 
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applicant tracking system, also funded by SPPF 2010-11 funding in the amount of $67,000.  

This system will be implemented in a phased approach beginning in Fall 2012. 

 3.4.5  Classification Study. 
 

The District is negotiating the implementation of a classification study for all non-

faculty positions.  Future addendums and subsequent planning cycles will reflect any 

classification changes. 
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SECTION 3.  RESULTS FROM 2010-2011 

3.1  Overview 

This section addresses the formative evaluation questions 1-3.  Questions 1 and 

2  are analyzed by Division/Group for how staffing minimum and optimums, as well as 

prioritizations, were followed/were predictive of staffing decisions (i.e., how closely each 

Division followed the relevant Staffing Master Plan recommendations, where were the 

deviations, and why?).  Question 3 relies on data provided through the Staffing Master 

Plan Council/Group Feedback Survey (Appendix A). 

3.2  Results for Staffing Levels by Council/Group 

 One of the main areas of revision based on this year’s data pertains to analysis 

of staffing levels.  The rationales were three-fold: (1) feedback from some of the larger 

division’s councils indicated this was highly labor intensive; (2) the need to measure 

levels both in terms of headcount and FTE to allow proper ties to budgeting, and (3) the 

results during modified hiring freeze and limited budget were largely stable. From this, a 

process change to analyze staffing levels every six (6) years with the Plan revision is 

proposed. This will also provide time for implementation of system improvements 

(Commitment Control) that should provide a clearer connection between human 

resources and budgeting. In general and as compared with last year’s 

recommendations, Instruction and Finance and Administrative Services slightly reduced 

its ranges of minimum to optimum staffing needs over the five year forecast, while 

Student Services slightly increased its ranges over the forecast.  For example, Finance 

and Administrative Services forecasted a minimum of 161 and an optimum of 173 for 
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FY 2014-15 (as compared with last year’s estimates for FY 2014-15 of 168 and 179, 

respectively), while Student Services for that same year projected needing 211 

minimum and 230 optimum (as compared with last year’s estimates of 204 and 226).  

The changes in totals for Human Resource Services and SPG were unremarkable, 

except for a slight increase in minimum requirements for SPG over the forecasted 

years. 

3.4  Results for Staffing Prioritizations by Council/Group  

 The planning councils and SPG varied considerably in terms of how closely their 

actual hires aligned with their indicated prioritizations.  The main reasons for deviating 

from the indicated prioritizations were: (1) replacement positions; (2) change in District 

practices regarding use of short-term and student employees; and (3) District 

necessity/change in District priorities (i.e., the executive decision to hire new faculty to 

exceed FON and the need to hire sufficient staff to implement that decision). 

Replacement of critical positions was the primary rationale for changing prioritizations, 

which led to a Plan process change to include an assumption that replacement 

positions are automatically prioritized ahead of new and vacant positions. For councils 

that had significant deviations from their prioritizations, the staffing prioritizations 

(Appendices C-3, D-3, and F-3) include notations indicating where replacements were 

made. 

 Instruction Student 
Services 

Finance & 
Admin. 
Services 

Human 
Resource 
Services 

Superintendent/
President’s 
Group 

Prioritized 
Filled 

0 3 3 0 1 

Unprioritized 
Filled 

13 14 11 3 0 
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Faculty 
Filled* 

17 2 - - - 

Total 30 19 14 3 1 
 
Table 3. Total Prioritized, Unprioritized and Faculty Positions Filled by Division from 07/2010 to 10/2011. *Note: Faculty positions 
are prioritized through IPC’s priority process, which is separated from the Staffing Master Plan’s prioritization process. 

3.5  Results of Council/Group Feedback Survey  

 In Fall, 2011, a 14-item online survey was administered to planning council and 

SPG members pertaining to the Staffing Master Plan.  The response rate was 59 

percent.  The survey evaluation produced two main areas for revision: Staffing Plan 

processes (i.e., the manner in which the planning councils and SPG collect and present 

their recommendations) and Council/SPG training.   

3.5.1 Process Recommendations. 

 Two notable process recommendations emerged from the data: (1) the need to 

address replacement positions in the prioritization process; and (2) the need to reduce 

the workload on the planning councils/SPG as pertains to the recommendation process.  

Based on feedback from the survey and the Vice Presidents, a process change to 

create an assumption regarding replacement positions was added.  Specifically, since 

the District is currently operating under a modified hiring freeze and is at/near minimum 

staffing levels, the assumption is that replacement positions are automatically prioritized 

ahead of new or vacant positions.  This change is supported by the frequency of 

replacement positions as the rationale behind instances where the councils deviated 

from their indicated prioritizations. 

 In addition, the data and process suggest that annual updates to staffing levels 

yields little value in terms of information, especially during a modified hiring freeze, while 

remaining a time consuming and labor intensive process for the planning councils and 
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SPG.  To ensure timeliness of recommendations, the staffing level recommendations 

will only be updated every six years and not within each addendum.  The planning 

councils and SPG are free to revise the staffing level recommendations for the 

addendums where warranted.  In addition, the survey results indicated that over 96% of 

respondents felt that the prioritizations were highly valuable in staffing decisions, a 

figure that was considerably higher than for the relative value of recommended staffing 

levels. 

3.5.2 Training Recommendations. 

 The most consistent source of confusion was an overall lack of clarity as to when 

evaluation of the Plan’s recommendations would be feasible.  Specifically, comments in 

the survey repeatedly criticized the lack of implementation, yet the Plan had only been 

in effect for several months at the time at which the survey was distributed.  Thus, the 

Fall, 2011 training session included an explanation of how the recommendations would 

be used and assessed and specific sections in the Addendum (Sections 3.2 and 3.3) 

were added to more clearly indicate how each division performed in terms of following 

the planning councils’/SPG’s recommendations and the rationale(s) for deviating from 

the recommended hiring prioritizations. 
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SECTION 4.  TRAINING, INFORMATION AND DATA 

4.1 Overview 

This section overviews the updated training materials provided to the planning 

councils and SPG, as well as the updated information regarding District planning 

sources. 

4.2 Training 

 In Fall 2011, each planning council and SPG received training that included: (1) 

examination of Planning Council/SPG survey results; (2) an overview of the Staffing 

Plan’s results and recommendations; and (3) an overview of the processes and forms 

for addendum recommendations (i.e., staffing levels, prioritizations and priority factors). 

Appendix B contains the training packet and results summary presented to the planning 

councils and SPG. 

4.3  Information and Data 

 The following information is utilized by the planning councils and SPG in 

preparing council staffing analyses and recommendations. Councils and SPG may 

identify additional information, as appropriate (see Table 3). 
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Information Source/Link 
Staffing 
Master Plan 
2016 

http://www.palomar.edu/strategicplanning/StaffingPlan2016Final.pdf 
 

Strategic and 
Master 
Planning 

http://www.palomar.edu/strategicplanning/ 
 

Palomar 
Strategic Plan 
2013 

http://www.palomar.edu/strategicplanning/STRATEGICPLAN2013.pdf 
 

Palomar 
Strategic Plan 
2013, Year 2 

http://www.palomar.edu/strategicplanning/STRATEGICPLAN2013YEAR2
pdf 
 

Educational 
Master Plan 
2022 (contains 
Educational 
and Facilities 
Master Plans) 

http://www.palomar.edu/strategicplanning/MasterPlan2022Update030120
11.pdf 
 

Technology 
Master Plan 
2016 

http://www.palomar.edu/strategicplanning/TMP2016.pdf 
 

Institutional 
Program 
Review Plans 
(PRPs) 

http://www.palomar.edu/irp/PRPCollection.htm 
 

Governing 
Board Policies 
and 
Procedures 

http://www.palomar.edu/GB/Web%20Pages/PoliciesAndProcedures.html 
 

All College 
Forum  

http://streaming.palomar.edu/pctv/program/acf/acf2012_spring021512/

 
Table 4. Information Source List. 
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e5.2 Planning Council and SPG Summaries 

All planning councils utilized the same priority factors for vacant/proposed 

position rankings that they developed for the initial 2016 Staffing Master Plan. The 

planning assumptions for each planning council used to identify appropriate staffing 

levels remain largely the same in 2011-12 as those in 2010-11.  The District’s large 

divisions (Instruction, Student Services, and Finance and Administrative Services) 

utilized the flexibility of the Plan to fill replacement and new positions outside of the 

prioritization process to support crucial staffing needs as they arose. The degree to 

which flexibility has been utilized demonstrates the need for continued efforts to refine 

position prioritization processes, including an assumption that replacement positions are 

prioritized ahead of new and vacant positions.  

5.2.1 IPC 2011-2012 Plan Analysis and Recommendations 

In the 2011-12 Staffing Plan update, IPC reported current staff figures in terms of 

both headcount and FTE and budgeted/vacant and optimum positions in terms of FTE. 

In the Career, Technical, and Extended Education (CTEE) division, the number of 

budgeted positions is 0.55 above the number of positions currently filled in terms of 

headcount due to this difference. 

Overall, Instructional Services lost 14 employees due to attrition in 2011-12, 

while the total number of budgeted positions has increased.  The Arts, Media, Business 

and Computer Science (AMBCS), Mathematics and the Natural and Health Sciences 

(MNHS), and Social and Behavioral Sciences (SBS) instructional divisions all 

experienced loss of staff due to attrition, while the Languages and Literature (L&L) 

division and the Instruction Office both had modest staff increases.  The number of filled 



PALOMAR COMMUNITY COLLEGE DISTRICT STAFFING MASTER PLAN 2016 
YEAR 2 ADDENDUM   
 

May 3, 2012  22 

positions in CTEE stayed the same.  With the exception of MNHS, all areas of 

Instructional Services are nearly fully staffed with at least 87.2% of budgeted positions 

filled.  In addition to existing vacancies due to attrition, MNHS has added several new 

positions to support the federal Title III/Title V Science, Technology, Mathematics and 

Engineering (STEM) grants recently awarded to the District, and is in the process of 

filling those new vacancies.  The MNHS division is currently 59.1% staffed. 

Instructional Services prioritized six vacant positions in the 2010-11 formative 

Plan but has chosen not to fill those positions.  Instead, the division fill critical, 

unanticipated vacancies caused by attrition developed new positions to respond to 

urgent staffing needs caused by regulatory influences, such as the two Academy 

Coordinator – Public Safety Programs positions, and to provide support for carrying out 

the objectives of the District’s new grants.  17 new instructional faculty positions were 

filled for the 2011-12 academic year in response to needs identified in the faculty 

priorities process and available funding.  In 2011-12, the District approved hiring one 

Assistant Professor, Nursing faculty position to fill due to program accreditation 

requirements; no other full-time faculty positions were approved due to budget 

constraints.  The recruitment was later cancelled due to fiscal considerations. IPC’s list 

of prioritized positions for the 2011-12 Plan update consists primarily of new positions 

and increases in FTE to existing, critical part-time positions, as well as 

institutionalization of several positions that support the District’s Title V grants. Most of 

these positions provide direct instructional support to students or support for grants and 

are expected to assist in, as written in MNHS’s notes for its headcount ratios, 

“consolidation of grant management.”  The staffing forecast included in the 
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organizational chart shows optimum staffing figures adjusted downward from the 2010-

11 estimate, reducing approximately 54 of the requested positions.  As evidenced by 

the each instructional division’s individual staffing forecast, many of these reductions 

are in the number of full-time faculty requested.  Full-time faculty positions are 

prioritized outside of the Staffing Plan process and recruited based on meeting the 

faculty obligation number established by the California Community Colleges 

Chancellor’s Office and in consideration of the District’s budget. 

IPC chose to apply its four priority factors holistically towards its position rankings 

rather than assigning individual priority factor scores and corresponding totals to each 

specific position.  As the priority factors were used differently by IPC than as the Staffing 

Plan originally designed, and no prioritized positions from the 2010-11 list were filled, 

the division may need to reevaluate how priority factors are developed and used to rank 

its classified, Confidential and Supervisory Team, and administrative positions. 

 

5.2.2 SSPC 2012-2013 Plan Analysis and Recommendations 

SSPC reported staff numbers in terms of FTE in its organization charts in the 

2010-11 Staffing Plan, whereas the 2011-12 organization charts reflect employee 

headcount.  Due to the number of part-time classified positions in the Student Services 

division, this difference causes the 2011-12 division total figures for the numbers of 

current, budgeted, and optimum positions to appear higher than the 2010-11 totals. 

The 2011-12 staffing calculations primarily mirror those of 2010-11.  Most of the 

departments are fully- or nearly fully-staffed at present in terms of budgeted positions 
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filled.  The area of Student Services that is most understaffed is the Counseling 

Services Division, which in 2011-12 has 68% of its budgeted positions filled, compared 

with 78% of budgeted positions filled in 2010-11, due to attrition and the need to fill 

long-standing vacancies in categorically-funded programs, particularly the Disability 

Resource Center, Extended Opportunity Programs and Services, and Grant Funded 

Student Support Programs.   

Student Services filled several of its prioritized positions in 2011-12: classified 

positions in Enrollment Services and Financial Aid, Scholarship, and Veterans’ 

Services; an Athletics Equipment Assistant; the Assistant Superintendent/Vice 

President, Student Services position; and two Community Service Officer positions.  

The highest-ranked of these positions was a new Academic Evaluator/Advisor position 

in Enrollment Services, which as ranked as the #4 prioritized position in 2010-11.  The 

remaining positions were ranked at #14 and lower on the prioritized/vacant positions list.  

Several positions that became vacant during 2010-11 and 2011-12 were filled and new 

positions were developed and hired outside of the prioritization process due to 

immediate department needs. 

SSPC utilized the same four priority factors for the 2011-12 update that were 

developed in the formative 2010-11 Staffing Plan.  The priority rankings of the vacant 

and proposed positions in 2011-12 remain similar to the 2010-11 rankings, having been 

adjusted to compensate for the 2010-11 prioritized positions that were filled.  SSPC 

chose not to prioritize some categorically-funded positions, notably those in Grant 

Funded Student Support Programs which are dependent on federal grants, and those in 

Heath Services, a department that is self-funded through student health fees.  Four 
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additional positions have been added to the prioritized positions list, all of which are 

budgeted replacement positions that became vacant in 2011-12, including positions 

serving the increasing population of military veteran students that attend Palomar 

College. 

All of the positions that appeared on SSPC’s prioritized/vacant positions list and 

filled in 2011-12 were filled out of sequence.  Although this situation may be partially 

due to the need to fill positions outside of the prioritization process due to crucial 

positions becoming vacant, it may also illustrate that the priority factors may need to be 

realigned with planning assumptions.  The division may wish to reevaluate its priority 

factors and methods of prioritization in the future to ensure that positions are filled more 

closely to rankings. 

5.2.3 FASPC 2012-2013 Plan Analysis and Recommendations 

On its organization charts, FASPC reported its staffing numbers in terms of 

employee headcount instead of FTE, ensuring consistency with the other planning 

councils.  The current, budgeted, and projected minimum and optimum staffing levels 

staffing levels indicated in the division total for 2011-12 are largely the same as 2010-

11, with slight growth shown in Facilities due to the addition of Proposition M positions 

to the total and in Fiscal Services due to the conversion of FTEs to employee 

headcount. 

The Business and Contract Services department is the only fully-staffed area of the 

Finance and Administrative Services division.  Facilities, Fiscal Services and 

Information Services are nearly fully-staffed in terms of the ratio between current and 
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budgeted positions with each department at a minimum ratio of 81 percent, whereas the 

Finance and Administrative Services division office organization chart shows that the 

department is only 50 percent staffed, largely due to the small number of employees in 

that segment of the division.  Fiscal Services and Information Services both identified 

fewer optimum positions than budgeted positions in their organization charts, indicating 

that some vacant positions may no longer be needed to support department operations. 

Finance and Administrative Services successfully used its prioritized position 

rankings to direct fulfillment of its staffing needs in 2011-12.  The division filled or is in 

the process of recruiting for the top seven 2010-11 prioritized positions.  Many of these 

positions are in the Facilities department, corresponding with planning assumptions 

regarding providing appropriate staffing to District square footage, which expanded with 

the opening of new buildings in 2010-11 and 2011-12, including the Multidisciplinary 

building, the Industrial Technology building, and the Planetarium. 

The division filled several positions outside of the prioritization process that became 

vacant due to attrition or were developed as new positions in response to department 

needs, most notably two Skilled Maintenance Technicians and several custodial staff in 

the Facilities department, to ensure adequate staffing.  The division is currently 

recruiting for the Assistant Superintendent/Vice President, Finance and Administrative 

Services and Administrative Assistant positions for the division office and will likely be 

fully-staffed by the end of 2011-12. 

FASPC’s four priority factors developed in the formative 2010-11 Staffing Plan were 

utilized again for the 2011-12 plan update.   These factors, and the planning 
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assumptions that inform them, seem to work well for the division given that 

vacant/prioritized positions have largely been filled in the order in which they appear in 

the rankings. 

5.2.4 HRSPC 2012-2013 Plan Analysis and Recommendations 

The Human Resource Services (HRS) Division retained its staffing levels present in 

the 2010-11 formative staffing plan.  Employment Services is fully staffed, as is the 

Administrative Assistance section of the division, and the Operations section of the 

division is near full staffing.  The Human Resources Analyst position remains unfilled.  

In its 2011-12 organization chart, HRS scaled back the number of optimum positions in 

two areas of the division – from four optimum positions in 2010-11 to three in 2011-12 in 

Employment Services and from eight optimum positions in 2010-11 to seven in 2011-

12.  These adjustments reflect a reassessment of future staffing levels in light of the 

state budget crisis and technological advances in the department, particularly 

implementation of the PeopleAdmin recruitment management system and the Position 

Management module of PeopleSoft, which will change the nature of the work of current 

staff.  Also reflected is the revised schedule for opening the North Education Center and 

the South Education Center, which both impact HRS staffing. 

In 2010-11, HRS chose to replace the third-ranked Human Resources Generalist 

position with an Employment Technician to respond to an immediate need for additional 

recruiting staff for the year’s faculty recruiting season and increased number of 

recruitments for other permanent positions.  The department filled a crucial vacancy, the 

Human Resources Assistant I position, outside of the prioritization process due to the 

promotion of an internal employee into the Employment Technician vacancy.  The 2011-
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12 prioritized positions update replaces the Employment Technician position with a 

confidential Administrative Support position, and all other prioritized positions remain in 

place. 

HRSPC’s priority factors and planning assumptions have contributed to an 

effective plan for staffing the department in the future.  Although the department varied 

from filling positions in order of priority, the department’s small size and immediate 

reduction in bench depth with any lost position required the department to hire positions 

outside of the prioritization sequence and to take advantage of the staffing plan’s 

flexibility for filling urgent staffing needs outside of the prioritization process. 

5.2.5 SPG 2012-2013 Plan Analysis and Recommendations 

The staffing levels of departments in the Superintendent/President’s Group in the 

2011-12 update remained similar to those of the 2010-11 formative staffing plan.  All 

departments are now fully staffed due to the successful filling of the Director, 

Communications, Marketing and Grants position, which was the #1 prioritized position 

for the division in 2010-11.  The division hired one critical position, the Executive 

Assistant to the Superintendent/President and Governing Board, outside of the 

prioritization process due to an immediate need for the position to be filled to provide 

crucial support to the District. 

All of the proposed positions on SPG’s 2010-11 prioritized positions list were carried 

over to the Year 2 Addendum with the same rankings in place.  In its planning 

assumptions, SPG identified two positions that, although prioritized, are anticipated to 

be filled out of sequence.  These two positions, the Assistant Director of the Foundation 
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(formerly identified in the 2010-11 plan as a Major Gifts Officer position and funded by 

the Foundation) and a Research and Evaluation Technician (funded through the 

District’s Title V grant), are specially-funded with funds are currently available for them; 

most other positions on the list, however, are District-funded and it is not feasible to fill 

them at this time given the District’s current budget constraints.  At this time, the 

Assistant Director of the Foundation position has been developed but is on hold pending 

approval. 

SPG’s planning assumptions are different from the other divisions in that the 

assumptions are based on critical enhancements to operational needs to provide 

effective services to the District.  The division’s priority factors have resulted in what 

appears to be a useful planned list of proposed positions to fill for the future, with 

thoughtful prioritization that allows for flexibility in accordance with available fiscal 

resources. 
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Appendix H.  Growth Factors 
 

Staffing Plan Space Analysis for San Marcos Campus, North and South Centers 
2006-7 to 2014-15). 

Year 2006-07 2007-08 2008-09 2009-10 2010-11 2011-12 2012-13 2013-14 2014-15
GSF @ 
SM 

591,425 698,425 662,414 662,414 764,499 794,499 956,371 913,872 976,825 

Space 
Added 

 NS 
Building 

MB  HS, MD,  
Sprung 
Structure 

IT, 
Planetarium 

Humanities, 
TLC 

T-Bdg, 
Theatre 
Addition 

Library 

GSF @ 
South 
Center 

        100,000 

GSF @ 
North 
Center 

        150,000 

 

Source: Facilities Master Plan 2020 and Staffing Plan Space Analysis Overview 2006-2015 (Facilities, 2011).  

 

Palomar College Student Headcount, 2004-05 through 2010-11. 

2004-05 2005-06 2006-07 2007-08 2008-09 2009-10 2010-11 
44,834 45,490 47,650 50,123 49,336 47,575 42,576 

 

Annual total unduplicated student headcount, 2004-05 through 2010-11. Source: California Community Colleges Chancellor’s Office 
Student Demographics by Academic Year.  

 
  

Summary of Recalculation Apportionment FTES and Apprentice 
Hours for Palomar College, Fiscal Years 2003-4 to 2009-10. 
    
  General Apportionment Actual FTES Reported   
  Funded FTES for Apportionment Funding   
  Total Credit Noncredit Total Credit Noncredit   

 FY 2009-10 19,438 18,186 543 20,249 19,706 543   
FY 2008-9 19,493  18,846 647 20,461 19,108 1354   
FY 2007-8 19,195  18,468 727 20,005 18,469 1536   
FY 2006-7 20,038  18,451 1587 20,038 18,451 1587   
FY 2005-6 20,314  18,801 1514 20,314 18,801 1514   
FY 2004-5 19,349  17,735 1614 20,423 19,349 629   
FY 2003-4 18779 16,981 1798 18,779 16,981 1789   

 

Data Extracted from: Annual Funded and Actual FTES Based on Recalculation Apportionment Summary, 2003-04 through 2009-10. 
Source: California Community Colleges Chancellor’s Office, Fiscal Data Abstracts.   
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Appendix I. Permanent Employee Totals by Year and Employee Group 

 

Year Administrators 
Full-Time 
Faculty 

Child 
Development 

Teachers 
Classified Total 

2011 
2012 77 271 8 378 734 

2010
2011 

80 273 9 387 749 

2009
2010 

83 284 9 393 769 

2008
2009 

85 294 10 401 790 

2007
2008 

84 294 9 398 785 

2006
2007 

83 295 10 408 796 

2005
2006 

87 288 10 398 783 

 

Sources:  Palomar College Active Employee Reports, 2005-06 through 2010-11 (dated September 1 of each year); 
 Palomar College Active Employee Count Report, 2011-12 (dated October 12, 2011) 
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Palomar Community College District Procedure AP 3250
  


General Institution 
DRAFT as of 4/18/12 


 
AP 3250 INSTITUTIONAL PLANNING 
 
References: 


Title 5 Sections 51008, 51010, 51027, 53003, 54220, 55080, 55190, 55510, and 
56270 et seq.; 
Accreditation Standard I.B 


 
 
The District’s Institutional Planning processes shall be broad-based, comprehensive, 
systematic, and integrated into all aspects of decision-making.  The District’s planning 
structure shall be comprised of five governance councils: 


 Strategic Planning Council (SPC) 
 Instructional Planning Council (IPC) 
 Student Services Planning Council (SSPC) 
 Finance and Administrative Services Planning Council (FASPC) 
 Human Resource Services Planning Council (HRSPC) 


 
As the principal participatory governance and planning body of the District, the SPC 
shall guide the development and implementation of the District’s Integrated Planning, 
Evaluation, and Resource Allocation Decision-Making Model (IPM) and Resource 
Allocation Model (RAM).  The IPM and RAM shall integrate the District’s long-range, 
mid-range, and short-term planning processes and include the following plans: 


 Twelve year Master Plan (Educational and Facilities Master Plan) 
 Six year Staffing Plan 
 Six year Technology Plan 
 Three year Strategic Plan 
 Annual operational plans developed through the Planning Councils’ Program 


Review and Planning processes 
 
In accordance with the District’s planning models and cycles, the SPC and other 
Planning Councils shall develop, implement, and evaluate the District plans listed above 
and any additional plans required by law and/or recommended as part of the 
accreditation standards such as: 


 Equal Employment Opportunity (EEO) Plan 
 Student Equity Plan 
 Matriculation Plan  
 Transfer Center Plan 
 Cooperative Work Experience Plan 
 Extended Opportunity Programs and Services (EOPS) Project Plan 







 
The District’s IPM shall ensure that formative and summative evaluations are ongoing 
components of the planning process.  The long-range plans shall complete a mid-cycle 
review, and Planning Councils shall annually assess progress on District plans.  
Institutional Effectiveness data shall be used to guide the development of each District 
plan and as part of the Program Review and Planning Process.  Further, Institutional 
Effectiveness data shall be incorporated into SPC’s annual evaluation of the planning 
process and update of the District’s Strategic Plan’s objectives. 
 
 
Office of Primary Responsibility: Office of Institutional Research and Planning 
 
 
NOTE:  The information in blue ink is additional language to consider including in this procedure.  The 
red ink signifies legally required language recommended from the Community College League and 
legal counsel (Liebert Cassidy Whitmore).  The language in green ink was submitted by the Institutional 
Research and Planning Office. 
 
 
 
Date Approved:   
(This is a new procedure recommended by the 
CCLC and the League’s legal counsel) 


 


 
 
 
 
 
  This procedure was reviewed and approved at April 20th Task Force meeting. 
 








 
Palomar Community College District Policy BP 2100
  


Governing Board 
 


This policy was revised in legal Update 20 issued by the Policy and Procedure Service 
in April 2012 to reflect the addition of Section 72036 to the Education Code allowing 


Governing Boards to change to trustee area elections. 
(See gray shaded language below) 


 
BP 2100 GOVERNING BOARD ELECTIONS 
 
References: 


Education Code Sections 5000 et seq., 72023, and 72027, and 72036 
 
 
The term of office of each Board member shall be four years, commencing on the first 
Friday in December following the election.  Elections shall be held every two years, in 
even numbered years.  Terms of Governing Board members are staggered so that, as 
nearly as practical, one half of the Board members shall be elected at each Board 
member election. 
 
Candidates will be charged for the candidate's statements or other materials to be sent 
to the voters for the Governing Board member election.  The District shall determine the 
length of the Candidate’s Statement.  The fees for such statement will be paid to the 
Registrar of Voter’s Office by the candidate. 
 
Ties 
In the event of a tie vote in a Governing Board member election, the Governing Board of 
the Palomar Community College District will determine the winner or winners by lot. 
 
NOTE:  The Governing Board may change from at large elections of trustees to 
elections by trustee areas, in accordance with Education Code section 72036 and the 
California Voting Rights Act of 2001 (Chapter 1.5 (commencing with Section 14025) of 
Division 14 of the Elections Code), upon the adoption by the Governing Board of a 
resolution in support of the change and upon the approval of the Board of Governors of 
the California Community Colleges. 
 
 
NOTE:  The gray highlighted language is from legal Update 20 disseminated to districts in April 2012. 
 
Date Adopted:  11/13/2007  
(Replaces former Palomar College Policies 
9.1, 9.2, 9.3, and 9.4) 


 


 
  This policy was reviewed and approved at April 20th Task Force meeting. 








 
Palomar Community College District Policy BP 3820
 


General Institution 
Revisions as of 4/16/12 


 
This policy was revised in legal Update 20 issued by the Policy and Procedure Service 


in April 2012 to update the language regarding protected categories. 
(See gray shaded language below) 


 
BP 3820 GIFTS, DONATIONS, AND BEQUESTS 
 
Reference: 


Education Code Sections 72122 
 
 
The Governing Board shall consider all gifts, donations and bequests made to the 
District.  The Board reserves the right to refuse to accept any gift, donation, or bequest 
which does not contribute toward the goals of the District, or the ownership of which 
would have the potential to deplete resources of the District.  Acceptance shall not be 
considered endorsement by the District of a product, enterprise, or entity. 
 
Acceptance and recognition of substantial financial donations to the District for the 
naming of buildings, facilities, and other areas on District property is addressed in AP 
3830 titled Naming of Facilities. 
 
In no event shall the District accept a gift, donation or bequest from any donor who 
engages in practices or policies which discriminate against any person on the basis of 
nationality, religion, age, gender, gender identity, gender expression, race or ethnicity, 
medical condition, genetic information, ancestry, sexual orientation, marital status, or 
physical or mental disability, race, sex (i.e., gender), color, religion, national origin, age, 
disability, or sexual preference; or when the stated purposes of the donation are to 
facilitate such discrimination in providing educational opportunity. 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The gray highlighted language is from legal Update 20 disseminated to districts in April 2012. 
 
 


Date Adopted:  4/12/2011 
(Replaces current Palomar College Policy 
7.12) 


 


 
  
  This policy was reviewed and approved at April 20th Task Force meeting. 
 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
PROCEDURE 


AP 3520


  
GENERAL INSTITUTION 


Proposed Revisions as of 4/15/12 
 
 


AP 3520 LOCAL LAW ENFORCEMENT 
 
References: 


Education Code Section 67381; 
34 Code of Federal Regulations Part 668.46(b)(4)(i) 


 
 
The District, on behalf of each campus or center, has a written agreements with local 
law enforcement agencies. The agreements clarifyies operational responsibilities for 
investigations of Part I violent crimes, defined by law as willful homicide, forcible rape, 
robbery, and aggravated assault, occurring at each location.  Part I crimes are reported 
to the jurisdictional law enforcement authority for that area and a joint investigative effort 
between the Palomar College Police Department, and a joint investigative effort 
between the adjacent law enforcement agency such as the San Diego County Sheriff’s 
Department or Escondido Police Department is conducted to solve these serious felony 
crimes.  The prosecution of all criminal offenses, both felony and misdemeanor, are 
conducted through the San Diego County District Attorney’s Office.  The Palomar 
College Police personnel work closely with local, state, and federal police agencies. 
 
The written agreements designate which law enforcement agency has operational 
responsibility for violent crimes and delineates the specific geographical boundaries of 
each agency’s operational responsibility, including maps as necessary. 
 
Jurisdiction is shared with local law enforcement agencies.  The San Diego County 
Sheriff’s Department has concurrent jurisdiction on all campuses and upon all other 
District properties within their jurisdiction owned and controlled by the District.  If any 
campus or property is located within a municipality, the city police department has 
concurrent jurisdiction. 
 
Meetings may be held between the leaders of these agencies on both a formal and 
informal basis.  The Palomar College Police Department and the San Diego County 
Sheriff’s Department communicate regularly on the scene of incidents that occur in and 
around the campus area.  When incidents arise that require joint investigative efforts, 
resources, crime related reports and exchanges of information, the Palomar College 
Police Department will work closely with the San Diego County Sheriff’s Department or 
the Escondido Police Department as appropriate.  There is a written memorandum of 
understanding between the Palomar College Police Department and the San Diego 







County Sheriff’s Department, Escondido Police Department, and the San Diego District 
Attorney’s Office. 
 
The written agreements required by the Board Policy are public records and are made 
available for inspection by members of the public upon request to the District. 
 
The Palomar College Police Department has complete police authority pursuant to 
Penal Code Section 830.32 to apprehend and arrest anyone involved in illegal acts on 
campus and in areas immediately adjacent to the campus.  Officers are responsible for 
reporting and investigating crimes and traffic accidents, responding to medical 
emergencies, enforcing state laws and local ordinances, and handling all other incidents 
requiring police assistance.  Palomar College Police Department officers undergo 
continued training to upgrade skills and are certified in the administration of first aid, 
including Cardio Pulmonary Resuscitation. 
 
Minor offenses involving District rules and regulations committed by a Palomar College 
student may also be referred to the Student Affairs Office. 
 
Note:  The following procedural language is legally required by The Jeanne Clery 
Disclosure of Campus Security Policy and Campus Crime Statistics Act (20 United 
States Code Section 1092(f)). 
 
In response to a call, the Palomar College Police Department will take the required 
action, dispatching an officer or asking the victim to file an incident report.  All incident 
reports received by the District’s Police Department are forwarded to the [Chief 
Student Services Officer] for review and potential action.  The Palomar College Police 
Department may investigate a report when it is deemed appropriate. 
 
Crimes should be reported to the Palomar College Police Department to ensure 
inclusion in the annual crime statistics and to aid in providing timely warning notices to 
the community, when appropriate. 
 
Community members, students, faculty, staff, and guests are encouraged to report all 
crimes and public safety related incidents to the Palomar College Police Department in 
a timely manner.  To report a crime or an emergency on the San Marcos Campus or 
Escondido Educational Center, call the Palomar College Police Department at 760-744-
1150 Ext. 2289. 
 
Note:  For Institutions with District Police – The following procedural language is legally 
required. (Duplicate of language on 2nd page, 3rd paragraph). 
 
The Palomar College Police Department has complete police authority to apprehend 
and arrest anyone involved in illegal acts on-campus and areas immediately adjacent to 
the campus.  If minor offenses involving District rules and regulations are committed by 
a student, the campus police may also refer the individual to the Office of Student 
Affairs. Major offenses such as rape, murder, aggravated assault, robbery, and auto 







theft are reported to the Palomar College Police Department and local law enforcement 
work together to solve these serious felony crimes.  The Palomar College Police 
personnel work closely with local, state, and federal police agencies.  The District’s 
Police Department is also a part of the local 911 Emergency System.  Through 
coordination with local law enforcement agencies, any criminal activity engaged in by 
students at off-campus locations of student organizations, is monitored and recorded.  
This information is provided to the [Chief Student Services Officer] for any action or 
follow-up that may be required. 
 
Note:  For Districts with Confidential Reporting Procedures – The following procedural 
language is legally required. 
 
Campus “Pastoral Counselors” and Campus “Professional Counselors,” when acting as 
such, are not considered to be campus security officers and are not required to report 
crimes for inclusion into the annual disclosure of crime statistics.  As a matter of policy, 
they are encouraged, if and when they deem it appropriate, to inform persons being 
counseled of the procedures to report crimes on a voluntary basis for inclusion into the 
annual crime statistics. 
 
A Pastoral Counselor is a an employee of a District person who is associated with a 
religious order or denomination, recognized by that religious order or denomination as 
someone who provides confidential counseling and who is functioning within the scope 
of that recognition as a pastoral counselor. 
 
A Professional Counselor is an employee of a District whose official responsibilities 
include providing psychological counseling to members of the District’s community and 
who is functioning within the scope of his or her license or certification. 
 
Office of Primary Responsibility:  Palomar College Police Department 
 
Date Approved:  SPC 09/15/2009 
 


NOTE:  The yellow highlighted language is from legal Update 19 disseminated to districts in August 2011. 
In April 2012, the Policy and Procedure Service issued the following revisions in gray highlighting. 


Item in blue is a grammatical correction. 
 
 
 


  This procedure was reviewed and approved at April 20th Task Force meeting. 
 








 
Palomar Community College District Policy BP 3250
 


Date Adopted:  4/14/2009: Revised:  
(Replaces current Palomar College Policy 3250) 
 


GENERAL INSTITUTION 1 
DRAFT as of 4/18/12 2 


 3 
BP 3250 INSTITUTIONAL PLANNING 4 
 5 
References: 6 


Title 5 Sections 51008, 51010, 51027, 53003, 54220, 55080, 55190, 55250, 7 
55510, and 56270 et seq.; 8 
Accreditation Standard I.B 9 


 10 
The Superintendent/President shall ensure that the District establishes and implements 11 
a broad-based comprehensive, systematic, and integrated system of planning that 12 
involves appropriate segments of the District community and is supported by 13 
institutional effectiveness research, and is regularly evaluated. 14 
 15 
The planning system shall include plans required by law and/or recommended to meet 16 
accreditation standards, including, but not limited to,: 17 


 Long-range Educational or Academic Master Plan, which should be updated 18 
periodically as deemed necessary by the Governing Board 19 


 Long-range Facilities Master Plan 20 
 Mid-range Strategic Plan 21 
 Short-range operational plans 22 
 Equal Employment Opportunity (EEO) Plan 23 
 Student Equity Plan 24 
 Matriculation Plan 25 
 Transfer Center Plan 26 
 Cooperative Work Experience Plan 27 
 Extended Opportunity Programs and Services (EOPS) Project Plan 28 


 29 
The Superintendent/President shall submit District plans to the State Chancellor’s Office 30 
when required by law. 31 
 32 
The Superintendent/President shall submit to the Governing Board those plans for 33 
which its approval is required by Title 5. 34 
 35 
The Superintendent/President shall inform the Governing Board about the status of 36 
planning and the various plans. 37 
 38 
The Superintendent/President shall ensure the Governing Board has an opportunity to 39 
assist in developing the general institutional mission and goals for the comprehensive 40 
plans. 41 
 42 
NOTE:  The language in green ink was submitted by the Institutional Research and Planning Office. 43 
This policy was reviewed and approved at April 20th Task Force meeting. 44 








 
PALOMAR COMMUNITY COLLEGE DISTRICT 
POLICY 


BP 6550


 
FINANCE AND ADMINISTRATIVE SERVICES 


Revision as of 4/17/11 
 


This policy was revised in legal Update 20 from the Policy and Procedure Service 
and legal counsel (Liebert Cassidy Whitmore) to reflect the recent repeal of 


Education Code Sections.  See the gray highlighted language below. 
 


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


Education Code Sections 70902(b)(6), 81360 et seq., and 81452 81450 et seq. 
 
 
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:  11/08/2011 
  
NOTE:  The gray highlighted language is from legal Update 20 disseminated to districts in April 2012. 
 
 
 
  This policy was reviewed and approved at April 20th Task Force meeting. 
 








PALOMAR COMMUNITY COLLEGE DISTRICT POLICY BP 2015
  
 


 
Date Adopted:  11/13/2007; Revised:  05/11/2010 
(Replaces former Palomar College Policies 8.1, 8.3, 8.31, 8.32, 8.33, and 8.34)  
 
 


GOVERNING BOARD 1 
Revisions as of 4/16/12 2 


 3 
This policy was revised in legal Update 20 issued by the Policy and Procedure Service 4 


in April 2012 to address the recall of student trustees and reflect the amendment of 5 
Education Code Section 72023.5 eliminating the requirement that a non-voting student 6 


member of the Governing Board be a resident of California. 7 
(See gray shaded language below) 8 


 9 
BP 2015 STUDENT TRUSTEE 10 


References: 11 
Education Code Sections 72023.5 and 72103 12 


The Governing Board shall include one non-voting Student Trustee.  The term of office 13 
shall be one year commencing June 1. 14 


The duly elected Associated Student Government (ASG) President will serve as the 15 
student member of the Board.  The Student Trustee shall be a resident of California at 16 
the time of nomination, and during the term of service, and shall be enrolled in and 17 
maintain a minimum of six semester units in the District at the time of nomination and 18 
throughout the term of service.  The student shall maintain minimum standards of 19 
scholarship of at least a 2.0 grade point average during his/her term. 20 


The Student Trustee shall be seated with the Governing Board and shall be recognized 21 
as a full member of the Board at meetings.  The Student Trustee is entitled to 22 
participate in discussion of issues and receive all materials presented to members of the 23 
Governing Board (except for closed session).  The Student Trustee shall recuse 24 
himself/herself from both discussion and action on matters of potential conflict of 25 
interest. 26 


On or before June 1 of each year, the Board shall consider whether to afford the 27 
Student Trustee any of the following privileges: 28 


The privilege to second motions; 29 


 The privilege to attend closed sessions, other than closed sessions on personnel 30 
or collective bargaining matters; 31 


 The privilege to receive compensation for meeting attendance at a level 32 
equivalent to elected Trustees.  (See BP 2725 titled Governing Board Member 33 
Compensation); 34 


 The privilege to serve a term commencing on June 1. 35 







PALOMAR COMMUNITY COLLEGE DISTRICT POLICY BP 2015
  
 


 
Date Adopted:  11/13/2007; Revised:  05/11/2010 
(Replaces former Palomar College Policies 8.1, 8.3, 8.31, 8.32, 8.33, and 8.34)  
 
 


 The privilege to cast an advisory vote, although the vote shall not be included in 36 
determining the vote required to carry any measure before the Governing Board. 37 


If, for any reason, the ASG President is not qualified as Student Trustee, the duly 38 
elected ASG Vice President shall serve as Student Trustee.  If neither the ASG 39 
President nor the ASG Vice President are qualified to serve as Student Trustee, that 40 
position shall be filled by a special election of the students enrolled in the District.  The 41 
individual who meets all of the eligibility criteria for Student Trustee and receives the 42 
most votes shall be seated as a Student Trustee until the next regular election of an 43 
ASG President. 44 


Also see BP/AP 2105 titled Election of Student Trustee 45 


 46 
 47 
  This policy was reviewed and approved at April 20th Task Force meeting. 48 
 49 








 
Palomar Community College District Policy BP 6975
 


Finance and Administrative Services 
Revision as of 4/17/12 


 
This policy was revised in legal Update 20 from the Policy and Procedure Service 
and legal counsel (Liebert Cassidy Whitmore) to include a reference to the Reader 


Privacy Act.  See the gray highlighted language below. 
 


BP 6975 BOOKSTORE AND FOOD SERVICES 
 
References: 
 Education Code Section 81676; 


Civil Code Section 1798.90 
 
 
The Superintendent/President is responsible for ensuring college bookstore and food 
services operations are provided for students, faculty, and staff.  The bookstore and 
food services shall be established and operated by either the District or by a qualified 
vendor.  The college bookstore shall comply with the requirements of the Reader 
Privacy Act. 
 
If the bookstore and/or food services are run by the District: 


 Operational costs of the bookstore and food services shall be paid from revenue 
earned from the bookstore and food services, respectively. 


 Fiscal management of the bookstore and food services shall be in accordance 
with the California Community Colleges Budget and Accounting Manual.  An 
annual audit of the records and accounts of the bookstore and food services shall 
be provided to the Governing Board. 


 
If qualified vendor(s) are to provide bookstore and/or food services, contracts for outside 
vendors to operate bookstores shall be awarded by competitive bid, submitted to the 
Governing Board for approval, and awarded in the best interests of the students, faculty, 
and staff. 
 
See AP 6975 titled Bookstore and Food Services 
 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The gray highlighted language is from legal Update 20 disseminated to districts in April 2012. 
 
Date Adopted:  05/13/2008 
(Replaces current Palomar College Policy 
560) 


 


 
  This procedure was reviewed and approved at April 20th Task Force meeting. 








  
 


PALOMAR COMMUNITY COLLEGE DISTRICT PROCEDURE     AP 2712 
______________________________________________________________________ 


GOVERNING BOARD 
 


AP 2712 Conflict of Interest Code 
 
References: 


Government Code Sections 81703(e), 87300-87302, 89501, 89502, and 89503, 
87100 – 87500; 
Title 2 Section 18730 


 
 
The Political Reform Act (Government Code Sections 87100 et seq.) requires state and 
local government agencies to adopt and promulgate conflict of interest codes.  The Fair 
Political Practices Commission has adopted a regulation (Title 2 California Code of 
Regulations Section 18730) which contains the terms of a standard conflict of interest 
code, and which can be incorporated by reference as the local agency’s conflict of 
interest code.  Whenever the Fair Political Practices Commission adopts any changes 
or amendments to Section 18730, they are automatically adopted without further action 
by any local agency which has incorporated Section 18730 as the agency’s conflict of 
interest code.  Therefore, the Palomar Community College District (“District”) hereby 
adopts Section 18730 and incorporates it by reference as its conflict of interest code.  
This replaces and supersedes any prior conflict of interest code after approval by the 
San Diego County Board of Supervisors. 
 
Designated employees who are required to file statements of economic interest are set 
forth in Appendix “A.”  Those designated employees are classified as either 
“Government Code Section 87200 Filers” or “Code Filers.”  Government Code Section 
87200 Filers shall file their statements of economic interest with the San Diego County 
Board of Supervisors with the District retaining a copy.  Code Filers will file their 
statements of economic interest with the District which will retain the originals. 
 
Pursuant to Section 18730 of Title 2 of the California Code of Regulations, incorporation 
by reference of the terms of this regulation along with the designation of employees and 
the formulation of disclosure categories in the Appendix referred to below constitute the 
adoption and promulgation of a conflict of interest code within the meaning of 
Government Code Section 87300 or the amendment of a conflict of interest code within 
the meaning of Government Code Section 87306 if the terms of this regulation are 
substituted for terms of a conflict of interest code already in effect.  A code so amended 
or adopted and promulgated requires the reporting of reportable items in a manner 
substantially equivalent to the requirements of article 2 of Chapter 7 of the Political 
Reform Act, Government Code Sections 81000 et seq.  The requirements of a conflict 
of interest code are in addition to other requirements of the Political Reform Act, such as 
the general prohibition against conflicts of interest contained in Government Code 
Section 87100, and to other state or local laws pertaining to conflicts of interest. 
 







 
APPENDIX “A” 


 
Government Code Section 87200 Filers 
The following designated employees manage public investments and shall file a full 
statement of economic interest for all disclosure categories listed below. 


 Governing Board Members 
 Superintendent/President 
 Assistant Superintendent/Vice President for Finance and Administrative Services 


 
Code Filers 
The following designated employees shall file statements of economic interest for the 
disclosure categories shown after their titles. 


 Assistant Superintendent/Vice President 
for Human Resource Services    Category 6 


 Assistant Superintendent/Vice President 
for Instruction      Categories 5, 6 


 Assistant Superintendent/Vice President 
for Student Services     Categories 5, 6 


 Director, Fiscal Services     Categories 4, 5 
 Deans        Category 6 
 Director, Business Services    Categories 1, 4, 5 
 Director, Facilities      Categories 1, 2, 3, 4 
 Police Chief       Categories 5, 6 
 Consultant*       Categories 1, 2, 3, 4, 5, 6 


 
*Consultants must be included in the list of designated employees and must disclose 
pursuant to the broadest disclosure category in this Code subject to the following 
limitation:  The Superintendent/President or designee may determine in writing that a 
particular consultant, although a “designated position” is hired to perform a range of 
duties that were limited in scope and thus not required to comply fully with the 
disclosure requirements described in this section.  Such written determination shall 
include a description of the consultant’s duties and, based on that description, a 
statement of the extent of disclosure requirements.  The Superintendent/President’s 
determination is a public record and shall be retained for public inspection in the same 
manner and location as this Conflict of Interest Code. 
 
Disclosure Categories 
 
Section 1 – Definitions 
The definitions contained in the Political Reform Act of 1974, regulations of the Fair Political 
Practices Commission (2 Cal. Code of Regs. Sections 18100 et seq.), and any 
amendments to the Act or regulations, are incorporated by reference into this conflict of 
interest code. 
Section 2 -- Designated Employees 







The persons holding positions listed in Section 13 are designated employees.  It has been 
determined that these persons make or participate in the making of decisions which may 
foreseeably have a material effect on financial interests. 
Section 3 -- Disclosure Categories 
This code does not establish any disclosure obligation for those designated employees who 
are also specified in Government Code Section 87200 if they are designated in this code in 
that same capacity or if the geographical jurisdiction of this agency is the same as or is 
wholly included within the jurisdiction in which those persons must report their financial 
interests pursuant to Article 2 of Chapter 7 of the Political Reform Act, Government Code 
Sections 87200 et seq. In addition, this code does not establish any disclosure obligation for 
any designated employees who are designated in a conflict of interest code for another 
agency, if all of the following apply: 
A. The geographical jurisdiction of this agency is the same as or is wholly included within 
the jurisdiction of the other agency;  
 
The disclosure categories listed below identify the types of investments, business 
entities, sources of income, or real property which the designated employees must 
disclose for each disclosure category to which he/she is assigned. 
 
Category 1:  All investments and business positions and sources of income from 
business entities that do business with the District or own real property within the 
boundaries of the District, plan to do business or own real property within the 
boundaries of the District within the next year, or have done business with or owned real 
property within the boundaries of the District within the past two years. 
 
Category 2:  All interests in real property which is located in whole or in part within, or 
not more than two miles outside, the boundaries of the District. 
 
Category 3:  All investments and business positions in, and sources of income from, 
business entities that are engaged in land development, construction or the acquisition 
or sale of real property within the jurisdiction of the District, plan to engage in such 
activities within the jurisdiction of the District within the next year, or have engaged in 
such activities within the jurisdiction of the District within the past two years. 
 
Category 4:  All investments and business positions in, and sources of income from, 
business entities that are banking, savings and loan, or other financial institutions. 
 
Category 5:  All investments and business positions in, and sources of income from, 
business entities that provide services, supplies, materials, machinery, vehicles, or 
equipment of a type purchased or leased by the District. 
 
Category 6:  All investments and business positions in, and sources of income from, 
business entities that provide services, materials, machinery, vehicles, or equipment of 
a type purchased or leased by the designated employee’s Department. 
 







B. The disclosure assigned in the code of the other agency is the same as that required 
under Article 2 of Chapter 7 of the Political Reform Act, Government Code Section 87200; 
and 
C. The filing officer is the same for both agencies.1Such persons are covered by this code 
for disqualification purposes only. With respect to all other designated employees, the 
disclosure categories set forth in the Appendix specify which kinds of financial interests are 
reportable. Such a designated employee shall disclose in his/her statement of economic 
interests those financial interests he or she has which are of the kind described in the 
disclosure categories to which he or she is assigned in the Appendix.  It has been 
determined that the financial interests set forth in a designated employee's disclosure 
categories are the kinds of financial interests which he or she foreseeably can affect 
materially through the conduct of his/her office. 
 
1 Designated employees who are required to file statements of economic interests under any other 
agency's conflict of interest code, or under article 2 for a different jurisdiction, may expand their statement 
of economic interests to cover reportable interests in both jurisdictions, and file copies of this expanded 
statement with both entities in lieu of filing separate and distinct statements, provided that each copy of 
such expanded statement filed in place of an original is signed and verified by the designated employee 
as if it were an original. See Government Code Section 81004.  
2 See Government Code Section 81010 and 2 Cal. Code of Regs. Section 18115 for the duties of filing 
officers and persons in agencies who make and retain copies of statements and forward the originals to 
the filing officer.  
 
Section 4 -- Statements of Economic Interests 
Place of Filing 
The code reviewing body shall instruct all designated employees within its code to file 
statements of economic interests with the agency or with the code reviewing body, as 
provided by the code reviewing body in the agency's conflict of interest code.2 
Section 5 -- Statements of Economic Interests 
Time of Filing 
(A) Initial Statements: All designated employees employed by the agency on the effective 
date of this code, as originally adopted, promulgated and approved by the code reviewing 
body, shall file statements within 30 days after the effective date of this code.  Thereafter, 
each person already in a position when it is designated by an amendment to this code shall 
file an initial statement within 30 days after the effective date of the amendment. 
(B) Assuming Office Statements: All persons assuming designated positions after the 
effective date of this code shall file statements within 30 days after assuming the designated 
positions, or if subject to State Senate confirmation, 30 days after being nominated or 
appointed. 
(C) Annual Statements: All designated employees shall file statements no later than April 1. 
 
(D) Leaving Office Statements: All persons who leave designated positions shall file 
statements within 30 days after leaving office. 
Section 5.5 -- Statements for Persons Who Resign Prior to Assuming Office 
Any person who resigns within 12 months of initial appointment, or within 30 days of the 
date of notice provided by the filing officer to file an assuming office statement, is not 
deemed to have assumed office or left office, provided he or she did not make or participate 
in the making of, or use his/her position to influence any decision and did not receive or 
become entitled to receive any form of payment as a result of his/her appointment.  Such 
persons shall not file either an assuming or leaving office statement. 







Any person who resigns a position within 30 days of the date of a notice from the filing 
officer shall do both of the following: 
(1) File a written resignation with the appointing power; and 
(2) File a written statement with the filing officer declaring under penalty of perjury that 
during the period between appointment and resignation he or she did not make, participate 
in the making, or use the position to influence any decision of the agency or receive, or 
become entitled to receive, any form of payment by virtue of being appointed to the position. 
Section 6 -- Contents of and Period Covered by Statements of Economic Interests 
(A) Contents of Initial Statements:  Initial statements shall disclose any reportable 
investments, interests in real property and business positions held on the effective date of 
the code and income received during the 12 months prior to the effective date of the code. 
(B) Contents of Assuming Office Statements:  Assuming office statements shall disclose 
any reportable investments, interests in real property and business positions held on the 
date of assuming office or, if subject to State Senate confirmation or appointment, on the 
date of nomination, and income received during the 12 months prior to the date of assuming 
office or the date of being appointed or nominated, respectively. 
(C) Contents of Annual Statements:  Annual statements shall disclose any reportable 
investments, interests in real property, income and business positions held or received 
during the previous calendar year provided, however, that the period covered by an 
employee's first annual statement shall begin on the effective date of the code or the date of 
assuming office whichever is later. 
(D) Contents of Leaving Office Statements:  Leaving office statements shall disclose 
reportable investments, interests in real property, income and business positions held or 
received during the period between the closing date of the last statement filed and the date 
of leaving office. 
 
Section 7 -- Manner of Reporting 
Statements of economic interests shall be made on forms prescribed by the Fair Political 
Practices Commission and supplied by the agency, and shall contain the following 
information: 
(A) Investments and Real Property Disclosure: When an investment or an interest in real 
property3 is required to be reported,4 the statement shall contain the following: 
3 For the purpose of disclosure only (not disqualification), an interest in real property does not include the 
principal residence of the filer.  
4 Investments and interests in real property which have a fair market value of less than $2,000 are not 
investments and interests in real property within the meaning of the Political Reform Act. However, 
investments or interests in real property of an individual include those held by the individual's spouse and 
dependent children as well as a pro rata share of any investment or interest in real property of any 
business entity or trust in which the individual, spouse and dependent children own, in the aggregate, a 
direct, indirect or beneficial interest of 10 percent or greater.  
5 A designated employee's income includes his or her community property interest in the income of his or 
her spouse but does not include salary or reimbursement for expenses received from a state, local or 
federal government agency. 
1. A statement of the nature of the investment or interest; 
2. The name of the business entity in which each investment is held, and a general 
description of the business activity in which the business entity is engaged; 
3. The address or other precise location of the real property; and 
4. A statement whether the fair market value of the investment or interest in real property 
exceeds two thousand dollars ($2,000), exceeds ten thousand dollars ($10,000), exceeds 
one hundred thousand dollars ($100,000), or exceeds one million dollars ($1,000,000). 







(B) Personal Income Disclosure: When personal income is required to be reported,5  the 
statement shall contain: 
1. The name and address of each source of income aggregating five hundred dollars ($500) 
or more in value, or fifty dollars ($50) or more in value if the income was a gift, and a 
general description of the business activity, if any, of each source; 
2. A statement whether the aggregate value of income from each source, or in the case of a 
loan, the highest amount owed to each source, was one thousand dollars ($1,000) or less, 
greater than one thousand dollars ($1,000), greater than ten thousand dollars ($10,000), or 
greater than one hundred thousand dollars ($100,000); 
3. A description of the consideration, if any, for which the income was received; 
4. In the case of a gift, the name, address and business activity of the donor and any 
intermediary through which the gift was made; a description of the gift; the amount or value 
of the gift; and the date on which the gift was received; and 
5. In the case of a loan, the annual interest rate and the security, if any, given for the loan 
and the term of the loan. 
(C) Business Entity Income Disclosure:  When income of a business entity, including 
income of a sole proprietorship, is required to be reported,6 the statement shall contain: 
6 . Income of a business entity is reportable if the direct, indirect or beneficial interest of the filer and the 
filer's spouse in the business entity aggregates a 10 percent or greater interest.  In addition, the 
disclosure of persons who are clients or customers of a business entity is required only if the clients or 
customers are within one of the disclosure categories of the filer. 
1. The name, address, and a general description of the business activity of the business 
entity and 
2. The name of every person from whom the business entity received payments if the filer's 
pro rata share of gross receipts from such person was equal to or greater than ten thousand 
dollars ($10,000). 
(D) Business Position Disclosure: When business positions are required to be reported, a 
designated employee shall list the name and address of each business entity in which he or 
she is a director, officer, partner, trustee, employee, or in which he or she holds any position 
of management, a description of the business activity in which the business entity is 
engaged, and the designated employee's position with the business entity. 
(E) Acquisition or Disposal during Reporting Period: In the case of an annual or leaving 
office statement, if an investment or an interest in real property was partially or wholly 
acquired or disposed of during the period covered by the statement, the statement shall 
contain the date of acquisition or disposal. 
Section 8 -- Prohibition on Receipt of Honoraria 
(A) No member of a state board or commission, and no designated employee of a state or 
local government agency, shall accept any honorarium from any source, if the member or 
employee would be required to report the receipt of income or gifts from that source on 
his/her statement of economic interests. Subdivisions (a), (b), and (c) of Government Code 
Section 89501 shall apply to the prohibitions in this section. 
(B) This section shall not limit or prohibit payments, advances, or reimbursements for travel 
and related lodging and subsistence authorized by Government Code Section 89506. 
Section 8.1 -- Prohibition on Receipt of Gifts in Excess of Three Hundred Sixty 
Dollars ($360) 
(A) No member of a state board or commission, and no designated employee of a state or 
local government agency, shall accept gifts with a total value of more than three hundred 
sixty dollars ($360) in a calendar year from any single source, if the member or employee 
would be required to report the receipt of income or gifts from that source on his/her 







statement of economic interests.  This section shall not apply to any part-time member of 
the Governing Board of any public institution of higher education, unless the member is also 
an elected official. 
(B) Subdivisions (e), (f), and (g) of Government Code Section 89503 shall apply to the 
prohibitions in this section. 
 
Section 8.2 -- Loans to Public Officials 
(A) No elected officer of a state or local government agency shall, from the date of his/her 
election to office through the date that he or she vacates office, receive a personal loan 
from any officer, employee, member, or consultant of the state or local government agency 
in which the elected officer holds office or over which the elected officer's agency has 
direction and control. 
(B) No public official who is exempt from the state civil service system pursuant to 
subdivisions (c), (d), (e), (f), and (g) of Section 4 of Article VII of the Constitution shall, while 
he or she holds office, receive a personal loan from any officer, employee, member, or 
consultant of the state or local government agency in which the public official holds office or 
over which the public official's agency has direction and control.  This subdivision shall not 
apply to loans made to a public official whose duties are solely secretarial, clerical, or 
manual. 
(C) No elected officer of a state or local government agency shall, from the date of his/her 
election to office through the date that he or she vacates office, receive a personal loan 
from any person who has a contract with the state or local government agency to which that 
elected officer has been elected or over which that elected officer's agency has direction 
and control.  This subdivision shall not apply to loans made by banks or other financial 
institutions or to any indebtedness created as part of a retail installment or credit card 
transaction, if the loan is made or the indebtedness created in the lender's regular course of 
business on terms available to members of the public without regard to the elected officer's 
official status. 
(D) No public official who is exempt from the state civil service system pursuant to 
subdivisions (c), (d), (e), (f), and (g) of Section 4 of Article VII of the Constitution shall, while 
he or she holds office, receive a personal loan from any person who has a contract with the 
state or local government agency to which that elected officer has been elected or over 
which that elected officer's agency has direction and control.  This subdivision shall not 
apply to loans made by banks or other financial institutions or to any indebtedness created 
as part of a retail installment or credit card transaction, if the loan is made or the 
indebtedness created in the lender's regular course of business on terms available to 
members of the public without regard to the elected officer's official status.  This subdivision 
shall not apply to loans made to a public official whose duties are solely secretarial, clerical, 
or manual. 
(E) This section shall not apply to the following: 
1. Loans made to the campaign committee of an elected officer or candidate for elective 
office. 
2. Loans made by a public official's spouse, child, parent, grandparent, grandchild, brother, 
sister, parent-in-law, brother-in-law, sister-in-law, nephew, niece, aunt, uncle, or first cousin, 
or the spouse of any such persons, provided that the person making the loan is not acting 
as an agent or intermediary for any person not otherwise exempted under this section. 
3. Loans from a person which, in the aggregate, do not exceed five hundred dollars ($500) 
at any given time. 







4. Loans made, or offered in writing, before January 1, 1998. 
Section 8.3 -- Loan Terms 
(A) Except as set forth in subdivision (B), no elected officer of a state or local government 
agency shall, from the date of his/her election to office through the date he or she vacates 
office, receive a personal loan of five hundred dollars ($500) or more, except when the loan 
is in writing and clearly states the terms of the loan, including the parties to the loan 
agreement, date of the loan, amount of the loan, term of the loan, date or dates when 
payments shall be due on the loan and the amount of the payments, and the rate of interest 
paid on the loan. 
(B) This section shall not apply to the following types of loans: 
1. Loans made to the campaign committee of the elected officer. 
2. Loans made to the elected officer by his/her spouse, child, parent, grandparent, 
grandchild, brother, sister, parent-in-law, brother-in-law, sister- in-law, nephew, niece, aunt, 
uncle, or first cousin, or the spouse of any such person, provided that the person making 
the loan is not acting as an agent or intermediary for any person not otherwise exempted 
under this section. 
3. Loans made, or offered in writing, before January 1, 1998. 
(C) Nothing in this section shall exempt any person from any other provision of Title 9 of the 
Government Code. 
Section 8.4 -- Personal Loans 
(A) Except as set forth in subdivision (B), a personal loan received by any designated 
employee shall become a gift to the designated employee for the purposes of this section in 
the following circumstances: 
1. If the loan has a defined date or dates for repayment, when the statute of limitations for 
filing an action for default has expired. 
2. If the loan has no defined date or dates for repayment, when one year has elapsed from 
the later of the following: 
a. The date the loan was made. 
b. The date the last payment of one hundred dollars ($100) or more was made on the loan. 
c. The date upon which the debtor has made payments on the loan aggregating to less than 
two hundred fifty dollars ($250) during the previous 12 months. 
(B) This section shall not apply to the following types of loans: 
1. A loan made to the campaign committee of an elected officer or a candidate for elective 
office. 
2. A loan that would otherwise not be a gift as defined in this title. 
3. A loan that would otherwise be a gift as set forth under subdivision (A), but on which the 
creditor has taken reasonable action to collect the balance due. 
4. A loan that would otherwise be a gift as set forth under subdivision (A), but on which the 
creditor, based on reasonable business considerations, has not undertaken collection 
action. Except in a criminal action, a creditor who claims that a loan is not a gift on the basis 
of this paragraph has the burden of proving that the decision for not taking collection action 
was based on reasonable business considerations. 
5. A loan made to a debtor who has filed for bankruptcy and the loan is ultimately 
discharged in bankruptcy. 
(C) Nothing in this section shall exempt any person from any other provisions of Title 9 of 
the Government Code. 
Section 9 -- Disqualification 
No designated employee shall make, participate in making, or in any way attempt to use 
his/her official position to influence the making of any governmental decision which he or 







she knows or has reason to know will have a reasonably foreseeable material financial 
effect, distinguishable from its effect on the public generally, on the official or a member of 
his/her immediate family or on: 
(A) Any business entity in which the designated employee has a direct or indirect 
investment worth two thousand dollars ($2,000) or more; 
(B) Any real property in which the designated employee has a direct or indirect interest 
worth two thousand dollars ($2,000) or more; 
(C) Any source of income, other than gifts and other than loans by a commercial lending 
institution in the regular course of business on terms available to the public without regard 
to official status, aggregating five hundred dollars ($500) or more in value provided to, 
received by or promised to the designated employee within 12 months prior to the time 
when the decision is made; 
(D) Any business entity in which the designated employee is a director, officer, partner, 
trustee, employee, or holds any position of management; or 
(E) Any donor of, or any intermediary or agent for a donor of, a gift or gifts aggregating three 
hundred sixty dollars ($360) or more provided to; received by, or promised to the 
designated employee within 12 months prior to the time when the decision is made. 
Section 9.3 -- Legally Required Participation 
No designated employee shall be prevented from making or participating in the making of 
any decision to the extent his/her participation is legally required for the decision to be 
made. The fact that the vote of a designated employee who is on a voting body is needed to 
break a tie does not make his/her participation legally required for purposes of this section. 
Section 9.5 -- Disqualification of State Officers and Employees 
In addition to the general disqualification provisions of Section 9, no state administrative 
official shall make, participate in making, or use his/her official position to influence any 
governmental decision directly relating to any contract where the state administrative official 
knows or has reason to know that any party to the contract is a person with whom the state 
administrative official, or any member of his/her immediate family has, within 12 months 
prior to the time when the official action is to be taken: 
(A) Engaged in a business transaction or transactions on terms not available to members of 
the public, regarding any investment or interest in real property; or 
(B) Engaged in a business transaction or transactions on terms not available to members of 
the public regarding the rendering of goods or services totaling in value one thousand 
dollars ($1,000) or more. 
Section 10 -- Disclosure of Disqualifying Interest 
When a designated employee determines that he or she should not make a governmental 
decision because he or she has a disqualifying interest in it, the determination not to act 
may be accompanied by disclosure of the disqualifying interest. 
Section 11 -- Assistance of the Commission and Counsel 
Any designated employee who is unsure of his/her duties under this code may request 
assistance from the Fair Political Practices Commission pursuant to Government Code 
Section 83114 or from the attorney for his/her agency, provided that nothing in this section 
requires the attorney for the agency to issue any formal or informal opinion. 
Section 12 -- Violations 
This code has the force and effect of law.  Designated employees violating any provision of 
this code are subject to the administrative, criminal and civil sanctions provided in the 
Political Reform Act, Government Code Sections 81000 - 91015.  In addition, a decision in 
relation to which a violation of the disqualification provisions of this code or of Government 







Code Section 87100 or 87450 has occurred may be set aside as void pursuant to 
Government Code Section 91003. 
Section 13 -- Designated Positions and Disclosure Requirements 
1. The persons occupying the following positions manage public investments.  They shall 
file a full statement of economic interests pursuant to Government Code Sections 87200 et 
seq.: 


 Governing Board Members 
 Superintendent/President 
 Assistant Superintendent/Vice President for Finance and Administrative Services 


 
2. Disclosure Categories:  The disclosure categories listed below identify the types of 
investments, business entities, sources of income, or real property which the designated 
employees must disclose for each disclosure category to which he or she is assigned. 
 
Category 1: All investments and business positions and sources of income from, business 
entities that do business with the District or own real property within the boundaries of the 
District, plan to do business or own real property within the boundaries of the District within 
the next year, or have done business with or owned real property within the boundaries of 
the District within the past two (2) years. 
Category 2: All interests in real property which is located in whole or in part within, or not 
more than two (2) miles outside, the boundaries of the District. 
Category 3: All investments and business positions in, and sources of income from, 
business entities that were engaged in land development, construction or the acquisition or 
sale of real property within the jurisdiction of the District, plan to engage in such activities 
within the jurisdiction of the District within the next year, or have engaged in such activities 
within the jurisdiction of the District within the past two (2) years. 
Category 4: All investments and business positions in, and sources of income from, 
business entities that were banking, savings and loan, or other financial institutions. 
Category 5: All investments and business positions in, and sources of income from, 
business entities that provide services, supplies, materials, machinery, vehicles, or 
equipment of a type purchased or leased by the District. 
Category 6: All investments and business positions in, and sources of income from, 
business entities that provide services, supplies, materials, machinery, vehicles, or 
equipment of a type purchased or leased by the Designated Employee’s Department. 
Designated Positions, and the Disclosure Categories to be assigned to them, were as 
follows: 


 Assistant Superintendent/Vice President 
 for Human Resource Services  Category 6 
 Assistant Superintendent/Vice President 
 for Instruction     Categories 5, 6 
 Assistant Superintendent/Vice President 
 for Student Services    Categories 5, 6 
 Director, Fiscal Services   Categories 4, 5 
 Deans      Category 6 
 Director, Business Services   Categories 1, 4, 5 
 Director, Facilities    Categories 1, 2, 3, 4 
 Police Chief     Categories 5, 6 
 Consultant     Categories 1, 2, 3, 4, 5, 6 







 
Consultants must be included in the list of designated employees and must disclose 
pursuant to the broadest disclosure category in this Code subject to the following limitation: 
The Superintendent/President or designee may determine in writing that a particular 
consultant, although a “designated position,” is hired to perform a range of duties that were 
limited in scope and thus is not required to comply fully with the disclosure requirements 
described in this section. Such written determination shall include a description of the 
consultant’s duties and, based on that description, a statement of the extent of disclosure 
requirements. The Superintendent/President’s determination is a public record and shall be 
retained for public inspection in the same manner and location as this Conflict of Interest 
Code. 
 
Office of Primary Responsibility:  Superintendent/President 
 
 
Approved:  SPC 05/01/2007 
Revised:   
 
  This procedure was reviewed and approved at April 20th Task Force meeting. 
 







