
 
 
  

 
 
 
CHAIR:   Deegan 
MEMBERS:  Barton, Claypool/Davis, Cuaron, Dentoni, Dimmick, Falcone, Gaspar, Gonzales, Holmes, 
Larson, Laughlin, Lienhart, Moore, Navarro, Perez, San Juan, Sourbeer, Stockert, Talmo, Titus, Tortarolo, 
Velazquez, Wick  
RECORDER:  Ashour 
                   Attachments    Time 
         

A. MINUTES                      2 min 
1. Approve Minutes of December 2, 2014 

 
B. ACTION ITEMS/FIRST READING  10 min 

1. BP 3310‐Records Retention and Destruction  Exhibit B1 
2. AP 4220‐Standards of Scholarship‐Delegation  Exhibit B2 
3. Chapter 6 BP’s & AP’s Review as part of 3‐year Cycle  Exhibit B3 

Section 1 
BP’s with no corresponding AP: 
BP 6330 Purchasing 
BP 6390 Consultants (to delete) 
BP 6805 Risk Management (to delete) 
BP 6925 Expenditures for Meetings & Events 
Section 2/3 
AP’s with no corresponding BP 
AP 6345 Bids & Contracts using UPCCAA 
AP 6350 Contracts – Construction  
AP 6360 Contracts – Electronic Systems & Materials 
AP 6365 Contracts ‐ Accessibility of Information Technology 
AP 6370 Contracts – Personal Services 
AP 6535 Use of District Equipment (to delete) 
AP 6536 Equipment Replacement (to delete)    
Section 4 
BP/AP pairs with no proposed changes 
BP/AP 6150 Designation of Authorized Signatures 
BP/AP 6400 Audits  
BP/AP 6500 Management of Real Property 
BP/AP 6740 Citizens’ Oversight Committees 
Section 5 
BP/AP 6100 Delegation of Authority 
BP/AP 6200 Budget Preparation 
BP/AP 6250 Budget Management  
BP/AP 6300 Fiscal Management 
BP/AP 6320 Investments  
BP/AP 6340 Bids and Contracts 
BP/AP 6450 Wireless or Cellular Phone Use (AP for deletion) 
BP/AP 6520 Security for District Property 
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BP/AP 6540 Insurance  
BP/AP 6545 Student Accident Insurance 
BP/AP 6550 Disposal of Property 
BP/AP 6600 Capital Construction 
BP/AP 6750 Parking (move to Chap 5) 
BP/AP 6800 Occupational Health & Safety 

4.   Student Services Planning Council Governance Form  Exhibit B4 
5. Disband the Matriculation & Transfer Committee and the  

Student Equity Committee (replaced by the Student 
Success and & Equity Council) 

 
C.  INTEGRATED PLANNING MODEL  20 min 

1. SPC Timeline Check‐in 
2. Continue SPPF PRP Allocation Discussion  Exhibit C2 

 
D. INFORMATION/DISCUSSION      20 min 

1. Budget  
 

E.  ACCREDITATION RECOMMENDATIONS AND PROGRESS    5 min 
1. Accrediting Commission Actions and Policy Updates 
2. Accreditation Self‐Evaluation Update       

   
F.  REPORTS OF PLANNING COUNCILS                  10 min 
  1.  Finance & Administrative Services Planning Council – Ron Perez   
  2.  Human Resource Services Planning Council – John Tortarolo 
  3.  Instructional Planning Council – Berta Cuaron   
  4.  Student Services Planning Council – Adrian Gonzales   
 
G.  REPORT FROM PC3H COMMITTEE      5 min 
   
H. OTHER ITEMS   
 
 

 



  
 
A regular meeting of the Palomar College Strategic Planning Council scheduled January 20, 2015, was held in 
AA‐140.  Vice President Berta Cuaron called the meeting to order at 2:00 p.m. 
 
ROLL CALL 
Present:  Barton, Claypool, Cuaron, Deegan, Dentoni, Dimmick, Falcone, Gaspar, Gonzales, Holmes, Larson, Moore, 

Navarro, Perez, San Juan, Sourbeer, Stockert, Titus, Tortarolo, Velazquez, Wick 
Recorder:    Cheryl Ashour 
Absent:  Laughlin, Lienhart, Talmo 
Guest:  Kendyl Magnuson, Suzanne Sebring 
 
A. MINUTES 

1. Approve Minutes of December 2, 2014 
MSC (Cuaron/Sourbeer) to approve the Minutes of December 2, 2014 as presented 
 

B. ACTION ITEMS/FIRST READING 
1. Board Policy 3310‐Records Retention and Destruction (Exhibit B1) 

There were no questions.  This item will return for action/second reading at the next meeting. 
 

2. Administrative Procedures 4220‐Standards of Scholarship‐Delegation (Exhibit B2) 
There were no questions.  This item will return for action/second reading at the next meeting. 
 

3. Chapter 6 BP’s and AP’s Review as Part of 3‐Year Cycle 
Section 1 
BP’s with no corresponding AP: 
BP 6330 Purchasing 
BP 6390 Consultants (to delete) 
BP 6805 Risk Management (to delete) 
BP 6925 Expenditures for Meetings & Events 
Section 2/3 
AP’s with no corresponding BP 
AP 6345 Bids & Contracts using UPCCAA 
AP 6350 Contracts – Construction  
AP 6360 Contracts – Electronic Systems & Materials 
AP 6365 Contracts ‐ Accessibility of Information Technology 
AP 6370 Contracts – Personal Services 
AP 6535 Use of District Equipment (to delete) 
AP 6536 Equipment Replacement (to delete)    
Section 4 
BP/AP pairs with no proposed changes 
BP/AP 6150 Designation of Authorized Signatures 
BP/AP 6400 Audits  
BP/AP 6500 Management of Real Property 
BP/AP 6740 Citizens’ Oversight Committees 
Section 5 
BP/AP 6100 Delegation of Authority 
BP/AP 6200 Budget Preparation 
BP/AP 6250 Budget Management  
BP/AP 6300 Fiscal Management 
BP/AP 6320 Investments  
BP/AP 6340 Bids and Contracts 
BP/AP 6450 Wireless or Cellular Phone Use (AP for deletion) 
BP/AP 6520 Security for District Property 

STRATEGIC PLANNING COUNCIL 
MEETING MINUTES 
January 20, 2015 



Strategic Planning Council 2 January 20, 2015 
 

 
BP/AP 6540 Insurance  
BP/AP 6545 Student Accident Insurance 
BP/AP 6550 Disposal of Property 
BP/AP 6600 Capital Construction 
BP/AP 6750 Parking (move to Chap 5) 
BP/AP 6800 Occupational Health & Safety 
 
Debbi Claypool stated that a Bill was passed that affects Administrative Procedure 6345; Ron Perez will 
review the language and revise the procedure.  There were no other questions.  Chapter 6 BP’s and AP’s 
Review will return for action/second reading at the next meeting. 
 

4. Student Services Planning Council Governance Form 
Adrian Gonzales reported that the Pride Center requested that it become a member of the Student Services 
Planning Council; the SSPC met and approved the request. There was discussion about how Centers fit into 
the governance structure, what designated groups get to be part of a Council, and if the representation 
should be limited to a faculty or staff member.  There was consensus that a procedure should be written so 
that all the Centers would have the same opportunity to have representation on a Council.  President 
Deegan requested that information be provided on who would represent the Pride Center. This item will 
return for action/second reading at the next meeting. 
 

5. Disband the Matriculation & Transfer Committee and the Student Equity Committee 
Adrian Gonzales reminded members that the Student Equity Council replaced the Matriculation & Transfer 
Committee and the Student Equity Committee; action needs to be taken to officially disband the 
committees.  This item will return for action/second reading at the next meeting. 
 

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

Michelle Barton reviewed the upcoming tasks. 
 

2. Allocation of Remaining SPPF Funds 
Michelle Barton distributed a chart and justification of the proposed allocation of remaining SPPF funds for 
PRPs.  President Deegan announced that he is giving his 10% ($6,624) to the other Councils to be split 
equally.  Aaron Holmes expressed concern about the President’s Area giving up funds as all college 
departments have needs. President Deegan assured members that there are monies available to fund PRPs 
in his area. 
 
MSC (Tortarolo/Titus) to allocate the remaining SPPF funds of $66,240 with 30% to IPC, 20% to SSPC, 20% to 
FASPC, 20% to HRSPC; and the President’s Area of 10% to be split four ways equally, thereby IPC, SSPC, 
FASPC and HRSPC will each receive an additional $1,656. 
 

D. INFORMATION/DISCUSSION 
1. Budget 

Ron Perez reported that the District had the opportunity to re‐fund $119 million of its Prop M bond, saving 
taxpayers $17.5 million over the life of the loan.  The District plans to issue another $220 million bond 
proceeds in order to build up to 2021; the Governing Board approved this move. 
 
Mr. Perez discussed Governor Brown’s proposed budget and its effect on community colleges.  He stated 
that money will come to community colleges to fund student success, increase the base allocation, funds for 
increased access (growth or restoration), COLA, and credit CDCP rate.  There is state‐wide dispute about the 
growth funding formula and a change is being lobbied. Palomar will receive an increase of $3.4 million in 
state apportionment funding.  The base allocation will not be known until after May.  Palomar College is 
deficit spending $2.5‐3 million, so next year might be the chance to get the College in line with balancing its 
budget. 
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E. ACCREDITATION RECOMMENDATIONS AND PROGRESS 

1. Accrediting Commission Actions and Policy Updates 
No report. 
 

2. Accreditation Self‐Evaluation Update  
Berta Cuaron reported that the College should receive notice soon of the site team members.  President 
Deegan thanked members of the writing team and those who worked on the document, especially Aaron 
Holmes and Marti Snyder.   
 

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

Ron Perez reported that FASPC plans to formalize its staffing plan at its next meeting.  Mr. Perez discussed a 
problem during the first week of school with the credit card company we utilize, and future procedures to 
assist students waiting to pay fees. 
 
Mr. Perez thanked Mike Dimmick and his team for the work they did over the Christmas break with the 
upgrade. 
 

2. Human Resource Services Planning Council  
John Tortarolo reported that HRSPC’s first meeting is in February.  He thanked the Councils in advance for 
providing their staffing plans. 
 

3. Instructional Planning Council 
Berta Cuaron reported that a special IPC meeting will be held to prioritize PRPs.  Resource allocation will be 
done differently this year: division deans will work with their chairs in prioritizing their funding requests. 
 

4. Student Services Planning Council  
Adrian Gonzales reported that SSPC reviewed its PRPs at its last meeting.  Mr. Gonzales discussed spring 
enrollment.  Kendyl Magnuson stated that the student ambassadors are trained and in action and are doing 
an excellent job assisting students; the lines decreased by a third because of the help they provided.  Lisa 
Filice and Jamie Moss were thanked for training the students. 
 

G. REPORT FROM PC3H COMMITTEE 
No report. 
 

H. OTHER 
1. Community College Bachelor’s Degree 

Mike Dimmick asked if Palomar applied to offer a community college bachelor degree.  President Deegan 
stated that the College did not apply because Nursing was not eligible. 

 
2. Retirements 

President Deegan reported that VP Berta Cuaron and Dean Wilma Owens notified the College of their 
retirement.  He thanked Ms. Cuaron, Mr. Tortarolo and Ms. Owens for notifying the College early, thereby 
giving ample time to find an interim. He stated that by the end of the month an announcement will go out 
internally for an interim Instructional Vice President, externally for an interim Human Resource Services Vice 
President, and internally for the Dean of Career, Technical and Extended Education.  He discussed the 
timeline in hiring the interim positions. 

 
I. ADJOURNMENT 

There being no remaining items, the meeting was adjourned at 2:55 p.m. 
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GENERAL INSTITUTION 1 
REV. 10-20-14 2 

 3 

BP 3310 RECORDS RETENTION AND DESTRUCTION 4 
 5 
References: 6 

Title 5 Sections 59020 et seq.; 7 
Federal Rules of Civil Procedure, Rules 16, 26, 33, 34, 37, and 45 8 
Government Code Section 6250 et seq. 9 
 10 

Personnel records are subject to the provisions in the applicable collective bargaining 11 
agreement. 12 
 13 
The Superintendent/President shall establish administrative procedures to assure the 14 
retention and destruction of all District records in accordance with Title 5 and applicable 15 
state and federal laws, including electronically stored information (ESI) as defined by 16 
the Federal Rules of Civil Procedure. 17 
 18 
“Records” means all records writings, emails, text messages, maps, books, papers, 19 
data processing output, and other documents of the District required by Title 5 to be 20 
retained, including but not limited to records created originally on by District owned 21 
computers or other District owned electronic devices, and ESI, as that term is defined 22 
by the Federal Rules of Civil Procedure.  Such records shall include but not be limited to 23 
student records, employment records, and financial records. 24 
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INSTRUCTIONAL SERVICES 1 
REV 12/5/14 2 

 3 

AP 4220 STANDARDS OF SCHOLARSHIP – DELEGATION 4 

 5 
References: 6 

Education Code Section 70902(d); 7 
Title 5 Sections 55020 et seq., 55030 et seq., and 55040 et seq. 8 

 9 
 10 
Matters identified by Title 5 as standards of scholarship are grading practices, credit-11 
noncredit options, credit by examination, standards for probation and dismissal, 12 
remedial course work, academic record symbols, grade changes, course repetition, and 13 
academic renewal.  Authority and responsibility is delegated to the Faculty Senate  and 14 
the Chief Instructional Officer as described in the policies and procedures on 15 
participation in local decision-making. 16 
 17 
These procedures shall be described in the District catalogs. 18 
 19 
Office of Primary Responsibility: Faculty Senate and Instructional Services 20 
 21 
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PALOMAR COLLEGE
Learning for Success

 

Reviewed by Strategic Planning Council: 
10-07-03 Approved  04-04-06 Revised  11-17-09 Revised 
03-15-05 Revised   03-03-09  Revised  
Approved by PAC:  10/2/01 

Request submitted by:  Adrian Gonzales Date:  January 20, 2015 

Proposed Name of Requested Group:  Student Services Planning Council 

X Council  Committee  Subcommittee  Task Force 

Action Requested: X Add  Delete  Change 

Role:  
• Develops, implements, evaluates and revises Student Services’ plans and initiatives, both short- and 

long term.   
• Develops, reviews, and updates the process (qualitative and quantitative elements and instrument) and 

establishes the timeline for the 2-year Institutional Program Review and Planning (IPR&P) cycle for 
Student Services. 

• Reviews and summarizes IPR&P documents and utilizes them to develop and guide recommendations 
for priorities for Student Services, including budget, staffing needs, equipment, technology, facilities, 
and other resources essential to support Student Services and the success of students.  

• Utilizes the District’s Strategic Plan and the Annual Implementation Plan to guide and outline its goals, 
tasks and actions to be accomplished in the academic year. 

• Make recommendations relevant to any matters or issues that impact Student Services and/or by request 
from SPC.   

• Provides guidance, direction, and oversight to these committees:  Academic Review Committee, 
Campus Police Committee, Student Equity Committee, Matriculation and Transfer Committee, 
Registration Committee, Financial Aid & Appeals Committee, Scholarship Committee 

• Convenes a subcommittee to review and update the process (qualitative and quantitative elements and 
instrument) and timeline for requesting full-time positions and to prioritize each year’s list of full-time 
positions for discussion and endorsement by SSPC, forwarding the recommendation to SPC as 
information.    

Products:   
• Institutional Program Review and Planning documents, summaries and recommendations, including 

budget, staffing needs, equipment, technology, and facilities priorities  
• Progress report on Strategic Plan and AIP 
• Annual goals and accomplishments 
• Full-time Position Priority Recommendations   

Reporting Relationship: Strategic Planning Council 

Meeting Schedule:  Second and Fourth Wednesday of the month from 9:30 a.m. to 11:00 a.m. 

Chair:  Vice President, Student Services 
Members: 
• Dean, Counseling Services        • Director, Career Services  • One EOP&S Faculty               
• Director, Health Services           • Director, Athletics                   • One DRC Faculty 
• Director, Enrollment Services    • Chief of Police                        • Chair, Counseling (or designee)            
• Director, Student Affairs            • Research Analyst • Director, Transfer Center 
• One Faculty representative appointed by Faculty Senate from Instructional Areas 
• One Faculty representative who is also on the Faculty Senate 
• One Palomar Faculty Federation representative appointed by PFF 
• Two Classified Unit Employee representatives appointed by CCE/AFT (one from Student Services) 
• One Student representative appointed by ASG  
• One Confidential and Supervisory Team representative from Student Services appointed by CAST 
 One representative from the Pride Center 

GOVERNANCE STRUCTURE GROUP REQUEST 
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	Exhibit B4-Student Services Planning Council
	Exhibit C2-Allocation of Remaining SPPF for PRPs
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Date Adopted: 5/13/2008; Reviewed: 
(Replaces	Palomar	College	Policy	540)
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6330 PURCHASING 2 



References: 3 
Education Code Section 81656; 4 
Public Contract Code Section 20650 5 



The Superintendent/President is delegated the authority to purchase supplies, 6 
materials, apparatus, equipment, and services as necessary to the efficient operation of 7 
the District.  No such purchase shall exceed the amounts specified by Section 20651 of 8 
the California Public Contract Code as amended from time to time. 9 



All such transactions shall be reviewed by the Governing Board at least every 60 days.  10 













PALOMAR COMMUNITY COLLEGE DISTRICT POLICY BP 6390
 
 



Date Adopted:  GB 7/12/2011 
Replaces current Palomar Policy 508) 
 



HUMAN RESOURCES 1 



BP 6390 CONSULTANTS 2 



References: 3 
 Education Code Sections 70902(b)(6) and 88003-88003.1; 4 
 Government Code Section 53060 5 



Consultants shall exercise no administrative authority over District employees, but shall 6 
act only as advisers in those fields in which they are qualified to offer assistance. 7 



The role of consultants is also addressed in AP 2712 titled Conflict of Interest Code 8 













 
PALOMAR COMMUNITY COLLEGE DISTRICT POLICY BP 6805
 
 



Note: Removal of BP is its entirety is suggested by FAS. 



Date Adopted:  05/13/2008;  
 
 



FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



BP 6805            RISK MANAGEMENT 3 



References: 4 
No references 5 



The Board is committed to the establishment of a risk management program that is 6 
consistent with all legal requirements for community colleges. The primary concern of 7 
such a program shall be the safety and health of students, faculty, staff, and the public 8 
and the protection of District property and assets.  In order to ensure that the District is 9 
conducting its operations as safely and efficiently as possible, the Board authorizes the 10 
Superintendent/President or designee to develop and maintain a risk management 11 
program that includes identification, prevention, mitigation, and assumption or transfer 12 
of risks through appropriate agreements, purchase of insurance, pooling with other 13 
agencies or other risk financing practices.  The ultimate goal shall be successful 14 
implementation of safety and loss prevention/control practices and the maintenance of 15 
adequate insurance programs.  A report on the program shall be presented to the Board 16 
as needed or requested.  17 
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Date Adopted: 05/13/2008; Revised: 
(Replaces	current	Palomar	College	Policy	7.14)
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  FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6925 EXPENDITURES FOR MEETINGS, EVENTS, AND ACTIVITIES 2 



References: 3 
Education Code Sections 72233 and 87032 84040;  4 
Title 5 Section 58311 5 
 6 



The Governing Board of Palomar Community College District recognizes the need to 7 
promote understanding of District programs through personal contact with individuals 8 
and groups and, at times, requires officers and employees to meet during meal periods.  9 
Therefore, the Board authorizes the purchase of food, refreshments, and other items 10 
related to these meetings or events for employees and non-employees at District-11 
sponsored events, pursuant to Education Codes 87032 and 72233. 12 



Approved activities include:  Recognition functions for volunteers and employees; 13 
activities honoring individuals in education; educational events; seminars and 14 
workshops; committee meetings, including advisory and accreditation team visits; group 15 
planning and operational meetings. 16 



Approved related expenditures are:  Service of non-alcoholic beverages, food, and 17 
other refreshments; speakers' fees; rental of space and equipment; framed certificates 18 
and plaques. 19 



Such expenses for non-alcoholic beverages and other refreshments which are served at 20 
duly authorized activities may be paid from District funds.   21 



The Superintendent/President delegates the approval of expenditures to the appropriate 22 
Vice President. 23 



Also see BP/AP 3560 titled Alcoholic Beverages. 24 
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Date Approved: 3/18/2008; Reviewed:  
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6350 CONTRACTS – CONSTRUCTION 2 



 3 
References: 4 



Education Code Section 81800; 5 
Public Contract Code Sections 20650 et seq. and 22000 et seq. 6 



The Facilities Office shall be responsible for the planning and programming of new 7 
construction, alterations and repairs of existing plants, and leasing of facilities that 8 
require state approval.  This includes the planning and programming of District-initiated 9 
new construction, additions to existing plants, and major alterations and repairs of 10 
buildings and grounds. 11 



The Facilities Office shall be responsible for preparation of drawings and specifications 12 
for new buildings, leased facilities, additions, major alterations and improvements of 13 
buildings and grounds together with estimates of costs. 14 



The preliminary drawings, which shall cover all proposed facilities together with 15 
construction cost estimates, shall be submitted to the Governing Board for approval and 16 
authorization to proceed with the working drawings and specifications.  Upon 17 
completion, the working drawings, specifications, and revised cost estimates, if any, will 18 
be submitted for approval to the California Community Colleges Chancellor's Office and 19 
the State Department of General Services as required by statute in the name of the 20 
Governing Board. 21 



The final working drawings and specifications, approved by the State Department of 22 
General Services and the California Community Colleges Chancellor's Office, together 23 
with revised estimates, if any, shall then be submitted to the Governing Board for 24 
adoption. 25 



The letting of contracts for construction shall comply with procedures of the District 26 
regarding contracts that exceed the statutory minimums for competitive bidding. (See 27 
AP 6340 titled Bids and Contracts) 28 
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 3 
AP 6365 CONTRACTS -- ACCESSIBILITY OF INFORMATION 4 



TECHNOLOGY 5 
 6 
References: 7 



Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. Section 794d); 8 
36 CFR Sections1194.1 et seq.; 9 
Government Code Section 11135; 10 
Title 5 Sections 59300 et seq. 11 
 12 



Whenever the District enters into a contract for the purchase, development, 13 
procurement, maintenance or use of any electronic or information technology, the 14 
vendor shall certify that it complies with the requirements of Section 508 of the 15 
Rehabilitation Act of 1973 and its related regulations.  This requirement shall apply to 16 
software applications, operating systems, web-based intranet and internet information 17 
and applications, telecommunications products, video or multimedia products, self-18 
contained closed products such as copiers, and desktop and portable computers. 19 
Each contract with such a vendor shall contain the following provision: 20 



"The vendor hereby warrants that the products or services to be provided 21 
under this agreement comply with the accessibility requirements of Section 22 
508 of the Rehabilitation Act of 1973, as amended, and its implementing 23 
regulations.  Vendor agrees to respond promptly to and resolve any 24 
complaints regarding accessibility of its products or services that are 25 
brought to its attention.  Vendor further agrees to indemnify and hold 26 
harmless the District from and against any claim arising out of its failure to 27 
comply with these requirements.  Failure to comply with these requirements 28 
shall constitute a breach and be grounds for termination of this agreement." 29 
 30 
“Vendor hereby warrants that products or services to be provided under this 31 
agreement comply with the accessibility requirements of section 508 of the 32 
Rehabilitation Act of 1973, as amended (29 U.S.C. section 794d), and its 33 
implementing regulations set forth at Title 36, Code of Federal Regulations, 34 
Part 1194. Vendor agrees to promptly respond to and resolve any complaint 35 
regarding accessibility of its products or services which is brought to its 36 
attention. Vendor further agrees to indemnify and hold harmless the 37 
Palomar Community College District, the Chancellor’s Office of the 38 
California Community Colleges, and any California Community College 39 
using the vendor’s products or services from any claim arising out of its 40 
failure to comply with the aforesaid requirements. Failure to comply with 41 
these requirements shall constitute a breach and be grounds for termination 42 
of this agreement.” 43 



 44 
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 3 



This procedure was CCLC revised to reflect an increase in the UPCCAA informal bid limit and 4 



make other minor changes. 5 



 6 



AP 6345 BIDS AND CONTRACTS USING UNIFORM PUBLIC 7 



CONSTRUCTION COST ACCOUNTING ACT (UPCCAA) 8 



 9 



References: 10 
Education Code Sections 81641 et seq.; 11 



Labor Code Sections 1770 et seq.; 12 



Public Contract Code Sections 20110 et seq., 20650 et seq., 22000 et seq. 13 



(Uniform Public Construction Cost Accounting Act) 14 



 15 



The Palomar Community College District has elected to adopt the Uniform Public 16 



Construction Cost Accounting Act (Act) by resolution of the Governing Board. The Act 17 



provides for alternate bidding procedures to expedite the awards process, improve the 18 



timeliness of project completion, eliminate paperwork, and simplify administration on 19 



Public Projects. 20 



 21 



Public Projects are defined in Public Contract Code (PCC) Section 22002(c) as 22 



construction, reconstruction, erection, alteration, renovation, improvement, demolition, 23 



repair work, or painting or repainting of or involving any publicly owned, leased, or 24 



operated facility. Public projects estimated to cost up to $175,0001 shall be let to 25 



contract by the procedures described below. 26 



 27 



It is unlawful to split or separate into smaller work orders or projects any project for the 28 



purpose of evading the provisions of the this Pprocedure requiring work to be done by 29 



contract after competitive bidding. 30 



 31 



All bid notices for work to be done shall contain an affirmative statement requiring 32 



compliance with Labor Code Sections 1775 and 1776 governing payment of prevailing 33 



wages and Labor Code Section 1777.5 governing employment of apprentices. All bid 34 



submissions must contain all documents necessary to assure compliance with these 35 



Labor Code Sections. Failure to provide such documentation shall cause any such bid 36 



to be deemed incomplete. 37 



 38 



                                                            
1 The California Uniform Construction Cost Accounting Commission (Commission) may recommend that the State Controller amend these 
amounts. Public Contract Code section 22032 authorizes public projects of $30,000 or less to be performed by District employees by 
force account, by negotiated contract, or by purchase order. Public projects up to $175,000 may be let to contract by informal procedures.  
Public projects in excess of $175,000, with limited exceptions, shall be let to contract by formal bidding procedure. PCC 22032. 
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Public Projects funded by the Kindergarten-University Public Education Bond Acts of 39 



2002 and 2004 and any future State Bond funds require that the District initiate and 40 



enforce a labor compliance program pursuant to Labor Code Section 1771.5. 41 



 42 



Procedures Not Covered by this AP 43 



When this Pprocedure does not establish a process for bidding Public Projects, the 44 



procedures described in AP 6430 titled Bids and Contracts shall govern. 45 



 46 



Contractors List 47 



Lists of contractors shall be developed and maintained.  48 



 49 



Award to Low Bidder; No Bids 50 



All contracts must be awarded to the lowest bidders. If two or more bids are the same 51 



and lowest, the District may accept the one it chooses. When no bids are received, the 52 



District may perform Public Projects with District employees or through a negotiated 53 



contract without further complying with this procedure. 54 



 55 



Notice Inviting Informal Bids 56 



When a Public Project anticipated to cost less than $175,000 is to be performed, the 57 



District shall prepare a notice of the opportunity to bid. The notice must describe the 58 



project in general terms, state the time and place for the submission of bids and 59 



describe how to obtain more detailed information about the Project. The District shall 60 



mail the notice to all contractors for the category of work to be bid, as shown on the 61 



Contractors Llist developed in accordance with the above section. The District may also 62 



mail the notice to all construction trade journals. Other contractors and/or construction 63 



trade journals may also be notified at the discretion of the department soliciting bids. 64 



Mailing shall be completed at least ten days before bids are due. 65 



 66 



Award of Informally-Bid Contracts 67 



The Chief Business Officer or designee is authorized to award informal contracts 68 



(defined as contracts for less than $175,000.00), except those contracts described 69 



below. 70 



 71 



Bids Exceed Informal Bidding Limit 72 



If all informal bids received exceed $175,000 but do not exceed $192,500, and the 73 



District determines that the cost estimate was reasonable, the District may award the 74 



contract at up to $192,500 187,500 to the lowest responsible bidder. The contract must 75 



be approved by Resolution receiving a four-fifths (4/5) vote of the Governing Board.  76 



 77 



Bid Documents for Formal Bids 78 



The Superintendent/President or designee will see that plans, specifications, and 79 



working details for all Public Projects estimated to cost more than $175,000 are 80 



adopted. 81 



 82 
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Notice Inviting Formal Bids 83 



When a Public Project, which is anticipated to cost in excess of $175,000, is to be 84 



performed, the District shall publish a notice inviting formal bids in a newspaper of 85 



general circulation. The notice shall also be mailed to all construction trade journals. 86 



Other contractors and/or construction trade journals may also be notified, at the 87 



discretion of the department soliciting bids. Mailing shall be completed at least 30 days 88 



before bids are due. 89 
 90 
When Contractors List Has Not Been Prepared: Proprietary Product or Service 91 
Notwithstanding the sections titled Notice Inviting Informal Bids and Notice Inviting 92 



Formal Bids: 93 



 If the District has not prepared a list of contractors for the particular category of 94 



work to be performed, the notice inviting bids shall be sent to each of the 95 



construction trade journals 96 



 If the product or service is proprietary in nature, such that it can be legally 97 



obtained only from a certain contractor(s) pursuant to Public Contract Code 98 



Section 3400, the notice inviting informal bids may be sent exclusively to such 99 



contractors 100 
 101 
Contracts for Maintenance Work 102 



Contracts for Maintenance Work may be bid pursuant to the Informal Bidding 103 



Procedures described in the section titled Notice Inviting Informal Bids, above.  104 



Maintenance work is routine, recurring work done for the preservation or protection of a 105 



public facility; minor repainting; landscape maintenance including mowing, watering, 106 



trimming, pruning, planting or replacement of plants, and servicing of irrigation systems; 107 



or work performed to keep, operate, or maintain publicly owned water, power, or waste 108 



disposal systems.  109 
 110 
Rejection of Bids, Re-solicitation, and Use of District Employees 111 



If the District intends to reject all bids, it must mail the apparent low bidder a written 112 



notice of the District’s intent to reject the bid at least two business days prior to the 113 



hearing at which the bids will be considered.  114 
 115 
After rejecting all bids, the District may: 116 



 abandon the project; 117 



 re-advertise the project; or 118 



 perform the work with District employees, after passing a resolution by a four-119 



fifths (4/5) majority of the Governing Board declaring that the project can be 120 



performed more economically by District employees. 121 
 122 
Emergency Procedures 123 



When an emergency necessitates repair or replacement, contracts shall be awarded 124 



pursuant to the procedures described in AP 6340 titled Bids and Contracts. 125 



 126 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6360 CONTRACTS – ELECTRONIC SYSTEMS AND MATERIALS 2 



References: 3 
Education Code Sections 81641 et seq. and 81651; 4 
Public Contract Code Sections 20651 et seq. 5 



The District may contract with any vendor who has submitted one of the three lowest 6 
responsible competitive proposals or competitive bids for the purchase or maintenance 7 
of electronic data-processing systems and equipment, electronic telecommunication 8 
equipment, supporting software, and related material, goods, and services. 9 



Except as otherwise stated here, bids shall be solicited and contracts shall be awarded 10 
in accordance with AP 6340 titled Bids and Contracts. 11 



Criteria to determine what constitutes a responsive bid shall be established by Business 12 
& Contract Services. 13 



Supplemental instructional software packages may be purchased without taking 14 
estimates or advertising for bids. 15 



Sale and leaseback of data-processing equipment or another major item of equipment 16 
is permissible if the purchaser agrees to lease the item back to the District for use by 17 
the District following the sale.  The Governing Board shall first adopt a resolution finding 18 
that the sale or leaseback is the most economical means for providing electronic data-19 
processing equipment or other major items of equipment to the District. 20 
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AP 6370 CONTRACTS – PERSONAL SERVICES (PROFESSIONAL 3 



EXPERTS, INDEPENDENT CONTRACTORS, AND 4 



CONSULTANTS) 5 



References: 6 
Education Code Section 88003.1; 7 
Government Code Section 53060 8 



Personal services contracts are permissible when any one of the following conditions is 9 
met: 10 



 The contract is for new functions mandated or authorized by the Legislature to be 11 
performed by independent contractors 12 



 The services are not available within the District or cannot be satisfactorily 13 
performed by District employees 14 



 The services are incidental to a purchase or lease contract 15 



 The policy, administrative, or legal goals and purposes of the District cannot be 16 
accomplished through the regular or ordinary hiring process 17 



 The work meets the criteria for emergency appointment 18 



 Equipment, materials, facilities, or support services could not feasibly be 19 
provided by the District 20 



 The services are of an urgent, temporary, or occasional nature 21 



The District may enter into personal services contracts to achieve cost savings when 22 
each of the following conditions is met: 23 



 It can be clearly demonstrated that the proposed contract will result in actual 24 
overall cost savings to the District 25 



 The contractor’s wages are at the industry's level and do not undercut District 26 
pay rates 27 



 The contract does not cause the displacement of District employees 28 



 The savings are large enough to ensure that employees will not be eliminated by 29 
private sector and District cost fluctuations that could normally be expected 30 
during the contracting period 31 



 The amount of savings clearly justifies the size and duration of the contracting 32 
agreement 33 



 The contract is awarded through a publicized, competitive bidding process fair, 34 
competitive selection process 35 
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 The contract includes specific provisions pertaining to the qualifications of the 36 
staff that will perform the work under the contract as well as assurance that the 37 
contractor's hiring practices meet applicable nondiscrimination standards 38 



 The potential for future economic risk to the District from potential contractor rate 39 
increases is minimal 40 



 The potential economic advantage of contracting is not outweighed by the 41 
public's interest in having a particular function performed directly by the District 42 



The following represent types of personal services contracts the District may enter into: 43 



Professional Experts 44 



Contracts for the services of persons who qualify as professional experts may be let 45 
without competitive bidding.  Professional experts are persons specially qualified to 46 
provide services and advise in financial, economic, accounting, engineering, legal, or 47 
administrative matters.  They must be specially trained, experienced, and competent to 48 
perform the services required.  Compensation for special services and advice from 49 
professional experts may be paid from available funds in the amounts deemed proper 50 
for the services rendered. 51 



Independent Contractors 52 



To be an independent contractor, substantial conformance with the following conditions 53 
must exist: 54 



 The contractor controls the way in which work is performed 55 



 The contractor sets his/her own hours 56 



 The contractor is not restricted from taking jobs from other businesses at the 57 
same time that they are doing work for the District 58 



 No District employees have duties similar to the independent contractor 59 



 The District does not provide assistants to the contractor 60 



 The duration of employment is for a specific job, not for a specified period of time 61 



 The District does not furnish tools, training, or equipment to the contractor.  62 
Contractors should be able to perform their services without the District’s facilities 63 
(e.g., equipment, office furniture, machinery) 64 



 The contractor's investment in his/her trade must be real, essential, and 65 
adequate 66 



 The contractor has employer identification numbers with the Internal Revenue 67 
Service for reporting 68 



 The individual is not presently employed by the District to do the same type of 69 
work 70 











Palomar Community College District Procedure AP 6370
 



Note: Language in yellow from Contract Services Pink from 12/5/14 P&P meeting. 



Approved: 3/18/2008; Revised:  
 



3	of	3	



 Contractors are hired to provide a result and usually have the right to hire others 71 
to do the actual work 72 



 Contractors are hired for the final result, and therefore should not may be asked 73 
for progress or interim reports 74 



 Contractors are generally responsible for their incidental expenses 75 



 Contractors should be able to make a profit or a loss.  Five circumstances show 76 
that a profit or loss is possible: 77 



o If the contractor hires and pays assistants 78 



o If the contractor has his own office, equipment, materials, or facilities 79 



o If the contractor has continuing and reoccurring liabilities 80 



o If the contractor has agreed to perform specific jobs for prices agreed 81 
upon in advance and 82 



o If the contractor's services affect his own business reputation 83 



 Contractors can't be fired so long as they produce a result that meets the 84 
contract specifications 85 



 Contractors are responsible for the satisfactory completion of a job or they may 86 
be legally obligated to compensate the hiring firm for failure to complete 87 



Consultants 88 



Consulting services contracts refer to all services that: 89 



 are of an advisory nature 90 



 provide a recommended course of action or personal expertise 91 



 have an end product which is basically a transmittal of information either written 92 
or verbal 93 



 are obtained by awarding a procurement-type contract, a grant, or any other 94 
payment of funds for services of the above type 95 



The product may include anything from answers to specific questions to design of a 96 
system or plan, and includes workshops, seminars, retreats, and conferences for which 97 
paid expertise is retained by contract. 98 



Professional Experts, Independent Contractors and Consultants Individuals engaged 99 
under personal services contracts shall exercise no administrative authority over District 100 
employees, but shall act only as advisers in those fields in which they are qualified to 101 
offer assistance. 102 
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 3 
AP 6535 USE OF DISTRICT EQUIPMENT 4 



Reference: 5 
Education Code Section 70902 6 



The Superintendent/President shall delegate the authority and the supervision of the 7 
use of equipment to the Chief Business Officer. 8 



The Chief Business Officer shall be responsible for creating, maintaining, and 9 
communicating information in the Finance and Administrative Services Handbook(s) 10 
regarding use of equipment. 11 
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Note: The deletion of this AP recommended by Fiscal and Administrative Services 
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PALOMAR COMMUNITY COLLEGE DISTRICT PROCEDURE                         AP 6536 1 
 2 
 3 



FINANCE AND ADMINISTRATIVE SERVICES 4 
 5 
 6 
AP 6536 EQUIPMENT REPLACEMENT 7 
 8 
Reference: 9 
Accreditation Standard III.B.1 10 
 11 
The  Superintendent/President  shall  delegate  the  authority  and  the  supervision  of 12 
equipment replacement to the Chief Business Officer. 13 
 14 
The  Chief  Business  Officer  shall  be  responsible  for  creating,  maintaining,  and 15 
communicating information in the Finance and Administrative Services Handbook(s) 16 
regarding equipment replacement. 17 
 18 
Office of Primary Responsibility: Finance and Administrative Services 19 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6150 DESIGNATION OF AUTHORIZED SIGNATURES 2 



References: 3 
Education Code Sections 85232 and 85233 4 



The Chief Business Officer is hereby designated as the District officer authorized to sign 5 
warrants on behalf of the District. In addition, an authorized list of signatures is 6 
presented to the Governing Board on an annual basis for its approval. 7 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6400 AUDITS 2 



References: 3 
Education Code Sections 84040(b) and 81644 4 



The Chief Business Officer shall be responsible for the selection of auditors who shall 5 
be certified public accountants licensed by the California State Board of Accountancy. 6 



An auditing firm’s contract shall be for no longer than five years.  The audit shall include 7 
all funds under the control or jurisdiction of the District.  The audit shall identify all 8 
expenditures by source of funds and shall contain: 9 



 a statement that the audit was conducted pursuant to standards and procedures 10 
developed in accordance with Education Code Section 84040.5 and 11 



 a summary of audit exceptions and management recommendations 12 



Audit reports for the preceding fiscal year must be presented to the Governing Board 13 
and submitted to the California Community Colleges Chancellor’s Office by December 14 
31. 15 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



AP 6500 MANAGEMENT OF REAL PROPERTY 3 



References: 4 
Education Code Sections 70902 and 81300 et seq. 5 



The Chief Business Officer shall be responsible for supervising acquisitions of real 6 
property, including appraisals and valuations of real property and improvements; 7 
securing title insurance policies; dedications or conveyance of easements; vacation of 8 
streets and alleys, street lighting, and other special assessments; and the 9 
condemnation of real property. 10 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6740 CITIZENS’ BOND OVERSIGHT COMMITTEE 2 



References: 3 
Education Code Sections 15264 et seq.,15278, 15280, and 15282 4 



A Citizens’ Bond Oversight Committee (the “Committee”) must be established pursuant 5 
to the requirements in Proposition 39, chaptered as the Strict Accountability in Local 6 
School Construction Bonds Act of 2000 (the “Act”) (Education Code Sections 15264 et 7 
seq.). 8 



The Committee shall operate pursuant to the Bylaws approved by the Governing Board.  9 
The Committee shall have only those responsibilities granted to them in the Act and in 10 
the Bylaws as established by the Governing Board. 11 
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BP 6150 DESIGNATION OF AUTHORIZED SIGNATURES 2 



References: 3 
 Education Code Sections 81655, 85232, and 85233 4 



Authority to sign orders and other transactions on behalf of the Governing Board is 5 
delegated to the Superintendent/President. The Superintendent/President delegates 6 
finance and administrative services-related items to the Chief Business Officer. 7 



The authorized signatures shall be filed with the San Diego County Office of Education. 8 



See AP 6150 titled Designation of Authorized Signatures 9 
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BP 6400 AUDITS 2 



References: 3 
Education Code Sections 15278 and 84040(b); 4 
Government Code Section 53060 5 



The Superintendent/President shall assure that an annual audit of all funds, books, and 6 
accounts of the District is completed in accordance with the regulations of Title 5. In 7 
addition, the Superintendent/President shall assure that annual audits are completed in 8 
compliance with General Obligation 39 requirements.  The Superintendent/President 9 
shall recommend a certified public accountancy firm to the Governing Board with which 10 
to contract for the annual audits. 11 



See AP 6400 titled Audits. 12 
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 FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



BP 6500 MANAGEMENT OF REAL PROPERTY 3 



References: 4 
Education Code Sections 81300 et seq. 5 



The Superintendent/President is delegated the authority to act as the Governing 6 
Board’s negotiator regarding all property management matters that are necessary for 7 
the benefit of the District. No transaction regarding the acquisition, lease, sale, use, or 8 
exchange of real property by the District shall be enforceable until acted on by the 9 
Governing Board. 10 



The Superintendent/President shall establish such procedures as may be necessary to 11 
assure compliance with all applicable laws relating to the acquisition, lease, sale, use, 12 
or exchange of real property by the District. 13 



See AP 6500 titled Management of Real Property. 14 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



BP 6740 CITIZENS’ BOND OVERSIGHT COMMITTEE 3 



References: 4 
Education Code Sections 15264 et seq., 15278, 15280, and 15282; 5 
Calif. Constitution Article XIIIA Section 1(b) and Article XVI Section 18(b) 6 



If a bond measure has been authorized pursuant to the conditions of Proposition 39, 7 
chaptered as the Strict Accountability in Local School Construction Bonds Act of 2000 8 
(Education Code Sections 15264 et seq.), as defined in the California Constitution, the 9 
Superintendent/President must establish a Citizens’ Bond Oversight Committee in 10 
accordance with the applicable law and necessary regulations. 11 



See AP 6740 titled Citizens’ Bond Oversight Committee. 12 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 12/5/14 2 



AP 6100 DELEGATION OF AUTHORITY 3 



References: 4 
Education Code Sections 70902(d), 81644, 81655, and 81656; 5 
Public Contract Code Sections 20651, 20658, and 20659 6 



The Superintendent/President delegates the authority to the Chief Business Officer to 7 
supervise budget preparation and management; oversee fiscal management of the 8 
District; and contract for, purchase, sell, lease, or license real and personal property, in 9 
accordance with Board Policy and law. Responsibility for the development of internal 10 
policies and procedures consistent with the provision of this regulation remains with the 11 
Chief Business Officer. This delegated authority is subject to review and approval by the 12 
the condition that certain of these transactions be submitted to the 13 
Superintendent/President. for review and approval from time to time as determined by 14 
the Superintendent/President. 15 



When transactions do not exceed the dollar limits established in the Public Contract 16 
Code, the Education Code, or other laws pertaining to the taking of competitive bids, the 17 
Director of Business Services Chief Business Officer or designee may contract for 18 
goods, services, equipment and rental of facilities so long as the transactions comply 19 
with law and any limitations or requirements set forth therein. Furthermore, the Director 20 
of Business Services Chief Business Officer or designee may amend the terms and 21 
conditions of any contractual arrangement so long as the total expenditure of funds and 22 
period of contract do not exceed the limitations set forth in applicable law or regulation. 23 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



AP 6200 BUDGET PREPARATION 2 



References: 3 
Accreditation Standard III.D; 4 
Education Code Section 70902(b)(5); 5 
Title 5 Sections 58300 et seq. 6 



The Chief Business Officer is responsible for the budget preparation process which 7 
includes establishing guidelines and timelines for the preparation of budgets.  The 8 
budget preparation process at Palomar College includes, but is not limited to, the 9 
following: 10 



 A statement of philosophy that includes that budget planning supports 11 
institutional goals and is linked to other institutional planning efforts. 12 



 A budget calendar that includes presentation of the tentative and adopted 13 
budgets.  The tentative budget shall be presented no later than July 1 (Title 5 14 
Section 58305(a)), and the adopted budget no later than September 15 (Title 5 15 
Section 58305(c)).  A public hearing on the adopted budget shall be held on or 16 
before September 15 (Title 5 Section 58301). 17 



 Submission of one copy of the adopted budget to the California Community 18 
Colleges Chancellor’s Office on or before September 30 (Title 5 Section 19 
58305(d)). 20 



 Budget development processes, including consultation with appropriate groups 21 



 Criteria and institutional guidelines for the financial planning and budgeting. 22 



The above deadline dates must be met unless an extension is granted by the California 23 
Community Colleges Chancellor’s Office under the authority of Title 5 Sections 58305 24 
and 58306. 25 



Office of Primary Responsibility:  Finance and Administrative Services 26 
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AP 6250 BUDGET MANAGEMENT 2 



References: 3 
Title 5 Sections 58305, 58307, and 58308 4 



The Chief Business Officer is responsible for ensuring the budget management process 5 
conforms to the Title 5 regulations. Title 5 requires that budget management conforms 6 
to the following minimum standards: 7 



 Total amounts budgeted as the proposed expenditure for each major 8 
classification of expenditures shall be the maximum expended for that 9 
classification for the academic year, except as specifically authorized by the 10 
Governing Board. 11 



 Transfers may be made from the Governing Board Reserve to any expenditure 12 
classification by written resolution of the Governing Board and must be approved 13 
by a two-thirds vote of the members of the Governing Board. 14 



 Transfers may be made between expenditure classifications by written resolution 15 
of the Governing Board and may be approved by a majority of the members of 16 
the Governing Board. 17 



 Excess funds must be added to the general reserve of the District and are not 18 
available for appropriation except by resolution of the Governing Board setting 19 
forth the need according to major classification. 20 



Transfers may not be made from the Restricted Reserve to any other reserve. 21 



Transfers from the Designated Reserve to the Unrestricted General Reserve or the 22 
Other Reserves require written resolution of the Governing Board and shall be approved 23 
by a majority of the members of the Governing Board. 24 



In addition, the California Community Colleges Chancellor’s Office requires budget and 25 
financial reporting which includes the submission of appropriate forms (e.g. CCFS 311) 26 
according to established deadlines. 27 



Office of Primary Responsibility: Finance and Administrative Services 28 
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 3 



AP 6300 FISCAL MANAGEMENT 4 



References: 5 
Education Code Section 84040(c); 6 
Title 5 Section 58311; 7 
Accreditation Standard III.D.2; 8 
California Community Colleges Budget and Accounting Manual (BAM) 9 



The Chief Business Officer is responsible for ensuring that the District complies with 10 
sound fiscal management procedures which include: 11 



 Providing for responsible stewardship of available resources 12 



 Providing for safeguarding and managing District assets to ensure ongoing 13 
effective operations; maintenance of adequate cash reserves; implementation 14 
and maintenance of effective internal controls; determination of sources of 15 
revenues prior to making short-term and long-term commitments; establishment 16 
of a plan for the repair and replacement of equipment and facilities 17 



 Providing for an organizational structure that incorporates a clear delineation of 18 
fiscal responsibilities and staff accountability 19 



 Providing that appropriate administrators keep the Governing Board current on 20 
the fiscal condition of the District as an integral part of policy and decision-21 
making 22 



 Providing for development and communication of fiscal policies, objectives, and 23 
constraints to the Governing Board, staff, and students 24 



 Providing for an adequate management information system that gives timely, 25 
accurate, and reliable fiscal information for planning, decision making, and 26 
budgetary control 27 



 Providing for appropriate fiscal policies and procedures and adequate controls to 28 
ensure that established fiscal objectives are met 29 



 Providing a process to evaluate significant changes in the fiscal environment and 30 
make necessary and timely adjustments 31 



 Providing both short term and long term goals and objectives and broad based 32 
input coordinated with District educational planning 33 



The Chief Business Officer is responsible for creating, maintaining, and communicating 34 
the contents of the Finance and Administrative Services Handbook(s). 35 



Office of Primary Responsibility:  Finance and Administrative Services 36 
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 3 
AP 6320 INVESTMENTS 4 
 5 
References: 6 



Government Code Sections 16429.1 - 16429.3, 16430, and 53600 et seq. 7 



The Chief Business Officer is responsible for investing the funds of the District that are 8 
not required for the immediate needs of the District.  Funds so invested shall follow the 9 
investment policy approved by the Governing Board in accordance with the Government 10 
Code Sections cited above and the following: 11 



 Funds which are not required for the immediate needs of the District shall be 12 
prudently invested in order to earn a return on such investment. 13 



 The preservation of principal is of primary importance.  Each transaction shall 14 
seek to ensure that capital losses are avoided, whether from securities or erosion 15 
of market value. 16 



 The investment program should remain sufficiently flexible to enable the District 17 
to meet all operating requirements that may be reasonably anticipated in any 18 
fund.  After preservation of principal, liquidity is the objective. 19 



 In managing District investments, District officials should avoid any transactions 20 
that might impair public confidence. 21 



 Investments should be made with precision and care, considering the probable 22 
safety of the capital as well as the probable income to be derived. (See 23 
Government Code Section 53600.6 regarding solvency and creditworthiness) 24 



District funds maintained by the County Treasurer that are not required for the 25 
immediate needs of the District may be invested as follows: 26 



 County Treasurer's Investment Pool. Investment of District funds may be 27 
delegated to the County Treasurer.  In accordance with county procedures, 28 
District funds may be pooled with other local agencies and invested by the 29 
County Treasurer in accordance with the investment guidelines specified by 30 
Government Code Section 53635 and investment policies adopted by the County 31 
Board of Supervisors. 32 



 State's Local Agency Investment Fund (Government Code Sections 16429.1-33 
16429.3).  District funds not required for immediate needs of the District may be 34 
remitted to the State Local Agency Investment Fund (LAIF) for the purpose of 35 
investment (Government Code Section 16429.1).  District funds deposited with 36 
the LAIF shall be invested by the State Treasurer in securities prescribed by 37 
Government Code Section 16430, or the Surplus Money Investment Fund and as 38 
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determined by the Local Investment Advisory Board (Government Code Section 39 
16429.2). 40 



 Other Investments - Other investments as permitted by Government Code 41 
Sections 53600 et seq., and in particular Government Code Sections 53601, 42 
53601.8, 53635, and 53635.8 may be made by the Chief Business Officer 43 
subject to prior approval of the Governing Board. (Note:  Government Code 44 
Sections 53601, 53601.8, 53605, and 53635.8 permit many very specific 45 
investments.  Questions should be referred to financial advisors or legal 46 
counsel.) 47 



Office of Primary Responsibility:  Finance and Administrative Services 48 
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 3 
Update # 22: Update section regarding the awarding of bids and contracts as discussed 4 
in new Section 20651.7 of the Public Contract Code. Update #24: Revised to update the 5 



legal references and the types of purchases which do not require advertising for bids. 6 
 7 



AP 6340 BIDS AND CONTRACTS 8 



References: 9 
Education Code Sections 81641 et seq.; 10 
Public Contract Code Sections 20103.7, 20110 et seq., and 20650 et seq. 11 
Government Code Section 53060 12 
 13 



The Chief Business Officer is responsible for Bids and Contracts. 14 



Limits 15 
Bids or quotes shall be secured as may be necessary to obtain the lowest possible 16 
prices as follows: 17 



 Purchase of goods or services up to the limit set out in the Public Contract Code 18 
will require documented quotes 19 



 Purchase of goods or services in excess of the limit set out in the Public 20 
Contract Code will require formal advertised bids 21 



Contracts involving expenditures that require competitive bidding require approval by 22 
the Governing Board prior to award. 23 



The cCurrent bid minimums for purchases of goods and services and public works 24 
projects can be found on the Palomar College Business and Contract Services 25 
department web pages.  The current bid minimum for purchase of goods and services 26 
can be found on the Palomar College Fiscal Services department web page. 27 



Bid Specifications 28 
Bid specifications shall include a definite, complete statement of what is required and, 29 
insofar as practical, shall include pertinent details of size, composition, construction, 30 
and/or texture of what is specified and minimum standards of efficiency, durability, 31 
and/or utility required of what is specified. 32 



Notice Calling for Formal Advertised Bids 33 
The District shall publish at least once a week for two weeks in a newspaper of general 34 
circulation published within the District or if there is no such paper, then in some 35 
newspaper of general circulation, circulated in the county, and may post on the District's 36 
web site or through an electronic portal, a notice calling for bids or proposals, stating the 37 
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work to be done or materials or supplies to be furnished and the time and place when 38 
bids will be opened. 39 



Bid and contract forms shall be prepared and maintained by Business and Contract 40 
Services or Fiscal Services, depending on the type of bid involved. All applicable statutory 41 
provisions and Board Policies shall be observed in preparation of the forms. Business 42 
and Contract Services and Fiscal Services shall be responsible for ensuring that the bid 43 
specifications are sufficiently broad to encourage and promote open competitive 44 
bidding. 45 
 46 
All bid notices for work to be done shall contain an affirmative statement requiring 47 
compliance with California Labor Code Sections 1775 and 1776 governing payment of 48 
prevailing wages and California Labor Code Section 1777.5 governing employment of 49 
apprentices.  All bid submissions shall contain all documents necessary to assure 50 
compliance with these California Labor Code Sections.  Failure to provide such 51 
documentation shall cause any such bid to be deemed incomplete. 52 



When required or determined to be appropriate, bids shall be accompanied by a 53 
certified or cashier's check or bid bond, in the amount specified in the bid form, as a 54 
guarantee that the bidder will enter into contract and furnish the required contract 55 
bonds.  When no longer required for the protection of the District, any certified or 56 
cashier's check received shall be returned to the respective bidder. 57 



The District shall make available to the prospective bidders bid forms with sets of 58 
specifications and drawings and shall provide a convenient place where bidders, 59 
subcontractors, and materiel personnel may examine the specifications and drawings. 60 



The District shall provide an electronic copy of the plans and specifications and other 61 
contract documents to a contractor plan room service at no charge upon request from 62 
that contractor plan room. 63 



Awarding of Bids and Contracts Awards 64 
 65 
The awarding of bids and contracts shall be subject to the following conditions: 66 
 67 



 Any and all bids and contract proposals may be rejected by the District 68 
 69 



 All bids shall be opened publicly and bidder shall be given the opportunity to 70 
make record of the bids received 71 
 72 



 Bid and contract award recommendations to the Governing Board shall show a 73 
tabulation of the bids received in reasonable detail 74 
 75 



 Bid and contract awards shall be made to the lowest responsive and responsible 76 
bidder substantially meeting the requirements of the specifications.  The District 77 
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reserves the right to make its selection of materials or services purchased based 78 
on its best judgment as to which bid substantially complies with the quality 79 
required by the specifications 80 



 For the purposes of bid evaluation and selection when the District determines 81 
that it can expect long-term savings through the use of life-cycle cost 82 
methodology, the use of more sustainable goods and materials, and reduced 83 
administrative costs, the District may provide for the selection of the lowest 84 
responsible bidder on the basis of best value pursuant to policies and procedures 85 
adopted by the governing board in accordance with this section. 86 



 "Best value" means the most advantageous balance of price, quality, service, 87 
performance, and other elements, as defined by the Board, achieved through 88 
methods in accordance with this section and determined by objective 89 
performance criteria that may include price, features, long-term functionality, life-90 
cycle costs, overall sustainability, and required services. 91 



Purchase without Advertising for Bids 92 
The Chief Business Officer is authorized to make purchases from firms holding public 93 
agency county contracts without calling for bids where it appears advantageous to do 94 
so. 95 



The Chief Business Officer may, without advertising for bids within the same county, 96 
purchase or lease from other public agencies materials or services by authorization of 97 
contract or purchase order. 98 



The Chief Business Officer may make purchases through the State of California 99 
Cooperative Purchasing Program operated by the Department of General Services. 100 



The Chief Business Officer is authorized to make purchases with a value between 101 
$5,000 and $250,000 from a certified small business, microbusiness, or disabled 102 
veteran business enterprise. 103 



Duration of Continuing Contracts for Services and Supplies 104 
Continuing contracts for work or services furnished to the District are not to exceed five 105 
years. 106 



Contracts for materials and supplies are not to exceed three years. 107 



Emergency Repair Contracts without Bid 108 
When emergency repairs or alterations are necessary to continue existing classes or to 109 
avoid danger of life or property, the Chief Business Officer may make a contract on 110 
behalf of the District for labor, materials, and supplies without advertising for or inviting 111 
bids, subject to authorization by the County Office of Education and subject to 112 
ratification by the Governing Board. 113 
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Unlawful to Split Bids 114 
It shall be unlawful to split or separate into smaller work orders or projects any project 115 
for the purpose of evading the provisions of the Public Contract Code requiring work to 116 
be done by contract after competitive bidding. 117 



Office of Primary Responsibility: Finance and Administrative Services 118 
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 2 



AP 6450 CELLULAR COMMUNICATION DEVICES OR WIRELESS 3 



PHONE/MOBILE DEVICE USE 4 



 5 
References: 6 



Vehicle Code Sections 12810.3, 23123, and 23124; 7 
Internal Revenue Code (I.R.C.), Sections 274(d)(4) and 280(d)(4) 8 



 9 
The Superintendent/President shall determine if it is in the best interests of the District 10 
to provide a cellular or wireless telephone at District expense. 11 
 12 
Cellular telephones provided by the District for compensatory reasons are classified by 13 
the Internal Revenue Service as a fringe benefit, the value of which must be included in 14 
an employee’s gross income. 15 
 16 
The value of a cellular telephone provided by the District primarily for non-compensatory 17 
business purposes is excludable from an employee’s income. Employees will generally 18 
not be required to keep notes of business and personal use of District-issued cellular 19 
telephones when the telephones are issued for non-compensatory business reasons. 20 
 21 
These rules do not apply to wireless or cellular telephones owned by employees. Any 22 
reimbursements to employees for use of their own wireless or cellular telephones may 23 
be excluded from wages if the employee accounts for the expense pursuant to the 24 
Internal Revenue Service accountable plan. 25 
 26 
Motor vehicle drivers may not use wireless or cellular telephones while operating their 27 
vehicles without a hands-free listening device. Drivers may use a wireless or cellular 28 
telephone to contact a law enforcement agency or public safety entity for emergency 29 
purposes. Drivers of motor trucks or truck-tractors, farm vehicles, tow trucks, a listed or 30 
described implement of husbandry, or a commercial vehicle, used in commercial 31 
agricultural operations may use a digital two-way radio service that utilizes a wireless or 32 
cellular telephone. 33 
 34 
There is no expectation of privacy in the use of a District-issued cellular telephone.  35 
 36 
Office of Primary Responsibility: Finance and Administrative Services  37 
 38 
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 3 
AP 6520 SECURITY FOR DISTRICT PROPERTY 4 



Reference: 5 
Accreditation Standard III.B.1 6 
Title 5, Section 58311(2) 7 



The Superintendent/President shall delegate to the Chief Business Officer responsibility 8 
to manage, control, and protect the assets and records of the District. 9 



Fixed Assets 10 
Each member of the District faculty and staff shall be responsible for equipment under 11 
his/her control. Loss of equipment and unauthorized removal of equipment should be 12 
reported immediately to the appropriate administrator. 13 



An inventory record shall be kept of all District property with an acquisition cost in 14 
excess of limits established by Education Code. 15 



The District will maintain a fixed asset inventory system. Fixed assets include furniture, 16 
computers, vehicles, etc. costing in excess of $5,000. 17 



In the event that fixed assets are moved within District boundaries, the appropriate 18 
administrator in each area must approve the request. In addition, notice must be sent to 19 
Fiscal Services. Fiscal Services will be responsible for ensuring that the inventory 20 
system is updated. 21 
 22 
District equipment shall not be loaned to persons not employed by or enrolled in the 23 
District. Equipment shall only be removed from District property with proper 24 
authorization(s). Removal of District property for personal use is prohibited.  25 



Stolen, Lost or Missing Personal District Property 26 
District departments are responsible for providing adequate protection of property in 27 
their custody, including protection against hazards of fire, theft, vandalism, and weather. 28 
All stolen, lost or missing property, regardless of title, must be reported immediately to 29 
the Palomar College Police Department and Fiscal Services upon discovery. 30 



Theft, loss, or inability to locate District or grant- or categorically-funded Personal 31 
District property shall be investigated and fully documented. It is recognized that the 32 
District is responsible for stolen, lost, or missing grant- or categorically-funded Personal 33 
District property which may require reimbursement to the appropriate government 34 
agency. 35 



Key Control Process 36 
The District issues and maintains keys for control purposes. 37 
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 38 
No keys will be issued without a signature of the employee and approval of the 39 
appropriate department chair/director and dean/vice president.  40 
 41 
Upon transfer of assignment or termination of employment, an individual must return 42 
any issued keys that are no longer needed to the Facilities Office. 43 



Under no circumstances shall keys be loaned to an unauthorized person. 44 



Lost or stolen keys must be reported to the Palomar College Police Department within 45 
24 hours of the discovery of the loss or theft and to the issuing department immediately.  46 



The Chief Business Officer shall be responsible for creating, maintaining, and 47 
communicating the contents of Finance and Administrative Services Handbook(s). 48 



Office of Primary Responsibility:  Facilities Office Fiscal and Administrative Services 49 
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AP 6540 INSURANCE 3 



References: 4 
Education Code Sections 70902, 72502, 72506, and 81601 et seq. 5 



The Chief Business Officer is responsible for securing the appropriate insurance in 6 
accordance with law and the District’s Risk Management Program including: 7 
 8 



 Liability insurance for damages for death, injury to person, or damage or loss of 9 
property 10 



 Liability insurance for the personal liability of the members of the Governing 11 
Board and of the officers and employees of the District for damages for death, 12 
injury to a person, or damage or loss of property caused by the negligent act or 13 
omission of the member, officer, or employee when acting within the scope of 14 
his/her office or employment 15 



 Fire insurance 16 



 Real property damage 17 



 Flood insurance 18 



 Personal property damage or loss 19 



 Insurance for District vehicles 20 



 Insurance against “other perils” (Education Code 81601) 21 



 Workers’ compensation insurance 22 



 Actuarial evaluation of the future annual costs of health and welfare benefits 23 



 Performance and fidelity bonds 24 



 Excess coverage insurance 25 



 26 



Office of Primary Responsibility:  Finance and Administrative Services 27 
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AP 6545 STUDENT ACCIDENT INSURANCE 3 



Reference: 4 
Education Code Section 72506 5 



Business & Contract Services is responsible for ensuring that all officially enrolled 6 
students and children who are enrolled in a District childcare facility will be covered by 7 
District student accident insurance. 8 



Office of Primary Responsibility:  Finance and Administrative Services 9 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



REV 12-5-14 2 
 3 



This procedure was revised in CCLC Update 20 to reflect the repeal of Education 4 
Code Section 81383 regarding disposal of real property. 5 



 6 
AP 6550 DISPOSAL OF DISTRICT PERSONAL (LISTED) PROPERTY 7 
 8 
References: 9 



Education Code Section 70902(b)(6), 81360 et seq., 81383, 81384, and 81450 et 10 
seq. 11 
 12 



Definitions   13 
District personal property is any asset other than land or buildings that belongs to the 14 
District.  Personal property includes both tangible assets (e.g., vehicles, office and 15 
classroom furniture and equipment. etc.) and intangible assets (e.g., securities, 16 
copyrights, etc.).  District real property is land or buildings owned by the District. 17 
 18 
District Personal Property 19 
The Superintendent/President shall delegate the authority and the supervision of 20 
disposal of District personal (listed) property to the Chief Business Officer. 21 
 22 
The District may sell for cash any District personal property if the property is not 23 
required for District purposes, or if it should be disposed of for the purpose of 24 
replacement, or if it is unsatisfactory or not suitable for use. 25 
 26 
Property cannot be sold until notice has been given.  Notice must be posted in at least 27 
three public places in the district for not less than two weeks; notice can also be by 28 
publication for at least once a week for a period of not less than two weeks in a 29 
newspaper published in the district and having a general circulation.  If there is no such 30 
newspaper, then notice can be published in a newspaper having a general circulation in 31 
the District; or if there is no such newspaper, then in a newspaper having a general 32 
circulation in the county in which the District or any part thereof is situated. 33 
 34 
The Chief Business Officer or designee shall sell the property to the highest responsible 35 
bidder, or shall reject all bids. 36 
 37 
Personal property authorized for sale as surplus may also be disposed of by means of a 38 
public auction conducted by employees of the District, or by other public agencies, or by 39 
contract with a private auction firm.  The personal property shall be sold or transferred 40 
to the highest responsible bidder upon completion of the auction and after payment has 41 
been received by the District. 42 
 43 
The District can also exchange for value, sell for cash, or donate any personal property 44 
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belonging to the District without complying with the preceding procedures if all of the 45 
following criteria are met: 46 
 47 



 The District determines that the property is not required for District purposes, that 48 
it should be disposed of for the purpose of replacement, or that it is 49 
unsatisfactory or not suitable for school use 50 



 The property is exchanged with, or sold or donated to, a school district, 51 
community college district, or other public entity that has had an opportunity to 52 
examine the property proposed to be exchanged, sold, or donated 53 



 The receipt of the property by a school district or community college district will 54 
not be inconsistent with any applicable district wide or school site technology 55 
plan of the recipient district 56 



 57 
If the Governing Board, by a unanimous vote of those members present, finds that the 58 
property, whether one or more items, does not exceed in value the sum of $5,000, the 59 
property may be sold by Chief Business Officer or designee at private sale without 60 
advertising. 61 
 62 
Any item or items of property having previously been offered for sale as provided in 63 
Education Code Section 81450, but for which no qualified bid was received, may be 64 
sold by Chief Business Officer or designee at private sale without advertising. 65 
 66 
District Real Property 67 
 68 
In addition, tThe Governing Board may sell or lease real property belonging to the 69 
District under the following conditions: 70 
 71 



 If the District has received only one sealed proposal from a responsible bidder 72 
that conforms with the standard rate or rates for the lease of its real property 73 
established by a majority vote of the Governing Board, the Board may by majority 74 
vote delegate to an officer or employee the power to enter into leases, for and in 75 
behalf of the District, of any real property of the District. 76 



 77 
 Generally, the funds derived from the sale or from a lease with an option to 78 



purchase shall be used for capital outlay or deferred maintenance.  However, the 79 
proceeds of property sold or leased that was first offered for park or recreational 80 
purposes where applicable and then offered for sale or lease with an option to 81 
purchase at fair market value may be deposited in the general fund of the District 82 
if, prior to the sale or lease, the Governing Board has determined that the district 83 
has no anticipated need for additional sites or building construction for the five-84 
year period following the sale or lease. 85 



 86 
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The Chief Business Officer shall be responsible for creating, maintaining, and 87 
communicating information in the Finance and Administrative Services Handbook(s) 88 
regarding disposal of District personal (listed) property. 89 
 90 
Office of Primary Responsibility:  Facilities Office Fiscal Finance and Administrative 91 
Services 92 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



AP 6600 CAPITAL CONSTRUCTION 3 



References: 4 
Education Code Section 81820; 5 
Title 5 Sections 57150 et seq. 6 



The Chief Business Officer shall ensure that the Five-Year Capital Outlay Program is 7 
filed with the California Community Colleges Chancellor’s Office.  The program will 8 
consist of the plans of the District concerning its future academic and student service 9 
programs, and the effects of such programs on construction needs as required by the 10 
California Community Colleges Chancellor’s Office. 11 



Construction contracts will be awarded in accordance with AP 6350 titled Contracts – 12 
Construction and will comply with applicable laws relating to public works. 13 



Office of Primary Responsibility:  Finance and Administrative Services 14 
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FINANCE AND ADMINISTRATIVE STUDENT SERVICES 1 
REV 11/7/14 2 



 3 
Recommend this item be moved to Chapter 5 4 



 5 
AP 5757 6750 PARKING 6 



 7 
References: 8 



Education Code Section 76360; 9 
Vehicle Code Section 21113 10 



These procedures are intended to promote safe and orderly movement of traffic within 11 
District property for the safe and orderly parking of vehicles. 12 



All applicable provisions of the California Vehicle Code are expressly applicable both on 13 
and off paved roadways. 14 



Parking of motor vehicles is limited to specially designated areas. Parking permits are 15 
required and must be properly displayed. Vehicles parked in violation of the provisions 16 
of this code are subject to fines, towing, or impoundment. 17 



All persons who enter on District property are charged with knowledge of the provisions 18 
of this procedure and are subject to the penalties for violations of such provisions. 19 



Office of Primary Responsibility:  Finance and Administrative Student Services 20 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 8/6/2014 2 



AP 6800 OCCUPATIONAL ENVIRONMENTAL HEALTH AND SAFETY 3 



References: 4 
Cal/OSHA; Labor Code Sections 6300 et seq.; 5 
Title 8 Sections 340 et seq. and 3203; 6 
Code of Civil Procedure Section 527.8; 7 
Penal Code Sections 273.6, 626.9, 626.10, and 12021 8 



The Superintendent/President delegates the authority to implement procedures to 9 
ensure the safety of employees and students on District sites to the Chief Business 10 
Officer. 11 



Oversight and Coordination 12 
The District Facilities Environmental Health & Safety Department shall operate and 13 
maintain a health and safety program.  The responsibility includes the identification, 14 
reporting, and mitigation of all District-wide safety concerns. 15 



Emergencies 16 
Any employee shall immediately report any situation that threatens life or property and 17 
demands an immediate response of police, fire, or medical personnel by first dialing 911 18 
and then notifying Campus Police. 19 



Equipment and Sanitation 20 
Should the duties of an employee require the use of equipment to ensure the safety of 21 
the employee, the employee’s department shall furnish such equipment.  Complaints 22 
related to health, safety, sanitation, and working conditions shall be forwarded to the 23 
Supervisor of Environmental Health and Safety for review and recommendation. 24 
 25 
Hazardous Materials 26 
The District must post at least one Cal/OSHA Notice in each location where business is 27 
conducted in a conspicuous place where notices to employees are customarily posted. 28 



Where employers are engaged in activities that are physically dispersed such as 29 
construction or transportation, the notice required shall be posted at each location to 30 
which employees report each day. 31 



Where employees do not usually work at, or report to, a single location the notice or 32 
notices shall be posted at the locations from which the employees operate to carry out 33 
their activities. 34 



Each Employer The District shall take steps to insure that such notices are not altered, 35 
defaced, or covered by other materials. 36 
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The notice shall inform employees that employers who use any substance listed as a 37 
hazardous substance by Cal/OSHA regulations must provide employees with 38 
information on the contents of material safety data sheets (MSDS) or equivalent 39 
information about the substance which trains employees to use the substance safely. 40 



The notice must also state that the employer is required to make available on a timely 41 
and reasonable basis a MSDS on each hazardous substance in the workplace upon 42 
request of the employee, collective bargaining representative, or an employee’s 43 
physician. 44 



The notice must also state that employees have the right to see and copy the medical 45 
record and other records of employee exposure to potentially toxic material or harmful 46 
physical agents. 47 



If the District is required to conduct tests or to engage in monitoring or measuring to 48 
determine employee exposure to hazards by specific standards it shall notify the 49 
affected employees or their representative, prior to commencement of the date, time 50 
and place of testing, monitoring or measuring of employee exposure. 51 



The District must provide the employee or employees or their representatives with the 52 
opportunity to observe the testing, sampling, monitoring, or measuring undertaken 53 
pursuant to such standards. 54 



Whenever any employee has been or is being exposed to toxic materials or harmful 55 
physical agents in concentrations or at levels exceeding those prescribed by applicable 56 
standard, order, or special order, the District must promptly notify any employee so 57 
affected in writing of the fact that the employee has been exposed, and of the corrective 58 
action being taken. 59 



The Chief Business Officer shall be responsible for creating, maintaining, and 60 
communicating information and procedures related to occupational health and safety 61 
issues in the Finance and Administrative Services Handbook(s). 62 



Office of Primary Responsibility:  Finance and Administrative Services 63 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6100 DELEGATION OF AUTHORITY 2 



References: 3 
 Education Code Sections 70902(d), 81655, and 81656 4 



The Governing Board delegates to the Superintendent/President the authority to 5 
establish procedures that assure the proper administration of property and contracts; 6 
the budget, audit, and accounting of funds; the acquisition of supplies, equipment, and 7 
property; and the protection of assets.  All transactions and operations shall comply with 8 
applicable laws and regulations. 9 



No contract shall constitute an enforceable obligation against the District until it has 10 
been approved or ratified by the Governing Board.  (See BP 6340 titled Bids and 11 
Contracts) 12 



The Superintendent/President in consultation with the Chief Business Officer shall make 13 
appropriate periodic reports to the Governing Board and shall keep the Governing 14 
Board fully advised regarding the financial status of the District. 15 



See AP 6100 titled Delegation of Authority. 16 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 7/7/14 2 



 3 
BP 6200 BUDGET PREPARATION 4 



This policy was revised by CCLC in Update #24 to remove the definition of the 5 
District’s unrestricted general reserves. 6 



 7 



References: 8 
 Education Code Section 70902(b)(5); 9 
 Title 5 Sections 58300 et seq. 10 



Each year, the Superintendent/President shall present to the Governing Board a 11 
budget, prepared in accordance with Title 5 and the California Community Colleges 12 
Budget and Accounting Manual. The Governing Board has determined that the 13 
unrestricted general reserves shall be consistently maintained at or above the minimum 14 
prudent level (5% of the total unrestricted general fund expenditures) as recommended 15 
by the Chancellor’s Office of the California Community Colleges. 16 



The schedule for presentation and review of budget proposals shall comply with state 17 
law and regulations, and provide adequate time for Governing Board study. 18 



Budget development shall meet the following criteria: 19 



 The annual budget shall support the District’s master and educational plans 20 
which reflect the planning processes 21 



 Assumptions upon which the budget is based are presented to the Governing 22 
Board for review 23 



 A schedule is provided to the Governing Board prepared each year that includes 24 
dates for presentation of the tentative budget, required public hearing(s), 25 
Governing Board study session(s), and approval of the final budget.  At the public 26 
hearings, interested persons may appear and address the Governing Board 27 
regarding the proposed budget or any item in the proposed budget 28 



 Changes in the assumptions upon which the budget was based shall be reported 29 
to the Governing Board in a timely manner and 30 



 Budget projections address long term goals and commitments 31 



See AP 6200 titled Budget Preparation. 32 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 7/7/14 2 



 3 
BP 6250 BUDGET MANAGEMENT 4 
 5 



This policy was revised by CCLC Update 24 to add the definition of the District’s 6 
unrestricted general reserves. The text in green is from FAS. 7 



References: 8 
 Title 5 Sections 58307 and 58308 9 
 10 
The budget shall be managed in accordance with Title 5 and the California Community 11 
Colleges Chancellor’s Office as prescribed by the Budget and Accounting Manual 12 
(BAM). Budget revisions shall be made only in accordance with these policies and as 13 
provided by law. 14 
 15 
All income accruing to the District in excess of the amounts required to finance the total 16 
proposed expenditures as shown in the budget of the District shall be added to the 17 
ending fund balance of the District.  18 
 19 
The District’s unrestricted general reserves shall be no less than 5%.  (A which is a 20 
prudent reserve is as defined by the California Community College Chancellor’s Office. 21 
as 5%.) 22 
 23 
The ending fund balance shall consist of the following: 24 
 25 
Unrestricted General Reserve (Fund 11 General Fund) 26 
 27 



 Governing Board Reserve – is currently set at five percent of the total 28 
unrestricted general fund expenditures 29 



 30 
 Designated Reserve – funds designated by Governing Board action 31 



 32 
 Other Reserves – funds to cover general and other unanticipated needs 33 



 34 
Restricted Reserve (Fund 12 Restricted Fund) 35 
 36 



 Funds restricted by source of revenue 37 
 38 
A transfer from the Governing Board Reserve may be approved by the Chief Business 39 
Officer, and a resolution providing for this transfer must be submitted to the Governing 40 
Board for ratification and be approved by two-thirds vote of the members of the 41 
Governing Board. 42 
 43 
Transfers between expenditure classifications may be approved by the Chief Business 44 
Officer and must be submitted to the Governing Board for ratification and be approved 45 
by a majority vote of the members of the Governing Board. 46 
 47 
See AP 6250 titled Budget Management. 48 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6300 FISCAL MANAGEMENT 2 



References: 3 
Education Code Section 84040(c); 4 



 Title 5 Section 58311; 5 
 California Community Colleges Budget and Accounting Manual (BAM) 6 



The Superintendent/President shall establish procedures to assure that the District’s 7 
fiscal management is in accordance with the principles contained in Title 5 Section 8 
58311 and Generally Accepted Accounting Principles (GAAP) and other relevant 9 
accounting standards mandated by specific agencies to include: 10 



 Adequate internal controls exist 11 



 Fiscal objectives, procedures, and constraints are communicated to the 12 
Governing Board and employees 13 



 Adjustments to the budget are made in a timely manner, when necessary 14 



 The management information system provides timely, accurate, and reliable 15 
fiscal information and 16 



 Responsibility and accountability for fiscal management are clearly delineated. 17 



The books and records of the District shall be maintained pursuant to the BAM. 18 



As required by law, the Governing Board shall be presented with a quarterly report 19 
showing the financial and budgetary conditions of the District. 20 



See AP 6300 titled Fiscal Management. 21 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6320 INVESTMENTS 2 



References: 3 
Government Code Sections 53600 et seq. 4 



The Superintendent/President is responsible for ensuring that the funds of the District 5 
that are not required for the immediate needs of the District are invested.  Investments 6 
shall be in accordance with law, including California Government Code Sections 53600 7 
et seq. 8 



Investments shall be made based on the following criteria: 9 



 The preservation of principal shall be of primary importance 10 



 The investment program must remain sufficiently flexible to permit the District to 11 
meet all operating requirements 12 



 Transactions should be avoided that might impair public confidence 13 



See AP 6320 titled Investments. 14 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 7/7/14 2 



 3 
BP 6340 BIDS AND CONTRACTS 4 
 5 



This policy was revised in CCLC Update 24 to update the legal references. 6 
 7 
References: 8 



Education Code Sections 81641 et seq.; 9 
Public Contracts Code Sections 20650 et seq. 10 
Government Code Section 53060 11 
 12 
 13 



The Governing Board delegates to the Superintendent/President the authority to enter 14 
into contracts on behalf of the District and to establish administrative procedures for 15 
contract awards and management, subject to the following: 16 
 17 



 Upon ratification by the Governing Board, contracts are enforceable obligations 18 
and all such transactions shall be ratified by the Governing Board at least every 19 
60 days 20 
 21 



 Contracts for work to be done, services to be performed or for goods, equipment 22 
or supplies to be furnished or sold to the District that exceed the amounts 23 
specified in Public Contract Code Section 20651 shall require prior approval by 24 
the Governing Board 25 
 26 



 When bids are required according to Public Contract Code Section 20651, the 27 
Governing Board shall award each such contract to the lowest responsible bidder 28 
who meets the specifications published by the District and who shall give such 29 
security as the Governing Board requires or rejects all bids 30 
 31 



 All such transactions shall be reviewed by the Governing Board at least every 60 32 
days. 33 
 34 



If the Superintendent/President concludes that the best interests of the District will be 35 
served by pre-qualification of bidders in accordance with Public Contract Code Section 36 
20651.5, pre-qualification may be conducted in accordance with procedures that 37 
provide for a uniform system of rating on the basis of a questionnaire and financial 38 
statements. 39 
 40 
If the best interests of the District will be served by a contract, lease, requisition, or 41 
purchase order though any other public corporation or agency in accordance with Public 42 
Contract Code Section 20652, the Superintendent/President is authorized to proceed 43 
with a contract. 44 
 45 
Also See AP 6340 titled Bids and Contracts. 46 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
REV 12/1/14 2 



 3 
BP 6450 WIRELESS COMMUNICATION DEVICES 4 



 5 
References: 6 



Vehicle Code Sections 12810.3, 23123, and 23124 7 
Internal Revenue Code (I.R.C.) Sections 274(d)(4) and 280F(d)(4) 8 
PFF Agreement Article 20 – Working Conditions 9 
 10 



 11 
 12 
The Superintendent/President shall determine if it is in the best interests of the District 13 
to provide/compensate employees for wireless communication devices at District 14 
expense. 15 
 16 
The Chief Business Officer shall be responsible for creating, maintaining, and 17 
communicating information and operational guidelines related to wireless 18 
communication devices. 19 
 20 
Cellular telephones provided by the District for compensatory reasons are classified by 21 
the Internal Revenue Service as a fringe benefit, the value of which must be included in 22 
an employee’s gross income. 23 
 24 
The value of a cellular telephone provided by the District primarily for non-compensatory 25 
business purposes is excludable from an employee’s income. Record keeping of 26 
business and personal use of District-issued cellular telephones shall not generally be 27 
required when the telephones are issued for non-compensatory business reasons. 28 
 29 
The Superintendent/President or designee may authorize a monthly allowance for the 30 
use of employee-owned wireless communication devices for those employees whose 31 
position requires him/her to be on-call or have frequent calling needs by cellular 32 
telephone to conduct District business. Record keeping of business and personal use 33 
shall not be required and the allowance shall be included in the employee’s gross 34 
income pursuant to an Internal Revenue Service non-accountable plan. 35 
 36 
Motor vehicle drivers may not use wireless communication devices while operating 37 
vehicles on District business without a hands-free listening device and shall comply with 38 
all requirements of California law regarding the use of wireless or cellular telephones in 39 
vehicles. 40 
 41 
There shall be no expectation of privacy in the use of a District-issued cellular 42 
telephone. 43 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6520 SECURITY FOR DISTRICT PROPERTY 2 



References: 3 
Education Code Sections 81600 et seq.; 4 
Accreditation Standard III.B.1 5 



The Superintendent/President shall establish procedures necessary to manage, control, 6 
and protect the assets of the District, including but not limited to ensuring sufficient 7 
security to protect property, equipment, and information from theft, loss, or significant 8 
damage. 9 



See AP 6520 titled Security for District Property. 10 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6540 INSURANCE 2 



References: 3 
Education Code Sections 70902, 72502, 72506, and 81601 et seq. 4 



The Superintendent/President shall be responsible to secure insurance for the District 5 
as required by law, which shall include but is not limited to the liabilities described in 6 
Education Code Section 72506 as follows: 7 



 Liability for damages for death, injury to persons, or damage or loss of property 8 



 Personal liability of the members of the Governing Board and the officers and 9 
employees of the District for damages for death, injury to a person, or damage or 10 
loss of property caused by the negligent act or omission of the member, officer, 11 
or employee when acting within the scope of his or her office or employment. The 12 
Superintendent/President may authorize coverage for persons who perform 13 
volunteer services for the District 14 



 Worker’s compensation insurance 15 



Insurance also shall include fire insurance and insurance against other perils 16 
recommended by the Finance and Administrative Services Office. 17 



The District may join in a joint powers agreement pursuant to Education Code Section 18 
81603 for the purposes described in this policy. 19 



See AP 6540 titled Insurance. 20 
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FINANCE AND ADMINISTRATIVE SERVICES 1 



BP 6545 STUDENT ACCIDENT INSURANCE 2 



References: 3 
Education Code Section 72506; 4 
Government Code Sections 989-991.2 5 



The Superintendent/President shall assure that students are covered by accident 6 
insurance in those instances required by law or contract. 7 



See AP 6545 titled Student Accident Insurance. 8 
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 1 
FINANCE AND ADMINISTRATIVE SERVICES 2 



REV 12-5-14 3 
 4 



BP 6550 DISPOSAL OF DISTRICT PERSONAL (LISTED) PROPERTY 5 
 6 
References: 7 



Education Code Sections 70902(b)(6), 81360 et seq., and 81450 et seq. 8 
 9 



 10 
The Superintendent/President is delegated authority by the Governing Board to declare 11 
as surplus such district personal property of the District as is no longer useful for District 12 
purposes and shall establish procedures to dispose of such property in accordance with 13 
applicable law. All sales of surplus personal property shall be reported to the Governing 14 
Board on a periodic an annual basis. This policy shall not be construed as authorizing 15 
any representative of the District to dispose of surplus real property at any time. 16 
 17 
See AP 6550 titled Disposal of District Personal (Listed) Property 18 
 19 
 20 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
 2 



BP 6600 CAPITAL CONSTRUCTION 3 



References: 4 
Education Code Section 81820; 5 
Title 5 Sections 57150 et seq. 6 



The Superintendent/President is responsible for the planning and administrative 7 
management of the District’s capital construction. 8 



The Governing Board shall approve and submit to the Board of Governors the Five-9 
Year Capital Construction Plan as required by law.  The Superintendent/President shall 10 
ensure completion of an update of the Plan and present it to the Governing Board for 11 
approval annually. 12 



The Superintendent/President shall ensure that the progress of all construction work is 13 
monitored including inspection of workmanship, completion of work to meet 14 
specifications, and the suitability of proposed changes to the scope and original design 15 
of the work. 16 



See AP 6600 titled Capital Construction. 17 
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FINANCE AND ADMINISTRATIVE STUDENT SERVICES 1 
REV 7/7/2014 2 



Move to chapter 5 3 



BP 5757 6750 PARKING 4 



References: 5 
Education Code Section 76360; 6 
Vehicle Code Section 21113 7 



The Superintendent/President shall establish such administrative procedures regarding 8 
vehicles and parking on campus as are necessary for the orderly operation of 9 
instructional programs. No person shall drive any vehicle or leave any vehicle 10 
unattended on the campus except in accordance with such procedures. 11 



Parking fees shall be established in accordance with BP 5030 titled Fees. 12 



See AP 5757 6750 titled Parking. 13 
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FINANCE AND ADMINISTRATIVE SERVICES 1 
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BP 6800 OCCUPATIONAL ENVIRONMENTAL HEALTH AND SAFETY 3 



References: 4 
49 C.F.R. Part 40 and Part 655; 5 
29 C.F.R. 1910.101 et seq.; 6 
Health and Safety Code Section 104420; 7 
Title 8 Section 3203; 8 
Labor Code Section 6401.7; and 9 
Cal-OSHA Safety Orders Section 3203 10 
PFF Agreement Article 13 – Safety 11 
CCE Agreement Article 25 – Health and Safety 12 
 13 



The Superintendent/President shall establish administrative procedures to ensure the 14 
safety of employees and students on District sites, including the following: 15 



 Compliance with the United States Department of Transportation regulations 16 
implementing the Federal Omnibus Transportation Employee Testing Act of 17 
1991. Specifically, the District shall comply with the regulations of the Federal 18 
Highway Administration (FHWA) and, if applicable, the Federal Transit 19 
Administration (FTA). Compliance with these policies and procedures may be a 20 
condition of employment. 21 



 Establishment of an Injury and Illness Prevention Program in compliance with 22 
applicable OSHA regulations and state law. These procedures shall promote an 23 
active and aggressive program to reduce and/or control safety and health risks. 24 



 Establishment of a Hazardous Material Communications Program, which shall 25 
include review of all chemicals or materials received by the District for hazardous 26 
properties, instruction for employees and students on the safe handling of such 27 
materials, and proper disposal methods for hazardous materials. 28 



 Prohibition of the use of tobacco-related products including electronic smoking 29 
devices  e-cigarettes in all public buildings on all District-owned property and in 30 
District-owned vehicles. 31 



Also see BP 6805 titled Risk Management and BP 6810 titled Illness/Injury Prevention 32 
as well as AP 6800 Occupational Environment Health and Safety, AP 6805 titled Risk 33 
Management, and AP 6810 titled Illness/Injury Prevention and BP 3570 titled Smoking 34 
and/or Other Tobacco Use.  35 












