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BP 5010 Admissions  
 
Reference: 

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

 
 instruction offered. Such persons shall be admitted as provisional students, and thereafter 
shall be required to comply with the District's rules and regulations regarding scholastic 
achievement and other standards to be met by provisional or probationary students as a 
condition to being readmitted in any succeeding semester. 

Persons who are apprentices as defined in Section 3077 of the Labor Code. 
The District shall in its discretion, or as otherwise federally mandated, evaluate the validity of a 
student’s high school completion.  The Registrar, Vice President of Student Services, or 
designee, shall establish procedures for evaluating the validity of a student’s high school 
completion. 

Admission 
Any student whose age or class level is equal to completed 10th grade is eligible to attend as a 

special part-time student for advanced scholastic or vocational courses.  

• Any student whose age or class level is equal to completed 10th grade is eligible to attend as 
a special full-time student  

• Any student who has completed the 10th grade may attend summer session.  

• The Registrar and/or the Vice President of Student Services shall establish 
procedures regarding ability to benefit and the admission of students who have 
completed the 10th grade  

Denial of Requests for Admission 

• If the Board denies a request for special full time or part time enrollment by a pupil who is 
identified as highly gifted, the Board will record its findings and the reason for denying the 
request in writing within 60 days. 

• The written recommendation and denial shall be issued at the next regularly scheduled 
board meeting that occurs at least 30 days after the pupil submits the request to the district.  

The Registrar and/or the Vice President of Student Services shall establish procedures 
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• The Registrar and/or the Vice President of Student Services shall establish procedures 
regarding compliance with statutory and regulatory criteria for concurrent enrollment.  

 
See Administrative Procedures #5010 
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AP 5010 Admissions 
Reference:  

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

Designated authority and responsibility for the admissions process is the Director of Admissions 
and Records. 

Admission procedures for students over 18 with a high school diploma 

Admission criteria and procedures for students over 18 without a high school diploma  

Admission procedures for non-resident students that include a determination of residency status 
(AP 5015 titled Residence Determination) 

• Publication of admissions policies and procedures 
 
The College Registrar or designee shall establish procedures for evaluating the validity of a 
student’s high school completion if the District of the United States Department of Education has 
reason to believe that the high school diploma is not valid or was not obtained from and entity 
that provides secondary school education.
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AP 5011 Admission and Concurrent Enrollment of High School and  
Other Young Students 

 
Reference: 

Education Code Sections 48800; 48800.5; 76001 and 76602 
 

Admission criteria and procedures for younger students enrolling the community college: 
• Special part-time students 
• Special full-time students 
• Summer school students 
• Agreements between school Districts(s) and the District 
• Credit granted for courses 
• Limits on the number of units for which special part-time students may enroll (see Education 

Code Section 76001.d for specific language)  
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• Written and signed approval of his or her principal (Note: a parent or guardian of a pupil who 
is not enrolled in a public or private school may petition directly without the signature of a 
principal. If home schooled, verification that the school is registered with the school district in 
which it operates must be provided, )  

• Interview with a Gavilan College counselor: 
• Complete a skill level assessment in math and English: 
• Provide a transcript from the last school attended verifying a minimum cumulative grade 

point average of 2.00, good standing and eligibility to continue: 
• Demonstration that the student is capable of profiting from instruction. The Vice President of 

Student Services has the authority to make the final decision whether a student can benefit 
from instruction. 

To be considered for admission as a special full-time student, the student must meet the 
eligibility standards as established in Education Code Section 48800.05. 
Admission is subject to seat availability. The student must submit:  

• District application for admission;  
• written and signed parental or guardian consent;  
• Written and signed acknowledgment of his or her principal. (Note: a pupil who is not enrolled 

in a public or private school does not need to provide written acknowledgment from his/her 
school principal. If home schooled, verification that the school is registered with the school 
district in which it operates must be provided,);  

• Demonstration that the student is capable of profiting from instruction; 
• Interview with a Gavilan College counselor: 
• Complete a skill level assessment in math and English: 
• Provide a transcript from the last school attended verifying a minimum cumulative grade 

point average of 2.00, good standing and eligibility to continue: 
• Written approval of the governing board of the school district of attendance. The Vice 

President of Student Services has the authority to make the final decision whether a student 
can benefit from instruction.  

To be considered for admission as a special summer session student, the student must meet 
the eligibility standards as established in Education Code Section 76001.  Registration in a 
summer sessions limited to 4 units. 
The student must submit:  
• Written and signed parental or guardian consent; 
• Written and signed approval of his or her principal that the student has availed himself or 

herself of all opportunities to enroll in an equivalent course at his or her school of 
attendance; and 

• Demonstration that the student has adequate preparation in the disciplines to be studied.  
• Interview with a Gavilan College counselor: 
• Complete a skill level assessment in math and English: 
• Provide a transcript from the last school attended verifying a minimum cumulative grade 
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AP 5012 International Students 
 
Reference: 

76141; 76142; Title 5, Section 54045;  
Title 8, U.S.C. Section 1101. et seq.  

Applicants with F-1 visas must submit the following documents to the Admissions and 
Records Office by June 15th for the fall semester an by October 15 for the spring: 
 

1. A completed application form with photograph of applicant. 
2. A $100 nonrefundable, onetime filing fee. 
3. Official transcripts of secondary and post-secondary school work in English. 
4. TOEFL (Test of English as a Foreign Language) scores.  A score between 

450 and 500 on the paper-based test and between 133 and 173 for the 
computer-based test is required for admittance to an English as a Second 
Language program.  Placement in English 440 (Basic Writing) or English 420 
(Reading Improvement) requires a paper-based test score of 501 to 550 or a 
computer-based test score of 173 to 213. 

5. The financial statement, which indicates the student has the means to 
support his or her costs of attendance either from personal, family or 
governmental sources, plus a bank statement or proof thereof. 

6. A photocopy of the I-20 or F-1 visa if issued by another school. 
 
Health insurance is mandatory and must be purchased prior to applying at Gavilan 
College; or can be purchased from the Student Insurance International Student Plan 
available through Gavilan College. 
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AP 5013 Students in the Military 
 
Reference: 

Education Code Sections 68074, 68075, and 68075.5; 
Title 5 Sections 55023, 55024, 54041, 54042, 54050, and 58620 
Military and Veterans Code Section 824 

Residence Determinations for Military Personnel and Dependents 
A student who is a member of the armed forces of the United States stationed in California on 
active duty, except a member of the armed forces assigned for educational purposes to a state-
supported institution of higher education, is entitled to resident classification.  Such student shall 
retain resident classification in the event that the member of the armed forces is thereafter 
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Students seeking withdrawal in this circumstance must do so through the Director of Admission 
and Records. 

 
 

Reference: AP 4230 AP 4233 
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BP 5015 Residence Determination 
 
Reference: 

Education Code Sections 68040; 76140; Title 5, Sections 54000, et seq. 
 

Students shall be classified at the time of each application for admission or registration as a 
resident or nonresident student. 

A resident is any person who has been a bona fide resident of California for at least one year 
and a day on the residence determination date. The residence determination date shall be the 
day immediately preceding the first day of a semester, intersession or summer session for 
which the student applies to attend.  

Residence classification shall be made for each student at the time application for admission is 
accepted or registration occurs and whenever a student has not been in attendance for more 
than one semester. A student previously classified as a nonresident may be reclassified as of 
any residence determination date.  

The President of the College shall enact procedures to assure that residence determinations are 
made in accordance with Education Code and Title 5 regulations.  
 
 
See Administrative Procedures #5015 
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AP 5015 Residence Determination  
 
Reference: 

Education Code Section 68000 et seq.; 68130.5 
Title 5, Sections 54000 et seq. 

 
Residence Classification. 

Residency classifications shall be determined for each student at the time of each registration 
and whenever a student has not been in attendance for more than one semester. Residence 
classifications are to be made in acc1(c)-2p1doe with the following provisions: 

• A residence determination date is that day immediately preceding the opening day of 
instruction for any session during which the student proposes to attend. 

• Residence classification is the responsibility of the A



Approved by the Board of Trustees:  August 13, 2002  
Amended by the Board of Trustees:  August 14, 2007 
Amended by the Board of Trustees:  August 14, 2012 

7. A resident is a student who has been a bona fide resident of the state for one year prior to 
the residence determination date.  A bona fide resident is a person whose residence is in 
California as determined above except: 
• A student who is a minor and remains in this state after the parent, who was previously 

domiciled in California and has established residence elsewhere, shall be entitled to retain 
resident classification until attaining the age of majority and has resided in the state the 
minimum time necessary to become a resident, so long as continuous attendance is 
maintained at an institution. 

• A student who is a minor and who provides evidence of being entirely self-supporting and 
actually present in California for more than one year immediately preceding the residence 
determination date with the intention of acquiring a residence therein, shall be entitled 
resident classification until he or she has resided in the state the minimum time necessary to 
become a resident. 

• A student who has not been an adult for one year immediately preceding the residence 
determination date for the semester for which the student proposes to attend an institution 
shall have the immediate premajority-derived California residence, if any, added to the post-
majority residence to obtain the one year of California residence. 

• A student holding a valid credential authorizing service in the public schools of this state, 
who is employed by a school district in full-time position requiring certification qualifications 
for the college year in which the student enrolls in an institution, shall be entitled to resident 
classification if each student meets any of the following requirements: 
- He or she holds a provisional credential and is enrolled in courses necessary to obtain 

another type of credential authorizing service in the public schools. 
- He or she holds a credential issued pursuant to Education Code Section 44250 and is 

enrolled in courses necessary to fulfill credential requirements. 
- He or she is enrolled in courses necessary to fulfill the requirements for a fifth year of 

education prescribed by subdivision (b) of Education Code Section 44259. 
- A student holding a valid emergency permit authorizing service in the public schools of 

this state, who is employed by a school district in a full-time position requiring 
certification qualifications for the academic year in which the student enrolls at an 
institution in courses necessary to fulfill teacher credential requirements, is entitled to 
resident classification only for the purpose of determining the amount of tuition and fees 
for no more that one year.  Thereafter, the student’s residency status will be determined 
under the other provisions of this procedure. 

• A student who is a full-time employee of the California State University, the University of 
California, or a community college, or any state agency or a student who is a child or spouse 
of a full-time employee of the California State University, the University of California or a 
community college, or of any state agency may be entitled to resident classification, until the 
student has resided in the state the minimum time necessary to become a resident. 

• A student who is a natural or adopted child, stepchild, or spouse who is a dependent of a 
member of the armed forces of the United States stationed in this state on active duty shall 
be entitled to resident classification.  If the member of the armed forces of the United States 
later transfers on military orders to a place outside the state or retires as an active member 
of the armed forces of the United States, the student dependent shall not lose his or her 
resident classification.  

• A student who is a member of the armed forces of the United States stationed in this state 
on active duty, except a member of the armed forces assigned for educational purposes to a 
state-supported institution of higher education, is entitled to resident classification only for 
the purpose of determining the amount of tuition and fees.  If the student later transfers on 
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military orders to a place outside this state, the student shall not lose his or her resident 
classification, so long as he or she remains continuously enrolled in the district. 

• A student who was a member of the armed forces of the United States stationed in this state 
on active duty for more that one year immediately prior to being discharged from the armed 
f
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Reclassification 
A student previously classified as a non-resident may be reclassified as of any residence 
determination date. A residence determination date is that day immediately proceeding the 
opening day of instruction for any session during which the student proposes to attend. 

Petitions are to be submitted to the Admissions Office.  

Petitions must be submitted prior to the semester for which reclassification is to be effective.  
Extenuating circumstances may be considered in cases where a student failed to petition for 
reclassification prior to the residency determination date. In no case, however, may a student 
receive a non-resident tuition refund after the date of the first census.  

Written documentation may be required of the student in support of the reclassification request.  

A questionnaire to determine financial independence must be submitted with the petition for 
reclassification.  Determination of financial independence is not required for students who were 
classified as non-residents by the University of California, the California State University, or 
another community college District. (Education Code Section 68044)  

A student shall be considered financially independent for purposes of residence reclassification 
if the applicant meets all of the following requirements:  

• Has not and will not be claimed as an exemption for state and federal tax purposes by his or 
her parent in the calendar year prior to the year the reclassification application is made; 

• Has not lived and will not live for more than six weeks in the home of his or her parent 
during the calendar year the reclassification application is made; 

9.  
A student who has established financial independence may be reclassified as a resident if the 
student has met the requirements of Title 5, Sections 54020, 54022 and 54024.  
 
Failure to satisfy all of the financial independence criteria listed above does not necessarily 
result in denial of residence status if the one-year requirement is met and demonstration of 
intent is sufficiently strong.  

Financial dependence in the current or preceding calendar year shall weigh more heavily 
against finding California residence than financial dependence in the preceding second and 
third calendar years.  Financial dependence in the current or preceding calendar year shall be 
overcome only if (1) the parent on whom the student is dependent is a California resident, or (2) 
there is no evidence of the student's continuing residence in another state.  

The Vice President of Student Services or designee will make a determination, based on the 
evidence and notify the student not later than 14 days of receipt of the petition for 
reclassification. 

Students have the right to appeal according to the procedures above. 
 
Non-Citizens 

The District will admit any non-citizen who is 18 years of age or a high school graduate.  

If non-citizens are present in the United States illegally or with any type of temporary visa, they 
will be classified as non-residents and charged non-resident tuition unless they meet the 
exceptions contained below. 

If, for at least one year and one day prior to the start of the semester in question, a non-citizen 
has possessed any immigration status that allows him or her to live permanently in the United 
States and she or he meets the California residency requirements, the student can be classified 
as a resident. 
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Any students who are U.S. citizens, permanent residents of the U.S., and aliens who are not 
non-immigrants (including those who are undocumented) may be exempt from paying non-
resident tuition if they meet the following requirements: 
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BP 5020  Nonresident Tuition 
 
Reference: 

Education Code Sections 68050, 68051, 68052, 68130 
 

Nonresident students shall be charged nonresident tuition for all units enrolled. 

Not later than January 1 of each year, the President of the College shall bring to the Board for 
approval an action to establish nonresident tuition for the following fiscal year. The fee shall be 
calculated in accordance with guidelines contained in applicable state regulations and/or the 
California Community College Attendance Accounting Manual.  

The President of the College shall establish procedures regarding collection, waiver, and 
refunds of nonresident tuition. 
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AP 5020 Non Resident Tuition  
 
Reference: 

Education Code Sections 68130.5 and 76140 et seq. 
Title 5, Section 54045.5 

 

• Exemptions, including: 
- Any students, other than non-immigrant aliens under 8 U.S.C. 1101(a)(15) who meet the 

following requirements: 
 High school attendance in California for three or more years; 
 Graduation from a California high school or attainment of the equivalent thereof; 
 Registration or enrollment in a course offered for any term commencing on or after 

January 1, 2002; 
 Completion of a questionnaire form prescribed by the Chancellor verifying eligibility 

for this non-resident tuition exemption and 
 In the case of a student without lawful immigration status, the filing of an affidavit that 

the student has filed an application to legalize his/her immigration status, or will file 
an application as soon as he/she is eligible to do so. 

A requirement that the nonresident tuition fee be set not later than February 1 of each year 
A requirement that the calculation reflect the current expense of education calculated according 
to the Budget and Accounting Manual 
Exemptions, if any, due to reciprocity with bordering states 
Processing fees, if any, for international students 
A requirement that the calculation include the expense of education in the preceding fiscal year  
A requirement that the calculation reflect fees in contiguous Districts 
A requirement that the calculation provide for students enrolled in more or less that 15 units per 
term  
 
The Vice President of Administrative Services initiates the determination of non-resident tuition 
procedures. 
 
Non-resident (out-of-state) tuition applicants may be admitted to the College on the same basis 
as California residents except that they will be required to pay tuition prescribed by the 
Governing Board to cover the costs of instruction.  After a student has been present in California 
for one year and one day and has manifested clear intent to become a California resident, 
he/she may apply for reclassification as a California resident.  State law requires consideration 
of financial independence for students seeking reclassification. 
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verifications of various records. There shall 
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AP 5030 Fees  
 
Reference: 

Education Code Section 70902(b)(9), 76300.5, 66205.3; 
Title 5, Section 51012 
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• Credit by Examination (Education Code Section76300, Title 5, Section 55050) 
• Use of facilities financed by revenue bonds (Education Code Section 81901(b)(3)) 
• Refund processing (Title 5, Section 58508) 
• Telephone registration (Education Code Section70902(a)) 
• Physical fitness test (Education Code Section 70902(b)(9)) 
• Instructional Tape Lease/Deposit (Education Code Section 70902(b)(9)) 
• Credit Card Use (Education Code Section 70902(b)(9)) 
• International Student Medical Insurance (Education Code Section 70902(b)(9)) 

 

Prohibited Fees Include: 
• Late application (CCCO Student Fee Handbook) 
• Add/Drop (CCCO Student Fee Handbook) 
• Mandatory student activities (CCCO Student Fee Handbook) 
• Student Identification Cards (CCCO Student Fee Handbook) 
• Student Body Organization (CCCO Student Fee Handbook) 
• Non-Resident application (CCCO Student Fee Handbook) 
• Field trip (Title 5, Sections 55450 and 55451) 
• For dependents of certain veterans (Education Code Section 66025.3) 
• For dependents of certain victims of the September 11, 2001, terrorist attacks (CCCO Student Fee 

Handbook) 
• For certain recipients of the Medal of Honor and certain children of the recipients of the Medal of 

Honor (Education Code Section 66025.3) 
• Required or funded services (CCCO Student Fee Handbook) 
• Refundable deposits (CCCO Student Fee Handbook) 
• Distance education (other than the statutorily authorized enrollment fee) (CCCO Student Fee 

Handbook) 
• Mandatory mailings (CCCO Student Fee Handbook) 
• Rental of practice rooms (CCCO Student Fee Handbook) 
• Apprenticeship courses (Education Code Section 76350) 
• Technology fee (CCCO Student Fee Handbook) 
• Late payment fee (CCCO Student Fee Handbook) 
• Nursing/healing arts student liability insurance (Title 5, Section 55234) 
• Cleaning (CCCO Student Fee Handbook) 
• Breakage (CCCO Student Fee Handbook) 
• Test proctoring (CCCO Student Fee Handbook) 
 
Collection and Refund of Fees 
• Fees to be collected when enacted by the Legislature following registration by the student 
• Fees collected in error 
• Fees refundable because of a reduction in the educational program of the District 
• Fees refundable because of the student’s reduction in units or withdrawal from an education program 
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• 
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AP 5031 Instructional Materials Fees 
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BP 5035 Withholding of Student Records  
 
Reference: 

Title 5, Section  59410 

Students or former students who have been provided with written notice that they have failed to 
pay a proper financial obligation shall have grades, transcripts, diplomas, and registration 
privileges withheld.  
 
 
 
 
 
See Administrative Procedures #5035 
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AP 5035  Withholding of Student Records 

Reference: 
Title 5, Section 59410 

The Admissions and Records Office may withhold grades, transcripts, diplomas, and 
registration privileges from any student or former student who fails to pay a proper 
financial obligation to the District. The student shall be given written notification and the 
opportunity to explain if the financial obligation is in error.  

The definition of proper financial obligation shall include, but is not limited to: student 
fees; obligations incurred through the use of facilities, equipment or materials; library 
fines; unreturned library books; materials remaining improperly in the possession of the 
student; and/or any other unpaid obligation a student or former student owes to the 
District. A proper financial obligation does not include any unpaid obligation to a student 
organization.  

Withholding Records for Non-payment of Financial Obligations 

Gavilan College may withhold grades, transcripts, diplomas, registration privileges, or any 
combination thereof, from any student or former student who has been provided with written 
notice that he or she has failed to pay a proper financial obligation due to the College (e.g., 
returned checks, book loan payments, library books outstanding, etc.).  Any item or items 
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BP 5040 Student Records and Directory Information  
 
Reference:  

Education Code Sections 76200, et seq.;  
Title 5, Sections 54600, et seq. 
 
 

The President of the College shall assure that student records are maintained in compliance 
with applicable federal and state laws relating to the privacy of student records. 

Any currently enrolled or former student of the District has a right of access to any and all 
student records relating to him or her maintained by the district.  

No District representative shall release the contents of a student record to any member of the 
public without the prior written consent of the student, other than directory information as 
defined in this policy and information sought pursuant to a court order or lawfully issued 
subpoena, or as otherwise authorized by applicable federal and state laws.  

Students shall be notified of their rights with respect to student records, including the definition 
of directory information contained here, and that they may limit the information.  

Directory information shall include: 

Student participation in officially recognized activities and sports including weight, height and 
high school of graduation of athletic team members. 
 
Degrees and awards received by students, including honors, scholarship awards, athletic 
awards, Dean’s and President’s List recognition. 
 
Name of the student 
 
Dates of attendance at Gavilan College 
 
Date of graduation and degree or certificate awarded 
 
 
See Administrative Procedures #5040 
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AP 5040 Student Records Directory Information, and  
 Privacy 

Reference: 
Education Code Section 76200 et seq.; 
Title 5, 54600 et seq., 
US Patriot Act; 
Civil Code Section 1798.85 

 
A cumulative record of enrollment, scholarship, and educational progress shall be kept for each 
student.  

Release of Student Records 
• No instructor, official, employee, or governing board member shall authorize access to 

student records to any person except under the following circumstances: 

• Student records shall be released pursuant to a student's written consent. 

• Requests must be submitted in writing to the Director of Admissions and Records/Registrar. 
Telephone requests will not be accepted.  

“Directory information” may be released in accordance with the definitions in Board Policy.   
Requests must be submitted in writing to the Director of Admissions and Records.  Unless 
otherwise instructed in writing by the student, the directory information consists of: 

• Name of student 

• Dates of attendance at Gavilan College 

• Date of graduation and degree or certificate awarded 

Student records shall be released pursuant to a judicial order or a lawfully issued subpoena.   
All request of this nature must be presented to the College’s Registrar for verification and 
action. 

When the District is served with a subpoena commanding the production of certain educational 
records, the Family Educational Rights and Privacy Act (FERPA) requires that the District 
make a reasonable effort to notify the student whose educational records are the subject of 
the subpoena or judicial order. Thereafter, it is the student’s responsibility to seek a 
protective order or other legal relief if the student opposes the release of his/her records. 
Further, while FERPA provides no specific time frame for responding to a subpoena after 
notice is given to a student, it is reasonable to inform a student that if the District does not 
receive a court order directing it to do otherwise; it will comply with the subpoena after seven 
business days. 

Student records shall be released pursuant to a federal judicial order that has been issued 
regarding an investigation or prosecution of an offense concerning an investigation or 
prosecution of terrorism 

Student records may be released to officials and employees of the District only when they have 
a legitimate educational interest to inspect the record.  Requests must be submitted in 
writing to the Director of Admissions and Records. 
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Student records may be released to authorized representatives of the Comptroller General of 
the United States, the Secretary of Education, an administrative head of an education 
agency, state education officials, or their respective designees or the United States Office of 
Civil Rights, where that information is necessary to audit or evaluate a state or federally 
supported educational program or pursuant to federal or state law. Exceptions are that when 
the collection of personally identifiable information is specifically authorized by federal law, 
any data collected by those officials shall be protected in a manner that will not permit the 
personal identification of students or their parents by other than those officials, and any 
personally identifiable data shall be destroyed when no longer needed for that audit, 
evaluation, and enforcement of federal legal requirements.  Requests must be submitted in 
writing to the Director of Admissions and Records. 

Student records may be released to officials of other public or private schools or school 
systems, including local, county or state correctional facilities where education programs are 
provided, where the student seeks or intends to enroll or is directed to enroll. The release is 
subject to the conditions in Education Code 76225.  Requests must be submitted in writing 
to the Director of Admissions and Records. 

Student records may be released to agencies or organizations in connection with a student's 
application for, or receipt of, financial aid, provided that information permitting the personal 
identification of those students may be disclosed only as may be necessary for those 
purposes as to financial aid, to determine the amount of the financial aid, or conditions that 
will be imposed regarding financial aid, or to enforce the terms or conditions of financial aid.  
Requests must be submitted in writing to the Director of Admissions and Records. 

Student records may be released to organizations conducting studies for, or on behalf of, 
accrediting organizations, educational agencies or institutions for the purpose of developing, 
validating, or administrating predictive tests, administering financial aid programs, and 
improving instruction, if those studies are conducted in such a manner as will not permit the 
personal identification of students or their parents by persons other than representatives of 
those organizations and the information will be destroyed when no longer needed for the 
purpose for which it is conducted.  Requests must be submitted in writing to the Director of 
Admissions and Records. 

Student records may be released to appropriate persons in connection with an emergency if the 
knowledge of that information is necessary to protect the health or safety of a student or 
other persons, subject to applicable federal or state law.   Requests must be submitted in 
writing to the Director of Admissions and Records. 

The following information shall be released to the federal military for the purposes of federal 
military recruitment: student names, addresses, telephone listings, dates and places of birth, 
levels of education, degrees received, prior military experience, and/or the most recent 
previous educational institutions enrolled in by the students.  

Charge for Transcripts or Verifications of Student Records. 
A student/former student shall be entitled to two free copies of the transcript of his/her record or 
to two free verifications of various student records. Additional copies shall be made available to 
the student, or to an addressee designated by him/her, at the rate of $4.00 per copy. Students 
may request special processing of a transcript. Rush copies may be obtained for an additional 
$7 fee. 
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Electronic Transcripts 
The district may elect to implement a process for the receipt and transmission of electronic 
student transcripts contingent upon receipt of sufficient funding. 

Use of Social Security Numbers 
The District shall not do any of the following: 
• Publicly post or publicly display an individual’s social security number; 
• Print an individual’s social security number on a card required to access products or 

services; 
• Require an individual to transmit his or her social security number over the internet using a 

connection that is not secured or encrypted; 
• Require an individual to use his or her social security number to access an Internet Web site 

without also requiring a password or unique personal identification number or other 
authentication devise; or 

• Print, in whole or in part, an individual’s social security number that is visible on any 
materials that are mailed to the individual, except those materials used for: 
- Application or enrollment purposes; 
- To establish, amend, or terminate an account, contract, or policy; or 
- To confirm the accuracy of the social security number. 

If the District has, prior to January 1, 2004, used an individual’s social security number in a 
manner inconsistent with the above restrictions, it may continue using that individual’s social 
security number in that same manner only if: 

• The use of the social security number is continuous; 

• The individual is provided an annual disclosure that informs the individual that he or she has 
the right to stop the use of his or her social security number in a manner otherwise 
prohibited; 

• The District agrees to stop the use of an individual’s social security number in a manner 
otherwise prohibited upon a written request by that individual; 

• No fee shall be charged for implementing this request; and the district shall not deny 
services to an individual for making such a request. 
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AP 5045 Student Records—Challenging Content and Access Log 
 
Reference: 

Education Code Section 76222, 76232; Title 5 Section 54630 

Challenging Content 
Any student may file a written request with the Director of Admissions and Records to correct or 
remove information recorded in his or her student records that the student alleges to be: (1) 
inaccurate; (2) an unsubstantiated personal conclusion or inference; (3) a conclusion or 
inference outside of the observer's area of competence; or (4) not based on the personal 
observation of a named person with the time and place of the observation noted. 

Within 30 days of receipt of the request, the Vice President of Student Services or designee 
shall meet with the student and the employee who recorded the information in question, if any, if 
the employee is presently employed by the community college District. The Director of 
Admissions and Records shall then sustain or deny the allegations. 

If the Director of Admissions and Records sustains any or all of the allegations, he or she shall 
order the correction or removal and destruction of the information. If the [designate position]
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AP 5050  Matriculation  
 
Reference: 

Education Code Sections 78210 et seq.; Title 5, Section 55500 
 
Matriculation brings the student and the District into agreement regarding the student’s 
educational goal through the District’s established programs, policies and requirements. 

Student Responsibilities: Students are expected to express a broad educational goal, complete 
assigned course work, complete courses and maintain progress toward an educational goal. 
 
Each student, in entering into an educational plan, will do all of the following: 

• express at least a broad educational intent upon admission 
• declare a specific goal no later than the term after which the student completes 15 

semester units of degree applicable credit coursework 
• diligently attend class and complete assigned coursework 
• complete courses and maintain progress toward an educational goal 
• cooperate in the development of the student educational plan 

 
Matriculation services include, but are not limited to, all of the following: 

• Processing of the application for admission 
 

• Orientation and pre-orientation services designed to provide to students, on a timely 
basis, information concerning campus procedures, academic expectations, financial 
assistance, and any other appropriate matters 

 
Assessment and counseling upon enrollment, which shall include, but not be limited to, all of the 
following: 
 

• Administration of assessment instruments to determine student competency in 
computational and language skills 

 
• Assistance to students in the identification of aptitudes, interests and educational 

objectives, including, but not limited to, associate of arts degrees, transfer for 
baccalaureate degrees, and vocational certificates and licenses 

 
• Evaluation of student study and learning skills 

 
• Referral to specialized support services as needed, including, but not limited to, federal, 

state, and local financial assistance; health services; campus employment placement 
services; extended opportunity programs and services; campus child care services 
programs that teach English as a second language; and disabled student services 

 
• Advisement concerning course selection 

 
• Post-enrollment evaluation of each student's progress, and required advisement or 

counseling for students who are enrolled in remedial courses, who have not declared an 
educational objective as required, or who are on academic probation. 

 
The District shall not use any assessment instrument except one specifically authorized by the 
Board of Governors of the California Community Colleges. 
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Students may be exempted from the Matriculation process and services under specific 
conditions: 

• They have already earned an A.A. degree or a higher degree; and  

• do not plan to earn a certificate or a degree (or an additional degree); and 

• are enrolled in less than 6 units a semester; and 

• have accumulated less than 12 units in transfer courses; and/or 

• do wish to receive services. 

 

When any of the above exemptions change, matriculation services will be offered and available. 

Disproportionate Impact: 

In the event that implementation of the components of the Matriculation Plan result in a 
disproportionate impact on a particular group of students, the College will develop a plan 
to correct this impact in consultation with the California Community College Chancellor’s 
Office. 

Establishing Course Pre-requisites: 

 A mandatory course prerequisite or co-requisite will be adopted if the related 
instructional department and the College’s curriculum committee validate that success in 
a course that is correlated with the requirement of the pre-requisite. 

Challenging a Pre-requisite: 

Students may challenge a course prerequisite or co-requisite for the following conditions: 

• The pre- or co-requisite is not valid because it is not necessary to succeed in the 
course for which it is required; 

• The student has the knowledge or ability to succeed in the course despite not 
meeting the pre- or co-requisite; or 

• The pre- or co-requisite course is unavailable; or 

• The pre or co-requisite is discriminatory or is being applied in a discriminatory 
manner. 
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AP 5052 Open Enrollment  (Challenge of Enrollment Limitations) 
 
Reference: 

Title 5, Sections 58106, 58108 

Unless specifically exempted by statute, every course, course section or class, the average 
daily attendance of which is to be reported for state aid shall be fully open to enrollment and 
participation by any person who has been admitted to the College and who meets all 
prerequisites.  Class enrollment is limited by size of facility and program content.  Gavilan 
College is in full compliance with Section 504 of the Rehabilitation Act of 1973 and the 
Americans with Disabilities Act of 1990. 

All courses of the District shall be open to enrollment in accordance with a priority system 
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AP 5055 Enrollment Priorities  
 
Reference: 

Title 5, Section 58106 
 

Enrollment in courses and programs may be limited to students meeting properly 
established prerequisites and co-requisites. [See Board Policy and Administrative 
Procedure 4260 regarding pre- and co-requisites.] 

Enrollment may be limited due to the following: 

health and safety considerations 
facility limitations 
faculty workload 
availability of qualified instructors 
funding limitations 
regional planning 
legal requirements 
contractual requirements 
 

When enrollment must be limited, priorities for determining who may enroll are: 

• Limiting enrollment to first come, first served, or other non-evaluative selection 
techniques. 

 

Course Availability 
 
Every course, course section or class, the average daily attendance of which is to be reported 
for state aid, wherever offered and maintained by the District, shall be fully open to enrollment 
participation by any person who has been admitted to the College and who meets such 
prerequisites as may be established pursuant to Chapter II, Division 2, Part VI, Title 5 of the 
California Administrative Code unless specifically exempted by statute. 
 

Gavilan College provides special registration assistance to disabled and disadvantaged 
students in compliance with Title 5 of the California Administrative code, Section 504 of the 
Federal Rehabilitation Act, and the Americans with Disabilities Act. 

 
Course Prerequisite 
 
A prerequisite is a measure of readiness for a course or program that a student is required to 
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AP 5075 Course Adds and Drops 
 
Reference:  

Title 5, Sections 55024, 58004 
 
Adding Courses 
Students may add full-semester length courses through the late registration period or short-term 
courses through 5% of the course length or open entry courses before the designated time. 
After the specified registration period concludes, courses may be added only with written permission 
from the Vice-President of Student Services or designee. 
 
Withdrawals 
Withdrawals, or drops, are authorized through the last day of the 12th week of instruction or 75% of 
the term, whichever is less.  Students who withdraw or drop classes during the first two weeks or 
10% of the term, whichever is less, will receive no notation on their academic record.  Pursuant to AP 
4230 (Grading and Academic Symbols) withdrawals are noted as follows: 
 
For full 16 week terms (spring and fall) 
• Day 1 of the term through the end of Day 7 of the term, No Record Shown (NRS) will apply 
• Day 8 of the term through 75% of the term (12th week of instruction), a “W” will be applied 
• 76% of the term through 100% of the term, a grade of “F” will apply 
 
For summer term 
• Day 1 of the term through the end of Day 2 of the term, “NRS” will apply 
• Day 3 of the term through 75% of the term, a “W” will be applied 
• 76% of the term through 100% of the term, a grade of “F” will apply 
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Students may be permitted to enroll in a class after having received the maximum 
authorized number of “W” symbols as long as the students will receive a grade or a non-
evaluative symbol other than a “W” upon  completion of the course, if: 
• The District does not claim apportionment, and 
• The District policy permits additional withdrawals for which it does not receive apportionment 

and the official designated in the District’s policy approves such withdrawal after a review of 
a petition submitted by the student. 
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BP 5110 Counseling 
 
Reference: 

Education Code Section 72620;  
Title 5, Section 51018 

Counseling services are an essential part of the educational mission of the District.  
The President of the College shall assure the provision of counseling services including 
academic, career, and personal counseling that is related to the student's education.  

Counseling shall be recommended for all first time students, and counseling will be required for 
all students on academic or progress probation. 

 
 
 
 
Administrative Procedures #5110
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AP 5110 Counseling  
 
Reference:  

Education Code Section 72620; Title 5, Section 51018  
 

The counseling services available in the District’s counseling program include at least the 
following: 

Academic counseling, in which the student is assisted in assessing, planning, and implementing 
his or her immediate and long-range academic goals 
 
Career counseling, in which the student is assisted in assessing his or her aptitudes, abilities, 
and interests, and is advised concerning the current and future employment trends; 
 
Personal counseling, in which the student is assisted with personal, family, or other social 
concerns, when that assistance is related to the student’s education; 
 
Coordination with the counseling aspects of other services to students, which exist on campus, 
including but not limited to those services provided in programs for students with special needs, 
skills testing programs, financial assistance programs, and job placement services. 
 
Confidentiality of Counseling Information: 
 
Information of a personal nature disclosed by a student 12 years of age or older in the process 
of receiving counseling from a counselor is confidential, and shall not become part of the 
student record without the written consent of the person who disclosed the confidential 
information. However, the information shall be disclosed when permitted by applicable law, 
including but not limited to disclosure as necessary to report child abuse or neglect; reporting to 
the President of the College or other persons when the counselor has reason to believe that 
disclosure is necessary to avert a clear and present danger to the health, safety, or welfare of 
the student or other persons living in the college community; reporting information to the 
President of the College or other persons as necessary when the student indicates that a crime 
involving the likelihood of personal injury or significant or substantial property losses will or has 
been committed; reporting information to one or more persons specified in a written waiver by 
the student. 
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AP 5120 Transfer Center  
 
Reference: 

Title 5, Section 51027; Education Code section 66720 - 66744 
 

The District has a Transfer Center Plan that complies with the requirements of Title 5. The plan 
identifies appropriate target student populations and is designed to increase the transfer 
applications of underrepresented students among transfer students. 

Plan components include, but are not limited to:  

• Services to be provided to students 

• Facilities 

• Staffing 

• An advisory committee 

• Evaluation and reporting 

• Transfer path requirements for each articulated baccalaureate major 

 
The Transfer Center Plan is reviewed annually.  Modifications/revisions are made 
collaboratively between the Counseling Department and Transfer Center Specialist.  The 
Transfer Center Plan is submitted to the Board of Trustees each year for review, input and 
approval.  The Transfer Center Plan is located in the Transfer Center, Counseling Department 
Chair and the Vice President of Student Services Office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Amended by the Board of Trustees:  November 13, 2007 
 
 
 
Approved by the Board of Trustees:  August 13, 2002 
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BP 5130 Financial Aid 
 
Reference: 

Education Code Section 76300 
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AP 5130 Financial Aid  
 
Reference:   

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

 
Gavilan College Participates in the following Financial Aid Programs:  
• Scholarships 
• Board of Governor’s Enrollment Fee Waiver 
• Cal Grants 
• Cal Grants Specialized Programs 
• Federal Pell Grants 
• Federal Supplemental Educational Opportunity Grant (SEOG) 
• Federal Work Study 
• EOPS 
• CARE 
• CalWorks 
 
Please refer to the Gavilan College Student Financial Aid Handbook for: 
• Application Procedures 
• Filing Deadlines 
• Eligibility Criteria 
• Payment Procedures 
• Overpayment recovery 
• Accounting Requirements 
• Satisfactory Academic Progress Standards (Appeals Process) 
 
Additionally, the above information is available to students using the following: 
• Gavilan College Brochure, “Completing the Free Application for Federal Student Aid 

(FAFSA) Form.” 
• The 2001-2002 FAFSA Free Application for Student Aid 
• Fund Your Future, 2002-2003 Booklet, from the California Student Aid Commission 

Misrepresentation 
Misrepresentation is defined as any false, erroneous or misleading statement that the District, a 
representative of the District, or a service provider with which the District has contracted to 
provide educational programs, marketing, advertising, recruiting or admissions services, makes 
directly or indirectly to a student, prospective student, a member of the public, an accrediting 
agency, a state agency, or the United States Department of Education. 

A misleading statement includes any statement that has the likelihood or tendency to deceive or 
confuse.  If a person to whom the misrepresentation was made could reasonably be expected to 
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rely, or has reasonably relied, on the misrepresentation, the misrepresentation would be 
substantial. 

This policy does not apply to statements by students through social media outlets or by vendors 
that are not providing covered services, as reflected herein. 
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BP 5140 Disabled Students Programs and Services (DSPS) 
 
Reference: 

Education Code Sections 67310, 84850; 
Title 5, Sections 56000 et seq. 

Students with disabilities shall be assisted to participate whenever possible in the regular 
educational programs in the District. 

The Disabled Students Programs and Services (DSPS) program administered by the Disability 
Resource Center (DRC) shall be the primary provider for support programs and services that 
facilitate equal educational opportunities for students with disabilities who can profit from 
instruction as required by federal and state laws.  

DRC services shall be available to students with verified disabilities. The services to be provided 
include, but are not limited to: reasonable accommodations, academic adjustments, accessible 
facilities, equipment, instructional programs, rehabilitation counseling and academic counseling. 

No student with disabilities is required to participate in the Disabled Students Programs and 
Services program. 

The District shall respond in a timely manner to accommodation requests involving academic 
adjustments.  The Associate Dean of the DRC, the Vice President of Student Services or 
designee, shall establish a procedure to implement this policy which, at a minimum, provides for 
an individualized review of each such request, and permits interim decisions of such requests 
pending final resolution by the appropriate administrator or designee. 

The Associate Dean of the DRC or designee shall assure that the DSPS program conforms to 
all requirements established by the relevant law and regulations. 

 
 
 
Administrative Procedures #5140 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  October 9, 2012
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AP 5140 Disabled Student Programs and Services 
 
Reference: 

Title 5, Sections 56000 et seq. and 56027 
 
The District maintains a plan for the provision of programs and services for students with 
disabilities designed to assure that they have equality of access to District classes and 
programs.  

The Gavilan College Disabled Student Programs and Services (Disability Resource Center) 
includes and verifies (but is not limited to) the following: 

• Procedure for timely response to accommodation requests involving academic adjustments 
which, at a minimum, provides for an individualized review of each such request, and 
permits interim decisions on such requests pending final resolution by the appropriate 
administrator or designee 

Long-range goals and short-term objectives for the program.  (Title V, Section 56046) 

Definitions of disabilities and students eligible for the program.  (Refer to Title V, Section 56032) 

Support services and instruction that is provided.  (Refer to Title V, Section 56026) 

Verification of disability.  (Refer to Title V, Section 56032-44) 

Student rights and responsibilities.  (Refer to current DRC Student Handbook) 

Student educational contract or plan that is developed by a designated person in consultation 
with the student.  (Refer to Title V, Section 56027) 
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AP 5150 Extended Opportunity Programs and Services  
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Counseling and retention services 
 - The EOPS Program shall provide academic, personal and career counseling and 

advisement to EOPS eligible students of at least three contact sessions per term. 
 
Career, Transfer and Employment Services 
 - Gavilan College shall provide assistance to EOPS eligible students to transfer to four-

year institutions and/or to find career employment in their field of training.  Appropriate 
College and EOPS staff shall attempt to articulate coursework and support services 
needed by EOPS students with four-year institutional staff. 

 
Direct Aid 
 - Financial assistance in the form of EOPS grants and work study shall be awarded to 

EOPS eligible students for the purpose of reducing potential student loan indebtedness, 
or to reduce unmet financial need, after Pell grants and other state, federal, or 
institutional financial aid has been awarded to the student. 

 
Establishment of objectives to achieve the goals in implementing EOPS 
 - The EOPS Program plan shall ensure that Gavilan College strives to achieve and 

maintain racial, ethnic and gender composition among income eligible students, which 
matches the composition of those who reside in the College service area. 

 
Priority in outreach and recruitment activities shall be directed towards correcting the greatest 
under representa-2( )11(t)-7(he oy) CollaCodent.- 
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BP 5200 Student Health Services 
 
Reference: 

Education Code Section 76401  

The College shall maintain a health services program that reflects the overall philosophy of the 
College and is responsive to the needs of the college community, within the confines of this 
Board policy, state and federal laws, maintenance of effort requirements and available funding. 
 
The primary function of the health services program at the College is to help strengthen the 
educational process by facilitating the physical, emotional and social well being of its students 
and college community members in order to increase each person’s potential success at the 
College. 
 
Pursuant to Education Code §76355 (c) the following categories of students are exempted from 
the health fee required pursuant to subdivision (a):  
  

(1) Students who depend exclusively upon prayer for healing in accordance 
with the teachings of a bona fide religious sect, denomination or 
organization. 

 
(2) Low income students, including students who demonstrate financial need 

in accordance with the methodology set forth in federal law or regulation 
for determining the expected family contribution of students seeking 
financial aid and the board of governors and contained in Section 58620 
of Title 5 of the California Code of Regulations §76355. 

 
 
 
 
See Administrative Procedures #5200
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AP 5200 Student Health Services  
 
Reference: 

Education Code Section 76401 
 
The College shall maintain a health services program that reflects the overall philosophy of the 
College and is responsive to the needs of its college community, within the confines of this 
Board policy, state and federal laws, maintenance of effort requirements and available funding. 
 
Referrals will be made, but medical treatment or therapy is not the primary responsibility of the 
College.  Health Services may provide some limited medical services.  Such services should not 
take the place of or duplicate services offered by off-campus public or private health providers 
and, in any event, shall not be for other than limited reproductive health (e.g., annual – cancer 
screening exams, pregnancy and HIV testing, urinary tract infections, sexually transmitted 
disease, birth control and menstrual irregularities), cough, cold, rash and immunizations. 
 
Health Services Programs may also include, but not limited to: 
 

• 
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BP 5205 Student Accident Insurance 
 
Reference: 

Education Code Section 72506 

The District shall assure that students are covered by accident insurance in those instances 
required by law or contract. 

 
 
 
 
See Administrative Procedures #5205
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BP 5210   Communicable Disease   
 
Reference: 

Education Code Section 76403  

The President of the College shall establish procedures necessary to assure cooperation with 
local public health officials in measures necessary for the prevention and control of 
communicable diseases in students. 
 
 
 
 
 
See Administrative Procedures #5210  
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AP 5210 Communicable Diseases  
 
Reference: 

Education Code Section 76403 
 

Cooperation with local health officers in measures necessary for the prevention and control of 
communicable diseases in students.  
 
Compliance with any immunization program required by State Department of Health Services 
regulations. 
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BP 5300 Student Equity 
 
Reference: 

Education Code Sections 66030; 66250, et seq.; 72010 et seq.;  
Title 5, Section 54220 

 
The Board is committed to assuring student equity in educational programs and college 
services. The President of the College shall establish and implement a student equity plan that 
meets the Title 5 standards for such a plan.  

 
 
 
 
See Administrative Procedures #5300 



Approved by the Board of Trustees August 13, 2002  

AP 5300 Student Equity  
 
Reference: 

Education Code Sections 66030; 66250, et seq.; 72010 et seq.; Title 5, 
Section 54220 

The District has a student equity plan. The plan is filed as required to the Chancellor’s Office for 
the California Community Colleges, following approval by the Board. 

 

The plan shall include: 

• the active involvement of the groups on campus. 
 

• involvement by appropriate people from the community who can articulate the 
perspective and concerns of historically underrepresented groups.  

 
• campus-based research as to the extent of student equity. 

 
• institutional barriers to equity. 

 
• goals for access, retention, degree and certificate completion, English as a Second 

Language (ESL) and basic skills completion, and transfer for each historically 
underrepresented group. 

 
• activities most likely to be effective to attain the goals, including coordination of 

existing student equity related programs. 
 

• sources of funds for the activities in the plan. 
 

• a schedule and process for evaluation of progress towards the goals. 
 

• an executive summary that describes the groups for whom goals have been set, the 
goals, the initiatives that the District will undertake to achieve the goals, the 
resources budgeted for that purpose, and the District officer or employee who can be 
contacted for further information. 

 
• the student equity plan shall be developed, maintained, and updated under the 

supervision of the Vice President of Student Services. 
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BP 5400 Associated Student Body (ASB) Organization 
 
Reference: 

Education Code Section 76060 
 

The students of the District are authorized to organize a student body association. The Board 
hereby recognizes that association as the Associated Student Body (ASB) of the District. 

The ASB organization is recognized as the official voice for the students in district decision-
making processes. It may conduct other activities as approved by the President of the College.  
The Associated Students activities shall not conflict with the authority or responsibility of the 
Board, its officers or employees. 

The ASB shall conduct itself in accordance with state laws and regulations and administrative 
procedures established by the President of the College. 

The ASB shall be granted the use of District premises subject to such administrative 
procedures as may be established by the President of the College. Such use shall not 
be construed as transferring ownership or control of the premises. 

 
 

 

See Administrative Procedures #5400  
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AP 5400 Associated Student Body (ASB) Organization 
 
Reference: 

Education Code Section 76060 

• Gavilan College shall have one Associated Student Body Organization (ASB).  
 

• Both day and evening student representatives shall be encouraged.  
 

• A governing body shall be elected that shall keep an account of its meetings, 
expenditures, authorizations and policies established.  

 
• A simple majority of the ASB Senate approved voting members of the Associated 

Student Body shall constitute a quorum.  
 

• ASB shall have a constitution and/or bylaws.  All provisions of the ASB constitution 
and/or bylaws are subject to the approval of the Gavilan College Board of Trustees. 

 
• All meetings held under the auspices of the ASB will be open and public and will 

follow the guidelines of the California Brown Act. 
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AP 5410 Associated Student Body (ASB) Elections  
 
Reference: 

Education Code Section 76061 

The Associate Students shall conduct annual elections to elect officers. 

Any student elected as an officer in the Associated Student Body (ASB) shall meet the 
requirements in BP 5410. 

The Associated Student Body shall conduct annual elections to elect officers.  

Any student elected as an officer in the Associated Student Body shall meet the requirements 
established by the Board approved ASB Constitution and By-laws. 

Elections and Appointments 

Section 1: Elections shall be held in accordance with specific provision of the by-laws or this 
constitution. 

Section 2: Appointments shall be filled in accordance with the specific provisions of the by-
laws. 

Approved by the general student body election, April 1995 

Elections 

1. An election committee shall be chaired by the ASB Vice President of Coordinated 
Services or his/her designee with senate approval. 

2. Elections shall be held during the last two (2) academic weeks of April, except special 
elections. 

3. Elections shall be made available to both day and evening students. 

4. Petitions for office, excluding the student trustee, must be signed by one hundred fifty 
(150) currently registered students and candidate’s qualifications (five [5] units minimum 
and 2.0 GPA) must be certified by the registrar’s office. 

5. The candidates for student trustee must obtain ten (10) percent of the total fall enrollment 
of the most recent fall semester in accordance with the California Education Code which 
does not allow write in candidates for this position. 

6. All petitions for office must be received at least ten (10) business days prior to first day of 
balloting. 

7. Members of the election committee, the senate, employees of Gavilan College and 
members of the Board of Trustees shall refrain from endorsing any candidate or 
campaigning in student elections. 

8. No campaigning, posters, advertising, or speeches will be allowed within one hundred 
(100) feet of the polling place during elections or in the ASB office a
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11. Voting location is to be determined by the election committee. 

12. The ballots shall not be removed from the ballot box until the elections are completed. 

13. No candidate may serve as an election official or be present when ballots are counted. 

14. All defaced ballots will be voided. 

15. Each candidate may designate an aide to monitor the ballot counting.  This aide may not 
be a member of the election committee or help operate the elections. 

16. Candidates must receive a majority of the votes cast in order to win.  If no candidate 



Approved by the Board of Trustees August 13, 2002  

BP 5420 Associated Student Body (ASB) Finance 
 
Reference: 

Education Code Sections 76063–76065 

Associated Student funds shall be deposited with and disbursed by the President of the College 
or designee. 

The funds shall be deposited, loaned or invested in one or more of the ways authorized by law. 

All funds shall be expended according to procedures established by the Associated Student 
Body and the College’s Fiscal Services Office subject to the approval of each of the following 
three persons, which shall be obtained each time before any funds may be expended:   

• The Vice President of Student Services or designee; 
• The employee who is the designated adviser of the particular student body 

organization; and 
• A representative of the student body organization 
• The funds of the Associated Students shall be subject to an annual audit. 

 

 

 

See Administrative Procedures #5420 
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AP 5420 Associated Student Body (ASB) Finance 
 
Reference: 

Education Code Sections 76063-76065 
 

• Associated Student Funds are maintained in accordance with the following procedures:   

• Associated Student Organization Fund books, financial records and procedures are 
subject to annual audit.  

• Reports of the annual audit of ASB funds are submitted to the Vice President of 
Business Services or designee and the ASB Adviser. 

• Audit information, except that containing personnel or other confidential information, 
shall be released to the Associated Student Body and ASB Adviser by the Vice 
President of Business Services or designee. 

• Associated Student Body funds shall be deposited with and disbursed by the District’s 
Vice President of Business Services or designee. 

• The funds shall be deposited, loaned or invested in one or more of the following ways 
authorized by law:  

- Deposits in trust accounts of the centralized State Treasury system pursuant to 
Sections 16305 to 16305.7, inclusive, of the Government Code or in a bank or banks 
whose accounts are insured by the Federal Deposit Insurance Corporation. 
 

- Investment certificates or withdrawable shares in state-chartered savings and loan 
associations and savings accounts of federal savings and loan associations, if the 
associations are doing business in this state and have their accounts insured by the 
Federal Savings and Loan Insurance Corporation and if any money so invested or 
deposited is invested or deposited in certificates, shares, or accounts fully covered 
by the insurance. 
 

- Purchase of any of the securities authorized for investment by Section 16430 of the 
Government Code or investment by the Treasurer in those securities. 
 

- Participation in funds that are exempt from federal income tax pursuant to Section 
501(c)(3) of the Internal Revenue Code and that are open exclusively to nonprofit 
colleges, universities, and independent schools. 
 

- Investment certificates or withdrawable shares in federal or state credit unions, if the 
credit unions are doing business in this state and have their accounts insured by the 
National Credit Union Administration and if any money so invested or deposited is 
invested or deposited in certificates, shares, or accounts fully covered by the 
insurance. 
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BP 5500 Standards of Conduct 
 
Reference: 

Education Code Section 66300 and 66301 
Accreditation Standard II.A.7.b 

The President, Vice Presidents or designee shall establish procedures for the imposition of 
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10. Engaging in intimidating conduct or bullying against another student through words or 
actions, including direct physical contact, verbal assaults, such as teasing or name-calling, 
social isolation or manipulation, and cyber-bullying 

11. Willful misconduct which results in injury or death to a student or to college personnel or 
which results in cutting, defacing, or other injury to any real or personal property owned by 
the District or on campus. 

12. Disruptive behavior, willful disobedience, habitual profanity or vulgarity, or the open and 
persistent defiance of the authority of, or persistent abuse of, college personnel. 

13. Cheating, plagiarism (including plagiarism in a student publication), or engaging in other 
academic dishonesty. 

14. Dishonesty; forgery; alteration or misuse of college documents, records or identification; or 
knowingly furnishing false information to the District. 

15. Unauthorized entry upon or use of college facilities. 

16. Lewd, indecent or obscene conduct on District-owned or controlled property, or at District-
sponsored or supervised functions. 

17. Engaging in expression which is obscene; libelous or slanderous; or which so incites 
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AP 5500 Standards of Conduct 
 
Reference: 
 Education Code Section 66300 and 66301 

Accreditation Standard II.A.7.b 
 
Definitions 
The following conduct shall constitute good cause for discipline, including but not limited to the 
removal, suspension or expulsion of a student. 
1. Causing, attempting to cause, or threatening to cause physical injury to another person. 
2. Possession, sale or otherwise furnishing any firearm, knife, explosive or other dangerous 

object, including but not limited to any facsimile firearm, knife or explosive, unless, in the 
case of possession of any object of this type, the student has obtained written permission 
to possess the item from a district employee, which is concurred in by the President of the 
College. 

3. The manufacture, possession, use, sale, offer to sell, or furnishing, or being under the 
influence of, any controlled substance listed in Chapter 2 (commencing with Section 11053) 
of Division 10 of the California Health and Safety Code, an alcoholic beverage, or an 
intoxicant of any kind; or unlawful possession of, or offering, arranging or negotiating the 
sale of any drug paraphernalia, as defined in California Health and Safety Code Section 
11014.5. 

4. Committing or attempting to commit robbery or extortion. 
5. Causing or attempting to cause damage to district property or to private property on 

campus. 
6. Stealing or attempting to steal district property or private property on campus, or knowingly 

receiving stolen district property or private property on campus. 
7. Willful or persistent smoking in any area where smoking has been prohibited by law or by 

regulation of the college or the District. 
8. Committing sexual harassment as defined by law or by District policies and procedures. 
9. Engaging in harassing or discriminatory behavior based on disability, gender, gender 

identity, gender expression, nationality, race or ethnicity, religion, sexual orientation, or any 
other status protected by law. 

10. Engaging in intimidating conduct or bullying against another student through words or 
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1.1 Cheating 
At Gavilan, cheating is the act of obtaining or attempting to obtain credit for academic 
work through any dishonest, deceptive, or fraudulent means. Cheating at Gavilan 
includes, but is not limited to: 
a. Copying, in part or in whole, from another's test or other evaluation instrument or 

obtaining answers from another person during the test without instructor's approval. 
b. Submitting work previously presented in another course, if contrary to the written rules of 

the course. 
c. Using or consulting, during an examination, sources or materials not specifically 

authorized 
d. Intentionally altering, changing, and/or misusing documents or records. Knowingly 

furnishing false information or generally interfering with grading procedures or 
instruction of a class. 

e. Any other act committed by student(s) in the course of academic work, which defrauds 
and/or misrepresents, including aiding or abetting, in any of the actions defined above. 

1.2 Plagiarism 
a. The act of incorporating the ideas, words, sentences, paragraphs, or parts thereof, or the 

specific substance of another's work without giving appropriate credit, and representing 
the product as one's own work. 

b. Representing another's artistic/scholarly works such as musical compositions, writings, 
computer programs, photographs, paintings, drawings, scriptures, or similar works as 
one's own. 

 
2.0 Student Evaluation and Reporting 

When a Gavilan faculty member, responsible for a course, has reason to believe, and has 
evidence to substantiate, that the behavior of a student or students falls within one or both 
of the above sets of definitions, it is an instructor's responsibility to take the following 
steps: 
a. Arrange an office conference with the student and at that time advise the student of the 

allegations and make him or her aware of the supporting evidence and the probable 
consequences. Any classroom confrontation should be as discreet as possible. If, as a result of 
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3.0 Sanctions 
There shall be two major classifications of sanctions that may be imposed for violations of 
this policy: Academic and Administrative. Academic sanctions will be defined as those 
actions related to the coursework and grades, which is the province of the instructor. 
Administrative sanctions concern a student's status on campus and are acted on by the 
Vice President of Student Services. The imposition of one variety of sanction (Academic or 
Administrative) will not preclude the addition of the other. 

3.1 Academic Sanctions 
Faculty is responsible for the type of academic sanction to be applied to students 
involved in incidents of cheating or plagiarism. Usually a form of "grade modification" 
will be employed. Before sanctions can be employed, the faculty member must have 
verified the instances of academic dishonesty by personal observation and/or 
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The Vice President of Student Services will respond to: 
1. Referrals from the faculty; 
2. Flagrant violations of academic standards; and 
3. Repeat violations as brought to his/her attention by the faculty or through the student 

reports filed with the Vice President of Student Services. 

The Vice President of Student Services will notify faculty members involved when 
action has been taken. 
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BP 5510 Off-Campus Student O 
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AP 5510 Off-Campus Student Organizations 
 
Reference 
 34 Code of Federal Regulations Section 668.46(b)(7) 
 
 
Gavilan College Se
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AP 5520 Student Discipline Procedures 
 
Reference: 

Education Code Section 66300, 72122, 76030 

The purpose of this procedure is to provide a prompt and equitable means to address violations 
of the Standards of Student Conduct, which guarantees to the student or students involved the 
due process rights guaranteed them by state and federal constitutional protections. This 
procedure will be used in a fair and equitable manner, and not for purposes of retaliation. It is 
not intended to substitute for criminal or civil proceedings that may be initiated by other 
agencies. 

These Administrative Procedures are specifically not intended to infringe in any way on the 
rights of students to engage in free expression as protected by the state and federal 
constitutions, and by Education Code Section 76120, and will not be used to punish expression 
that is protected. 

Definitions: 
District. The Gavilan Joint Community College. 
 
Student. Any person currently enrolled as a student at any college or in any program offered by 
the District. 
 
Instructor. Any academic employee of the District in whose class a student subject to discipline 
is enrolled, or counselor who is providing or has provided services to the student, or other 
academic employee who has responsibility for the student's educational program. 
 
Short-term Suspension. Exclusion of the student by the President of the College for good 
cause from one or more classes for a period of up to ten (10) consecutive days of instruction.  
 
Long-term Suspension. Exclusion of the student by the President of the College for good 
cause from one or more classes for the remainder of the school term, or from all classes and 
activities of the college for one or more terms.  
 
Expulsion. Exclusion of the student by the Board of Trustees from all colleges in the District for 
one or more terms.  
 
Removal from class. Exclusion of the student by an instructor for the day of the removal and 
the next class meeting. An online instructor may block access to the class for 78 hours. 
 
Written or verbal reprimand. An admonition to the student to cease and desist from conduct 
determined to violate the Standards of Student Conduct. Written reprimands may become part 
of a student's permanent record at the college. A record of the fact that a verbal reprimand has 
been given may become part of a student's record at the college for a period of up to one year. 
 
Withdrawal of Consent to Remain on Campus. Withdrawal of consent by the Vice President 
of Student Services for any person to remain on campus in accordance with California Penal 
Code Section 626.4 where the Vice President of Student Services has reasonable cause to 
believe that such person has willfully disrupted the orderly operation of the campus. 
 
 
Amended by the Board of Trustees April 13, 2004 
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request a formal hearing before expulsion is imposed, and a copy of this policy describing the 
procedures for a hearing. 

 
Hearing Procedures: 
 
Request for Hearing. Within five (5) school days after receipt of the President’s decision 
regarding a long-term suspension or expulsion, the student may request a formal hearing. The 
request must be made in writing to the President of the College or designee. 
 
Schedule of Hearing. The formal hearing shall be held within five (5) school days after a formal 
request for hearing is received.  
 
Hearing Panel. The hearing panel for any disciplinary action shall be composed of one 
administrator, one faculty member, and one student. 
 
The President of the College, the President of the Academic Senate, and the ASB President 
shall each, at the beginning of the academic year, establish a list of at least five (5) persons who 
will serve on student disciplinary hearing panels. The President of the College shall appoint the 
hearing panel from the names on these lists. However, no administrator, faculty member or 
student who has any personal involvement in the matter to be decided, who is a necessary 
witness, or who could not otherwise act in a neutral manner shall serve on a hearing panel. 

 
Hearing Panel Chair. The President of the College shall appoint one member of the panel to 
serve as the chair. The decision of the hearing panel chair shall be final on all matters relating to 
the conduct of the hearing unless there is a vote by both other members of the panel to the 
contrary. 

Conduct of the Hearing.  
 
The members of the hearing panel shall be provided with a copy of the accusation 
against the student and any written response provided by the student before the hearing 
begins.  
 
A college representative who shall be the Vice President of Student Services shall 
present the facts supporting the accusation. 
 
The college representative and the student may call witnesses and introduce oral and 
written testimony relevant to the issues of the matter.  

 
 
Formal rules of evidence shall not apply. Any relevant evidence shall be admitted. 
Unless the hearing panel determines to proceed otherwise, the college representative 
and the student shall each be permitted to make an opening statement. Thereafter, the 
college representative shall make the first presentation, followed by the student. The 
college representative may present rebuttal evidence after the student completes his or 
her evidence. The burden shall be on the college representative to prove by substantial 
evidence that the facts alleged are true. 
 
The student may represent him or herself, and may also have the right to be represented 
by a person of his or her choice. The student shall not be represented by an attorney 
unless, in the judgment of the hearing panel, complex legal issues are involved. If the 
student wishes to be represented by an attorney, a request must be presented not less 
than five (5) days prior to the date of the hearing. If the student is permitted to be 
represented by an attorney, the college representative may request legal assistance. 
The hearing panel may also request legal assistance; any legal advisor provided to the 
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Board of Trustees Decision: 
 
The Board of Trustees shall consider any recommendation from the President of the 
College for expulsion at the next regularly scheduled meeting of the Board after receipt 
of the recommended decision.  
 
The Board shall consider an expulsion recommendation in closed session, unless the 
student has requested that the matter be considered in a public meeting in accordance 
with these procedures. (Education Code Section 72122) 
 
The student shall be notified in writing, by registered or certified mail or by personal 
service, at least three days prior to the meeting, of the date, time, and place of the 
Board's meeting.  
 
The student may, within forty-eight hours after receipt of the notice, request that the 
hearing be held as a public meeting. 

 
Even if a student has requested that the Board consider an expulsion recommendation 
in a public meeting, the Board will hold any discussion that might be in conflict with the 
right to privacy of any student other than the student requesting the public meeting in 
closed session. 

 
The Board may accept, modify or reject the findings, decisions and recommendations of 
the President of the College and/or the hearing panel. If the Board modifies or rejects the 
decision, the Board  
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AP 5530 Student Rights and Grievances 
 
Reference: 

Title IX, Education Amendments of 1972; Education Code Section 76224(a) 

Purpose: 
 
The purpose of this procedure is to provide a prompt and equitable means of resolving student 
grievances. These procedures shall be available to any student who reasonably believes a 
college decision or action has adversely affected his or her status, rights or privileges as a 
student. The procedures shall include, but not be limited to, grievances regarding: 
 

• Sex discrimination as prohibited by Title IX of the Higher Education Amendments of 
1972 

• Sexual harassment 
• Financial aid 
• Illegal discrimination 
• Course grades, to the extent permitted by Education Code Section 76224(a), which 

provides: "When grades are given for any course of instruction taught in a 
community college District, the grade given to each student shall be the grade 
determined by the instructor of the course and the determination of the student's 
grade by the instructor, in the absence of mistake, fraud, bad faith, or incompetency, 
shall be final." 

• The exercise of rights of free expression protected by state and federal constitutions 
and Education Code Section 76120. 

 
This procedure does not apply to: 
 

• Student disciplinary actions, which are covered under separate Board policies and 
Administrative Procedures. 

• Police citations (i.e. "tickets"); complaints about citations must be directed to the 
County Courthouse in the same way as any traffic violation. 

Definitions: 
 
Party. The student or any persons claimed to have been responsible for the student's alleged 
grievance, together with their representatives. "Party" shall not include the Grievance Hearing 
Committee or the College Grievance Officer. 
 
President. The President of the College or a designated representative of the President. 
 
Student. A currently enrolled student, a person who has filed an application for admission to the 
college, or a former student. A grievance by an applicant shall be limited to a complaint 
regarding denial of admission. Former students shall be limited to grievances relating to course 
grades to the extent permitted by Education Code Section 76224(a). 
 
Respondent. Any person claimed by a grievant to be responsible for the alleged grievance. 
 
Day. 
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The decision shall be based only on the record of the hearing, and not on matter outside of that 
record. The record consists of the original grievance, any written response, and the oral and 
written evidence produced at the hearing. 
 
President’s Decision: 
 
Within 10 (ten) business days following receipt of the Grievance Hearing Committee's decision 
and recommendation(s), the President of the College shall send to all parties his or her written 
decision, together with the Hearing Committee's decision and recommendations. The President 
of the College may accept or reject the findings, decisions and recommendations of the Hearing 
Committee. The factual findings of the Hearing Committee shall be accorded great weight; and 
if the President of the College does not accept the decision or a finding or recommendation of 
the Hearing Committee, the President of the College shall review the record of the hearing, and 
shall prepare a new written decision, which contains specific factual findings and conclusions. 
The decision of the President of the College shall be final, subject only to appeal as provided 
below. 
 
Appeal: 
 
Any appeal relating to a Grievance Hearing Committee decision that the Statement of 
Grievance does not present a grievance as defined in these procedures shall be made in writing 
to the President of the College within 5 (five) business days of that decision. The President of 
the College shall review the Statement of Grievance and Request for Grievance Hearing in 
accordance with the requirements for a grievance provided in these procedures, but shall not 
consider any other matters. The President’s decision whether or not to grant a grievance 
hearing shall be final and not subject to further appeal. 

Time Limits: 
 
Any times specified in these procedures may be shortened or lengthened if there is mutual 
concurrence by all parties. 
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AP 5550 Speech: Time, Place, and Manner  
 
Reference: 

Education Code Section 76120, 66301 
 

The students of the District shall be permitted to exercise their rights of free expression 
subject to the time, place and manner policies and procedures contained in Board 
Policy, 5550 and these procedures. 
 
The College District is a non-public forum, except for a designated Free Speech Area, as 
follows: Gazebo, located North of Cafeteria. 
 
The Free Speech Area is a limited public forum. The District reserves the right to revoke 
that designation and apply a non-public forum designation at its discretion. 

 
The use of Free Speech Areas is subject to the following:  
 

• Persons using the Free Speech Area and/or distributing material in the Free Speech 
Area shall not impede the progress of passersby, nor shall they force passersby to 
take material. 

• No person using the Free Speech Area shall touch, strike or impede the progress of 
passersby, except for incidental or accidental contact, or contact initiated by a 
passerby. 
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BP 5700 Athletics 
 

Reference: 
Education Code Sections 78223, 66271.6, 66271.8, 67360 et seq. 

The District shall maintain an organized program for men and women in intercollegiate 
athletics. The program shall not discriminate on the basis of gender in the availability of 
athletic opportunities. 

The President of the College shall assure that the athletics program complies with the 
California Community Colleges Commission on Athletics Constitution and Sports Guides, 
and appropriate Conference Constitution regarding student athlete participation.  

 

See Administrative Procedures #5700 
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AP 5700 Athletics 

Reference: 
Title IX, Education Amendments of 1972, Education Code 66271.6, 66271.8, 
67360 et seq. 

 
Intercollegiate Athletics 

In accordance with Rules of Student Conduct, every student-athlete shall: 

• Show exemplary conduct on and off campus. 

• Adhere to College rules and laws of the community with respect to individuals 
and property. 

• Dress and behave appropriately when representing athletics and the College.  
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• Demonstrate loyalty to your teammates, teachers, and coaches, as well as, to the 

College and community. 
 

• Demonstrate respect for personnel, equipment, and facilities. 
 
Standards of Conduct 

 
Any student who has met the admissions and athletic eligibility requirements may try out for 
intercollegiate athletics.  When a student becomes a member of a team, representing Gavilan 
Community College, he/she shall be subject to conduct standards of the College, the Athletic 
Department, the Coast Conference and the Commission on Athletics in which the College is a 
member. 

 
The Athletic Department has developed Student-Athlete Responsibilities (referred to above).  
These responsibilities are based on the premise that athletes representing Gavilan Community 
College will be in the public eye, and their personal conduct must reflect favorably upon the 
team, the College, and the community. 
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BP 5800 Prevention of Identity Theft in Student Financial 
Transactions 

 
Reference: 

Fair and Accurate Credit Transactions Act, (15 U.S.C. 1681m(e)) 
 
The District is required to provide for the identification, detection, and response to patterns, 
practices, or specific activities (“Red Flags”) that could indicate identity theft of students when 
the District serves as creditor in relation to its students.  When applicable, the 
Superintendent/President, Vice President of Administrative Services or designee is directed to 
develop procedures to implement an Identity Theft Prevention Program (ITPP) to control 
reasonably foreseeable risks to students from identity theft. 
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AP 5800 Prevention of Identity Theft in Student Financial 
Transactions 

 
Reference: 

Fair and Accurate Credit Transactions Act, (15 U.S.C. 1681m(e)) 
 
 
1. The Purpose of the Identity Theft Prevention Program 
 The purpose of this Identity Theft Prevention Program (ITPP) is to control reasonably 

foreseeable risks to students from identity theft by providing for the identification, detection, 
and response to patterns, practices, or specific activities (“Red Flags”) that could indicate 
identity theft. 

 
2. Definitions 

a. Identity Theft - A fraud attempted or committed using identifying information of another 
person without authority. 

b. Creditor - A “creditor” includes government entities who defer payment for goods (for 
example, payment plans for a bookstore account, or parking tickets) issued loans or 
issued student debit cards.  Government entities that defer payment for services 
provided are not considered creditors for purposes of this ITPP. 

c. Deferring Payment - Refers to postponing payments to a future date and/or installment 
payments on fines or costs. 

d. “Covered Account” - An account that involves multiple payments or transactions. 
e. Person - Any individual who is receiving goods, receives a loan, and/or is issued a 

debit card from the District and is making payments on a deferred basis for said goods, 
loan, and/or debit card. 

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

a. Risk Factors for Identifying “Red Flags” 
The District will consider the following factors in identifying relevant “Red Flags”: 
1. The types of covered accounts the District offers or maintains 
2. The methods the District provides to open the Districts covered accounts 
3. The methods the District provides to access the District’s covered accounts; and 
4. The Districts’ previous experiences(s) with identity theft. 

b. Sources of “Red Flags” 
The District will continue to incorporate relevant “Red Flags” into this ITPP from the 
following sources 
1. Incidents of identity theft that the District has experienced 
2. Methods of identity theft that the District identifies that reflects changes in identity002 Tw -1k32xperienced  4.
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• The person opening the covered account fails to provide all required personal 
identifying information on an application or in response to notification that the 
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phone number change is requested, then documentation evidencing the new phone 
number, such as a phone bill, shall be obtained. 

5. Preventing and Mitigating Identity Theft 
One or more of the following measures, as deemed appropriate under the particular 
circumstances, shall be implemented to respond to “Red Flags” that are detected: 
a. Monitor the covered account for evidence of identity theft 
b. Contact the person who holds the account 
c. Change any passwords, security codes, or other security devices that permit access to 

a covered account 
d. Reopen the covered account with a new account number 
e. Not open a new covered account for the person 
f. Close an existing covered account 
g. 
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Staff responsible for the development, implementation, and administration of this 
ITPP shall report to the Governing Board on an annual basis 

2. Contents of Report 
The report shall address material matters to the ITPP and evaluate the following 
issues: the effectiveness of the policies and procedures in addressing the risk of 
identity theft in connection with opening new covered accounts wand with respect 
to existing covered accounts; service provider arrangements; significant incidents 
involving identity theft and management’s response; and recommendations for 
material changes to the ITPP. 

3. Oversight of Service Provider Arrangements 


