
BP 7310 Nepotism  
 
References:  

Government Code Sections 



BP 7330 Communicable Disease  



AP 7330 Communicable Disease  
 
Reference:  

Education Code Section 87408; 87408.6; 88021  
 

For successful applicants for academic positions: 
 

 A medical certificate is required showing that the applicant is free from any 
communicable disease, including, but not limited to, active tuberculosis, unfitting 
the applicant to instruct or associate with students.  

 The medical certificate shall be submitted by a physician as authorized by code.  
 The medical examination is conducted not more than six months before the 

submission of the certificate and is at the expense of the applicant.  
 A contract of employment may be offered to an applicant subject to the 

submission of the required medical certificate.  
 The medical certificate becomes a part of the personnel record of the employee 

and is open to the employee or his or her designee. 
 
 �7�K�H���W�H�U�P���³�F�R�P�P�X�Q�L�F�D�E�O�H���G�L�V�H�D�V�H�´���D�O�V�R���L�Q�F�O�X�G�H�V�����E�X�W���L�V���Q�R�W���O�L�Pited) to hepatitis. 
 
Also see AP 7336 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees: ________________ 
 
 

Edits Recommended  



BP 7335 Health Examinations  
 

Reference:  
42 U.S.C. Code Section 12112 (d); 29 C.F.R. Code of Federal Regulations , 



AP 7336 Certification of Freedom from Tuberculosis  
 
Reference:  

Education Code section 87408.6  
 
Except as provided herein, no person shall be initially employed by the district in an academic or 



A person who transfers his or her employment from a private or parochial elementary school, 
secondary school, or nursery school to the district shall be deemed to meet the requirements of 
this procedure if the person can produce a certificate as provided for in Section 121525 of the  
Health and Safety Code that shows that he or she was examined within the past last four years 
had a tuberculosis risk assessment that showed no risk factors were present or was examined 
and was found to be free of communicable tuberculosis, or if it is verified by the school 
previously employing him or her that it has the certificate on file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees: _________________ 
 



AP 7337 Fingerprinting  
 
References : 

Education Code Sections 87013 and 88024; 
Penal Code Sections 11102.2 and 11077.1 

 
Class ified Employees  
The District, within 10 working days of date of employment, shall require each person to be 
employed, or employed in, a nonacademic position to have two 8 X 8 fingerprint cards bearing 
the legible rolled and flat impressions of that person's fingerprints together with a personal 
description of the applicant or employee, as the case may be, prepared by a local public law 
enforcement agency having jurisdiction in the area of the District. 
 
Identification cards are completed as follows: preparation and retention of Live Scan form and 
receipt. The cards shall be prepared by a local public law enforcement agency having 
jurisdiction in the area of the District. 
 
The fee for the service is as determined by the state Department of Justice to be sufficient to 
reimburse the department for the costs incurred in processing the application. 
 
The fee is forwarded to the Department of Justice with two copies of applicant's or employee's 
fingerprint cards.  The District shall collect an additional fee not to exceed two dollars ($2) 
payable to the local public law enforcement agency. The additional fees are be transmitted to 
the California Department of Justice.  
 
The fee is reimbursed to an applicant who submits fingerprints in accordance with these 
procedures 



forwarded to the Department of Justice, with two copies of applicant's or employee's fingerprint 
cards. The District shall collect an additional fee not to exceed two dollars ($2) payable to the 
local public law enforcement agency taking the fingerprints and completing the data on the 
fingerprint cards. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees:  August 14, 2012 
Reviewed by the Board of Trustees: _________________ 
 



BP 7340 Leaves  
 
Reference s: 

Education Code Sections 87763 et seq. and 88190 et seq. and cites below; 
Labor Code Sections 245 et seq. 

 
The Superintendent/President shall establish procedures for employee leaves as authorized by 
law and by any collective bargaining agreements entered into by the District. Such leaves shall 
include, but are not limited to: 

 Illness or injury leaves for all classes of permanent employees (Education Code 
Sections 88781 and 88192);  

 paid sick leave (Labor Code Section 246); 
 vacation leave for members of the classified service, administrators, supervisors 

and managers; 
 leave for service as an elected official of a community college District public 

employee organization, or of any statewide or national employee organization 
with which the local organization is affiliated or leave for a reasonable number of 
unelected classified employees for the purpose of enabling an employee to 
attend important organizational activities authorized by the public employee 
organization (Education Code Sections 87768.5 and 88210



AP 7343 Industrial Accident  and Illness  Leave 
 
References:  

Education Code Sections 87787 and 88192 
 
Academic Employees  
Academic employees shall be entitled to not less than 60 days leave on account of an industrial 





BP 7345 Catastrophic Leave Program  
 
Reference:  

Education Code Section 87045  
 

The Board authorizes implementation of a catastrophic leave program to permit 
employees of the District to donate eligible leave credits to an employee when that 
employee or a member of his or her family suffers from a catastrophic illness or injury. 
 
The President of the College Superintendent/President shall establish administrative 
procedures to administer the program that comply with the requirements established by 
the Education Code. The administrative procedures shall assure that the program is 
administered in a nondiscriminatory way. 
 
 
 
See Administrative Procedure 7345  

 

 

 

 

 

 

 

 
Approved by the Board of Trustees:  November 11, 2003 
Reviewed by the Board of Trustees: _________________ 

Edits Recommended  



AP 7345 Catastrophic Leave Program  
 
Reference:  

Education Code Section 87045  
 

The District has established a catastrophic leave program to permit employees of the district to 
donate eligible leave credits to an employee when that employee or a member of his or her 
family suffers from a catastrophic illness or injury. 

 
For the purposes of this procedure, the following terms are defined as follows: 

 
 "Catastrophic illness" or "injury" means an illness or injury that is expected to 

incapacitate the employee for an extended period of time, or that incapacitates a 
member of the employee's family requiring the employee to take time off from 
work for an extended period of time to care for that family member, and taking 
extended time off work creates a financial hardship for the employee because he 
or she has exhausted all of his or her sick leave and other paid time off. 

 "Eligible leave credits" means vacation leave and sick leave accrued to the 
donating employee. 

 
Eligible leave credits may be donated to an employee for a catastrophic illness or injury if all of 
the following requirements are met: 

 
 The employee who is, or whose family member is, suffering from a catastrophic 

illness or injury requests that eligible leave credits be donated and provides 
verification of catastrophic injury or illness. 

 The Director of Human Resources Department determines that the employee is 



AP 7346 Employees Called to Military Duty  



Employees on military leave shall accrue any benefits afforded by any collective bargaining 
agreement negotiated during their absence. 
 
Any employee on temporary military leave for training who has worked for the District for at least 
one year shall continue to accrue vacation, sick leave and holiday privileges up to a maximum 
period of 180 days. 
 
Reinstatement  
An employee on active duty military leave shall be entitled to return to the position held by 
him/her at the time of his or her entrance into the service within six months after the employee 
honorably leaves the service or is placed on inactive duty. 
 
In the case of a contract academic employee, absence on military leave shall not count as part 
of the service required for the acquisition of tenure, but the absence shall not be construed as a 
break in the continuity of service.  If the employee was employed by the district for more than 
one year, but had not yet become a regular academic employee of the district, he/she is entitled 
to return to the position for the period of time his/her contract of employment had to run at the 
time he or she entered military service. 
 
In the case of an academic employee, absence on military leave shall not be construed as a 
break in the continuity of service. 
 



AP 7347 Paid Family Leave  
 
Reference:  



AP 7348 Accommodations  
 

References:  
29 U.S. Code Section 207(r); 
42 U.S. Code Sections 12101 et seq.; 
42 U.S. Code Sections 2000e et seq.; 
29 Code of Federal Regulations Parts 1605.1 et seq.; 
Government Code Sections 12926, 12940, and 12945; 
Labor Code Sections 230 and 1030 et seq.; 
Title 2 Sections 11040 et seq., 11050, et seq., and 11060 et seq. 

 
 
Absent undue hardship or direct threats to the health and safety of employee(s), the 
District provides employment-related reasonable accommodations to: 

 qualified individuals with disabilities, both applicants and employees, to enable 
them to perform essential job functions; 

 employees with conditions related t



Unlike the other categories identified above, there is no legal requirement that the 
employer must use an interactive process to analyze potential reasonable 
accommodation�V�� �R�I�� �D�Q�� �H�P�S�O�R�\�H�H�¶�V�� �U�H�O�L�J�L�R�X�V�� �E�H�O�L�H�I�V�� �R�U�� �R�E�V�H�U�Y�D�Q�F�H���� �L�Q�F�O�X�G�L�Q�J�� �U�H�O�L�J�L�R�X�V��
dress or grooming practices.  Accommodation for religious belief is included here 
because the law does require an employer to provide a reasonable accommodation 
unless the agency can prove an undue hardship.  In addition, the employer is required 
to prove that it has explored any available reasonable alternative means of 
accommodating the religious belief or observance.  Though an interactive process is not 
legally mandated for religious accommodation, an interactive process meeting 
suggested as good practice  





BP 7360 Discipline and Dismiss als - Academic Employees  
 
Reference:  

Education Code Section s 876696 et seq. , 87732 
 

A contract or regular employee may be dismissed or penalized for one or more of the 
grounds set forth in Education Code section 87732. If the employee is to be penalized, 
the Board shall determine the nature of the penalties. If the Board decides to dismiss or 
penalize a contract or regular employee, it shall assure that each of the following has 
been satisfied: 
 

The employee has been evaluated in accordance with standards and procedures 
established in accordance with the provisions of Education Code Sections 87660 et 
seq., and any administrative procedure for evaluation contained in a collective 
bargaining agreement;  
The Board has received all statements of evaluation which considers the events for 
which dismissal or penalties may be imposed;  
The Board has received a recommendation from the President of the College 
Superintendent/President.  
The Board has considered the statements of evaluation and the recommendations in 
a lawful meeting. 
 

If the Board decides it intends to dismiss or penalize a contract or regular employee, it 
shall take the actions required by the Education Code, and the President of the College 
Superintendent/President or designee shall thereafter assure that the employee is 
afforded the full post-termination due process required by the Education Code Sections 
87666 - 87681, and 87740. 
 
The President of the College Superintendent/President shall establish procedures that 
define the conditions and processes for dismissal, discipline, and due process and 
ensure they are available to employees. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees: ______________ 

Edits Recommen ded 



BP 7365 Discipline and Dismissal - Classified Emplo yees 
 
References:  

Education Code Section 88013; 
Government Code Sections 3300 et seq. 

 
The Superintendent/President shall enact procedures for the disciplinary proceedings applicable 
to permanent classified employees of the District. Such procedures shall conform to the 
requirements of the Education Code. 
 
�7�K�H�� �%�R�D�U�G�¶�V�� �G�H�W�H�U�P�L�Q�D�W�L�R�Q�� �R�I�� �W�K�H�� �V�X�I�I�L�F�L�H�Q�F�\�� �R�I�� �W�K�H�� �F�D�X�V�H�� �I�R�U�� �G�L�V�F�L�S�O�L�Q�D�U�\�� �D�F�W�L�R�Q�� �R�I�� �D�� �F�O�D�V�V�L�I�L�H�G��
employee shall be conclusive. 
 
No disciplinary action shall be taken for any cause that arose prior to the employee becoming 





AP 7365 Discipline and Dismissal - Classified Employees  
 
References:  

Education Code Section 88013; 
Government Code Sections 3300 et seq. 

 

Grounds for Discipline  
If the grounds for dismissal were included in BP 7365 titled Discipline and Dismissal ± Classified 
Employees, it is not necessary to repeat them here. 
 
A permanent member of the classified service shall be subject to disciplinary action, including 
but not limited to, oral reprimand, written reprimand, reduction in pay, demotion, suspension, or 
discharge, for any of the following grounds: 

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

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

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

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

 Dishonesty involving employment. 
 Being under the influence of alcohol or illegal drugs or narcotics while on duty, being 



 Mental or physical impairment that render the employee unable to perform the 
essential functions of the job with or without reasonable accommodation, or without 
presenting a direct threat to the health and safety of self or others. 

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

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

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

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

 Working overtime without authorization. 
 

Background Checks  
Background checks may be conducted as part of disciplinary or harassment investigations. 
(Civil Code Sections 1786 et seq. Fair Credit Reporting Act) 
 
Advanced notice of discipline/harassment investigations shall not be provided to those under 
investigation.  If the investigation results in action that adversely affects the employee, the 
employee shall receive oral, written, or electronic notice of: 

 the adverse action; 
 the name, address, and telephone number of the third party agency that furnished 

the report; 
 �W�K�H���H�P�S�O�R�\�H�H�¶�V���U�L�J�K�W���W�R���R�E�W�D�L�Q���D���I�U�H�H���F�R�S�\���R�I���W�K�H���U�H�S�R�U�W�����D�Q�G 
 �W�K�H�� �H�P�S�O�R�\�H�H�¶�V�� �U�L�J�K�W�� �W�R�� �G�L�V�S�X�W�H�� �W�K�H�� �D�F�F�X�U�D�F�\�� �R�U�� �F�R�P�S�O�H�W�H�Q�H�V�V�� �R�I�� �D�Q�\�� �R�I�� �W�K�H��

information in the report. 
 

Disciplinary Actions  
Disciplinary action taken by the District against a permanent member of the classified service 
may include, but not be limited to oral reprimand, written reprimand, and the following: 

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

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

 Discharge  �± A permanent member of the classified service may be discharged for 
just cause at any time.  Formal written notice of discharge may be made after 



 



 
Conduct of the Hearing : 

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

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

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

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

 Irrelevant and unduly repetitious evidence may be excluded.  
 The Board shall determine relevancy, weight and credibility of testimony and 

evidence.  Decisions made by the Board shall not be invalidated by any informality in 
the proceedings. 

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

 

Burden of Proof:   In a disciplinary appeal the District has the burden of proof by 
preponderance of the evidence. 
 
Proceed with Hearing or Request for Continuance:   Each side should be asked if it is ready 
to proceed. If either side is not ready and wishes a continuance, good cause must be stated. 
 
Testimony under Oath :  All witnesses shall be sworn in for the record prior to offering 
testimony at the hearing.  The chairperson will request the witnesses to raise their right hand 
and respond to the following: 
 
�³�'�R�� �\�R�X�� �V�Z�H�D�U�� �W�K�D�W�� �W�K�H�� �W�H�V�W�L�P�R�Q�\�� �\�R�X�� �D�U�H�� �D�E�R�X�W�� �W�R�� �J�L�Y�H�� �D�W�� �W�K�L�V�� �K�H�D�U�L�Q�J�� �L�V�� �W�K�H�� �W�U�X�W�K���� �W�K�H�� �Z�K�R�O�H��
truth and nothing b�X�W���W�K�H���W�U�X�W�K�"�´ 
 
Presentation of the Case:   The hearing shall proceed in the following order unless the Board 
of Trustees, for special reason, directs otherwise: 
 

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

 The appealing party (employee) shall be permitted to make an opening statement. 
 The District shall produce its evidence. 
 The party appealing from such disciplinary action (employee) may then offer their 

evidence. 
 The District followed by the appealing party (employee) may offer rebutting evidence. 
 Closing arguments shall be permitted at the discretion of the Board of Trustees.  The 

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

 



Procedure for the Parties:   The District representative and the employee representative will 
address their remarks, including objections, to the President of the Board.  Objections may be 



BP 7370  Political Activity  
 
Reference:  

Education Code Sections 7054, 7056; Government Code Section 8314  
 

Employees shall not use District funds, services, supplies or equipment to urge the 
passage or defeat of any ballot measure or candidate, including, but not limited to, any 
candidate for election to the governing board. This policy prohibits political activity 



AP 7370 Political Activity  
 
Reference:  

Education Code Sections 7050 et seq.  
 

No restriction shall be placed on the political activities of any employee of the District 
except as provided in board policy and these procedures. 
 
No District funds, services, supplies, or equipment may be used to urge the support or 
defeat of any ballot measure or candidate, including but not limited to any candidate for 
election to the governing board. 
 
District resources may be used to provide information to the public about the possible 
effects of a bond issue or other ballot measure if both the following conditions are met: 
  

 The informational activities are otherwise authorized by the Constitution or 
laws of the State of California; and  

 The information provided constitutes a fair and impartial presentation of 
relevant facts to aid the electorate in reaching an informed judgment 
regarding the bond issue or ballot measure. 

 
�$�Q�\���D�G�P�L�Q�L�V�W�U�D�W�R�U���R�U���E�R�D�U�G���P�H�P�E�H�U���P�D�\���D�S�S�H�D�U���E�H�I�R�U�H���D���F�L�W�L�]�H�Q�V�¶���J�U�R�X�S���W�K�D�W���U�H�T�X�H�V�W�V��
the appearance to discuss the reasons why the Board called an election to submit to the 
voters a proposition for the issuance of bonds, and to respond to inquiries from the 
�F�L�W�L�]�H�Q�V�¶���J�U�R�X�S�� 
 
An officer or employee of the District may solicit or receive political funds or 
contributions to promote the support or defeat of a ballot measure that would affect the 
rate of pay, hours of work, retirement, civil service, or other working conditions of 
officers or employees of the district. Such activities are prohibited during working hours, 
and entry into buildings and grounds of the District during working hours is prohibited. 
�6�X�F�K���D�F�W�L�Y�L�W�L�H�V���D�U�H���S�H�U�P�L�W�W�H�G���G�X�U�L�Q�J���Q�R�Q�Z�R�U�N�L�Q�J���W�L�P�H�����³�1�R�Q�Z�R�U�N�L�Q�J���W�L�P�H�´���P�H�D�Q�V���W�L�P�H��
�R�X�W�V�L�G�H���D�Q���H�P�S�O�R�\�H�H�V�¶���Z�R�U�N�L�Q�J���K�R�X�U�V�����Z�K�H�W�K�H�U���E�H�I�R�U�H���R�U���D�I�W�H�U���W�K�H���Z�R�U�N�G�D�\���R�U���G�X�U�L�Q�J���W�K�H��
�H�P�S�O�R�\�H�H�V�¶���O�X�Q�F�K���S�H�U�L�R�G���R�U���R�Wher breaks during the day.  
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Reviewed by the Board of Trustees: ________________ 

No Edits Recommended  



AP 7371  Personal Use of Public Resources  
 
Reference:  

Government Code Section 8314  
Penal Code Section 424  
 

No employee or consultant shall use or permit others to use public resources, except 
that which is incidental and minimal, for personal purposes or any other purpose not 
authorized by law. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by the Board of Trustees:  November 11, 2003 
Reviewed by the Board of Trustees: _________________ 
 

 

 

No Edits Recommended  



BP 7380 Retiree Health Benefits:   Academic Employees  
 
References:  

Education Code Sections 7000 et seq.  
 

The District shall permit any former academic employee who has retired from the District to 
enroll in the health and welfare benefit plan and/or dental care benefit plan currently provided to 
its current academic employees. In addition, the District shall also permit the enrollment of the 
surviving spouse of a former academic employee who either retired from the District or was, at 
the time of his or her death, employed by the District as an academic employee and a member 
�R�I���W�K�H���6�W�D�W�H���7�H�D�F�K�H�U�¶�V���5�H�W�L�U�H�P�H�Q�W���6�\�V�W�H�P�� 
 
Enrollment pursuant to this policy shall be at the retiree or surviving spouse�¶�V���R�Z�Q���H�[�S�H�Q�V�H.  
 



AP 7380 Retiree Health Benefits: Academic Employees  
 
Reference : 

Educa tion Code Section 7000 et seq.  
 
The District shall permit any former academic employee who has retired from the District to 



 

BP 7381 Retiree Health Benefits:  Classified Employees   
 
The District shall permit any former classified employee who has retired from the District to 
enroll in the health and welfare benefit plan and/or dental care benefit plan currently provided to 
its current classified employees. In addition, the District shall also permit the enrollment of the 
surviving spouse of a former classified employee who either retired from the District or was, at 
the time of his or her death, employed by the District as an classified employee and a member 
of the Public Employees Retirement System. 
 
�(�Q�U�R�O�O�P�H�Q�W���S�X�U�V�X�D�Q�W���W�R���W�K�L�V���S�R�O�L�F�\���V�K�D�O�O���E�H���D�W���W�K�H���U�H�W�L�U�H�H���R�U���V�X�U�Y�L�Y�L�Q�J���V�S�R�X�V�H�¶�V���R�Z�Q���H�[�S�H�Q�V�H.  
 
A retired classified �H�P�S�O�R�\�H�H���R�U���V�X�U�Y�L�Y�L�Q�J���V�S�R�X�V�H���P�D�\���H�Q�U�R�O�O���L�Q���W�K�H���'�L�V�W�U�L�F�W�¶�V���K�H�D�O�W�K���D�Q�G���Z�H�O�I�D�U�H��
benefit plans only once pursuant to this policy. A retired classified employee or surviving spouse 
who voluntarily terminates coverage under this policy may be excluded from obtaining coverage 
again. 
 
The President of the College shall establish procedures as may be deemed necessary to 
administer this policy. 
 

See Administrative Procedure #7381  

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees:  October 9, 2012 

Edits Recommended  



 AP 7381 Retiree Health Benefits: Classified Employees   
 

Reference:  

 Government Code Section 53200  

 

The District shall permit any former classified employee who has retired from the District to 
enroll in the health and welfare benefit plan and/or dental care benefit plan currently provided to 
its current classified employees. In addition, the District shall also permit the enrollment of the 
surviving spouse of a former classified employee who either retired from the District or was, at 
the time of his or her death, employed by the District as an classified employee and a member 
of the Public Employees Retirement System. 
 
�(�Q�U�R�O�O�P�H�Q�W���S�X�U�V�X�D�Q�W���W�R���W�K�L�V���S�R�O�L�F�\���V�K�D�O�O���E�H���D�W���W�K�H���U�H�W�L�U�H�H���R�U���V�X�U�Y�L�Y�L�Q�J���V�S�R�X�V�H�¶�V���R�Z�Q���H�[�S�H�Q�V�H.  
 
�$���U�H�W�L�U�H�G���F�O�D�V�V�L�I�L�H�G���H�P�S�O�R�\�H�H���R�U���V�X�U�Y�L�Y�L�Q�J���V�S�R�X�V�H���P�D�\���H�Q�U�R�O�O���L�Q���W�K�H���'�L�V�W�U�L�F�W�¶�V���K�H�D�O�W�K���D�Q�G���Z�H�O�I�D�U�H��
benefit plans only once pursuant to this policy. A retired classified employee or surviving spouse 
who voluntarily terminates coverage under this policy may be excluded from obtaining coverage 
again. 
 
The Superintendent/President shall establish procedures as may be deemed necessary to 
administer this policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees:  August 14, 2012 
 

 

Edits Recommended  



BP 7385 Salary Deductions  
 
Reference:  

Education Code Sections 87040; 87833; 87834; 88167  
 

An employee may request reduction of his or her salary in any amount for any or all of 
the following purposes: 
 

participation in a deferred compensation program; 
paying premiums on any policy or certificate of group life insurance or disability 
insurance or legal expense insurance, or any of them;  
paying rates, dues, fees, or other periodic charges on any hospital service contract.  
 

The request provided for above shall be revocable by the employee. 
The District shall, without charge, reduce the salary payment by the amount which the 
employee has authorized in writin



BP 7400 Travel  
 
Reference:  

Education Code Section 87032 ; 
Government Code Section 11139.8  
 

The President of the College Superintendent/President is authorized to attend 
conferences, meetings and other activities that are appropriate to the functions of the 
District. 
 
The President of the College Superintendent/President shall establish procedures 



AP 7400 Travel  
 
Reference:  

Education Code Section 87032 ; 
Government Code Section 11139.8  
2 Code of Federal Regulations Part 200.474  
 

The following procedures address travel: 
 
Definition of authorized necessary expenses and limits 

 Meals will be reimbursed using per diem rates established by the United States 
Department of General Services and travel periods will also be established 
using the payment guidelines established by the United States Department of 
General Services. 

 The district does not pay for meals covered by the conference fee. However, 
programmed conference meals will be reimbursed at actual cost in excess of 
these limits if receipts are provided. 

 The district does not reimburse the cost of alcoholic beverages or tips. 
 The district will not pay expenses for meetings that are to be reimbursed to the 

employee later by another organization. 
 The district will not compensate for time to travel to and from a conference or 

event but all reasonable effort will be made to incorporate travel time within the 
normal work hours. 

 
Definition of authorized travel 

 Improvement of teaching 
 Maintenance of current academic and technical knowledge and skills 
 In-service training for vocational education and employment preparation 

programs 
 Retraining to meet changing institutional needs 
 Development of innovations in instructional and administrative techniques and 

programs effectiveness 
 Computer and technological proficiency programs 
 Courses and training implementing affirmative action and upward mobility 

programs 
 Other activities determined to be related to educational and professional 

development pursuant to criteria established by the Board of Governors 
 



3. The conference registration and lodging will be paid in advance upon 
request when accompanied by conference authorization form. 
 

 
Approvals required 





AP 7500 Volunteers  
 
References: 
 Education Code Sections 72401, 87010, and 87011 
 Government Code Section 3119.5 
 
Purpose and Scope  
 

The purpose of this procedure is to outline the District policy on volunteers. Each 
volunteer is subject to the screening process set forth in this policy, with the following 
exceptions: 

 
 volunteers serving in single day college events. 
 individuals serving as volunteers in Associated Student Organization 

officer positions at the colleges. ASO officers are not entitled to defense 



Subject to the limitations of this policy, employees assigned to other positions within the 
District may serve as volunteers during off-hours. 
Fingerprints of each volunteer may be required. Volunteers with on-going assignments 
and volunteers who interact with minors shall be required to provide a complete set of 
fingerprints for the purpose of running a criminal background check. 
No person may serve as a volunteer in the District if: 
 

 He/she has been convicted of or if he or she has charges pending which 
pertains to any sex offense (as defined in Education Code section 87010), or 
controlled substance offense (as defined in Education Code section 87011). 

 He/she has been convicted of a crime and the President of the College 
Superintendent/President



BP 7510 Domestic Partners  
 
References:  

Family Code Sections 297, 298, 298.5, 297.5, 299, 299.2, and 299.3 
 
 
Domestic partners registered with the California 



BP 7600 Campus Security Officers  
 
Reference:  

Education Code 72330.5  
 

The District shall employ campus security officers, who shall provide services as 
security guards, or patrol persons on or about the campus(es) owned or operated by the 
District. Their duties include, but are not limited to protecting persons or property, 
preventing the theft of District property, and reporting any unlawful activity to the District 
and local law enforcement. 



AP 7600 College Security  
 
Reference:  

Education Code Section 72330  
Government Code Sections 3300 et seq.  

 
Campus Security Officers  
The campus security officers shall cooperate with local law enforcement in accordance with an 
agreement to be entered into in accordance with the requirements of Education Code Section 
67381. The agreement shall address, but not be limited to, the following: 

 
 Operational responsibilities for investigations of the following violent crimes: willful 

homicide, forcible rape, robbery, aggravated assault 
 Geographical boundaries of the operational responsibilities 
 Mutual aid procedures 

 
Every campus security officer employed or continuing in employment shall meet the 
requirements set out in Education Code Section 72330.5, including but not limited to: 
 

 Submission of one copy of his or her fingerprints which shall be forwarded to the Federal 
Bureau of Investigation;  

 A determination that the employee is not a person prohibited from employment by a 
California community college district, and,  

 If the employee is required to carry a firearm, is not a person prohibited from possessing 
a firearm. 

 
Members of campus security shall be employed as members of the classified service of the 
District. 
 
Salaries for campus security officers shall be established after appropriate negotiations with 
their exclusive representative. If no such unit is established, the Superintendent/President 
shall recommend salaries.  
 
The Vice President of Administrative Services shall issue such other procedures as may be 
necessary for the administration of the campus security officers, which may include: 
 

 Schedules and shifts 
 Call back procedures 
 Use of vehicles 
 Weapons practices, especially drawing weapons 
 Pursuit practices 
 Discipline procedures 
 Training 
 Responsibilities to coordinate with local law enforcement 

 
 
 
 
Approved by the Board of Trustees:  November 11, 2003 
Amended by the Board of Trustees:  August 14, 2012 
Reviewed by the Board of Trustees: _________________ 

 

Edits Recommended  



BP 7700 Whistleblower Protection  
 

References:   
Education Code Sections 81760 -87164 
Labor Code Section 1102.5 ,; 
Government Code Section 53296 ,;  
Private Attorney General Act of 2004 (Labor Code Section 2698) ; 
Affordable Care Act (29 U.S.C. 218C)  

 

The Superintendent/President shall establish procedures regarding the reporting and 
investigation of suspected unlawful activities by district employees, and the protection from 
retaliation of those who make such reports in good faith and/or assist in the investigation of such 
reports.  For the purposes �R�I�� �W�K�L�V�� �S�R�O�L�F�\�� �D�Q�G�� �D�Q�\�� �L�P�S�O�H�P�H�Q�W�L�Q�J�� �S�U�R�F�H�G�X�U�H�V���� �³�X�Q�O�D�Z�I�X�O�� �D�F�W�L�Y�L�W�\�´��
refers to any activity�² intentional or negligent�² that violates state or federal law, local 
ordinances, or District policy.   
 



AP 7700 Whistleblower Protection  
 
References:  

California Labor Code Sections 87160-87164; 
Government Code Section 53296,  
Private Attorney General Act of 2004 (Labor Code Section 2698); 
Affordable Care Act (29 U.S.C. 218C) 

 
Individuals are encouraged to report suspected incidents of unlawful activities by District 
employees in the performance of their duties.  Reports will be investigated promptly and 
appropriate remedies applied.  Employees who, in good faith, reported such activities and/or 
assist the district in the investigation will be protected from retaliation. 
 
This procedure sets out the processes for responding to and investigating reports of unlawful 
activities, as defined in BP 7700 titled Whistleblower Protection, and addressing complaints of 
retaliation for making such reports. 
 
Filing a Report of Suspected Unlawful Activities  
Any person may report allegations of suspected unlawful activities.  Knowledge or suspicion of 
such unlawful activities may originate from academic personnel, staff, or administrators carrying 
out their assigned duties, internal or external auditors, law enforcement, regulatory agencies, 
customers, vendors, students, or other third parties. 
 
Anonymous reports will be investigated to the extent possible.  However, employees are 
�V�W�U�R�Q�J�O�\���H�Q�F�R�X�U�D�J�H�G���Q�R�W���W�R���U�H�S�R�U�W���D�Q�R�Q�\�P�R�X�V�O�\�� �E�H�F�D�X�V�H���G�R�L�Q�J���V�R���L�P�S�H�G�H�V���W�K�H���'�L�V�W�U�L�F�W�¶�V���D�E�L�O�L�W�\��
to thoroughly investigate the claim and take appropriate remedial measures.  As set forth fully 
below, retaliation against individuals who report suspected unlawful activities will not be 
tolerated. 
 
Normally, a report by a District employee of allegations of a suspected unlawful activity should 
�E�H���P�D�G�H���W�R���W�K�H���U�H�S�R�U�W�L�Q�J���H�P�S�O�R�\�H�H�¶�V���L�P�P�H�G�L�D�W�H���V�X�S�H�U�Y�L�V�R�U���R�U���R�W�K�H�U���D�S�S�U�R�S�U�L�D�W�H���D�G�P�L�Q�L�V�W�U�D�W�R�U���R�U��
supervisor within the operating unit.  However, if the report involves or implicates the direct 
supervisor or others in the operating unit, the report may be made to any another District official 
whom the reporting employee believes to have either responsibility over the affected area or the 
authority to review the alleged unlawful activity on behalf of the District.  For multi-college 
districts:  When the alleged unlawful activities involve a college president, the report should be 
made directly to the chancellor.  



the report to an employee implicated in the report, the receiving supervisor or administrator 
should follow the reporting options outlined, above.  The high-level administrator or trustee who 
receives the written report pursuant to this paragraph is responsible for ensuring that a prompt 
and complete investigation is made by an individual with the competence and objectivity to 
conduct the investigation, and that the assistance of counsel and/or an outside investigator is 
secured if deemed necessary. 
 
In the course of investigating allegations of unlawful conduct, all individuals who are contacted 
�D�Q�G���R�U�� �L�Q�W�H�U�Y�L�H�Z�H�G�� �V�K�D�O�O�� �E�H�� �D�G�Y�L�V�H�G�� �R�I�� �W�K�H�� �'�L�V�W�U�L�F�W�¶�V�� �Q�R-retaliation policy.  Each individual shall 
be:  a) warned that retaliation against the reporter(s) and/or others participating in the 
investigation will subject the employee to discipline up to and including termination; and b) 
advised that if he or she experiences retaliation for cooperating in the investigation, then it must 
be reported immediately. 
 
In the event that an investigation into alleged unlawful activity determines that the allegations 
are accurate, prompt and appropriate corrective action shall be taken. 
 
Protection from Retaliation  
When a person makes a good-faith report of suspected unlawful activities to an appropriate 
authority, the report is known as a protected disclosure.  District employees and applicants for 
employment who make a protected disclosure are protected from retaliation. A district employee 
or applicant whose family member makes a protected disclosure is also protected from 
retaliation. 
 
Any employee who believes he/she has been (1) subjected to or affected by retaliatory conduct 
for reporting suspected unlawful activity, or (2) for refusing to engage in activity that would result 
in a violation of law, should report such conduct to the appropriate supervisory personnel (if 
such supervisory personnel is not the source of or otherwise involved in the retaliatory conduct).  
Any supervisory employee who receives such a report, or who otherwise is aware of retaliatory 
conduct, is required to advise the Superintendent/President, [multi-college districts: the 
chancellor or the �F�K�D�Q�F�H�O�O�R�U�¶�V designee].  If the allegations of retaliation or the underlying 
allegations of unlawful conduct involve the Superintendent/President, the supervisor shall report 
to the highest level administrator and/or trustee who is not implicated in the reports of unlawful 



Amended by the Board of Trustees: ________________ 


