DISTRICT GOVERNANCE COUNCIL
Tuesday, September 22, 2009
1:00 p.m.
Board Room, District Office
AGENDA

1.  Callto order
2. Review of the September 22, 2009 agenda

3. Correction and approval of July 21, 2009, August 25, 2009 and September 1, 2009
minutes

4.  Chancellor’s Report
e Review of September 30, 2009 Governing Board Agenda
e Chancellor’s report

5. 4CD Leadership Institute (Information) — {Andrea Gonzalez-Lewis}

6. Equal Employment Opportunity Plan DGC Sub-Committee Report {Mike Norris,
Chair}

7. Human Resource Procedure 1010.01, Equal Employment Opportunity Plan (Final
Draft) — 4" Read {Gene Huff}

8.  Board Policy 2056, Code of Ethics (Information) — 2" Read {Gene Huff}

9.  Business Procedure 18.02, Guidelines for College Operating Budget Allocations —
1% Read {Kindred Murillo}

10.  Reports from constituent groups
11. DGC Steering Committee Report

12.  Adjournment

The Expanded DGC Meeting on Budget and Allocation Formula will begin at 3 PM



District Governance Council
July 21, 2009
Meeting Minutes

Roll Call
Classified:
Present: Krista Ducharme, Jocelyn lannucci, Mercy Pono
Absent: Alma Cardenas, Michael Gong, Linda Kohler, Mike West
Faculty:
Present: Richard Akers, Jeffrey Michels, Michael Norris
Absent: Glenn Appell, Laurie Lema, Ruth Sison
Management:
Present: Linda Cherry, Bob Estrada, Lyn Krause, John Wade, Lindy Wille
Absent: Yvonne Canada
San Ramon Campus:
Present:
Absent: Kevin Horan
Student:
Present: Christine Cannon, Elaine Davis, De’Shawn Woolridge
Absent: Yu-Han Cheng, Jodie Cheung, Heidi Meldrum, Lindsay St. Hill
Guests: Helen Benjamin, Judy Breza, Gene Huff, Tim Leong, Kindred Murillo

1. Call to Order
The meeting was called to order at 1:15
2. Introduction of Committee Members
3. Review of July 21, 2009 agenda
-The agenda was approved.
4. Correction and Approval of June 16, 2009 minutes
-The minutes were approved.
5. Chancellor’s Report
-Board meeting at DVC, July 29, 2009
-Study Session-Discussion Topics:
-District-owned and leased properties
-Sustainability
-Grand opening of Police Department at DVC. Information to follow.
-Community College enrollment is up all over the state.
-Focus on community colleges by the Feds (stimulus money)
-Helen working on her goals for this next year.
6. Budget Update-Information/Discussion (Kindred Murillo)
-Fiscal Year 2008-09 What we know:
C-hourly costs will be made whole for FY 2008-09 for all the colleges.
One-time reduction of $2.1 million due to property tax and apportionment
deficit.
-Fiscal year 2009-10




-Budget reduction and management values:

-Provide access to meet the demand, maintain as many services as
possible, purchase only essentials, backfill (classified) hourly only
when essential, manage enrollment through productivity, to the
extent possible, avoid layoffs.

-Budget reduction strategy:

-District taking two-phased approach to step down workload and
ongoing expenditures through a combination of expenditure
reductions and use of reserves to allow the District to achieve
restoration of 30,383 FTES. By July 1, 2010, the entire District
will have brought ongoing costs down to meet the projected
ongoing workload reductions.

-District response to state revenue shortfall for Unrestricted General Fund:
-College allocations for C-hourly, classified, operating and
managers, were calculated on 30,383 resident FTES and 1,647
non-resident FTES. Course schedules will be readjusted during FY
2009-10 for FY 2010-11 to meet 29,652 resident FTES. FTES
goal-setting principles will be developed to build 2010-11 course
schedules. District Office and colleges will be held accountable for
staying within allocated budgets. Colleges and District Office will
be required to make expenditure reductions once the state settles
on reductions. Any reductions in budgets made from one-time
funds for FY 2009-10 will require a plan on how ongoing costs
will be reduced for FY 2010-11.

-State Budget impact on District (what we know right now):

-Projected Reductions/Impact to the District=$11.5 million (one
time categorical amount unknown.)
-Fiscal year 2010-11

-State budget impact on District:

-Budget reductions for ongoing appropriations will be budgeted at
the projected, reduced workload of 29,652 FTES, which represents
an approximate 3.81% reduction of prior-year FTES base.

Given the continued uncertainty about the State budget, a
special DGC meeting only about the CCCCD budget was
scheduled for Aug. 25.

7. Business Procedure 2.02 Instructional Service Agreements (New)-2"" Read
(Judy Breza).

There was a motion/seconded to approve without a third read. Motion
passed.

8. HR CCLC Review Packet-Board Policy 2001, Nondiscrimination Policy
(Revised)-3" Read (Gene Huff)
There was a motion/seconded to approve. Motion passed.



9. Human Resource Procedure 1010.01, Equal Employment Opportunity Plan
(Final Draft)-3" Read (Gene Huff)
No consensus
Faculty voiced concerns that this report was released in May. Faculty
groups have not had a chance to review it as most faculty do not work
during the summer.

Recommendation to request from the Chancellor, an extension to delay
until the October DGC meeting to make a resolution.
Passed, agreed by chancellor

Recommendation: appoint a DGC work group (no more than 2 reps from
each constituency) to come back to the Sept. meeting to bring a
recommendation to DGC for discussion and resolution at October DGC.
Michael Norris-Faculty
Mercy Pono-Classified
De’Shawn Woolridge-Student
Yvonne Canada-Management
10. Calendar
Addition of August Budget meeting-August 25, 2009
There was a motion/seconded to approve. Motion passed.
11. Reports:
-Classified: DO has 3 officers and 2 senators
-Faculty-no report
-Management-no report
-Students-no report
12. Adjournment



District Governance Council
Special Budget Meeting Minutes
August 25, 2009

Classified Staff:
Present: Krista Ducharme, Michael Gong, Linda Kohler, Mercy Pono, Mike West
Absent: None
Faculty:
Present: Richard Akers, Glenn Appell, Laurie Lema, Jeff Michels, Michael
Norris, Ruth Sison
Absent: None
Management:
Present: Yvonne Canada, Linda Cherry, Robert Estrada, Lyn Krause, John Wade,
Lindy Wille
Absent: None
San Ramon Campus:
Present: Russ Holt
Students:
Present: Christine Cannon
Absent: None
Guests: Judy Breza, Deborah Blue, Charles Gibson, Tim Leong, Kindred Murillo,
Roy Stutzman

1. Call to Order
The meeting was called to order at 1:17 p.m.

2. Review of August 25, 2009 agenda
The agenda was approved.

3. Impacts of the state budget on 4CD/Adoption Budget presentations

Presentation-Kindred Murillo/Judy Breza (hand-outs)

What we know:

e California Community Colleges reduced an additional $544 million from the
February Budget Act.

e Budget deferrals for 2009-10 will be over $703 million, which could amount
to $17 million in apportionment deferrals for Contra Costa Community
College District (4CD).

e Student fees were raised starting in the Fall 09 from $20 per unit to $26 per
unit.

What this means to the Contra Costa Community College District:
e FY 2008-09 and 2009-10 reductions
o FY 2008-09 - $2.2 million deficit due to property tax and
apportionment shortfall (projected since January).
o FY 2009-10 - $4.7 million reduction in apportionment funding.
e Workload reduction of 3.39%



e New FTES Base is 29,837.29 FTES
What is still a big question:
e Mid Year Reductions
o The State cannot reduce community college further without losing
federal money.
e Federal Backfill issues
o Originally projected at $130 million
o Now projected at $60 million

Categorical Programs
e Protected Categoricals

o All program requirements and mandates continue and funds may not
be used for any other purpose.

o Unprotected Categoricals- Following a public hearing and a vote of the
governing board, the funding can be transferred to any other
categorical purpose listed in the protected and unprotected
categoricals.

“The Perfect Storm”

e Realignment of the Police Budget

e Clean up of restricted accounts

e Implementation of new allocation fixes for technology funding, C hourly,
custodial, and management allocations for all the colleges
Working on allocation as “whole model”

e Unprecedented budget reductions.

The Changes
e Revenues dropped due to:
o Ongoing workload reduction - $4.7 million
o Reduction in interest earnings due to more deferrals made by the state
(approximately $800,000 loss).
o Loss of $821,729 Part time parity pay that is budgeted in the
unrestricted general fund.

Feedback from DGC

e We need to have discussions now, to plan for next semester.

e We need to have discussions of where cuts should happen, using the budget
guidelines we discussed in February 20009.

e The DGC Chair will make a report at the Board meeting to influence cuts and
make recommendations for the use of the reserves.

o Identify areas of concerns of the adoption budget:

o Cuts to Schedule

Part Time parity pay

Categorical reductions

Impacts on students and services

Sense of parity, equity and responsibility across the district.

o O O O



o Cutsto TTIP/Library, DSPS, EOPS are of great concern

©)

Use of undesignated reserves

e DGC Priorities for funding with 4CD Reserves:

o

(@]

DSPS/EOPS/tutoring, TTIP, Nursing, instructional
equipment/scheduled maintenance
Student success

e What can we live without/reduce?

©)
@)
©)

Consultants, travel, “other”-all acct#5000

Change to 16 week schedule?

High reserve banked (use rainy day fund). But be very careful when
using the reserve, not knowing what the future holds. Less of an
undesignated reserve, as is prudent.

Reduce energy costs. Investigate the impact of a 4 day week schedule.
Analyze energy usage across the district (block vs. conventional
schedule)

Each group identify speakers and send to Chair, for further discussion.

5. Allocation formula status-Kindred Murillo

e Roy Stutzman presenter-Allocation Models (hand-outs)
e Feedback from DGC/Role of DGC
o Please review the “A proposal to revise the budget development process”
document.
o Add to Sept. 1 agenda a proposal to extend DGC, for one hour, this year
for budget discussions.

6. Announcements:

Bring all printouts of agenda items to meetings.

Linda Cherry speaker for Mgmt
Michael Norris speaker for Faculty
Classified: not chosen

Students: Christina Cannon

7. Adjourned at 3:36 p.m.




District Governance Council
September 1, 2009
Meeting Minutes

Roll Call

Classified:
Present: Krista Ducharme, Michael Gong, Jocelyn lannucci, Linda Kohler,
Rose Orpilla, Mercy Pono, Mike West
Absent:

Faculty:
Present: Laurie Lema, Jeffrey Michels, Michael Norris, Ruth Sison
Absent:

Management:
Present: Yvonne Canada, Linda Cherry, Robert Estrada, Michael Todd,
Lindy Wille

Absent: Lyn Krause, John Wade
San Ramon Campus:
Present: Russ Holt
Absent: N/A
Students:
Present: Kristina Bautista, Christina Cannon, De’shawn Woolridge
Absent:
Guests: Helen Benjamin, Deborah Blue, Judy Breza, Sandi McCray, Kindred
Murillo, Emily Stone

1. Call to Order
The meeting was called to order at 1 p.m.

2. Review of the September 1, 2009 agenda
The agenda was approved.

3. Correction and approval of July 21, 2009 minutes
Minutes were tabled until the September 22, 2009 meeting.

4. Chancellor’s Report

e Review of September 9, 2009 Governing Board Agenda

e Chancellor’s report
o The 60™ Anniversary History book has been written. There will be a

book party on Oct. 5, 2009, from 1-3 p.m. All will receive invitations
o The Chancellor asked Kindred Murillo to provide the presentation on
the Adoption Budget for 2009-10.
5. Adoption Budget for 2009-10 (Kindred Murillo and Judy Breza)

e This year, the District resolved parking budget by moving Police Services
expenditures from the parking revenue account into the general fund. In
addition, they reconciled all District accounts and budgeted all on-going
expenses.



Members of DGC asked the following questions:
e What is the reason for the cuts to the colleges?

o We need to come in on target for the new FTES cap based on
the “workload reduction” from the state. We can’t exceed
29,837 FTES as we won’t receive apportionment beyond this
number.

o The spring schedule will have to be very small to make up for
the large summer and fall schedules.

o Clarification of 5000 category expenses (requested at the August 25,
2009 DGC Budget meeting).

o Judy Breza distributed a handout, which included information
clarifying the 500 category expenses at each of the colleges,
the District Office and District-wide.

e Clarification of 2100 category expenses

o Permanent classified, management, hourly staff-all non-

academic staff
e Faculty Senate Coordinating Council (FSCC)

o The FSCC had concerns about the use of the undesignated
reserve funds. They would like to see more released, as a
priority. Faculty efficiency rates have gone up substantially,
over last year.

e Need to have a good focus on the use of the reserves.
e Look very carefully at the possible cuts, for categoricals, next year.
Equitable FTES funding to the colleges. C-hourly allocation issues.

e Don’t know about mid-year cuts. Maybe 2, about $3 million. Maybe need
to use reserve for mid-year cuts or to help backfill categorical funded
programs.

Classified: Motion to approve budget. Second. Amendment: Support the budget
and the priorities that DGC identified in the Aug. 25, 2009 DGC Budget Meeting
remain in Management’s thoughts as they make cuts. Carried.

6. Enrollment Management (Deborah Blue and Kindred Murillo)
e Handout/slides
e First started team; focus was on growth. Now it is making strategic
decisions about growth. If we grow, how do we grow? Now how do we
manage enrollment down and maintain quality.

DGC perceived issues:

e Changing student demographics at colleges. Do the colleges want to
control who enrolls.
Priorities, timing of decisions.

e Deal with Enrollment Management issues early
Determination of course offerings



e Deborah Blue and Kindred Murillo will bring the Enrollment Management
issues back to DGC throughout the year.

7. Equal Employment Opportunity Plan DGC Sub-Committee Report (Michael
Norris, Chair)
e Michael will email the DGC sub-committees the suggestions made by
Faculty for consideration at the Sept. 22, 2009 meeting, for discussion by
DGC.
o All comments/revisions must be submitted for discussion at the Sept. 22,
2009 meeting.

8. Board Policy 2056, Code of Ethics (Information)-1* Read (Sandi McCray)
e Bring back for second read.

9. Human Resource Procedure 1010.01, Equal Employment Opportunity Plan
(Final Draft)-4" Read (Gene Huff)
e Tabled to the Sept. 22, 2009 meeting

10. Expanded DGC 2009-10; Allocation Formula and Budget Committee-
Discussion (Kindred Murillo and Yvonne Canada)

e Explanation of “expanded”: DGC will meet, as needed, from 3-4 p.m. for
the Budget discussions. Kindred will have an agenda starting with the Oct.
meeting.

e DGC approved the expansion of the meetings.

11. Constituency Reports
e Students: introduced new CCC representative
e Classified: passed amended constitution

12. Adjournment 3:57 p.m.



Contra Costa
Communi

College District

Patﬁwﬂys to Sliccess

4CD LEADERSHIP INSTITUTE

2010 Application

Overview:

The 4CD Leadership Institute (Institute) is open to all classified and academic regular
monthly managers/supervisors, full time tenure track faculty members and monthly
classified employees who aspire to obtain the competencies required for future leadership
opportunities. The Institute will run from January through May 2010. A maximum of 30
employees will be selected from across the District to participate in the Institute.

To be eligible, applicants must meet all of the following requirements:

e Have worked with the District for at least 3 years;

e Have an interest in pursuing a community college career in areas such as
Management, Administration or Academic Leadership.

e Have demonstrated leadership skills on the job or in the community; and

e Have demonstrated strong oral and written communication skills.

Application Process:

1. Submit the completed application along with a current resume and two letters of
recommendation (one must be from the supervising manager) to the District
Human Resources Department, attn: Andrea Gonzalez-Lewis by close of business
on Friday October 2, 2009. You can locate the application on the CCCCD
Intranet page at https://gryphon.4cd.net/default.aspx .

2. Presidents and Associate Vice Chancellor of HR will obtain local representatives
(one each) from Classified Senate, Academic Senate and Management Council to
assist in screening application packets and recommend final applicants from their
location.

3. Recommended finalists will be forwarded to the Chancellor’s Cabinet. In addition
to the recommendation from the colleges and District Office, consideration for
other criteria such as location and constituency group representation will be
included in the final selection of participants.

4. Final program participants will be selected by the Chancellor’s Cabinet.

5. Final selection of participants will be announced in November 2009.

Contra Costa Community College District 1
4CD Leadership Institute 2010
Rev. 9-3-09



6. The all-day orientation to the Institute will be held on Friday, January 29, 2010
at the District Office Board Room.
Evaluation Process:
Successful candidates will be evaluated on the basis of the following:

e Completeness of the application materials
e Strength of reference letters
e Responses to narrative questions provided in the application form

Application:

Applicants are encouraged to answer the following guestions in a complete yet concise
manner:

Personal Information

Name of applicant:

Title:

Current Job Description:

Location:

Office Phone:

Supervisor:

. Employment History
Date of hire at Contra Costa Community College District: (mm/dd/yyyy):
Please indicate your most recent employer prior to CCCCD

Name of Institution/Organization:

City/State:

Title:

Primary Responsibility:

Contra Costa Community College District
4CD Leadership Institute 2010
Rev. 9-3-09



Date of employment: From: (mm/dd/yyyy) To: (mm/dd/yyyy)
. Professional Development: Describe professional development activities
in which you have participated.

I11.  Narrative (50 word limit for responses to each question)

a) What is your definition of leadership?

Contra Costa Community College District 3
4CD Leadership Institute 2010
Rev. 9-3-09



b) How would you characterize (describe) the leadership you provide on a daily
basis in your current position?

c) How do you feel participating in the 4CD Leadership Institute will help you
grow as a leader?

Contra Costa Community College District
4CD Leadership Institute 2010
Rev. 9-3-09




d) In a brief paragraph, describe your personal code of ethics.

e) What is your ultimate career goal (position) even though the position may not
exist or be available right now?

Contra Costa Community College District
4CD Leadership Institute 2010
Rev. 9-3-09



IV.  Required Signatures:

I understand that if 1 am accepted as a participant in the 4CD Leadership Institute | am
expected to attend and participate in all sessions and will use my acquired knowledge
and leadership skills to enhance the future of the District.

Applicant’s Signature: Date:

I will fully support participation in this activity if this employee is selected to the 4CD
Leadership Institute

Supervisor’s Signature Date:
(If located at a college, Dean or Vice President. If at District Office, immediate

supervisor)

College President or Associate Vice Chancellor of HR (if employee is located at DO)
Signature Date:

Contra Costa Community College District
4CD Leadership Institute 2010
Rev. 9-3-09



Contra Costa Community College District Human Resources Procedure 1010.01

EQUAL EMPLOYMENT OPPORTUNITY PLAN

Introduction

The Contra Costa Community College District Equal Employment Opportunity Plan (Plan) reflects
the District's commitment to equal employment opportunity. It is the District’'s belief that taking
active and vigorous steps to ensure equal employment opportunity and creating a working and
academic environment, which is welcoming to all, will foster diversity and promote excellence.

Through an educational experience in an inclusive environment, our students will be better
prepared to work and live in an increasingly global society. The plan’s immediate focus is equal
employment opportunity in its recruitment and hiring policies and practices pursuant to the
applicable Title 5 regulations (Section 53000 et seq.) and the steps the District shall take in the
event of under representation of monitored groups. The Plan will contain an analysis of the
demographic makeup of the District’s workforce population and an analysis of whether
under representation of monitored groups exists. The Plan also includes the requirements
for a complaint procedure for noncompliance with the Title 5 provisions relating to equal
employment opportunity programs; complaint procedures in instances of unlawful discrimination;
establishment of an Equal Employment Opportunity Advisory Committee; methods to support
equal employment opportunity and an environment which is welcoming to all; and procedures for
dissemination of the Plan. To properly serve a growing diverse population, the District will
endeavor to hire and retain faculty and staff who are sensitive to, and knowledgeable of, the
needs of the continually changing student body it serves.

Definitions
a) Adverse Impact: a statistical measure (such as those outlined in the EEO Commission’s

Uniform Guidelines on Employee Selection Procedures) that is applied to the effects of a
selection procedure and demonstrates a disproportionate negative impact on any group
defined in terms of ethnic group identification, gender, or disability. A disparity identified
in a given selection process will not be considered to constitute adverse impact if the
numbers involved are too small to permit a meaningful comparison.

b) Business Necessity: circumstances which justify an exception to the requirements of
Section 53021(b)(1) because compliance with that section would result in substantial
additional financial cost to the District or pose a significant threat to human life or safety.
Business necessity requires greater financial cost than mere business convenience.
Business necessity does not exist where there is an alternative that will serve business
needs equally well.

C) Diversity: means a condition of broad inclusion in an employment environment that offers
equality and respect for all persons. A diverse educational community recognizes the
educational benefits that flow from employee populations that are varied by race, gender,
disability status, belief, age, national origin, cultural background, life experience, sexual
orientation, gender identity and other enriching characteristics.

d) Equal Employment Opportunity: means that all qualified individuals have a full and fair
opportunity to compete for hiring and promotion and to enjoy the benefits of employment
with the District. Equal employment opportunity should exist at all levels and in all job
categories listed in Section 53004(a). Ensuring equal employment opportunity also




Human Resources Procedure 1010.01

f)

a)

h)

)

k)

-

involves creating an environment that fosters cooperation, acceptance, democracy, and
free expression of ideas and that is welcoming to men and women, persons with
disabilities, and individuals from all ethnic and other groups protected from discrimination
by Title 5, Section 53000 et seq.

Equal Employment Opportunity Plan: a written document in which a District’'s workforce
is analyzed and specific plans and procedures are set forth for ensuring equal
employment opportunity.

Equal Employment Opportunity Programs: all the various methods by which equal
employment opportunity is ensured. Such methods include, but are not limited to, using
nondiscriminatory employment practices, actively recruiting, monitoring and taking
additional steps consistent with the requirements of Section 53006.

(1) Ethnic Minorities: American Indians or Alaskan natives, Asians or Pacific
Islanders, Blacks/African-Americans, and Hispanics/Latinos.

(2) Ethnic Group ldentification: means an individual's identification in one or more of
the ethnic groups reported to the State Chancellor pursuant to Section 53004.
These groups shall be more specifically defined by the State Chancellor
consistent with state and federal law.

Goals for Persons with Disabilities: a statement that the District will strive to attract and
hire additional qualified persons with a disability in order to achieve the level of projected
representation for that group by a target date established by taking into account the
expected turnover in the workforce and the availability of persons with disabilities who are
qualified to perform a particular job. Goals are not “quotas” or rigid proportions.

In-house or Promotional Only Hiring: means that only existing District employees are
allowed to apply for a position.

Monitored Group: means those groups identified in Section 53004(b) for which
monitoring and reporting is required pursuant to Section 53004(a).

Person with a Disability: any person who (1) has a physical or mental impairment as
defined in Government Code, Section 12926 which limits one or more of such person’s
major life activities, (2) has a record of such an impairment, or (3) is regarded as having
such an impairment. A person with a disability is “limited” if the condition makes the
achievement of the major life activity difficult.

Projected Representation: the percentage of persons from a monitored group
determined by the State Chancellor to be available and qualified to perform the work in
guestion.

Reasonable Accommodation: the efforts made on the part of the District to remove
artificial or real barriers, which prevent or limit the employment and upward mobility of
persons with disabilities. “Reasonable Accommodations” may include the items
designated in Section 53025.

Screening or_Selection Procedures: any measure, combination of measures, or
procedures used as a basis for any employment decision. Selection procedures include
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the full range of assessment techniques, including but not limited to traditional paper and
pencil tests, performance tests, and physical, educational, and work experience
requirements, interviews, and review of application forms.

0) Significantly Underrepresented Group: any monitored group for which the percentage of
persons from that group employed by the District in any job category listed in Section
53004(a) is below eighty percent (80%) of the projected representation for that group in
the job category in question.

p) Target Date: a point in time by which the District plans to meet an established goal for
persons with disabilities and thereby achieve projected representation in a particular job
category.

a) Timetable: a set of specific annual hiring objectives that will lead to meeting a goal for

persons with a disability by a projected target date.
Title 5, § 53001 (a)(p)
Policy Statements

The District is committed to the principles of equal employment opportunity and will implement a
comprehensive program to put those principles into practice. It is the District’'s policy to ensure
that all qualified applicants for employment and employees have full and equal access to
employment opportunity, and are not subjected to discrimination in any program or activity of the
District on the basis of ethnic group identification, race, color, national origin, religion, age,
gender, disability, ancestry, sexual orientation, language, accent, citizenship status, transgender,
parental status, marital status, economic status, veteran status, medical condition, or on the basis
of these perceived characteristics, or based on association with a person or group with one or
more of these actual or perceived characteristics. The District will strive to achieve a workforce
that is welcoming to men, women, persons with disabilities and individuals from all ethnic and
other groups to ensure the District provides an inclusive educational and employment
environment. Such an environment fosters cooperation, acceptance, democracy and free
expression of ideas. An Equal Employment Opportunity Plan will be maintained to ensure the
implementation of equal employment opportunity principles that conform to federal and state laws

Board Policy 2052, Equal Employment Opportunity
Board Policy 2001, Nondiscrimination Policy

Delegation of Responsibility, Authority and Compliance

It is the goal of the District that all employees promote and support equal employment opportunity
because equal employment opportunity requires a commitment and a contribution from every
segment of the District. The general responsibilities for the prompt and effective implementation
of this plan are set forth below.

a) Governing Board
The Governing Board is ultimately responsible for proper implementation of the District’s
plan at all levels of District and College operations, and for ensuring equal employment
opportunity as described in the plan.
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b) Chancellor

The Governing Board delegates to the Chancellor the responsibility for ongoing
implementation of the plan and for providing leadership in supporting the District’s equal
employment opportunity policies and procedures. The Chancellor shall advise the Board
concerning statewide policy emanating from the Board of Governors of the California
Community Colleges and direct the publication of an annual report on plan
implementation. The Chancellor shall evaluate the performance of all administrative staff
who report directly to him/her on their ability to follow and implement the plan.

C) Equal Employment Opportunity Officer

The District has designated the Associate Vice Chancellor/Chief Human Resources
Officer as its equal employment opportunity officer who is responsible for the day-to-day
implementation of the plan. If the designation of the equal employment opportunity
officer changes before this plan is next revised, the District will notify employees and
applicants for employment of the new designee. The equal employment opportunity
officer is responsible for administering, implementing and monitoring the plan and for
assuring compliance with the requirements of Title 5, Sections 53000 et seq. The equal
employment opportunity officer is also responsible for receiving complaints described in
Section VI and for ensuring that applicant pools and selection procedures are properly
monitored.

d) Equal Employment Opportunity Advisory Committee
The Colleges and District Office will establish an Equal Employment Opportunity Advisory
Committee to act as an advisory body to the equal employment opportunity officer and
the District as a whole to promote understanding and support of equal employment
opportunity policies and procedures. The Equal Employment Opportunity Advisory
Committees shall assist in the implementation of the plan in conformance with state and
federal regulations and guidelines, monitor equal employment opportunity progress, and
provide suggestions for plan revisions as appropriate.

e) Agents of the District
Any organization or individual, whether or not an employee of the District, who acts on
behalf of the Board with regard to the recruitment and screening of personnel, is an agent
of the District and is subject to all the requirements of this plan.

f) Good Faith Effort
The District shall make a continuous good faith effort to comply with all the requirements
of its plan.

Title 5, § 53003 (c)(1) and 53020
Advisory Committee

The District has established an Equal Employment Opportunity Advisory Committee to assist the
District in implementing its plan. The committee may also assist in promoting an understanding
and support of equal opportunity and nondiscrimination policies and procedures. The committee
may sponsor events, training, or other activities that promote equal employment opportunity,
nondiscrimination, retention and diversity. The equal employment opportunity officer, or
designee, shall train the advisory committee on equal employment compliance and the plan itself.
The committee shall include a diverse membership whenever possible. A substantial good faith
effort to maintain a diverse membership is expected. If the District has been unable to meet this
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requirement, it will document that efforts were made to recruit advisory committee members who
are members of monitored groups.

Purpose
It is the purpose of the District Equal Employment Opportunity Advisory Committee in conjunction

with the College Equal Employment Opportunity Committees to advise, assist, and make
recommendations to and through the Associate Vice Chancellor/Chief Human Resources Officer
to the Chancellor's Cabinet for the development and implementation of effective District-wide
equal employment, staff diversity and disability access programs. Furthermore, the District
Human Resources Office shall maintain a file on relevant federal and state laws and regulations,
and each member of the District Equal Employment Opportunity Advisory Committee shall
understand and promote a District-wide commitment to the achievement of staff diversity and
equal employment opportunities beyond labor force parity.

Title 5, § 53052

Committee Structure

The committee shall equally represent all Constituent Groups. Therefore, in addition to the
Associate Vice Chancellor/Chief Human Resources Officer, Principal Human Resources
Representative (Employee Relations), and the College Equal Employment Officers, the
committee will be comprised of six (6) representatives from each college designated by each of
the following constituency groups:

Academic Senate United Faculty
Classified Senate Local 1
Management Council ~ Student Governing Board Member

AND

Four (4) representatives from the District Office one (1) designated by each of the
following constituency groups:

Management Council
Classified Senate
Local 1

Each college shall establish its own Equal Employment Opportunity Advisory Committee which
shall be composed in a manner similar to the District-wide committee and carry out similar
functions regarding hiring and equal employment opportunity issues at that college.

A minimum of at least three (3) of the college representatives shall be current members of each
College’s Equal Employment Opportunity Advisory Committee. Appointments to the District
Equal Employment Opportunity Advisory Committee shall be two (2) years. In order to provide
continuity, the District Equal Employment Opportunity Advisory Committee membership may be
renewed. The student will serve a one (1) year term.

Operational Procedures

The committee shall have one chair and one vice-chair, to be elected from among the Committee
members. The terms will be staggered with one serving for two years and one for three years. A
vacancy shall be filled in accordance with the District Equal Employment Opportunity Advisory
Committee appointment process.
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The provision of secretarial support for the District Equal Employment Opportunity Advisory
Committee shall be ensured by the Associate Vice Chancellor/Chief Human Resources Officer.

The committee shall meet monthly, or as needed. All members may suggest agenda items,
agendas, minutes and other materials will be distributed one week in advance of each meeting.

The committee may hold an annual retreat for the purpose of on-going strategic planning which
involves setting long-term goals and methods for achievement and evaluating the progress of the
previous year’s projects, and to review the plan for the next academic year. Other retreats may
be scheduled as needed. The College Equal Employment Opportunity Advisory Committees may
be invited to meet with the District Equal Employment Opportunity Advisory Committee to discuss
and plan activities and programs to achieve goals.

The committee will assist the Associate Vice Chancellor/ Chief Human Resources Officer in
identifying and selecting staff for orientation and assignments as recruiters to attend career fairs,
conferences and community activities.

Amendments to committee procedures and objectives shall be by majority of those members
present at the meeting at which the action is agendized.

Sub-committees shall be formed as needed and shall be the mechanism through which much of
the work of the District Equal Employment Opportunity Advisory Committee is completed. Sub-
committee Chairs shall be selected by the Chair of the District Equal Employment Opportunity
Advisory Committee with approval of a majority of the membership.

Title 5, § 53005
Complaints

a) Complaints Alleging Violation of the Equal Employment Opportunity Regulations
(Section 53026)" The District has established the following process permitting any
person to file a complaint alleging that the requirements of the equal employment
opportunity regulationsl have been violated. Any person who believes that the equal
employment opportunity regulations have been violated may file a written complaint
describing in detail the alleged violation. All complaints shall be signed and dated by the
complainant and shall contain, to the best of the complainant’s ability, the names of the
individuals involved, the date(s) of the event(s) at issue, and a detailed description of the
actions constituting the alleged violation. Complaints involving current hiring processes
must be filed as soon as possible after the occurrence of an alleged violation and not
later than sixty (60) days after such occurrence unless the complainant can verify a
compelling reason for the District to waive the sixty (60) day limitation. Complaints
alleging violations of the Plan that do not involve current hiring processes must be filed as
soon as possible after the occurrence of an alleged violation and not later than ninety
(90) days after such occurrence unless the violation is ongoing. A complainant may not
appeal the District’s determination pursuant to Section 53026 to the State Chancellor’s
Office, but under some circumstances, violations of the equal opportunity regulations in
Title 5 may constitute a violation of a minimum condition for receipt of state aid. In such a
case, a complaint can be filed with the Chancellor’s Office, but the complainant will be

The equal employment opportunity regulations are found in California Code of Regulations, Title 5, section 53000 et seq.
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required to demonstrate that he/she made previous reasonable, but unsuccessful, efforts
to resolve the alleged violation at the College and/or District level using the process
provided by Section 53026. (See California Community Colleges Chancellor’'s Office
Guidelines for Minimum Conditions Complaints at:

http://www.cccco.edu/divisions/legal/guidelines/Guidelines%20for%20Minimum%20Condi
tions%20Complaints.htm.

The District may return without action any complaints that are inadequate because they
do not state a clear violation of the EEO regulations. All returned complaints must
include a District statement of the reason for returning the complaint without action.

The complaint shall be filed with the equal employment opportunity officer. If the
complaint involves the equal employment opportunity officer, the complaint may be filed
with the Chancellor. To the extent practicable, a written determination on all accepted
written complaints will be issued to the complainant within ninety (90) days of the filing of
the complaint. The equal employment opportunity officer will forward copies of all written
complaints to the State Chancellor’'s Office upon receipt.

In the event that a complaint filed under Section 53026 alleges unlawful discrimination, it
will be processed according to the requirements of Section 59300 et seq.

b) Complaints Alleging Unlawful Discrimination or Harassment (Section 59300 et
sed.) The District has adopted procedures for complaints alleging unlawful discrimination
or harassment. The Associate Vice Chancellor/Chief Human Resources Officer is
responsible for receiving such complaints and for coordinating their investigation.
Campus complaint officers may be assigned investigation responsibilities. The District’s
discrimination and sexual harassment complaint and investigation procedures are
contained in Human Resources Procedure 1040.07, Unlawful Discrimination and
Harassment.

Notification to District Employees

The commitment of the Governing Board and the Chancellor to equal employment opportunity is
emphasized through the broad dissemination of its Equal Employment Opportunity Policy
Statement and the Plan. The policy statement will be printed in the college catalogs and class
schedules. The Plan and subsequent revisions will be distributed to the Governing Board, all
managers and supervisors, academic and classified senate presidents and vice presidents, and
Management Council, United Faculty, and Local 1 Presidents and Vice Presidents.

The plan will be made available to all employees on the District's website under the Human
Resources Department.

Title 5, 853003(c)(3)
Training for Screening/Selection Committees
Any organization or individual, whether or not an employee of the District, who is involved in the
recruitment and screening/selection of personnel shall receive appropriate training on the

requirements of the Title 5 regulations on equal employment opportunity (Section 53000 et. seq.);
the requirements of federal and state nondiscrimination laws; the requirements of the District’'s


http://www.cccco.edu/divisions/legal/guidelines/Guidelines%20for%20Minimum%20Conditions%20Complaints.htm
http://www.cccco.edu/divisions/legal/guidelines/Guidelines%20for%20Minimum%20Conditions%20Complaints.htm
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Equal Employment Opportunity Plan; the District’s policies on nondiscrimination, recruitment, and
hiring; principles of diversity; the value of a diverse workforce; and recognizing bias. Persons
serving in the above capacities will be required to receive training within the 12 months prior to
service. This training is mandatory; individuals who have not received this training will not be
allowed to serve on screening/selection committees. The District Human Resources Office is
responsible for developing and implementing the required training. Any individual, whether or not
an employee of the District, acting on behalf of the District with regard to recruitment and
screening of employees is subject to the equal employment opportunity requirements of Title 5
and the District’'s Equal Employment Opportunity Plan.

Title 5, 8 53003(c)(4)
Annual Written Notice to Community Organizations

The Associate Vice Chancellor/Chief Human Resources Officer will provide annual written notice
to appropriate community-based and professional organizations concerning the plan. The notice
will inform these organizations that they may obtain a copy of the plan, and shall solicit their
assistance in identifying diverse qualified candidates. The notice will include a summary of the
plan. The notice will also include the internet address where the District advertises its job
openings. The District will actively seek to reach those institutions, organizations, and agencies
that may be recruitment sources. A list of organizations, which will receive this notice, will be
made available in the District Human Resource Office. This list may be revised from time to time
as necessary.

Title 5, 853003(c)(5)
Analysis of District Workforce and Applicant Pool

The District Human Resources Office will annually analyze the District's workforce composition
and monitor applicants for employment on an ongoing basis to evaluate the District’s progress in
implementing the plan, to provide data needed for the reports required by this plan and to
determine whether any monitored group is underrepresented. Monitored groups are men,
women, American Indians or Alaskan natives, Asians or Pacific Islanders, Blacks/African-
Americans, Hispanics/Latinos, Caucasians, and persons with disabilities.

For purposes of the survey and report, each applicant or employee will be afforded the
opportunity to voluntarily identify her or his gender, ethnic group identification and, if applicable,
disability. Persons may designate as many ethnicities as they identify with, but shall be counted
in only one ethnic group for reporting purposes. This information will be kept confidential and will
be separated from the applications that are forwarded to the screening/selection committee and
hiring committees. This analysis will be done for each location in the District. The District will
annually report to the Chancellor and the Board the results of its annual analysis of employees.

At least every three years the plan will be reviewed and, if necessary, revised based on an
analysis of the ethnic group identification, gender, and disability composition of existing staff and
of those who have applied for employment in each of the following identified job categories:

a) Executive/Administrative/Managerial
b) Faculty and other Instructional Staff:
C) Professional Non-faculty

d) Secretarial/Clerical
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e) Technical and Paraprofessional

f) Skilled Crafts

0) Service and Maintenance

Analysis will be performed as and when data and reporting guidelines are provided by the state
Chancellor’s Office.

Title 5, §53003(c)(6)
Analysis of Degree of Under Representation and Significant Under Representation

Analysis will be performed as and when data and reporting guidelines are provided by the state
Chancellor’s Office.

Title 5, 8 53003(c)(7)
Methods to Address Under Representation

The District will ensure equal employment opportunity, which involves creating an environment
that fosters cooperation, acceptance, democracy, and free expression of ideas, and that is
welcoming to men and women, persons with disabilities, and individuals from all ethnic and other
groups that are protected from discrimination. In so doing, the District places great emphasis on
the recruitment of potential applicants in order to create a diverse pool of qualified individuals
from which to hire. With a diverse pool, the District takes steps within the screening/selection
process to allow for the hiring of candidates with varied backgrounds who can contribute and
effectively communicate in a diverse community. The equal employment opportunity provisions
below are applicable to all full-time and part-time hiring, including any hiring meant to address the
ratio of full-time to part-time faculty that may be required by Education Code Section 87482. 6.

To address any identified under representation of monitored groups pursuant to Section Xl, the
District will review and if necessary revise its recruitment and hiring procedures and policies in
accordance with the following provisions. These provisions will be in place henceforth, whether
or not under representation exists, because the provisions are also valuable in ensuring equal
employment opportunity. The District’'s recruitment and hiring procedures will be revised to
include the following provisions:

a) Recruitment

It is the policy of the District to aggressively pursue a program of verifiable recruitment
that is inclusive and open to all individuals. Efforts will be undertaken on a regular basis
to develop and contact new recruitment sources that ensure diverse pools of candidates.
Diverse pools should include, but not be limited to, men, women, persons with
disabilities, and individuals from all ethnic and other groups protected from discrimination.
College Equal Employment Opportunity Advisory Committees are encouraged to utilize
and notify the District of additional recruitment options that may enable the District to
obtain a diverse pool of applicants. All recruitment announcements will state that the
District is an “Equal Employment Employer.” The District will include in the recruitment
section of its recruitment and hiring procedures the following provisions:

1) For any job category where continuing under representation exists, the District
will apply the recruitment procedures set forth in Title 5, Section 53021 to
conduct full and open recruitment for all new openings and will not invoke the
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provisions for in-house interim appointments or the exception under 53021(c)(7)
for engaging an administrator through a professional services contract unless the
Chancellor or his/her designee first notifies the Governing Board in writing of the
compelling reason to limit the persons who may be considered for a vacancy in a
job category where under representation persists.

Recruitment for all open positions shall include, but not be limited to, placement
of job announcements in the following instruments:

€) General circulation newspapers, publications and electronic media.

(b) Local and regional community newspapers.

(c) Newspapers and publications in languages other than English and to
low-income communities.

(d) Publications, including electronic media that are distributed to the

general market and to newspapers, publications whose primary audience
is comprised of groups found to be under represented in the District’s
workforce.

(e) Recruitment booths at job fairs or conferences oriented to the general
market and the economically disadvantaged as well as those events
drawing significant participation by groups found to be under represented
in the District’s workforce.

Job Announcements

The District’s recruitment and hiring procedures section on job announcements will be
revised to include the following provisions:

1)

2)

Job announcements will state clearly job specifications setting forth the
knowledge, skills, and abilities necessary to job performance.

For positions, job requirements will include demonstrated sensitivity to and
understanding of diversity in the workplace and educational environment.

Job specifications, including any “required,” “desired,” or “preferred” qualifications
beyond the state minimum qualifications which the District wishes to utilize, will
be reviewed by the equal employment opportunity officer or designee before the
position is announced, to ensure conformity with equal employment regulations
and state and federal nondiscrimination laws.

All job announcements shall state that the District is an “Equal Employment
Employer.”

Title 5, 853003(c)(8)

For identified public contact or community liaison positions, bilingual ability in the
language spoken by a significant number of students may be a required
gualification. Before bilingual ability in the identified languages can be made a
required qualification, District Human Resources will conduct an analysis to
ensure that such a requirement meets the standard for a bona fide occupational
requirement. The District will identify the specific positions that may require
bilingual ability and the language(s) needed; and in which positions bilingual
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ability in a particular language may be listed as a required, preferred, or desired
qualification.

Review of Initial and Qualified Applicant Pools

Initial applicant pools will be reviewed for projected representation of monitored groups.
Once the initial pool is approved, the pool will be screened for minimum qualifications,
resulting in a qualified applicant pool. The qualified applicant pool will be reviewed so
that no monitored group is adversely impacted. Once the qualified applicant pool is
approved, the pool may be forwarded to the screening/selection committee. The
District’s recruitment and hiring procedures will include the following provisions:

1)

2)

3)

The application for employment will afford each applicant an opportunity to
voluntarily identify his or her gender, ethnic group and, if applicable, his or her
disability.

Initial Applicant Pool: The initial applicant pool is composed of all applications
received by the application deadline. The following steps will be taken when
reviewing the initial applicant pool.

Step 1: The composition of the initial applicant pool will be analyzed to ensure
that any failure to obtain projected representation for any monitored group is not
due to discriminatory recruitment procedures.

Step 2: If projected representation has not been met, the application deadline
may be extended so that additional recruitment can be conducted, if it is
determined that job qualifications are not sufficiently job related or consistent with
business necessity, as required by California Code of Regulations, Title 5,
Section 53006.

Step 3: When recruitment efforts have offered an opportunity for participation to
a wide diversity of potential applicants or further recruitment efforts would be
futile, applications will be screened to determine which candidates satisfy the
minimum qualifications set forth in the job description.

Qualified Applicant Pool: The qualified applicant pool is composed of those
applicants from the initial applicant pool who satisfy the minimum qualifications
set forth in the job description. Before the qualified applicant pool is forwarded to
the screening/selection committees, its composition will be analyzed to ensure
that no monitored group is adversely impacted. If adverse impact is found to
exist, effective steps will be taken to address the adverse impact before the
selection process continues. Such steps may include, but are not limited to:

Step 1. Extending the deadline and undertaking inclusive outreach efforts to
ensure that members of the adversely impacted group have equal opportunity to
seek employment with the District.

Step 2: Including all applicants who were screened out on the basis of any
locally established qualifications beyond the state minimum qualifications which
have not been specifically demonstrated to be job-related and consistent with
business necessity through a process meeting the requirements of federal law.
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Step 3: If the minimum qualifications stated on the job announcement are
changed, the job announcement will be reposted.

Step 4: If adverse impact persists after taking Steps 1 and 2 above, the selection
process may proceed only if locally established qualifications beyond state
minimum qualifications, if any, are demonstrated to be job-related and consistent
with business necessity through a process meeting the requirements of federal
law and suitable alternative selection procedures to reduce the adverse impact
were unavailable.

Step 5: Once the qualified applicant pool is approved, the pool will be forwarded
to the screening/ selection committees for paper screening, interviews, and final
recommendations for hiring consideration.

Screening/Selection Committees Procedures

The District seeks to employ qualified persons with a broad range of backgrounds and
abilities who have the knowledge and experience to work effectively in a diverse
environment. The selection process is based on merit, and will extend to all candidates a
fair, impartial examination of qualifications based on job-related criteria. The District’s
recruitment and hiring procedures will include in its section on applicant screening by
screening/selection committees the following provisions:

1)

2)

3)

4)

5)

6)

All screening or selection techniques, including the procedure for developing
interview questions, and the selection process as a whole, will be:

(a) Designed to ensure that, for all positions, meaningful consideration is
given to the extent to which applicants demonstrate a sensitivity to and
understanding of diversity in the workplace and educational environment.

(b) Based solely on job-related criteria; and

(©) Designed to avoid an adverse impact, and monitored by means
consistent with this section to detect and address adverse impact which
does occur for any monitored group.

When possible, effort will be made to ensure selection/screening committees
include a diverse membership, which will bring a variety of perspectives to the
assessment of applicant qualifications. Selection/screening committees will be
encouraged to include members from monitored groups.

The equal employment opportunity officer, or designee, should approve the
makeup of selection/screening committees. If the equal employment opportunity
officer, or designee, does not approve a selection/screening committee for lack of
diversity, he or she should take necessary steps to remedy the lack of diversity.

Before a person can serve on a selection/screening committee, he or she must
receive equal employment opportunity and diversity training.

Interviews must include a question which will assess the candidate’s
understanding of and commitment to equal employment opportunity.

All screening materials must be approved for compliance with equal employment
opportunity principles.
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Monitoring for adverse impact will occur at each of the following stages of the
screening/selection committee process:

(a) After the selection/screening committee has conducted the paper
screening and prior to contacting any of the applicants for interviews.
Interviews cannot be scheduled until the applicant pool has been
approved and cleared for adverse impact.

(b) After the applicants have been interviewed and prior to forwarding
finalists to the hiring interview. Finalists cannot be forwarded for hiring
consideration until the applicant pool has been approved and cleared for
adverse impact.

If monitoring for adverse impact reveals that any selection technique or
procedure has adversely impacted any monitored group, the Associate Vice
Chancellor/Chief Human Resources Officer, or designee, will do the following:

a) Suspend the selection process and take timely and effective steps to
remedy the problem before the selection process resumes.
b) When appropriate, assist the screening committee by discussing the

overall composition of the applicant pool and the screening criteria or
procedures, which have produced an adverse impact, provided that
confidential information about individual candidates is not disclosed.

C) If adverse impact results from locally established qualifications beyond
state minimum qualifications that have not been verified as job-related
and consistent with business necessity, the use of such locally
established qualifications will be immediately discontinued and any
applicants eliminated on the basis of such qualifications will be placed
back in the pool and continue to be considered during the hiring process.

d) Where necessary, the position may be reopened at any time and a new
selection process initiated in a way designed to avoid adverse impact.

The District will not designate or set aside particular positions to be filled by
members of any group defined in terms of ethnic group identification, race, color,
ancestry, national origin, age, sex, religion, sexual orientation, marital status,
disability, or medical condition, or engage in any other practice, which would
result in discriminatory or preferential treatment prohibited by state or federal law.
The District will not apply the Plan in a rigid manner that has the purpose or
effect of so discriminating.

The District will review all of its current and future job specifications to ensure
that seniority or length of service is taken into consideration only to the extent it is
job-related, is not the sole criterion, and is included in the job announcement
consistent with the requirements of Plan Section 12, (see Title 5, 8§ 53022 and
53024(d)).

Service will be considered job-related for purposes of taking seniority or length of
service into account only if it is closely related to the actual assignment. Service
in the same department will not automatically be considered closely related
unless the actual assignments within the department are similar. The use of
seniority or length of service will be assessed for adverse impact in each
selection process where it is taken into account. If adverse impact results from
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the use of seniority or length of service as a job-related factor, the process will
continue only if applicants who were eliminated by the use of seniority or length
of service considerations are placed back in the pool and continue to be
considered during the hiring process.

11) Selection testing for employees will follow procedures as outlined in the Equal
Employment Opportunity Commission’s Uniform Guidelines on Employee
Selection Procedures.

12) The Board or its designee shall make all final hiring decisions based upon careful
review of the candidate or candidates recommended through the
screening/selection committees. This includes the right to reject all candidates
and to order further review or to reopen the position where necessary to achieve
the objectives of the plan or to ensure equal employment opportunity.

13) The District will review the pattern of its hiring decisions over time, and if it
determines that those patterns do not meet the objectives of the plan, the District
will request the Equal Employment Opportunity Advisory Committee to
recommend new methods to meet the plan objectives, or if necessary, to modify
the plan itself to ensure equal employment opportunity.

Additional Steps to Remedy Significant Under Representation

In Section XI of this Plan, the District identified particular monitored groups that are significantly
under represented with respect to one or more job categories. In order to address these
instances of significant under representation, the District will take the following steps:

a)

b)

c)

d)

The District will request that the Equal Employment Opportunity Advisory Committee, in
conjunction with appropriate Human Resources staff, review the District's recruitment
procedures and make recommendations on modifications that would address the under
representation.

The District may consider increasing the advertising and recruitment budget for a three-
year period to ensure that recruitment is broad and inclusive.

The District will require that the manager for the division or department where the
significant under representation occurs develop, in conjunction with the equal
employment opportunity officer, recruitment and hiring program to assist in addressing
the significant under representation.

The program should include additional locations or resources to advertise positions that
would likely attract candidates from the significantly underrepresented groups; whatever
changes in staffing, curricular offerings or department structure would assist in attracting
candidates from significantly underrepresented groups; additional training for current
employees on the value of a diverse workforce; and recommended changes to the job
announcement.

The District may develop and implement an intern program where graduate students will
be provided the opportunity to co-teach a class offered by the District. The intern
program will be designed to interest graduate students in teaching at community colleges
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and provide them with teaching experience. The program will be designed to provide a
diverse group of students with this opportunity.

e) The District will actively monitor the representation rate of each group which was
identified in Section XI as being significantly under represented in one or more
categories. If significant under representation persists for a particular group in the job
category in question, after the measures described above have been in place for a period
of at least three years, the District will:

1) Review each locally established “required,” “desired or preferred” qualification being
used to screen applicants for positions in the job category to determine if it is job-
related and consistent with business necessity through a process meeting the
requirements of federal law.

2) Discontinue the use of any locally established qualification that is not found to satisfy
the requirements set forth in the previous paragraph and continue using qualification
standards meeting the requirements in the previous paragraph only where no
alternative qualification standard is reasonably available which would select for the
same characteristics, meet the requirements of the previous paragraph, and be
expected to have a less exclusionary effect.

3) Develop a recruitment committee composed of the college president, the Associate
Vice Chancellor/Chief Human Resources Officer, the manager for the division or
department where the significant under representation persists and members of the
Equal Employment Opportunity Advisory Committee to review the effectiveness of
the recruitment and hiring program described in Section 3 above. The committee will
provide recommendations to modify the recruitment and hiring program to better
address the significant under representation.

Title 5, § 53003(c)(9)and 53006
Other Measures Necessary to Further Equal Employment Opportunity

The District recognizes that multiple approaches are appropriate to fulfill its mission of ensuring
equal employment opportunity and the creation of a diverse workforce. Equal employment
opportunity means that all qualified individuals have a full and fair opportunity to compete for
hiring and promotion and to enjoy the benefits of employment with the District. Equal
employment opportunity should exist at all levels and in all job categories. Ensuring equal
employment opportunity also involves creating an environment that fosters cooperation,
acceptance, democracy, and free expression of ideas and is welcoming to men and women,
persons with disabilities, and individuals from all ethnic and other groups protected from
discrimination.

To that end, in addition to the steps to address under representation and/or significant under
representation, the District will implement a diversity program. Having a District that has
accepted principles of diversity and multiculturalism can make implementation and maintenance
of an effective equal employment opportunity program much easier. For that reason,
institutionalizing a diversity program that is well planned out, well funded, and supported by the
leadership of the District can be of great value.
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The District will sponsor cultural events and speakers on issues dealing with diversity, and
explore how to infuse diversity into the classroom, curriculum, and the workplace. The District will
also promote learning opportunities and personal growth in the area of diversity and evaluate how
the physical environment can be responsive to its diverse employee and student populations. In
implementing a diversity program, the District shall do the following:

a)
b)
c)

d)

f)

9)
h)

)
k)

Commit to a formal diversity program that is part of the structure of the District
and that will be adequately funded and supported by the District and college
leadership.

Conduct site specific climate studies to identify hidden barriers.

Include guest speakers from under represented groups who are in leadership
positions and who may inspire students and employees alike.

Highlight the District’s equal employment opportunity and diversity policies in job
announcements and in its recruitment, marketing, and other publications.
Include in job announcements language indicating that candidates are required
to demonstrate that they can infuse diversity into their major job duties.

Conduct diversity dialogues, forums, and cross-cultural workshops.

Work with the College Curriculum Committees to assist in the development of a
“Diversity Instructional Tool Kit” as a resource for faculty interested in infusing
diversity and multiculturalism into their instruction or services to students.

Review and revise college/District publications and other marketing tools to
reflect diversity in pictures, graphics, and text to project an inclusive image.
Recognize and value staff and faculty who have promoted diversity and equal
employment opportunity principles by awarding a yearly diversity recognition
award.

Require a series of EEO/diversity workshops at all instructional improvement
days (flex week or staff development days).

Evaluate administrators yearly on their ability and efforts to meet the District’s
equal employment opportunity and diversity effort.

Establish an “Equal Employment Opportunity and Diversity” online presence by
highlighting the District’'s diversity and equal employment opportunity, ADA,
sexual harassment and nondiscrimination policies, procedures and programs on
the District's website. The website will also list contact persons for further
information on all of these topics.

Promote sabbaticals that will assist the District in achieving its equal employment
opportunity and diversity objectives.

Promote various cultural celebrations at all locations.

Recognize multilingualism and knowledge of multiculturalism as a desired, and
when appropriate, required skill and qualification for employees.

Have a formal diversity program at each location that is visible, valued and
adequately funded.

Consider providing for alternative educational or experience requirements for
nonacademic positions.

Develop leadership opportunities with current staff focusing on diversity.
Establish a Community Outreach Advisory Council to involve community-based
organizations in the recruitment and other equal employment opportunity efforts
of the Colleges and District Office. Recommended membership will include
representatives from local business and industry as well as from diverse
community groups.
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S) Ensure that top administrative staff support diversity objectives and that the
diversity and/or equal employment opportunity officer position is maintained as a
cabinet or other high-level administrative position.

t) Seek direct contact with student, professional, community and other
organizations that represent the diverse community we serve. These
organizations can serve as resources for referring potential candidates.

Title 5, 8 53003(c)(10)
XV.  Persons with Disabilities: Accommodations and Goals for Hiring
Reasonable Accommodations

Applicants and employees with disabilities shall receive reasonable accommodations consistent
with the requirements of Government Code, Sections 11135 et seq. and 12940(m); Section 504
of the Rehabilitation Act of 1973; and the Americans with Disabilities Act. Such accommodations
may include, but are not limited to, work station or classroom modifications, job restructuring,
work schedule adjustments, and adaptive equipment.

The ADA coordinators are responsible for handling requests for accommodations from current
employees. The location Human Resources Office is responsible for handling requests from
applicants seeking such accommodations during the application process. Requests can be made
on the “Request for Reasonable Accommodations” form. The District's Reasonable
Accommodation procedures can be found in Human Resources Procedure 1080.04 for job
applicants and HR1080.05 for employees.

Procedures When Under Representation is Found

When persons with disabilities are found to be significantly under represented, measures required
under plan Sections XIII and XIV will be implemented concurrently with the goals set forth. The
District will make efforts to achieve the hiring goals by the target dates identified and will
discontinue them when projected representation has been achieved for persons with disabilities
in the category or categories in question.

Analysis will be performed as and when data and reporting guidelines are provided by the state
Chancellor’s Office.

Goals for Persons with Disabilities

Currently the projected representation for persons with disabilities is only required by the total
District workforce and not by job categories.

Title 5, § 53003(d), 53025

Historical Annotation: Related Board Policies:
11/6/90; Rev. 5/25/99, 7/6/99, 9/5/00 Board Policies 2001, 2052
Revised 3/5/02

Second Revision 5/6/03 Related Procedures:

Management, Supervisory, and Confidential Employees Personnel manual 2.0



Contra Costa Community College District New Board Policy 2056

CODE OF ETHICS

It is the policy of the District to apply the highest ethical principles and standards of conduct to all
members of the District community -- managers, faculty, classified, and students. The District is
committed to the principles of trustworthiness, respect, responsibility, fairness, and stewardship.

The District strives to achieve fairness and equity, and to ensure that all students have equal access to
educational programs and related student support services. The District also strives to maximize
opportunities for academic achievement, meaningful employment and cultural enrichment for all students.
The District is guided by the belief that a sense of true community is achieved when these ideals and
values are reflected in the behavior of its members towards one another, students and the community.

Accreditation Standard I1l.A.1.d

Historical Annotation: Related Board Policy:
Adopted 0/00/09 Board Policy 1010

Related Procedure:
Human Resources Procedure 1040.08
Student Services Procedure 3027



Contra Costa Community College District Business Procedure 18.03

DELETE THE FOLLOWING PROCEDURE
AND
INCORPORATE/REVISE LANGUAGE INTO BUSINESS
PROCEDURE 18.02

GUIDELINES FOR COLLEGE CLASSIFIED STAFFING

Other Than Operational Staff

On a per-site basis, colleges and college centers will each receive a dollar allocation to fund (other
than operational) classified staffing. The total dollars available will be calculated using the following
dollars-per-FTES graduated scale:

« for the first 5,000 FTES, an allocation will be made at the rate of $560/FTES;
« for the next 5,000 FTES, an allocation will be made at the rate of $380/FTES; and
« for all FTES thereafter, an allocation will be made at the rate of $220/FTES.

The above funding rates will be indexed to reflect negotiated salary increases beginning with any
increase given in 2007-08.

Custodial Staffing--Operational Staff
Custodial Manager (Evening) 1 per College
Day Custodian Il 1 per College, plus

1 per 250,000 square feet of
building floor area

Custodian Il (Evening) 1 per 21,000 square feet of
(Including Lead Custodian) building floor area
Custodial Supervisor Based on need

Buildings & Grounds Staffing--Operational Staff

Buildings and Grounds Manager 1 per College

Maintenance Mechanic 1 per College - Additional
(Including Lead Maintenance Mechanic) based on need

Building Maintenance Worker 1 per College - Additional

based on need

Groundsworker/Gardeners 1 per 15 acres of improved campus
(Including Lead Groundsworker/Gardener) areas and 1 per 30 acres



Business Procedure 18.03

Equipment Maintenance Worker
(Including Senior Equipment Maintenance Worker?*)

Operations Supervisor

*In lieu of Swimming Pool Maintenance Worker
Security Staffing--Operational Staff
Police Services Lieutenant

Police Services Officer

Other Operational Staffing
Campus Facilities Assistant
Supply Truck Driver

Inventory and Receiving Clerk

Historical Annotation:
1/71, Rev. 6/78, 3/25/86, 1/24/89, 5/15/90, 10/16/90, 11/19/90, 8/15/00

9/18/07

-2-

unimproved ground and parking lots

1 per College - Additional
based on need

Based on need

1 per College

Based on need

Based on need
Based on need

1 per College

Related Procedures:
Business Procedure 18.01



Contra Costa Community College District Revised (11”‘) Business Procedure 18.02

GUIDELINES FOR COLLEGE AND DISTRICT OFFICE/DISTRICTWIDE SERVICES ORPERAHNG

BUDGET ALLOCATIONS

The following guidelines describe the allocation formulas for college operations and employees.

THE FOLLOWING TEXT IS THE CURRENT BUSINESS PROCEDURE 18.02
Operations Allocations

On a per-site basis, colleges and college centers will each receive a dollar allocation to fund the
“unit cost allocations” as outlined in Business Procedure 18.01. The total dollars available will be
calculated using the following dollar-per-FTES graduated scale:

« for the first 5,000 FTES, an allocation will be made at the rate of $210/FTES;
« for the next 5,000 FTES, an allocation will be made at the rate of $190/FTES; and
« for all FTES thereafter, an allocation will be made at the rate of $160/FTES.

To the extent possible, the above funding rates will be indexed to reflect increases in state COLA
beginning with 2007-08.

Employee Allocations

A. Classified
THE FOLLOWING TEXT (No. 1-5) WAS MOVED FROM BUSINESS PROCEDURE 18.03
1. OtherThanOperationalRegular Staff

On a per-site basis, colleges and college centers will each receive a dollar allocation to
fund (other than operational) classified staffing. The total dollars available will be
calculated using the following dollars-per-FTES graduated scale:

« for the first 5,000 FTES, an allocation will be made at the rate of $560/FTES;

« for the next 5,000 FTES, an allocation will be made at the rate of $380/FTES; and

« for all FTES thereafter, an allocation will be made at the rate of $220 $275/FTES.

The above funding rates will be indexed to reflect negotiated salary—increases
compensation changes beginning with any increase given in 2007-08.

2. Operational Staff

2 a  Custodial-Statting--Operational-Stalt
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THE FOLLOWING TEXT IS NEW
On a per site basis, colleges and college centers will receive a dollar allocation to fund
salary and operating costs for the following activities as described in the California
Community Colleges Budget and Accounting Manual:

6510 — Building Maintenance and Repairs

e 6530 - Custodial Services

e 6550 — Grounds Maintenance and Repairs

e 6590 — Other Operations and Maintenance of Plant

The workload measure used for the allocation shall be “Gross Square Footage” (GSF) by site
as reported on the annual Space Inventory Report. Space reported in preceding October of
each year will be used for calculating the upcoming fiscal year allocations.

The total dollars available will be calculated using the following dollars-per GSF:
e Custodial Salary (excluding benefits)
o  $1.98 per square foot
o Custodial operating expenses are funded from operating allocation
e Buildings and Grounds will rollover from previous years allocated budget.

All Maintenance & Operations management salaries are calculated in the Management allocation
and agreed upon positions that are alike across all colleges are covered in the Classified Salary
Allocations to include:

e Sr. Administrative Secretary

e Campus Facilities Assistant

e Inventory and Receiving Clerk

In lieu of Swimming Pool Maintenance Worker



Revised Business Procedure 18.02
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Square foot salary allocations will be indexed to reflect negotiated satary-inereases compensation
changes effective FY 09-10.

The per square foot operating allocation will be indexed to reflect state allocated COLA beginning
with any increase given in FY 09-10.

THE FOLLOWING TEXT IS NEW
B. Faculty

1. Full-time Faculty

The District will budget for full-time faculty staffing to meet or exceed all legal
requirements and, to the extent possible, maintain or improve the full-time to part-time
faculty ratio. Budget allocations for existing and new full-time faculty will be made
according to the FTE allocations by college derived from Human Resources Procedure
1010.02, Uniform Employment Selection: Policy for Hiring Full-Time Faculty. Grewth-and

pessible. Growth and replacement full-time equivalent faculty (FTEF) allocations will be
distributed among the colleges to maintain or achieve full-time equivalent student (FTES)
to full-time faculty (FTEF) ratio equality within 1 FTES/FTEF to the extent possible. FTES
will be the college goal of combined resident and non-resident FTES for the current year.
All growth FTEF and 50% of all replacement FTEF will be distributed among the colleges
based on the FTES/FTEF ratio until the colleges are within 1 FTES/FTEF unless there
is evidence that indicates that reallocating replacement FTEF would be deleterious
to the college. Existing faculty will be budgeted at the projected salary rate and
vacancies will be budgeted at Column |1, Step 5-3 of the Faculty Salary Schedule,
Appendix B-1.

2. Part-time Faculty

The Part-time allocation is calculated using the following elements through the

spreadsheet (Exhibit A):
e Establish FTES Projections (Targets) for each college to include resident and non-
resident

e Establish WSCH/FTEF Productivity Goals for each college
Calculate total Full-time Equivalent Faculty (FTEF) required to meet FTES Targets
o Minus regular Full-time Faculty

e Calculate Full-time Equivalent Faculty (FTEF) of part-time, adjunct instructors.
e Establish contact pay hours per FTEF at each college (540 hours is standard)
e Calculate Hourly Pay Rate
e Make adjustments as follows
o Part-time office hours
o Sabbatical replacements
o Short-term substitutes
o Apprenticeship Instruction
Historical Annotation: Related Procedures:
Adopted 9/18/07 Business Procedure 18.01

Historical Annotation Business Procedure 18.03: (Merged with Business Procedure 18.02)
1/71, Rev. 6/78, 3/25/86, 1/24/89, 5/15/90, 10/16/90, 11/19/90, 8/15/00; 9/18/07
Revised 00/00/09
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o Intercollegiate Athletic Allowance

THE FOLLOWING TEXT IS NEW
C. Management

On a per-site basis, colleges and college centers will each receive a dollar allocation to fund
the certificated and classified management at each college and centers. The total dollars
available will be calculated using the following dollar-per-FTES graduated scale:

= for the first 5,000 FTES, an allocation will be made at the rate of $480/FTES;
= for the next 5,000 FTES, an allocation will be made at the rate of $225/FTES; and
= for all FTES thereafter, an allocation will be made at the rate of $1508/FTES.

To the extent possible, the above funding rates will be indexed to reflect increases in state
COLA and/or salary-inereases compensation changes.

THE FOLLOWING TEXT IS NEW
D. DISTRICT OFFICE AND DISTRICTWIDE SERVICES

Districtwide allocations will be based on prior year expenditures, and adjustments will will be
made in accordance with BP 18.01- Budgeting System, section Budget Development. District
obligations will be reviewed and adjusted for projected increases/decreases, i.e. utilities,
retiree health benefits, insurance, etc.

District Office allocations for all operational and classified staff, and management, and any
non-operational additions will be based on an allocation of $217 per FTES (resident and non-
resident). Note this will adjusted once 09-10 budget is done.

District office and Districtwide services budget adjustments will go through a budget
development process as linked to strategic planning and program review and will not exceed
20% of the total unrestricted general fund for districtwide expenditures and 4% for district
office expenditures

Salaryinereases Compensation changes will be adjusted in position control and be
reflected in the budget.

Historical Annotation: Related Procedures:
Adopted 9/18/07 Business Procedure 18.01
Historical Annotation Business Procedure 18.03: (Merged with Business Procedure 18.02)

1/71, Rev. 6/78, 3/25/86, 1/24/89, 5/15/90, 10/16/90, 11/19/90, 8/15/00; 9/18/07

Revised 00/00/09
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