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Mission
The mission of the Chancellor’'s Cabinet is to serve as the leadership team ensuring
the capacity of our District to educate students effectively and meet the needs of our
communities in partnership with classified staff, faculty, and other managers.

Destination Wealth Management Presentation

Cabinet heard a presentation from Michael Bonetti and Michael Yoshikami from
Destination Wealth Management on services that could be beneficial to college
foundations.

Interim JFK President Visits Cabinet

Interim President of John F. Kennedy University Dr. Mac Powell briefed the Cabinet
on changes his college is making to serve the community, and explored partnership
opportunities with the District.

65" Anniversary Event Consultant
Event consultant Laurie Earp provided Cabinet with an update on plans for the
District to celebrate its 65" anniversary.

District Positions on AB 806 and AB 955

Cabinet discussed these two bills and decided to support AB 806 (Wilk) Community
Colleges: Salaries of Classroom Instructors. Cabinet decided not to take a position
and continue watching AB 955 (Williams) Community College Intersession Extension
Program.

Summer Enroliment and Marketing Campaign Update
A summer enrollment update was provided to Cabinet, and held a discussion if the
summer marketing campaign should continue.

The Contra Costa Community College District, founded in 1948 and governed by a publicly elected five-

member board, is one of the largest multi-college community college districts in California. The mission

of the District is to attract and transform students and communities by providing accessible, innovative
and outstanding higher education learning opportunities and support services.




Student Success Scorecard Overview

Cabinet was given a presentation on the new Student Success Scorecard website,
and how this new tool could help focus college efforts to increase completion rates for
all students.

Cabinet Strategic Planning Discussion
Cabinet held a strategic planning discussion with the assistance of Bedrock
Consultants’ Mike Kanazawa and Mike Zucksworth.

Anthem Transition

Cabinet support was given to transition from HealthNet to Anthem for medical
coverage. Kaiser will also still be offered, and educational forums will be conducted
for current employees and a special outreach for retirees will be implemented.

Business Procedures Receive Final Approval
Cabinet gave final approval to the following:

AP 1015.01 Process to Conduct Governing Board Self-Evaluation

Bus. 5.01 Scheduled Maintenance and Special Repair Program

Bus. 3.38 Guidelines for the Establishment of Accounts for Clubs,
Trusts or Donations

Bus. 4.11 Gratuities: Tipping/Food Products

Bus. 6.05 Serving Alcoholic Beverages at-College/District-Activities

Bus. 6.06 Student Credit Card Solicitation

Bus. 7.06 Enrollment Fees and Nonresident Tuition Refunds

Bus. 7.09 Nonresident Fees and Determination of Residence
(Delete)

Bus. 7.12 Nonresident Tuition Refunds (Delete)

Bus. 7.30 Banking and Armored Car Service

Bus. 9.10 Payment of Special Service Contractors

Bus. 9.13 Special Service Contractor Requisition Prior Board
Approval Not Required (Form 4cd-31) (Delete)

Bus. 9.18 Use of Personal or District-Owned Telephones

Bus. 9.46 Signature Authority and Delegation

Bus. 12.30 United Faculty Release Time (Delete)

Bus. 17.05 Instructions for Use of Expenditure Object Codes




Contra Costa Community College District ‘ Administrative Procedure 1015.01

PROCESS TO CONDUCT GOVERNING BOARD SELF-EVALUATION

The evaluation of the Governing Board consists of an annual self-evaluation and a biennial evaluation
that includes the self-evaluation and participation by employees and others who regularly attend Board
meetings. Fhe g o66-will-be-used-te duct-the-s€ aluation-of- the-Geverning d:

4+ The annual Board self-evaluation sessien will include a review of the evaluation results and the
identification of Board priorities for the coming year. The priorities will be designed to further progress on
the District Strategic Plan and to respond to the results of the previous-year Board self-evaluation.

2.1. At the annual Board self-evaluation retreat, the Board Chair will appoint an ad hoc
committee of no more than two Board members to draft criteria for the next Board self-
evaluation, in consultation with an external evaluator. The criteria will be derived from the
priorities identified at the self-evaluation discussion and in strategic plan reviews. Board
tasks and roles will be specified.

3:2. After its annual retreat, the Board ad hoc committee will present the criteria to the Board
for approval at a regular meeting of the Board.

43. The Board will appoint an external evaluator to assist with the evaluation, in consultation
with the Chancellor and Board Chair.

&64. In May of each year, the Chancellor's Office will distribute an evaluation form to all Board
members based on criteria developed the previous year. The form shall also include
open-ended questions to gather accomplishments, strengths, areas for improvement, and
suggested priorities for the coming year.

6:5. Board members shall submit their evaluations to the external evaluator in June (deadline
date to be determined each year). The external evaluator will compile the results and
distribute the summary to Board members and the Chancellor.

#6. The results will be discussed at the annual Board self-evaluation workshop in June-July.

Every two years, the Board evaluation will include a participatory component wherein employees and
others who regularly attend Board meetings participate in the evaluation of the Board. The following
process will be used in conducting that portion of the evaluation.

1. Biennially, in May, in open session, the Board shall identify participants in the survey of
its performance, including District staff, constituency and union leaders, community
members, and others who have regularly attended Governing Board meetings during the
evaluation period.

2. Working with the Chancellor and the Governing Board Chair, the external evaluator will
distribute the surveys to the participants, collate and summarize the results.

3. The external evaluator will present the results to the Governing Board for discussion and
review in its evaluation retreat in June-July.

Accreditation Standard IV.B.1. e, g

Historical Annotation: Related Board Policies:
Adopted 1/12/10 Board Policy 1015
Revised 9/27/11

Second Revision 00/00/13



Administrative Procedure 1015.01
Exhibit A

Governing Board Evaluation Survey Form

You have been selected to participate in the evaluation of the Contra Costa Community College District
Governing Board. Please rate the Board’s performance on each item and factor listed below. In the
space following the factor, make specific comments that support the rating. If not applicable, so
indicate.

Rating Scale: 4 Strongly Agree
3 Agree
2 Disagree
1 Strongly Disagree
N/A - Unable to evaluate

CRITERIA RATING

1. The board understands its policy role and differentiates its role from those of the CEO
and college staff.

Comment:

2. The board assures that there is an effective planning process and is appropriately
involved in the process.

Comment:

3. The board's policies are regularly reviewed and are up-to-date. They effectively guide
college operations.

Comment:

4. The board clearly delegates authority to and supports the CEO.

Comment:

5. The board sets clear expectations for and effectively evaluates the CEO.

Comment:

6. Board members represent the interests and needs of the communities served by the
college.

Comment:

7. The board advocates on behalf of the college to local, state, and federal governments.

Comment:

8. Board members are knowledgeable about the district's educational programs and
services.

Comment:
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CRITERIA RATING
9. The board understands the budget and fiscal status of the college.
Comment:
10. Board decisions assure the fiscal stability and health of the district.
Comment:
11. The board effectively monitors implementation of institutional plans.
Comment:
12. The board respects faculty, staff, and student participation in college decision-making.
Comment:
13. Trustees refrain from attempting to manage or direct work or activities of college
employees.
Comment:
14. Trustee behavior sets a positive tone for the district.
Comment:
15. The board regularly reviews and adheres to its code of ethics or standards of practice.
Comment:
16. Board members maintain confidentiality of privileged information.
Comment:
17. Board meeting agendas include sufficient information and the topics reflect board
responsibilities and tasks.
Comment:
18. Board meetings are conducted in an orderly, respectful manner; sufficient time is
provided to explore and resolve key issues.
Comment:
19. The board evaluation process helps the board enhance its performance.

Comment:




Contra Costa Community College District Business Procedure 5.01

SCHEDULED MAINTENANCE AND SPECIAL REPAIR PROGRAM

General Description

District facilities have reached an age where provisions must be made for scheduled maintenance and special
repair projects {predictive-maintenance) which will protect and keep the physical plants functional or will alter
them for new functions. "Facility" means any plant, building, structure, ground facility, utility system, or real
property. Scheduled maintenance projects are those involving repairs or replacements to retain facilities for
their original use and involve routine, recurring and usual work for the preservation, protection and keeping of
a facility for its intended purpose in a safe, efficient and continually usable condition. Special repair projects
include Rremodeling or alterations which are not required to continue the usability of a facility for its original
use, or which otherwise alters or te-changes the use of a facility is-retincluded-in-the-scheduled-maintenance

program.
The objective of the District's scheduled maintenance and special repairs program is to provide for:

Hhealth and safety of those using the properties:;

Pprotection of the properties:;

Gcontinued use of the properties-;

Aattractiveness of the properties:; and

remodeling or alteration of the properties for new functions or purposes.

UESR A

To provide for a systematic maintenance program and special repairs program, the Viee-Chanecellor-Facilities
and-Operatiens Chief Facilities Planner and college business officers isare responsible for planning and
budgeting for scheduled maintenance and special repairs. General (minor and preventive) maintenance will
be the responsibility of the Geollege Buildings and Grounds Managers and is under their budgetary control.
DeveIoplng initial scopes of work and estlmates for scheduled Mmalntenance and specral repalr pr01ects of

readways—ete—wnll also be the responsrblllty of the D&reeter—ef—ﬁaerhhes—and—Genstruehen—Bunldlng and

Grounds Managers :

Legally Required Projects

All written notices requiring remodeling or construction due to legal requirements of federal, state, and/or local
officials received by each college will be forwarded to the Chief Facilities Planner. These projects will take
priority over previously approved scheduled maintenance and special repair projects and may cause some of
those projects to be deferred.

Implementation

The scheduled maintenance and special repair plan will be implemented in accordance with the following
planning cycle:

1. Each year, the DirectorefFasilities-and-Genstruetion Building and Grounds Managers will prepare a
listing of all potential five-year scheduled maintenance and special repair projects based on facility
and system conditions and life expectancy guidelines in consultation with Gcollege business officers

and Presidents. This list will be public-and-shared-through-the-Intranet forwarded to the Chief

Facilities Planner.
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2. Each year, the Gcollege Buildings and Grounds Managers will also inspect their respective facilities
and recommend moving items to a different year - earlier or later - as necessary based on actual
conditions and report those conditions to the Director-of Facilities-and-Genstrustion Chief Facilities
Planner. They will also need to designate which projects the college wants funded in the next fiscal
year.

43. The Directer-ofFacilitios—and-Construction Chief Facilities Planner will consult with the college
Business Officers to recommend the dDistrictwide priority of work to be done and develop a five-year
project and budget plan for scheduled maintenance and special repairs based on the inspection
reports and other inspections of the facilities as deemed necessary. Once recommendations are
developed by the Chief Facilities Planner, Fthe priorities will be submitted to the Vice-Chancelier;
Facilities-and-Operations Chief Administrative Services Officer for review,-diseussien and approval
prior to submissien submit to the Chancellor's Cabinet and-the-State for its review, discussion and
approval. The Chief Facilities Planner will then submit the five-year plan to the State Chancellor's
Office for final approval in accordance with Title 5 regulations.

64. Each year; the Me&GhaneeHer—FaeMes—and—QpeFahens Chief Facilities Planner will oversee
preparation of plans and specifications for approved projects in consultation with consultants;-Director
ofFagcilities-and-Construetion and the Ccollege Buildings and Grounds Managers, bid the project, and
award the contract. Upon award, the Viee-Chanceller-Fasilities-and-Operations-Facilities Planning
Department;—the-Director-of-Facilities-and-Construction and the Gcollege Buildings and Grounds

Managers quI be responsnble for day-to day supervnsnon of the project urless—the-project-is—of

All projects will be required to meet state Field Act guidelines relative to construction of public buildings.
Additionally, sound architectural and aesthetic values will be adhered to in all cases to maintain the integrity of
the exterior architecture schemes at each campus location. Any project which contemplates adding additional
square footage, regardless of cost, will be reviewed by the Chief Facilities Planner for architectural integrity
and impact on campus capacity/load ratios. Final approval to construct the project must be obtained from the
College President and the Chief Administrative Services Officer.

Scheduled Maintenance Projects

Projects which will be included in the scheduled maintenance program are as follows:

Buildings
1. Floor coverings
2. Painting
a. Complete interiors
b. Complete exterior walls and exterior elements with sun exposure, including
repair/replacement of wood siding where necessary-
3. Roofs
a. Major repairs and entire replacement-:

4, Mechanical systems
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a. Fixed plumbing, septic, steam, air, water, fire and heating and cooling systems-
5. Electrical systems
a. Fixed secondary electrical wiring and equipment:
b. Specialized secondary equipment and transformers-
Site
1. Parking lots and roads-
a. Provide waterproof sealing and restriping
b. Resurfacing and repair of entire roads and parking lots-
2. Sport Ssurfacesd-cours
a. Provide waterproof sealing and restriping-
b. Resurfacing-ef-entire-couris
3. Site utilities
a. Repair and/or replacement of underground gas and water pipes, valves, conduits, primary
electrical conductor and associated equipment, and primary/secondary transformers:
4, Ground improvements:
a. Earthquake repair-
b. Slide prevention or repair-
c. Erosion controls

Scheduled Maintenance Schedules

Maintenance scheduling is not fully predictable. Maintenance personnel must depend on records, regular
inspections and experience to develop the local schedules.

The following suggested life expectancies should be appropriate provided the facilities are maintained in
accordance with generally accepted preventive maintenance standards. They are intended to serve as a
general guide to plan the maintenance schedule.

Suggested Replacement

ltem Periods

Buildings
Boilers, chiller, cooling tower, 15-20 years
Mechanical HVAC system components 10-15 years
Plumbing and fixtures 20-25 years
Roofs 10-425 years
Vinyl floor covering 16-20 years
Carpet floor covering 10 years
Wood floor covering 15-20 years
Concrete floor covering 40 years
Quarry tile floor covering 20 years
Fire alarm systems 10-15 years
Electrical systems components 15-20 years
Wood siding/trim 15-20 years

Site
Paved play-eeurtssport surfaces 5-10 years
Paved-parking-lots— —16-20-yoars
Raved-roads 16-20-years

712 years

Perimeter fencing 15-20 years

Campus signage

10-15 years
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Underground utilities components 10-20 years
Primary electrical components 10-20 years
AstroturfArtificial-playing field 10 years
Stadium wooden bleachers 8-12 years
Stadium running tracks 10-15 years
Swimming pool components (filters, tanks, etc.) 10-15 years
Tree maintenance 5-10 years

Other maintenance projects which need to be completed regularly will be scheduled on the following basis.
The frequencies may be adjusted based on actual conditions which will be influenced by location in the County
and/or other usage.

Suggested Maintenance

ltem Frequency
Buildings
Exterior painting 10-15 years
: it } 3-years
Interior painting 6-8 5-15 years
Site
Asphalt Ppaved parkingletssurfaces
Crack fill/Ssealing/striping 3-6 5-10 years
Grind and overlay 10-15 years
Full depth replacement 15-25 years
Raved+reads
CraslfilSealing/siriping 3-Eyreans

Special Repalr Projects

Special repair projects include discretionary building and site remodeling and alterations. Remodeling and
alterations include substantial betterment to a building. Examples include removing or adding interior walls,
changing entrance ways, windows, and reconfiguration of HVAC systems. Site improvement projects include
improvements to new and old sites and adjacent ways. Examples include changes to grounds, curbs, grading,
retaining walls, sidewalks, storm drain systems, landscaping, fixed athletic apparatus, flagpoles, decks,
exterior lighting, storage sheds and signage.

Speciai Repair Schedules
There are no recommended schedules for special repairs because these projects are-rormally-discretionany
and are dependent upon program or functional changes as drivers for implementation.

Budget Allocation
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Itis in the interest of the District to ensure that facilities are repaired and maintained on a timely basis in order
to provide for the safe utilization of these facilities. It is the District’s intention to maximize the use of state
scheduled maintenance and special repair funds by providing the full match required by the California
Community Colleges State Funded Grants for Physical Plant projects. In addition, and in order to protect the
capital investment that facilities and infrastructure represent, the District will annually establish a minimum
funding level for scheduled maintenance and special repair projects. Scheduled maintenance is defined as
maintenance that is unusual, nonrecurring work to restore a facility to a safe and continually usable condition
for which it was intended.

Annual Scheduled Maintenance Budgets

At a minimum, each college and the District Office shall budget for projects in the scheduled maintenance
area within the Capital Projects fund, an amount not less than 0.20 percent of the site’s prior year plant
replacement value (PRV), as calculated in the California Community Colleges Facility Utilization Space
Inventory Option Net (FUSION) database. In order to allow for long-range budget planning and development,
the schedule below has been established to increase scheduled maintenance budgets from the $300,000
Districtwide minimum ($100,000 per college) as of the 2013-14 fiscal year to the minimum .20 percent PRV as
reflected in the schedule.

Budget at Each College, and at District Office beginning in 2014-15

Fiscal Year Budget as Percent of PRV Amount
2013-14 Not applicable $100,000
2014-15 0.10% Not applicable
2015-16 0.11% Not applicable
2016-17 0.12% Not applicable
2017-18 0.13% Not applicable
2018-19 0.14% Not applicable
2019-20 0.15% Not applicable
2020-21 0.16% Not applicable
2021-22 0.17% Not applicable
2022-23 0.18% Not applicable
2023-24 0.19% Not applicable
2024-25 0.20% Not applicable

The following guidelines apply to the allocation of funding.

1. The scheduled maintenance project budget allocations may be made from any source of funding
available for use on facilities maintenance projects.

2 When provided, the state-funded grant will supplement, not supplant, the required minimum
Districtwide budget allocations.

3. In years when there is no state-funded grant, each college and the District Office shall budget at least
the minimum amount established by this procedure.

4 In each year a state-funded grant is provided, the Districtwide state-funded grant will be allocated
according to the colleges’ and the District Office’s relative PRV in the FUSION database.

o In years when a state-funded grant requires a match which is less than the Districtwide minimum, the
total budget allocation at each college and the District Office will be the minimum plus the share of the
state grant.

6. In years when a state-funded grant requires a match which exceeds the minimum, each college and
the District Office will fully fund the match required to obtain all available state funding.
7. Maintenance for revenue-generating areas such as parking lots, stadiums, or bookstores may not be

funded by state scheduled maintenance funds, and shall be funded from the program revenues, or
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other designated facilities funds, to the extent that funds are required and available.

8. College Business Officers and the Chancellor's Cabinet will review annual budget allocations for
scheduled maintenance to ensure that sufficient funding is provided to meet annual scheduled
maintenance needs. If a college cannot meet the minimum funding level for a given year, a request
will need to be made to Chancellor's Cabinet for approval to a budget a lesser amount.

9. In years when the District's apportionment funding is flat, or decreasing, each college can request
Cabinet approval to keep the budget year scheduled maintenance funding the same as the current
year. This action would not reduce the requirement to return to the required funding level per the
schedule above when apportionment funding is increased.

10. The funding for projects which are incomplete in the fiscal year in which the project was initially
funded shall roll over until the project is complete. Roll over funds for incomplete projects do not
count towards subsequent year minimum budgets.

11. One-time funding from campus reserves may be placed in a restricted capital reserve account in the
scheduled maintenance area within the Capital Projects fund, and can be used to fund projects in
future years in order to meet the annual minimum budget requirement.

Special Repairs Budgets

Special repair projects do not receive a specific allocation by policy or procedure. Individual special repair
projects which exceed $250,000 must be incorporated into the District's Five-Year Capital Construction
Program process and cannot use money from the scheduled maintenance minimum budget.

Ongoing Maintenance Allocation
In accordance with Education Code Section 84660, in order to ensure the District is eligible for state

scheduled maintenance funds, the District will ensure that at least 0.5 percent of the District operating budget
is budgeted and expensed for ongoing maintenance in the general operating fund 651XXX activity codes.
Ongoing maintenance is defined as routine, recurring, and usual work for the preservation or protection of a
facility for the use for which it was intended.

Emergency Funding

Emergency projects will be handled evaluated by the Birestor-of-Facilities-and-Gonstruetion Chief Facilities
Planner and college business officers. The Directorof-Facilities-and-Construetion Chief Facilities Planner will
assess the problem and recommend a solution and provide approximate costs to the Vice-Ghancellor;
Facilities-and Operations Chancellor and the Chief Admlnlstratlve Serwces Offlcer er—the-Ghaneeller—'s—Gabmet
iHime-allows; for approval: Hreg be-obtained d
e&-Seheets—and—the—Gevem#tg—Beard. In the event an emergency reqwres |mmed|ate actlon to procure
equipment, services, or supplies without giving notice for bids to let contracts, the Chief Administrative
Services Officer will follow the reporting requirements found in Public Contract Code, Section 22050, for
governing bodies that have delegated authority to make a finding that the emergency will not permit a delay for
bidding.

Consultants

If architectural or engineering consulting services are required, prior approval must be obtained from the Mice

Chaneellor-Facilities-and-Operations Chief Facilities Planner.

Scheduled Maintenance Project Annual Timeline
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8/01 Birectorof-Facilitios-and-Construction Building and Grounds managers prepares lists
of proposed projects for funding in the next fiscal year and update their five-year
scheduled maintenance plan.

9/15 College Buéiness Officers obtain college approval of the annual projects and the
five-year scheduled maintenance plan required by the state Chancellor's Office, and
forward their lists to the Chief Facilities Planner.

10/15 BirestorofFasilities-and-Construetion Chief Facilities Planner recommends priorities

for review and approval ef by the Viee—Ghancellor—Facilities—and—Operations
Chancellor's Cabinet;-costs-and-timeline-of-each-projost.

11/15 Chief Facilities Planner Ssubmits approved plans to the Sstate Chancellor's Office
for funding consideration.

Historical Annotation:
12/1/84, Rev. 2/14/85, 11/19/90, 8/1/96, 7/18/00, 3/5/02, 10/8/02, 00/00/13



Contra Costa Community College District ‘Business Procedure 3.38

GUIDELINES FOR THE ESTABLISHMENT OF
ACCOUNTS FOR CLUBS, TRUSTS OR DONATIONS

Student Club Funds

Student Club Funds are funds held in trust by the District for organized student clubs. Each club disbursement
must be approved by each of the following:

1. Aa college employee designated as being responsible for disbursement of student funds;
2. Fhe certificated employee who is the designated advisor of the club; and;
3. Aa student representative of the club.

Minutes from the student club showing the authorized amount are also required as backup before
disbursement takes place.

When a set of accounts is requested for the establishment of a new club, please include with the request for a

new account {ferm-4¢d-260):

1. Fhe bylaws of the club; and,
2. Fhe names of the three individuals authorized to approve disbursement of funds.

Trust Funds

Each college is provided a separate bank account to deposit and disburse nonexpendable trust funds. Trust
funds are monies held in a trustee capacity as an accommodation for individuals or organizations exclusive of
the instructional program of the college.

Trust funds are established for a temporary purpose. The fund functions much as a clearing account; all
monies collected are either expended for the trust purpose or transferred to the organization or individual for
whom the trust was established. Prior approval of the Director of District Gemptreller-Finance Services must
be obtained prior to establishing accommodation or trust accounts.

An example of a trust is "The John Smith Retirement Dinner Trust." In anticipation of dinner and gift cost of
$500 with 50 people attending, a $10 dinner charge is to be collected for each person attending the dinner. All
monies collected are deposited in the trust account. Disbursements are to be made for the gift and to the
restaurant. After the dinner, the trust is terminated; any remaining balance is disbursed in accordance with
original trust instructions. In this example, the original instructions may have been to disburse any balance to
John Smith, or to the college Student Loan Fund. No balance is to be carried in the trust after its purpose has
been accomplished.

When an account is requested for the establishment of a new trust, the college business offices should submit
with the request for a new account erm-46d-260) a memorandum which includes the following information:

Fthe purpose of the trust:;

Fthe anticipated termination date.

Fthe name of the individual or organization responsible for any over-expenditure:;
Nname of payee for any funds remaining in the trust at its termination;; and

Fhe name of the responsible manager.

aoOrwN =
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Donations

Private contributions, gifts, grants; bequests and/or endowments to be used for coliege purposes are to be
deposited istriet-with the respective college’s Foundation. Funds-te-be-usedfor

Historical Annotation:
8/13/84, 11/19/90; Rev. 8/1/96, 7/18/00, 00/00/13



Contra Costa Community College District : Business Procedure 4.11

GRATUITIES: TIPPING/FOOD PRODUCTS

Fpping Culinary Program and Student Employees

Gratuities in the form of tipping, free meals, food or discounted food fer-service-to-patrons-in-the-campus
restaurant-or-cafeteria shall not be accepted by student employees or students involved in the college Food
Service Program or eafeteria Culinary Program. A notice to this effect shall be posted in conspicuous
locations informing patrons of this policy. In the event tipping gratuities are made, they shall be forwarded to
the Foed-Service—Manager college business office for deposit to the eCafeteria fFund (Fund 52) as
miscellaneous revenue (object code 48890).

Food Produsts Food Service Employees

Gratuities in the form of tipping shall not be accepted by employees in the college Food Service Program. In
the event tipping gratuities are made, they shall be forwarded to the college business office for deposit to the
Cafeteria Fund (Fund 52) as miscellaneous revenue (object code 48890). In addition, Yunder no
circumstances shall compensation, defined in Internal Revenue Code 119, in the form of free meals, food or
discounted food be made available to food service employees erstudents, regardless of the number of hours
or shifts worked in the Food Service Program ercafetesia.

Historical Annotation:
4/11/89, 11/19/90, 7/18/00, 00/00/13



Contra Costa Community College District Business Procedure 6.05

SERVING ALCOHOLIC BEVERAGES AT

The possession, sale or the furnishing of alcohol on all campuses is governed by California state law and
this procedure. The possession, sale, consumption or furnishing of alcohol is controlled by the California
Department of Alcohol and Beverage Control and the enforcement of alcohol laws on-campus is the
primary responsibility of District Police Services. The campuses have been designated “drug free” and
only under certain circumstances is the consumption of alcohol permitted. The possession, sale,
manufacture or distribution of any controlled substance is illegal under both state and federal laws. Such
laws are strictly enforced by District Police Services. Violators are subject to disciplinary action, criminal
prosecution, fine and imprisonment. It is unlawful to sell, furnish or provide alcohol to a person under the
age of 21. The possession of alcohol by anyone under 21 years of age in a public place or a place open
to the public is illegal. It is also a violation of this procedure for anyone to consume or possess alcohol in
any public or private area of the campuses without prior District approval. Organizations or groups
violating alcohol or substance policies or laws may be subject to sanctions by the District.

Alcoholic beverages on campus are permitted if:

o the alcoholic beverage is beer or wine for use in connection with a course of instruction,
sponsored dinner, or meal demonstration given as part of a culinary arts program at a
campus, and the instructor or individual has been authorized to acquire, possess, use, sell, or
consume it by the college President;

o the alcoholic beverage is for use during a non-college event at a performing arts facility built on
District property and leased to a nonprofit public benefit corporation;
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the alcoholic beverage is wine produced by a bonded winery owned or operated as part of an
instructional program in viticulture and enology;

the alcoholic beverage is wine that is for use during an event sponsored by the District or an
organization operated for the benefit of the District in connection with the District’s instructional
program in viticulture or the District’s instructional program in enology;

the alcoholic beverage is possessed, consumed, or sold, pursuant to a license or permit
obtained under this division for special events' held at the facilities of a public community
college during the special event;

the alcoholic beverage is acquired, possessed, or used during an event sponsored by the
District or an organization operated for the benefit of the District at a District facility in which
any grade from kindergarten to grade 12, inclusive, is taught, if the event is held at a time
when students in any grades from kindergarten to grade 12, inclusive, are not present at the
facility; or

the alcoholic beverage is for use during a fundraiser held to benefit a nonprofit corporation that
has obtained a license under the Business and Professions Code to do so provided that no
alcoholic beverage can be acquired, possessed or used at a football game or other athletic
contest sponsored by the District.

Business and Profession o ctons 24., 5,ad 2
34 Code of Federal Regulations Section 668.46(b)

"Special event" means events that are held with the permission of the Governing Board of the

District or designee that are festivals, shows, private parties, concerts, theatrical productions, and
other events held on the premises of the District and for which the principal attendees are
members of the general public or invited guests and not students of the District.

Historical Annotation:

7/10/01, 00/00/13



Contra Costa Community College District Business Procedure 6.06

STUDENT CREDIT CARD SOLICITATION

Solicitation of student credit cards shall be in compliance with the established procedures at the colleges.
At a minimum, the following shall apply:
» sites at which student credit cards are marketed will be registered with the campus administration;
+ the number of sites allowed on campus may be limited by campus administration; and

« marketers of student credit cards are prohibited from offering gifts to students for filling out credit
card applications.

Title 5 Section 54400
Civil Code Section 1747
Education Code Section 99030

Historical Annotation: Related Board Policies:
2/15/05, 00/00/13 Board Policy 5032



Contra Costa Community College District Business Procedure 7.06

ENROLLMENT FEES-AND NONRESIDENT TUITION REFUNDS

Refunds of enroliment fees and nonresident tuition are to be processed if the fee is collected in error or if the
student qualifies for a refund.

4——Fees and nonresident tuition collected in error are defined as those not owed by the student and,

therefore, never earned by the District. {hat-is;—they-were-never—earned-by-the-college)—Fees

collected in error fellew-include those related to:

a: Bdeath of student prior to the start of courses:;
e b cancellation of Gcollege eanceled-the course:;
e & cancellation of Gellege—sanceled student's enroliment (academic or progress
dismissal) by colleges;
od. unavailability of Bbooks for the course were-net-available due to college errors;
e o late Student qualifiedcation for Sstate financial aid laterir-semester;
o f residency issues; and
—fg. Oother reasons not the fault of the student as approved and-decumented by the

Gcollege President, or designee. E-xamples—a;e—

6———Refunds are defined as the return of enroliment fees or nonresident tuition due to a net reduction in
the units of enroliment or because an outside agency paid on behalf of the student.

a. To qualify for an enroliment fee or nonresident tuition refund, the reduction must occur prior
to or during the first two weeks of instrustion-a term for full-term classes (fall and spring
semesters) or W|th|n the first ten percent of the Iength of the cIass for short-term and summer
classes Ri€ s sellatic Hder g eRtE

b. Enroliment fees or nonresident tuition may be refunded to the student if it is paid to the
college by another agency later in the semester.



Business Procedure 7.06
2.

Student refunds are processed at the beginning of each month for the current semester. In addition, in the
month of June the student refund process is run for all semesters. If a refund is $1,000 or greater, a manual
refund will be initiated by the college and forwarded to the District Accounting Office.

Historical Annotation: Related Board Policies:
11/13/84, 11/19/90; Rev. 5/24/94, 7/18/00, 00/00/13 Board Policies 5009, 5023, 5024



- Contra Costa Community College District Business Procedure 7.09

DELETE PROCEDURE
SUBJECT MATTER COVERED IN
STUDENT SERVICES PROCEDURE 3011

NONRESIDENT FEES AND DETERMINATION OF RESIDENCE




Business Procedure 7.09

Fime-Limit— AmountefRefund

Historical Annotation: Related Board Policies:
Administrative Policy 5900.05, 1/13/82 Board Policies 3021, 5009
11/19/80, 11/16/99

Related Procedures:
Business Procedure 7.12
Student Services Procedure 3011



Contra Costa Community College District Business Procedure 7.12

DELETE THIS PROCEDURE

SUBJECT MATTER INCLUDED IN
BUSINESS PROCEDURE 7.06

MNONRESIDENT TUITION REFUNDS

Historical Annotation: Related Procedures:
11/19/90, 7/18/00, 00/00/13 Business Procedure 7.09



Contra Costa Community College District Business Procedure 7.30

BANKING AND ARMORED CAR SERVICE

Armored car service is provided Monday through Friday to deliver money from the colleges to the appropriate
banks. Safes are also provuded in a central location where money collected during the day or on weekends
can be deposuted unt|I tt iS plcked up by the armored car service. Ynusuallylarge-ameunts-collected-during

g g as-If during the day cash exceeds $5,000 within a
drawer the cash should be placed ina safe If durlng the day cash exceeds $10,000 within a drawer, the cash
shall be placed in a safe.

No money shall be taken to the bank by District personnel:, except as authorized by the Chief Administrative
Services Officer or college business directors.

who-w&ll—seeumt—frem—thebankThe bookstore manager at each college shaII be respons&ble
for change orders placed through the armored car service.

Historical Annotation:
Administrative Procedure 8431.01, 7/1/74
12/1/84, 11/19/90, 00/00/13



Contra Costa Community College District - Business Procedure 9.10

PAYMENT OF SPECIAL SERVICE CONTRACTORS

Requests for services of non-employees for payment of less than $3,500 in a ene fiscal year period per
contractor are paid from the Special Service Contractors Requisition and do not require prior Governing Board
approval. See Board Policy 2025. Common types of special service contractors to be used on the Special
Services Contractor Requisition include educational consultants, lecturers, artists, speakers, performing
groups, athletic officials and art models.

For payments $3 500 or more per one year perlod Aa Specnal Serwce Contract as prowded in Busmess

The payment process for non-fasulty employees is:

1. Gcomplete three copies of Special Service Contractors Requisition, ferm—7034-(Exhibit A), including
the certification section-; and

2. Ssubmit the original copy to the—GemptrellerDistrict Office Accounting Department. Referto

If faculty or classified staff members are employed for such service, the payment process to be followed is the
same except use the Employee Services Exempt Services form is to be used from-Salaryr-Sehedule, form-4ed-
423-(Exhibit B), and payment will be made on a payroll warrant.




Business Procedure 9.10

-2-

Historical Annotation: Related Board Policies:
Administrative Procedure 3311.01, 10/12/76 Board Policy 2025, 5010
12/1/84, 11/19/90, 8/15/00, 3/5/02, 00/00/13

Realatad-Busi [~ duras:

Business-Rrocedure-0-13



Business Procedure 9.10
Exhibit A

Contra Costa Community College District SPECIAL SERVICE CONTRACTORS REQUISION
(For contracts less than $3,500)

Name Social Security No.
Last — First - Middle

Address
Number & Street City & State Zip Code
Name:
Payments to be made to (complete only if other than above):
Address
Number & Street City & State Zip Code
Service to be performed: Event:
|:| Educational Consultant* D Performing Group
[] Lecturer [] Athletic Official
I:I Artist* |:| Art Model
D Institute Speaker* |:| Other (specifiy)
*ReauiresBoard A CBRoE :
Hourly-Rate $ Daily-Rate $
Date(s) of Service Total Hours Dates of Service
Total Payment $ Total Payment $
College Date
Charge to budget account __ - - ____ e
Approved by. Payment instructions:
(Department or Division Head)
Approved by Send warrant in advance of date of service to President

(President or Designee)
Mailed warrant to address indicated after date of service

Approved for Board action Date

(Chancellor)

CERTIFICATION OF PERFORMANCE OF SERVICE

The above services were performed on (date or dates)

Certified by, Date
(President or Designee)

7031



Business Procedure 9.10

Exhibit B

Contra Costa Community College District EMPLOYEE EXEMPT SERVICES

College Location ___ DVC ___LMC __ CCC __Other

Employee ID-Secial-Security
e,

Name

Last First

Services to be performed: Event

D Educational Consultant Performing Group

Athletic Official

[] Lecturer

Other (specifiy)

[]
L]

D Artist D Art Model
[]

D Institute Speaker
GL Number __ - - '&ams = &= = S

Position ID:

Complete one section only:
Hourly-Rate $ Daily-Rate $
Date(s) of Service Date(s) of Service

Total Hours Total Days

Total Payment Total Payment

Date

Employee Signature

Certification of Performance

CERTIFICATION OF PERFORMANCE OF SERVICE

Approved by, Date

District Human Resources
Reviewed by

Date

District Payroll Department
Received

4cd-123 (Rev. 1/01)




Contra Costa Community College District ' Business Procedure 9.13

DELETE THIS PROCEDURE
SUBJECT MATTER COVERED IN
BUSINESS PROCEDURE 9.10

Person-Responsible Action
Employes-Oblaining-Serdee 3 Cormplete-three-cogies-ef-formm4ded-34-
- tion-Unit Hoad = Verifv_budaet abili . o | Lod
L= v ¥
; : - =
Lesaiier-Business-Officer 3
Gomplreler 4
Diglrict Accounts Payable 5
Historical Annotation: Related Board Policies:
12/1/84, 11/19/90, 7/18/00 Board Policy 5010

Related Procedures:
Business Procedure 9.10



Contra Costa Community College District Business Procedure 9.18 -

USE OF PERSONAL OR DISTRICT-OWNED TELEPHONES

For the purpose of conducting official business for the Contra Costa Community College District, employees
will occasionally use a personal or District-owned telephone. The following procedures apply to requests for
reimbursement of personal expense or for employee reimbursement to the District for the use of telephones.

Reimbursement to Employee

When an employee uses a personal telephone or cellular telephone for District business, the billing from the
telephone or cellular company will be attached to an employee expense claim form to document the actual
cost. The employee claim will be made monthly for the cost of the specifictelephene call(s). Reimbursement
will not be made for the normal monthly cost of the telephere service.

An employee whose position requires him or her to be on-call by cellular telephone to conduct District
business shall be reimbursed an amount of $15.00 per month. The reimbursement shall be approved by the
Chancellor, Vice Chancellors, or college President.

Certain employees require frequent national or internationai travel or must be available to the public 24 hours
per day. In these cases, the District will purchase the cellular telephone and pay the monthly service.
Positions that qualify for this shall be approved by the Chancellor.

Reimbursement to the District
Employees are not expected to normally make personal calls using District equipment. There will be

occasions when calls are received or made that are not necessary business telephone calls. In such
instances, the emponee is expected to make reim bursement to the Dlstrlct for the actual cost of the personal

relmbursement to the Dlstnct quI be reqwred for montth amounts Iess than $5 00.

If a job requires regular and substantial use of one’s cellular phone as well as being on call regularly, the
Chancellor may make an exception to this policy.

Historical Annotation: Related Board Policies:
1/7/03, 00/00/13 Board Policy 5012

Related Procedures:
Business Procedure 9.22



Contra Costa Community College District Business Procedure 9.46

SIGNATURE AUTHORITY AND DELEGATION

Background

In the normal course of duty, managers and employees sign documents which become the permanent record
of the institution and are considered “government records”. Managers may aiso designate other employees to
sign certain documents in their absence; however, the manager remains responsible for documents signed on
their his or her behalf.

in order to provide a sufficient transaction trail and protect employees, the following procedure is to be used
when approval authority is delegated.

Designating Approval Authority
Payroll Documents
1. Managers should complete the attached form (Exhibit A) to identify employees who have been

designated to approve timecards and other payroll documents in their absence. The form should be
submitted to the Gcollege or District Payroll Offiee-Department, as appropriate.

2. Managers should retain a copy so that deletions and additions can be made to the copy and
forwarded to the Gcollege or District Payroll Offiee Department, as appropriate.
3. College Payroll departments should forward copies of the forms to the District Payroll Department.

Invoices and Other Transaction Records

1. Managers should complete the attached form (Exhibit B) to identify employees who have been
designated to approve invoices and other transaction records in their absence. The completed form
should be submitted to the Leeatien college Business Office or District Accounting Department.

2. Managers should retain a copy so that deletions and additions can be made to the copy and
forwarded to the Leeation college Business Birester Office or District Accounting Department.

3. Loeation College Business Biresters offices should forward copies of the forms to the Gomptrolier
District Accounting Department.

Designee Signatures

Designated approvers should sign their own names and the managers name as-in consistent with the
following example:

Jane Smith works for John Dean and she is a designated approver. She would sign the document as
follows: “Jane Smith for John Dean.”

Unauthorized Activities

1. Signing or stamping a manager's or other employee’s name and failing to sign your own name as
described above.
2. Signing another employee’s timecard on behalf of that employee. Employees must sign their own

timecards; failure to do so will result in payment not being processed.
Consequences

Employees who violate the above procedure are subject to disciplinary action up to and including termination,
and may be subject to criminal prosecution.

Historical Annotation: Related Board Policies:
7/18/00, 00/00/13 Board Policy 5001



Business Procedure 9.46
Exhibit A

DELEGATING APPROVAL AUTHORITY
Timecards and Other Payroll Records

Manager's Name (Print) Location

Manager’s Title Effective Date

Manager's Signature

The following individuals are authorized to sign timecards or other payroll documentation in my absence:

Print Name Title Signature Sample

Designee's Responsibility: Employees who have been delegated approval authority are to sign their own
names and the manager's name as-ir-consistent with the following example:

Jane Smith works for John Dean and she is a designated approver. She would sign as follows: “Jane Smith
for John Dean."”

Manager's Responsibility: Managers should submit this form to their Leeation coliege or District Payroll
Department. A copy should be retained by the manager so that deletions and additions can be made to the
copy and forwarded to theteeatien college or District Payroll Department.

Lecation College Payroll Department Responsibility: Lecatien-College Payroll Departments should submit
copies of these forms to District Payroll Department.



Business Procedure 9.46
Exhibit B

DELEGATING APPROVAL AUTHORITY
Invoices and Other Transaction Records

Manager’'s Name (Print) Location

Manager’s Title Effective Date

Manager's Signature

The following individuals are authorized to sign invoices or other payment documentation in my absence:

Print Name Title Signature Sample

Designee's Responsibility: Employees who have been delegated approval authority are to sign their own
names and the manager's name as-in consistent with the following example:

Jane Smith works for John Dean and she is a designated approver. She wouid sign as follows: “Jane Smith
for John Dean."”

Manager's Responsibility: Managers should submit this form to their Leeatien-college Business
Birector—Office or District Accounting Department. A copy should be retained by the manager so that
deletions and additions can be made to the copy and forwarded to the-Lteeation-college Business Birector
Office or District Accounting Department.

Location Business Director’s Responsibility: Leeatien Coliege Business Birectors Offices should submit
copies of these forms to the-Gemptreller-District Accounting Department.



Contra Costa Community College District Business Procedure 12.30

DELETE THIS PROCEDURE
SUBJECT MATTER COVERED IN
UNITED FACULTY CONTRACT

Historical Annotation:
5/7/81, Rev. 7/1/84, 11/19/90, 8/1/96, 7/21/99, 8/15/00



Contra Costa Community College District Business Procedure 17.05

INSTRUCTIONS FOR USE OF EXPENDITURE OBJECT CODES

Expenditure classification by object is the accounting segregation of expenditures. into seven major
categories:

1000. Academic Salaries

2000. Classified Salaries and Other Nonacademic Salaries
3000. Employee Benetfits

4000. Supplies and Materials

5000. Other Operating Expenses and Services

6000. Capital Outlay

7000. Other Qutgo

Costs may be incurred for expenditures that include more than one object. Such costs are prorated on an
equitable basis to the objects for services received. For example, if a faculty employee provides
classroom instruction half time and acts as a student counselor half time, that individual’s salary must be
prorated one-half to Object 1100, Instructional Salaries, Contract or Regular Status, and one-half to
Object 1200, Noninstructional Salaries, Contract or Regular Status. Object code major classifications are
consistent statewide and are taken from the California Community College’s Budget and Accounting
Manual.

Details on the District’s object codes can be found on the Chart of Accounts on the District Accounting Office
Intranet site.
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Historical Annotation:
7/1/74, 11/19/90, 8/15/00, 00/00/13
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