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of the District is to attract and transform students and communities by providing accessible, innovative 
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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. 
 
Hospital Council of Northern & Central California Discussion 
Cabinet held a conversation with local hospital representatives to talk about 
workforce needs how the community colleges can help provide the qualified 
employees they need. 
 
Career Pathway Programs Reviewed 
Randy Tillery led a Cabinet update on career pathway programs including the 
EBCAA, DBS and CCCLLI programs he is managing. 
 
2014-15 Nonresident Tuition Rate Discussion 
Cabinet discussed and provided input on the upcoming Governing Board decision on 
2014-15 nonresident tuition rates. 
 
Faculty Recruiting 
Sophia Lever and Andrea Gonzalez-Lewis provided Cabinet with an update on their 
recruitment efforts to fill a number of faculty positions in the District. 
 
Final Approval to Policies and Procedures 
The following policies and procedures were given final Cabinet approval. 

Number Policy/Procedure 

Bus. 11.01 Purchasing Procedure 

HR 1020.02 Fingerprinting New Employees 

HR 1020.05 Oath of Allegiance 

HR 1030.01 Service Awards 



 

HR 1050.01 Donation of Sick Leave 

HR 1050.03 Leave for Pregnancy 

HR 1050.09 Administrative Leave 

HR 1050.11 Military Leave of Absence (Delete) 

HR 1050.12 Industrial, Accident/Injury, Designation of Physician, Chiropractor, or 
Acupuncturist 

HR 1050.14 Optimal Utilization of Resources (Our) System Modified Work 
Assignments for Industrial Injury or Illness 

HR 1080.04 Reasonable Accommodations for Job Applicants 

HR 1080.05 Reasonable Accommodation for Employees Requests under the 
American with Disabilities Act 

HR 1080.06 Alcohol in the Workplace 

HR 1080.07 Occupational Exposure to Blood Borne Diseases 

HR 1080.08 Meal and Rest Periods 

HR 1080.09 Drug and Alcohol Testing for Transportation Employees (Delete) 

HR 1080.12 Sexual Assault 

HR 1110.02 Procedures upon the Report of Death of an Employee or Retiree 

HR 1110.03 Notice of Right to Files Unemployment Insurance Claim (Delete) 

HR 1120.01 District Group Insurance Plans 

HR 1120.02 Cash Stipend in Lieu of Benefits 

HR 1120.03 Group Life Insurance Plans 

HR 1120.04 Salary Continuance Insurance 

HR 1120.06 Dependents’ Benefits 

HR 1120.10 Domestic Partner’s Coverage 

HR 4000.01 Governing Board Members’ Compensation 

HR 4000.03 Employee Organizations 

HR 4000.08 Distribution List: Human Resources Procedures Manual (Delete) 

HR 4000.10 Distribution List: Management, Supervisory, and Confidential 
Employees Personnel Manual (Delete) 

HR 4000.12 Salary Schedule Distribution 

HR 4000.13 Distribution List: Local 1Contracts (Delete) 

HR 4000.14 Distribution List: United Faculty Contracts (Delete) 

HR 4000.17 Political Activity 

HR 4000.19 Contract Agreements Manual Represented Employees Distribution 
List (Delete) 

HR 4000.20 Whistleblower Protection 

 















Contra Costa Community College District Human Resources Procedure 1020.02  
 
 
 
 FINGERPRINTING NEW EMPLOYEES 
 
 
 
1. New employees, including all full and part-time faculty, management, supervisory, and monthly 

classified employees, are to be fingerprinted by an Applicant Live Scan Site designated by the District.   
 

a. The hiring location’s Human Resources Office will prepare a “Request for Live Scan Service.”  A 
copy will be kept in a pending file at the hiring location until clearance is received. Copies should 
be given to the employee who will take them to the Applicant Live Scan Site. The employee should 
also be given a copy with instructions to contact a live scan site for an appointment 

b. Employment is contingent on receiving a fingerprinting clearance. 
c. The designated Applicant Live Scan Site live scan site will submit electronic fingerprint images to 

the Department of Justice, complete the bottom portion of the Request for Live Scan Service form, 
retain one copy of the request form for agency records, and give one copy to the employee.  A 
completed copy is sent to the District Human Resources Office by the Live Scan Site.   

d. When the electronic clearance is received by the District Human Resources Office, it will be 
forwarded to the appropriate location for placement in the employee's personnel file. 

e. If a Criminal Offender Record is returned for an individual, it will be referred to the Human 
Resources Operations Manager  Chief Human Resources Officer or designee for review and 
action as needed.  Criminal Offender Records will be placed in sealed envelopes and filed in the 
confidential portion of the employees’ personnel file and are only to be opened under instructions 
of the Associate Vice Chancellor/ Chief Human Resources Officer or designee. 

 
2. Criminal Offender Record Information 

 
Misuse of Criminal Offender Record Information is a criminal offense.  Violation of the procedures 
regarding Criminal Offender Record Information may result in disciplinary action and/or criminal or civil 
prosecution. 
a. The overall responsibility for the administration of the employee fingerprint and resulting criminal 

history information rests with the Associate Vice Chancellor/Chief Human Resources Officer.  The 
Chief Human Resources Officer will designate one or more employees to receive, store, 
disseminate and destroy criminal records furnished by the California Department of Justice and to 
serve as the contact for the California Department of Justice for related issues.  Any such 
employee must be confirmed by the California Department of Justice as required by law and 
pursuant to California Department of Justice Procedures.  The Chief Human Resources Officer will 
notify the California Department of Justice by March 1 of each year beginning on March 1, 2012, of 
the individuals designated. 

b. The Chief of the District Police Services will be responsible for all criminal offender record 
information (CORI) obtained by the college police services department. 

c. Any questions regarding the release, security and privacy of Criminal Offender Record Information 
are to be resolved by the Associate Vice Chancellor/ Chief Human Resources Officer. 

d. Criminal Offender Record Information shall be under lock and key and accessible only to the 
Associate Vice Chancellor/ Chief Human Resources Officer or designee, who are committed to 
protect Criminal Offender Record Information from authorized access, use or disclosure. 

e. Criminal Offender Record Information shall be used only for the purpose for which it was 
requested. 

f. Criminal Offender Record Information shall be destroyed after employment separation has been 
made, and copies of the same will be destroyed in such a way that the employee’s name can no 
longer be identified. 

g. Criminal Offender Record Information may not be reproduced or disseminated. 
h. Employees involved in accessing confidential criminal history records are required: 
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Historical Annotation: Related Procedures. 
Personnel 2003.02: 6/84; 11/6/90 Management, Supervisory, and Confidential Employees Personnel Manual 3.1.3 
Personnel 4007.00: 11/20/90; Rev. 9/17/91 
Revised 2/5/02 
Second Revision 5/6/03 
Third Revision 11/24/09 
Fourth Revision 00/00/13 

1) to read and abide by this procedure.; 
2) to themselves be fingerprinted and have a clearance check completed.; and 
3) to have on file a signed copy of the Employee Statement Form acknowledging an 

understanding of laws prohibiting the misuse of Criminal Offender Record Information. 
 
 
 

Penal Code Section 11077.1, 11102.2 
 Education Code Section 87013, 88024 

































Contra Costa Community College District Human Resources Procedure 1080.07 
 
 
 
 OCCUPATIONAL EXPOSURE TO BLOOD BORNE DISEASES 
 
 
 
It is the intent of the District to provide its employees with a safe working environment.  Employees who can be 
“reasonably anticipated” to come in contact with blood and other potentially infectious materials through the 
performance of their work will be provided with training materials, personal protective devices, medical 
treatment and any necessary follow-up. 
 
1. Employees may be exposed to Hepatitis B virus (HBV), human immunodeficiency virus (HIV) which 

causes acquired immunodeficiency syndrome (AIDS), and other blood borne diseases when contact 
is made with blood and other infectious materials. 

 
2. Job classifications whose duties may involve the risk of directly contacting blood or other potentially 

infectious materials at least once a month on average are identified by the Director of Chief Human 
Resources Officer or the Director of Business Services. 

 
Included in this category are classifications exposed to: 

 
a. Human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, 

pericardial fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, any body fluid that 
is visibly contaminated with blood, and all body fluids in situations where it is difficult or 
impossible to differentiate between body fluids; 

b. Any unfixed tissue or organ (other than intact skin) from a human (living or dead); 
c. HBV-containing cell or tissue cultures, organ cultures, and HBV containing culture medium or 

other solutions, and blood, organ or other tissues from experimental animals infected with 
HBV. 

 
3. Employees who feel their position should be included on the list of exposure positions should contact 

the Director of Chief Human Resources Officer or the Director of Business Services and request a 
review of the position. 

 
4. All exposures are to be reported immediately documented on an Incident Report Form available from 

the Human Resources Offices or from Police Services.  The form is to be kept on file in the 
department and a copy sent to District Human Resources.  Employees and/or their supervisor are will 
also be required to complete an “Employee’s Claim for Worker’s Compensation Benefits.” call 
Company Nurse (1-888-375-9779) to report the incident.  Company Nurse will transmit the 
employee’s injury information to the District’s Workers’ Compensation Claims Coordinator. 

 
5. Employees in positions identified as exposure positions will be trained to identify blood and infectious 

materials, report incidents, and to replenish protective supplies. 
 
6. Following a report of an exposure incident, District Human Resources shall make immediately 

available to the exposed employee a confidential medical evaluation and necessary follow up.  
Employees should contact Company Nurse or the District Human Resources Office for a list of 
authorized medical treatment facilities. 
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Historical Annotation: Related Procedure: 
Adopted 2/5/02 Human Resources Procedure 1050.11 
Revised 00/00/13 

Operational Resources: 
Exposure Control Plan – Occupational Exposure to Blood Borne Diseases 

Hepatitis B Vaccinations 
 
Employees holding positions identified as exposure positions will be offered the opportunity to undergo the 
Hepatitis B Vaccination series at District expense.  The vaccinations will be administered by District 
physicians.  Employees in exposure positions may decline the Hepatitis B Vaccination but must complete the 
Declination of Hepatitis B Vaccination Form.  The form will be filed in the employee’s personnel file. 
 
 
 
 US Department of Labor, OSHA 29 CFR part 1910.1030; 
 District Exposure Control Plan 



Contra Costa Community College District Human Resources Procedure 1080.08 
 
 
 

Historical Annotation: 
Adopted 2/5/02 
Revised 00/00/13 

 MEAL AND REST PERIODS 
 
 
 
1. Classified employees working a period of seven (7) hours or more are entitled to a meal period and 

morning and afternoon rest periods.  Meal periods shall be not less than thirty (30) minutes.  Rest 
periods shall be based on the total hours worked daily at the rate of fifteen (15) minutes net rest time 
per four (4) hours or major fraction thereof. 

 
2. Classified employees working a period of six (6) hours are entitled to a thirty (30) minute meal period 

and morning rest period of fifteen (15) minutes. 
 
3. Classified employees working a period of more than five (5) hours are entitled to a meal period of not 

less than thirty (30) minutes.  The meal period may be waived by mutual consent of the employee and 
supervisor. 

 
4. Rest periods are not required for employees whose total daily work time is less than three and one-

half (3-1/2) hours. 
 
5. Employees working a 10-hour shift shall be granted an additional 10 minutes per rest period to either 

the pre-lunch or the post-lunch break for a total of 25 minutes per rest period.  (Public Employees, 
Local 1 Contract, Article 23.1.10) 

 
 
 
 California Labor Code, Section 512 
 Public Employees, Local 1, Article 23.1.10 





















Contra Costa Community College District Human Resources Procedure 1120.03 
 
 
 

Historical Annotation: Related Policy: 
Personnel 6001.03: Payroll 2.13, 3/78, 11/6/90 Board Policy 2051 
Revised 2/5/02, 00/00/13 
 Related Procedures: 
 Human Resources Procedure 1120.01 
 Management, Supervisory, and Confidential Employees Personnel Manual 8.0, 8.1, 8.1.6 

GROUP LIFE INSURANCE PLAN 
 
 
 
1. The following staff members are eligible for district paid life insurance: 
 

a. Any regular or contract faculty unit member (full or part-time). 
b. Any regular full-time member of the classified units. 
c. Any regular classified confidential or supervisory employee. 
d. Any manager. 
e. Part-time employees in groups b, c and d are entitled to life insurance with the District paying 

only its pro-rata share.  Part-time employees must pay their share of the basic premium by 
payroll deduction. 

 
2. An employee who does not secure coverage within the first thirty calendar days of eligibility may enroll 

later by completing a Statement of Insurability and undergoing a medical examination. Coverage is 
subject to the carrier’s acceptance. 

 
Employees who decline coverage will be asked to complete a Waiver of Group Insurance form. 

 
3. Employees will be required to have their share of the premium (cost of dependent coverage or 

supplemental plan(s), or pro-rata share if a part-time employee) deducted in advance of the month 
covered.  Employees scheduled to work a part of the year must have an advance deduction made in 
the last month worked for the months they will not be paid.  (A ten month classified employee working 
September-June will have July, August and September supplemental premiums deducted from 
his/her June pay warrant.  A part-time classified unit member working the same period will have both 
the supplemental and pro-rata share of the basic premium deducted for July, August and September 
coverage from his/her June pay warrant.) 

 
4. Employees on additional illness leave with pay will be invoiced monthly for advance premiums for any 

optional supplemental, and dependent and/or pro-rata share of group life insurance.  Group life 
insurance coverage will be canceled for any employee thirty days in arrears in their life insurance 
premium (full-time employees will continue to be provided the basic District paid life insurance).  It is 
the employee’s responsibility to make arrangements in advance with the District Payroll Department 
for the monthly advance invoicing. 

 
5. Employees may also elect to apply for optional supplemental, extended, additional supplemental or 

dependent life coverage.  Monthly premium costs will be deducted in advance of the month covered. 
 
6. Employees on leave without pay will be invoiced monthly for advance premiums for full basic and/or 

supplemental coverage.  All group life insurance will be canceled for any employee thirty days in 
arrears in the life insurance premium.  It is the employee’s responsibility to make arrangements in 
advance with the District Payroll Department for the monthly advance invoicing. 

 
7. Any employee taking a leave of absence without pay, who either does not continue his/her life 

insurance or whose life insurance is canceled during the leave period, is eligible to re-enroll in the 
plan within the first thirty calendar days of return to paid service. 

Public Employees, Local 1, Article 20 















Contra Costa Community College District Human Resources Procedure 4000.03  
 
 
 
 EMPLOYEE ORGANIZATIONS 
 
 
 
It is the District's policy to assure access by employee organization representatives to District employees at 
reasonable times.  The term "reasonable times" means employee rest periods, meal periods, and any time 
before or after an employee's working day when such employee is present upon District property, but is not 
expected to be performing services, or to be ready to perform services, on behalf of the District. 
 
Employee organizations may contact employees, use designated bulletin boards at each location, distribute 
employee organizational materials, place materials in the regular intra-District mail service and employee mail 
boxes, and use facilities for organizational meetings in accordance with established procedures and 
limitations. 
 
Specific provisions follow: 
 
1. Distribution and Posting of Materials 
 

a. Employee organizations may distribute organizational literature on District property exclusive of 
work areas provided there is no interference with District business.  No one shall be allowed to 
distribute materials in a manner which distracts employees while performing their duties.  
Literature and similar materials may be distributed only on site locations(s) designated by the 
President/Chancellor. 

b. Posting of organizational recruiting notices, posters and similar materials will be permitted only on 
designated bulletin boards or other appropriate areas as determined by the President/Chancellor.  
Space and time limitations may be invoked if necessary. 

c. Public Employees Union, Local 1 shall have the right to reasonable use of the District’s internal 
mail system for purposes of communicating to its members on lawful activities.  The use of the 
internal mail system must be in conformance with applicable PERB and US Postal Service laws 
and regulations. 

 
2. Employee Organization Contact Procedures 
 

In providing employee organizations reasonable access guaranteed by Chapter 10.7 of the Government 
Code the following rules shall apply: 

 
a. Employee organizations shall provide the Chancellor the name(s) of recognized employee 

organization representative(s) authorized to discuss organizational matters with District 
employees.  Each notification shall include a statement agreeing to comply with the procedures 
noted above. 

b. Authorized employee organization representatives shall, upon arriving on campus or at the District 
Office, report initially to the President/Chancellor or designate, providing appropriate information 
regarding length, place and purpose of visit. 

c. Employee organization representatives may engage in recruiting activities on District property 
provided they do not interfere with employees during hours of duty assignment.  Recruiting 
contacts shall not be made with employees while on duty.  However, organizational 
representatives may contact employees who are off duty, before or after work, during coffee 
breaks or during the lunch break. 
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Historical Annotation: 
Personnel 8004.00: Administrative Procedure 3941.01, 6/76, 11/6/90 
Revised 2/5/02, 00/00/13 

3. Use of District Facilities 
 

a. Employee organizations may use designated bulletin boards to announce meetings. 
b. Advance request for use of District facilities must be made, in accordance with established District 

procedure, whenever an employee organization wishes to schedule a District facility to conduct 
organizational meetings and related activities.  No rental charge will be made for use of District 
facilities immediately before or after the work day.  After 5:00 p.m. any additional cost to the 
District for service shall be charged to the employee organization using the facility. 

 
4. Requests for District Information 
 

a. All requests for District information or documents necessary to organizational activities under 
these regulations will be directed to the Vice Chancellor, Chief Human Resources Officer and 
Organizational Development.  Recognized employee organizations may obtain a roster of names 
and home addresses of District employees from the Vice Chancellor’s office.  Employees who 
desire that their addresses remain confidential to the District will be excluded from such a list.  The 
District will require that such a list remain confidential to the employee organization.  A fee of 
$40.00 will be charged for each employee roster. 






















	Policy and Procedure Packet.pdf
	Business Procedure: CCLC 22-Final Approval
	   Bus. 11.01
	HR Procedures - Final Approval
	   HR1020.02
	   HR1020.05
	   HR1030.01
	   HR1050.01
	   HR1050.03
	   HR1050.05
	   HR1050.09
	   HR1050.11
	   HR1050.12
	   HR1050.14
	   HR1080.04
	   HR1080.05
	   HR1080.06
	   HR1080.07
	   HR1080.08
	   HR1080.09
	   HR1080.12
	   HR1110.02
	   HR1110.03
	   HR1120.01
	   HR1120.02
	   HR1120.03
	   HR1120.04
	   HR1120.06
	   HR1120.10
	   HR4000.01
	   HR4000.03
	   HR4000.08 
	   HR4000.10
	   HR4000.12
	   HR4000.13
	   HR4000.14
	   HR4000.17
	   HR4000.19
	   HR4000.20




