Contra Costa

Chancellor’s (Sommuniy
CABINETHIGHLIGHTS

This is a publication of the Contra Costa Community College District Chancellor’s Office
Dr. Helen Benjamin, Chancellor

Members of the Chancellor’s Cabinet: John al-Amin, Vice Chancellor, Administrative Services;
Helen Benjamin, Chancellor; Peter Garcia, President, DVC; Eugene Huff, Vice Chancellor, Human
Resources/Chief Negotiator; Robert Kratochvil, President, LMC; Tim Leong, Director,
Communications and Community Relations; Mojdeh Mehdizadeh, Vice Chancellor, Education and
Technology; Denise Noldon, President, CCC; Ray Pyle, Chief Facilities Planner; Greg Stoup Senior
Dean of Research and Planning

July 2013

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.

Media Training

Cabinet held a discussion and review of recent media training conducted for
members of Cabinet and managers districtwide. Cabinet agreed to conduct a third
training to give additional managers the opportunity to practice this skill.

Student Access to the District IT System

Cabinet discussed and gave input on the topic of student workers having access to
online confidential student records as part of their job responsibilities, and what can
be done to ensure the information is kept secure.

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

Bus. 3.41 Student Body Funds and Club Accounting

Bus. 6.03 Collection of Fees for Use of Facilities

Bus. 6.04 Use of College Facilities

Bus. 9.21 (Delete) Guidelines for Travel Reimbursement

Bus. 9.40 Contracts/Agreements for Personal Services

Bus. 16.01 Employee vs. Independent Contractor

Bus. 8.11 Operation of Vehicles

C&l 4014 (Former BP4004), Course Prerequisites, Corequisites and
Advisories on Recommended Preparation

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.



Contra Costa Community College District Business Procedure 3.41

STUDENT BODY FUNDS AND CLUB ACCOUNTING

The accounting for the funds of the student bodies and the club funds of the colleges will be performed by the
business office at each site the—District-Aceeunting—Office. The records and accounts pertaining to
disbursements and income will be used by the Bistrict-Accounting-Office business office at each site to render
prompt and accurate reports and to prepare the necessary financial statements.

Revenues

1. All income shall be receipted fer on a pre-numbered receipt issued to the payer at the time received.
In addition to the name of the college and the fund receiving the money, the cash receipt will be
completed as to: (a) date, (b) name of the payer, (c) by cash or check, (d) check number if applicable,
(e) amount, (f) purpose, (g) signature of the employee receiving the money, and (h) account number
to be credited with the income received.

2. The receipts are in a four-part form. The distribution of the copies is: (a) white to payer, (b) yellow to
Ccollege Bbusiness Ooffice, (c) pink to be retained in numerical order for college departmental
records, and (d) goldenrod to be retained in the receipt book. Every receipt must be accounted for. If
a receipt must be voided, the word "VOID" shall be written in large letters across the face of the
receipt. All copies except the goldenrod copy are then forwarded to the Gcollege Bbusiness Ooffice in
proper numerical sequence. A ball point pen is to be used for writing all receipts. No alterations may
be made. If there is an error in writing the receipt, it shall be voided and a new one prepared.

3. In order to audit ticket and student activity card sales, these shall be pre-numbered. Tickets shall not
be printed with mulitiple prices on one ticket. The tickets or cards shall be charged out to the person
or persons authorized to sell them and a record maintained by the college Gcashier's Qoffice. This
record shall indicate (a) what is being sold, (b) price, (c) the inclusive numbers assigned to each
individual, (d) the date of assignment, (e) signature of the person to whom they are issued, (f) the
number of cards or tickets sold by each, (g) the amount of money turned in, (h) the number returned,
(i) the number of the receipt issued for the money received, (j) and the initials of the person receiving
the money or returns.

Bank Deposits.

College Bbusiness Qoffice copies of the receipts and voided receipts shall be kept in numerical order. The
employee responsible for the receiving of money for the fund shall make an addmg machine tape of the
receipts issued. The tape shall be stapled to the group of receipts. i

rumerical-order- A receipt shall also be written alse for all money over or short. Across the face of the adding
machine tape shall be written the date and inclusive numbers of the receipts issued. The funds should be
deposited with the college Gcashier's Qoffice for processing on the Batatel Enterprise Resource Planning
cash-receipts system. The Gcashier will prepare the bank deposit consistent with Business Procedure 7.31
and-Fransmittal-of Cash-Received: Fthe bank deposit information shall be sent to the District Accounting
Office via campus mail the working day following the deposit of the money.

Disbursements.
1. Disbursements shall always be made by check except that a cash disbursement may be made if it is

not feasible to disburse by check. If applicable, invoices shall be obtained, whether the disbursement
is made by check or cash.
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2. Checks issued are a three-part form. The distribution is (a) original to the payee, (b) yellow-one to the
District Accounting Office, (c) pirk-is-the one to the college eepy to be retained in alphabetical order.
The checks are pre-numbered and all must be accounted for. The accounting copy is to be kept in
numerical order.

3. Invoices or supporting evidence shall be stapled to the reverse side of the college copy.

4, If a check must be voided, the word "VOID" shall be written in large letters across the face of the
check before separating. The signature space shall be cut from the check. StapletThe three parts
must be stapled together and placed with the accounting copies in proper sequence.

5. Each Friday the employee responsible for the disbursing of funds shall make an adding machine tape
of all yellew copies of checks issued. The tape shall contain the date and inclusive numbers of
checks issued. The copies of the checks shall be forwarded to the District Accounting Office in the
campus mail each Monday.

6. Each disbursement must have the prior approval of the following three persons: (1) an empioyee
designated by the Board, (2) the eertificated employee who is the designated advisor at the particular
club or student association, and (3) a student representative of the particular club or student

association.

7. Each check must be signed by two individuals.

8. By-Cash- In certain cases it is not feasible to make disbursements by check because of the small
amount involved or in a case where the amount of the disbursement is unknown and requires an
advance of cash. To provide for cash disbursements, a Petty Cash Fund has been established.

b-a. if a club or individual requires an advance for an expenditure, the advance shall be made
from the Petty Cash Fund. The person requesting the advance shall present to the custodian
of the fund an authorization signed by the appropriate advisor er-Cemmissioner-of-Finance.
A record of the advance shall be made on the Request for Reimbursement from Petty Cash
Fund form and be retained by the college cashier. After the purchase has been made, the
balance of the advance, if any, shall be returned to the custodian of the fund, tegether with a
receipt for the material purchased. The receipt must be an itemized invoice detailing the
purchase or expenditure in the same manner as required for expenditure of District funds.

Historical Annotation: Related Procedures:
Administrative Policy 5800.03, 1/13/82 Student Services Procedure 3018
11/19/90, 7/18/00, 00/00/13



Contra Costa Community College District Business Procedure 6.03

COLLECTION OF FEES FOR USE OF FACILITIES

Business Procedures provide guidelines for the use of facilities and the fee to be charged. The procedures to
be used for collection of fees for use of facilities follows:.

1. The amount of fees shall be determrned by the eeuege Governrng Board through the approval of a
contract for a lessee granting g 866 Or:;
2. The amount of fees shall be determined by the site granting the use in accordance with the schedule

of fees. The schedule of fees will be shall be reviewed by the Governing Board biennially. In these
cases, the following procedure shall apply:

a. The eellege site shall prepare an-eriginal-and-two-copies-of an invoice for facility users on an
pre-numbered "Invoice for Rental of Facilities" form. This is to be done on the first working

day following the approved use, or the first working day following the last date of use in a
series of approved dates. The invoices shall contain the name of the organization,
application number, name of authorized agent, the address, date of use or uses, the facilities
used and the fees charged for rental and/or salary costs. The eellege site shall retain the
pmk a copy of the invoice and f||e rt W|th an approved perm it form (see-Exhrbrt»A)

66- The original invoice shall be

forwarded to the user by the eeuegesrte

3. Fees coIIected erI be deposrted as follows:

GollegeSite ———40%)GL Account — (805}
Contra Costa College | 11-01-702050-683000-48851 H-14-702050-682000-42854

Diabio Valley College | 11-01-202050-683000-48851 +-4H4-202080-622000-42854
Los Medanos College | 11-01-302050-683000-48851 H-11-2302080-683000-48854

5. If necessary to void an invoice, all copies of the invoice shall be forwarded-to-the-District-Accounting
O#fice retained by the site.

6. Completed permits and invoices or receipts are to be retained by the eollege site for one year
following completion of the independent audit. They may then be destroyed.

Historical Annotation: Related Board Policies:
1/04/99, 5/25/98, 7/18/00, 4/1/03, 10/7/03, 00/00/12 Board Policy 6001

Related Procedures:
Business Procedures 6.04, 18.01
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Exhibit A
SCHEDULE OF FEES-USE OF FACILITIES
Usage Cost

Use of Facilities for Cost Per Hour *
L0 T= 13- (T T o OO OO $-44-0012.00
CoNfErENCE ROOM ...ttt st st st s b o sr e st r e sk s e sesne e e 42.0013.00
LADOTALONY ...ttt ettt rr e sa et sr et e e r e sn et e b b st e e sh st sen et st et aene st ane #2.06879.00
COMPULEE LAD.........eieec ettt et ee st st se st e et s et nen et e e s e nenoes +H2.00123.00
LeCtUre HAaI/FOTUML........ooeiiie ettt sttt e ste et e n et s s et e e nr et en et e nnsonone 87.0096.00
Performing AftS CeNEr (1) .....c.o i e e sas st see e saneeane -00121.00
Performing Arts Center (rehearsal Only) (1) ......ccieoieeericieieeee st se e e st 66:00861.00
ReCIAl HAll (2)........cveieiiiii ettt s s et r e e e es s e an 3#8041.00
TV SHULIO. ...ttt er e st e s sa et e e et e sb e st srsresteneneebesr et abesboneenssenan 706-0677.00
Student Center (3)

ENtire BUlding......ocvieiieiiii et sttt et s r e s et en et e 66-0068.00

DiINiNG ROOM ONIY ..ottt st e e sre st e es e st s s e et s b e st s nb e sen et san st ntn et ensnenee 44-0048.00

LOUNGE ONIY ..ottt ettt vr v e v ss e sae e s b e e b e e s e e e sareatsnentensesaesrneeannesene 62-0662.00

Faculty Dining ROOM ONlY ..ottt sn e e e e s st n e s s s s 64.0059.00

Recreation ROOM ONIY ......cccocicririeiriire ettt rteseesesteste e e e st ean s essbesesnebesbasssssseeseeneeeene 46-0650.00
Gymnasium

ENtire GYMNASIUM ..ot r e et s s ere s et et a s e s s 106-06117.00

Half GYMNASIUM ...ttt eae s st se st s et s b sbaerenesmeneesneneannn 60.0066.00

Entire Gymnasium and SBAtING .........cccoccvvririesiecieereceeec ettt sen e sn et e nenen 180-00165.00

Half Gymnasium and SEAtING..........c.ceecevrerrrctrie vt s sr s sas e st sene s 7#5-0083.00
Physical Education Classroom Building

GYMNASHCS ROOM ...ttt e e ves et an et bbb e e e aee 28-0031.00

WIESHINg ROOM ..ottt sttt st st e s eseae e sroansanses e e s sbanbeanane 34:0034.00

Dance Studio
Weight Room
Other Athletics Facilities

POOL .ttt st e e e e s sa s b she b e bt e bt et s b e Rt n e s st e sat s eenenesenenenenan 46-0051.00
POOI WIth LIGIES ...ttt rr ettt e st s et s b st e b st n et e see s 60:0066.00
SMAI PQOL ...ttt sae s rt e b e se st e s stsoseeaeense sente st sebenesetenneseenenenenmeea 20-8022.00
FOOIBAI FIBIH ......eeoierieeeceectecser ettt e s e sr e s e et e s e s s et s s emesenennennenanenns $142.60123.00
Football Field With LIGES .......cccoirrirrr et e st s sen e 165-00182.00
LI (o2 RO YORNURTORUR 78-0087.00
Track Wit LIGIES ...t ettt sn s s eat e sen e 105-00116.00
Baseball FIBIU .........oocooiiiier ettt es st se st s ae s s ar e ree s eee e e s e e ne e e enen 76-:0084.00
SORDAI FIIH ...t rte st et e s s s bt ere st seee s es s an et eenseeesneseeeeenenns 37:0041.00
TenNis CoUm (PO COUM) ...viviiiiiciercer e ccee ettt e canser e st e st e b et bt ae e eenenseesnesneenmeeas 42.0013.00
CCC Soccer Field With LIGhtS .......cc.cvieireicieseeee ettt er e s eae e e s eneeeen 160.00165.00
Other Athletic Fielt () ......ccooreerieiiereereceir ettt ses st s ass s oo se et senensanene 31.0034.00
CONCESSION SEANA ... e e e sre st s et e s s st e st e e ae s e e seneaenseenesreeneenens +H-0012.00
Parking Lot (for use other than parking) .........coceeicreceiiie et 28-:0031.00
Amphitheater Or QUAM ..........ccoo e ettt sseesaae b senesenenas 70-0077.00
Per Use

Locker and ShOWET ROOIM ..ottt eie vt st st s st s ses st st s enesen e senen $60-0055.00

(With Gym, Stadium, Pool or other facility)

* One to four hours a day. The hourly rate for hours in excess of four hours shall be at 50% of the basic rate, includes
operational and maintenance costs necessitated by use of facilities (such as supplies, utilities and personnel services
of regularly employed District staff members)
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Schedule of Fees — Use of Facilities (continued)

Fair Rental Fee

Use of Facilities for Fair Rental Value Per Hour *
CIASSTOOM ....eiitiieeiieeirtentee st teeee e st e e sreesar et e s s es e esserssebesbesbe s seeseeneasss seessansessonrossestessesenssnntonnens $ 34-0034.00
CoNfEreNCe ROOM .......oiciiiiieecertee ettt sttt sae et e e b st st s st s s e s st s e sbs s s e enearesenenne 34-0634.00
LADOTALONY ...ttt e e e e e b s e b s e n s e e et s 202:00222.00
10701111010} (=T g I 1o RO OO TSR 187-:00206.00
LeCture Hall/FOTUM ... et e et a e s see s sasnrnean 202.00222.00
Performing ArS CentEr (1) .....ccc ettt et stn st s et bt e eeseee et aeneneaneaans 248-:00274.00
Performing Arts Center (rehearsal Only) (1) ....oococeeeirieceeeirccccecerec et sesen e s s #8.0086.00
RECHAI HAIl (2)......uciuiiierei ettt st e e sr st s st e s s s s et s s st easenb s e enne sene e seesnensnene 48.0053.00
TV SHULIO..... ettt ettt et s s s s s s e s ae s eseeanossaneses s easeneenssabssae e eerane 71-0078.00
Student Center (3)
ENtire BUIIAING .....cooiiiiiece ettt e e ettt sae st sh e e ene st e 94-00112.00
DiINiNG ROOM ONY ...ttt st et st er e v st e sae s s n et s e s 402.06103.00
LOUNGE ONY ..ottt ettt e st r et e bt s et e e e seen e e s st sareshs e s san et e senennn 81-0689.00
Faculty Dining ROOM ONIY ......ooiiiiiiie ettt es e st st es st st e s en s san e 680-0055.00
Recreation ROOM ONY .........cococrieiriene et se st s et b ne e s eesaeses s e st e ssee s s e e nnen -60100.00
Gymnasium
ENntire GYMNASIUM ......ocoiiiiiie ettt s s e s e e sa e e se st s b sr s e san e e 177-00195.00
Half GYMNASIUM ..ottt v e e e s e et et sb e e s besne s s sre st e besesn e saeenesaneane 123.06123.00
Entire Gymnasium and SEAtING ........ccccoceiieoiriirciecc vt resee st et 247.00239.00
Half Gymnasium and SEAtNG ........c.cccceierrirnerirr e crietet e st st e s er e 1+12.068135.00
Physical Education Classroom Building
GYMNASHCS ROOM ...ttt s e ee st e v e e et s e eb s s s es e s s s sae s s s e seseneeenens 71-0078.00
WIeStNG ROOM ..ottt e st e s b s b sasesbe snesanesnsnssasnesnans #4-0078.00
DANCE STUAIO ...ttt st et ae ser e as et s sb e e sen e 38-0042.00
WEIGNE ROOM ...ttt r et s e a s s e e aebe st e s e se s e s srnsnnssanans 606-:0055.00
Other Athletics Facilities
o T OO TR 436-00149.00
POOI WIth LIGNES.......eoieiiii ettt ettt e e e s ns e e 480-60198.00
ST LTI T OO O TR 306-0033.00
FOOMDAN FIEIA ...t e cra s s s sne b sar e san e e sar st st s naas 241.00265.00
Football Field With LIGRES ......ccc..oiieeieeieesirte ettt e e eae st ene e 284-00323.00
LI U] G SO T TR 80.0099.00
Track With LIGNES ......cciceiiiiiice ettt ae b e s e e 160-00165.00
Baseball Fielt ...t e s e s e s re s n e st ses s s 86-0094.00
SOMBAIl FIEIA ...t ettt et s bt senen e e anen 66-0061.00
Tennis Court  (PBF COUM) ....ciiiiiererce e eeecre et as e b saee s e sase s s sanenaneseb s sane 22.0024.00
CCC Soccer Field With LIGNES ........cc.coicieieeiececcecnireeecsee e ettt s s s e s emnenenann 276-00303.00
Other AthletiC FIeld (4) ......cc.ooieeeieient ettt v e st r st s s e senenanseenenen 60-8055.00
CONCESSION SEAN ..ottt e s e ee e sts s e b ensbe st eabesesaeseeree e 28:0031.00
Parking Lot (for use other than parking) .........cccccocceveiecii et 38.0042.00
Amphitheater O QUAD ..........ccoevir ettt e sb et e s eemesennesnenan 714:0078.00
Per Use
Locker and SHOWET ROOM ........c.coviiiiiiere ettt ce e s st sr et s s et eess et seneanean $60.0066.00

(With Gym, Stadium, Pool or other facility)
*One to four hours a day. The hourly rate for hours in excess of four hours shall be at 50% of the basic rate.
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Schedule of Fees - Use of Facilities (continued)

Special Equipment Fee Per Use
Film Projector ..ot ercereerseeee et $26-00-28.00 plus labor charge for operator
Slide Projector ..........cecireeveriierrenee e rstrsre e e $26-00-28.00 pius labor charge for operator
VCR PrOJECION ......ovieeiriiecrer et eeeeeeetee e e s $26-00-28.00 plus labor charge for operator
SMART PrOJECION ......coocoiiieeiiinienteesteeeseseetesieeneeareeesesesseenesnans $28.00 plus labor charge for operator
COMPULET .....eeieeiereeeieeieeeeeereeeereseeeseesaseeessasssessssnsessnessssestesssssssseesnesn $28.00 plus labor charge for operator
Portable Public Address System ..........cccccceevvvrveecncrcnveeernnene $26-00-28.00 pius labor charge for operator
Public Address System in Student Center or
Gymnasium or other Permanent System ............ccoceceeeruvennnnen. $60-00-55.00 plus labor charge for operator
Specialized services related to equipment (piano moving or tuning) ...........ccceceeueeneee.. Actual cost plus 10%

Labor Fee
EVENt SUPBIVISON......c..i it rrerretiree et s ssan e s e sr b e b s et e esestessssassanteseesenneseesenenen Actual cost
StUEnt EMPIOYEES ........oeeeireiecrcer sttt sttt e e e n et b st s Actual cost
TECRMICIAN ...ttt e e s s st e e e se s s ee s a et et anb e e s s senenesaene Actual cost
CUSLOTIAL .....coviiiin ittt e st eae e e e s s an e s e b e aesre et enn et s ese st s e senarane Actual cost
FaCIHlIfI@S SEUUP ... .ottt e san e et s sresbeast s et e emnonene Actual cost
Other EMPIOYEES ......ccoiviuiieieeretrte vt trtsstsvae e seeressse st ss e ssesess e as s st e s seeseesaesenanneteeansnn Actual cost
Police Services OffiCars ... et e s e b san s ses e e Actual cost
Reserve Security OffiCErs .........ccocoviireiecieeeceecns et sr e Actual cost per hour plus 10%
Specialized Services Related to EQUIPMENL ...........c...cccveiiiciiiiirc s e e Actual cost

(1) Knox Center at Contra Costa College

(2) Includes Music Studio at Contra Costa College

(3) Cafeteria at Diablo Valley College and Cafeteria at Los Medanos College
(4) Includes Batting Practice Room at Contra Costa College

Historical Anrotation:
Approved 3/24/99
Revised 7/31/96; 5/25/99, 4/1/03, 10/7/03, 00/00/13




Contra Costa Community College District Business Procedure 6.04

USE OF COLLEGE FACILITIES

District facilities identified as Civic Centers or as designated public forums are available for community
use when such use does not conflict with District programs and operations. Facility use shall be limited to
places and times identified by the Chancellor, college presidents or their designees, but shall be
sufficiently frequent and available on specific dates and times, so as to allow meaningful use by outside
groups. Except as provided in this procedure, no organizations shall be denied the use of District facilities
because of the content of the speech to be undertaken during the use.

The Chancellor is responsible for the coordination and implementation of this procedure. The Chancellor
or his/her designee shall determine all applicable fees to be charged. Outside the designated public forum
areas, the following shall apply: All user groups shall be required to provide the District with a hold
harmless and indemnification agreement acknowledging that they will be financially responsible for any
losses, damages or injuries incurred by any person as a result of their use of the facilities. All

user groups shall also be required to provide a certificate of insurance with limits acceptable to the District
and/or other proof of financial responsibility acceptable to the District.

USE UNDER THE CIVIC CENTER ACT
(Education Code Sections 825307 through 82548)

Eligible persons or groups may use District buildings or grounds for public, literary, scientific, recreational, or
educational meetings, or for discussion of matters of general or public interest, subject to these rules and
regulations.

The groups identified in Education Code Section 82542(a) (see page 9) will be permitted, “when an alternative
location is not available,” as described in the statute, to use District facilities upon payment only of the
following:

e the cost of opening and closing the facilities, if no District employees would otherwise be available to
perform that function as part of their normal duties;
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e the cost of a District employee’s presence during the organization's use of the facilities if it is
determined that the supervision is needed, and if that employee would not otherwise be present as
part of his/her normal duties;

» the cost of custodial services, if the services are necessary and would not have otherwise been
performed as part of the custodian’s normal duties; and

* the cost of utilities directly attributable to the organization’s use of the facilities.

Except as provided herein, other groups shall be charged an amount not to exceed the direct costs of
District facilities. Direct costs shall include costs of supplies, utilities, custodial services, services of any
other District employees, and salaries paid District employees necessitated by the organization’s use of
District facilities.

The following shall be charged fair rental value for the use of District facilities:
e any church or religious organization for the conduct of religious services for temporary periods
where the church or organization has no suitable meeting place for the conduct of such services
e entertainment or meetings where admission fees are charged or contributions are solicited and the
net receipts of the admission fees or contributions are not expended for the welfare of the students of
the District or for charitable purposes.

Pursuant to Education Code 82542, the American Red Cross or other public agencies may use District
facilities, grounds, and equipment for mass care and welfare shelters during disasters or other emergencies
affecting the public health and welfare, and the District will cooperate with these agencies in furnishing and
maintaining services mutually deemed necessary to meet the needs of the community.

USE OF FACILITIES BY EMPLOYEE ORGANIZATIONS

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 in site locations(s) designated by the Chancellor or college president Rresident/Chanceller.



Business Procedure 6.04
-3-

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 Chancellor or college president
President/Chaneeller. Space and time limitations may be invoked if necessary.

Employee organizations may use designated bulletin boards to announce meetings.

Advance requests 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 services shall be charged to the
employee organization using the facility.

PRIORITIES FOR USE OF FACILITIES

To provide maximum use of college facilities and to minimize the potential for conflict, the following priorities
are established:

1. First priority is reserved for the college's educational program and for college events.

2. Second priority will be given to youth groups, civic and service groups, and other groups organized for
cultural, educational or recreational activities.

3. Third priority will be given to public agencies and schools and colleges when the purpose of the use is
educational.

4, Last priority will be given to private organizations.

5. Organizations within the District will have priority over those from outside the District.

6. In order to present a diversified program of community services, it may be necessary to give priority to

requests from groups which have not previously used college facilities.

8. Priorities shall be maintained in such a way that no group will monopolize the use of a facility.

9. Once an application has been approved, the use shall not be preempted by another applicant with
higher priority.

SCHEDULING OF FACILITIES

1. Applications for use of college facilities may be obtained from the office designated by the Gcollege
Ppresident.

2. The Gcollege Ppresident or designee shall be empowered to approve or disapprove the application

based on the appropriateness of the activity and the availability of the facilities for the specified dates
and times and to issue the permit.
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3. Applications for use of college facilities should be filed at least feurweeks thirty calendar days in
advance of the time the use of the premises is desired. Unless unusual scheduling problems are
involved, the college will not schedule use of facilities for more than three months in advance and
applications shall not be accepted more than six months in advance of use. Use Rpermits shall not
be issued for a period exceeding one fiscal year.

4, Organizations wishing to use facilities during the summer months may make application at any time
during the year but these applications will not be processed before April 1 of each year.

5. The date of payment established on the permit for facility, equipment or labor rental fees shall be
honored by the applicant.

6. The applications must include all requested facilities and equipment. The designated office will make
arrangements for personnel to operate equipment requiring skilled operators. Facilities and
equipment not listed on the permit are not to be used, except rest rooms.

7. Permits to use facilities are for the dates and time specified. The college assumes no obligation in
the event that a change of either dates or times is requested. The users shall not arrive before the
time authorized on the permit and shall leave the college premises at the permit expiration time.
Rental costs shall cover the specified hours, except there shall be no hourly rental charge for set-up
time approved in advance of the specified hours or clean-up time following use.

SPECIAL REQUIREMENTS AND CONDITIONS FOR USE OF FACILITIES

1.

BPHGA 5-6R4 Giatio-WHR-O51aBiHsNOa-aRaFo5POREIBIe-GIHBE;-oFganiZationRso ..-...-.
persons applying for use of District property on behalf of any club, organization, corporation,
association or other group shall be a member of same and, uniess he or she is an officer of the club,
organization, corporation, association or group, must present written authorization to represent the
same with respect to the application. Each person signing an application shall, as a condition of use,
agree to be held financially responsible in the case of loss or damage to the District or present
evidence (certificate of insurance, organizational articles of incorporation, meeting minutes etc.) that
such person has the authority to bind the club, organization, corporation, association or other group to
an agreement to be held financially responsible in the case of loss or damage to the District.

= Applications from individualewill net L idered.

3. The laws of the State specify that no entertainment shall be permitted which discriminates in any way
based on race, color, creed or sex.

4, The group using college facilities understands and agrees that it will not exclude the general public
from its meetings or recreational activities. However, if interference by nonmembers is more than
minimal, as determined by the person in charge of the meeting or recreational activity, the
organization may take appropriate steps through the use of law enforcement officers or other legal
remedies to eliminate such interference.

5. Whenever a college facility is being used, a college employee shall be on duty and shall be
responsible for supervision of the facility.

6. The use or possession of narcotics, dangerous drugs, alcoholic beverages or gambling equipment on
college property is expressly prohibited. Any person under the influence of intoxicating liquor,
narcotics or drugs shall be denied opportunity to participate in any way.

7. Groups using college facilities shall conform to all city and county ordinances and fire regulations.
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Decorations must be flame-proof and shall be erected and taken down in a manner not destructive to
property. The use of any material or device which constitutes a hazard, as determined by the college,
is expressly prohibited. All decorative materials, including but not limited to draperies, curtains, and
drops shall be made or treated with flame-retardant processes approved by the State Fire Marshall.

Display materials used or distributed on campus must be approved by the designated office and must
be removed immediately after the event.

Restrictions regarding smoking, eating, and drinking in particular rooms and buildings must be
observed.

Groups with minors in attendance shall provide their own chaperons. The number required shall be
determined by the college.

The coliege may require as a condition for approval of an application that the applicant cover cost of
security officers as are determined necessary by the designated office.

The college reserves the right not to provide heat or air conditioning for any facility. If the college
agrees to provide heating or air conditioning service, the user shall be assessed costs equal to the
actual or estimated costs incurred in starting up or shutting down that facility.

No structure, electrical modifications or mechanical apparatus may be erected or installed on college
property without specific written approval by the college president. The user is liable for the care and
protection of college property and facilities and will be charged for any damages sustained to the
premises, furniture or equipment because of the occupancy of the college premises.

The user shall be held responsible for any and all loss, accident, neglect, injury or damage to person,
life or property which may be the result of, or may be caused by the user's occupancy of the facilities
or premises, and for which the District might be held liable. The user shall protect and indemnify the
District, the Board and/or any officer, agent or employee of the District and save them harmless in
every way from all suits or actions at law for damage or injury to persons, life or property that may
arise or be occasioned in any way because of the occupancy of the facilities or premises, regardiess
of responsibility or negligence.

The Gollege-Rresident District shall require the furnishing of a certificate of liability insurance by the
user in the-an amount of no less than one million five-hundred-thousand doillars for all uses other than
small group meetings or dinners, naming the District as an additional insured during the use of the
facility by the user.

Keys to facilities shall not be issued to any group not officially connected with the college.
Cancellation of requests for use of college facilities should be made at least 48 forty eight hours prior
to the scheduled use. Failure to provide this notice of cancellation will be considered when future
requests for use of facilities are made.

The Gcollege Rpresident may cancel or revoke any permit for any of the following:

a. if there is a conflict with a college function.
b. if the group fails to comply with rules and regulations established by the coliege.
c. if the conduct of the group is unsatisfactory.

d. if any youth group meets without satisfactory adult supervision.



Business Procedure 6.04

-6
e. if there are any overdue fees for rental labor costs or damages.
f. if incorrect or misleading information has been given on the application.
19. No employee of the District may accept any gift or gratuity of any kind from any group using college

facilities under any circumstances.

REGULATIONS GOVERNING SPECIFIC FACILITIES

Smoking, food and beverages are prohibited in the locker buildings, gymnasium, the pool area and the
physical education multi-purpose building.

All uses of the following facilities shall be under the supervision of a college employee or employees.

1. Swimming Pool
a. The pool hourly rental fee includes the cost of the salary of the supervising employee.
b. Users shall be required to pay the salary cost of any additional employees in accordance with
the schedule of fees.
2. Baseball Field
a. The use of the baseball field by community groups is limited to the period between May 15
and September 15 of each year.
b. The main diamond can be used for league or tournament games only; practice sessions will
be scheduled on other athletic playing fields.
c. Public toilets will be opened for scheduled games only.
d. Specialized facilities, such as batting cages, press box and scoreboard are not available
except for championship games.
e. Users will be required to pay the labor cost for infield preparation.
f. All scheduled use must recognize the need to maintain and water the facility.
g. Only games using 90-foot base lines will be permitted.
3. Football Stadium and Track
a. The use of facilities involving spectators for football, track and soccer will be limited to the
stadium and track.
b. The use of the stadium playing surface will be limited to activity participants. Spectators will
not be permitted on the playing surface.
4, Gymnasium
a. The use of the gymnasium for other than basketball games during the college basketball
season between November 1 and March 1 shall be limited.
b. Community events, such as dances, light shows, jazz festivals, folk festivals, circuses or
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similar events should not be held in the gymnasium.

c. Nothing shall be used on any floor which will mar the playing surfaces in any way.

d. There shall be a minimum of 25 participants to qualify for community use of any part of the
gymnasium.

Physical Education Multi-Purpose Building

a. This building has specialized rooms for dance, weight training, gymnastics and combatives
and the use of the building will be limited primarily to these activities.

Locker Buildings

a. The locker building hourly rental fee includes the cost of the salary of the supervising
employee.

b. Users shali be required to pay the salary cost of any additional employees in accordance with
the schedule of fees.

Tennis Court and Archery Range

a. These facilities will be limited to use for tennis or archery only. Bicycle riding and roller
skating are expressly prohibited.

b. Only regular target archery equipment will be permitted (no hunting equipment, broadheads
or blunts may be used).

c. Drop-in use is permitted. Children under 16 years, however, must be accompanied by an
aduit.

Other Playing Fields

a. These fields are for sueh activities such as touch football, softball, soccer, and field hockey

and are primarily available for practice sessions or contests not involving spectators. Use will
be limited generally to the above activities.

b. Golf practice and model airplane flying will not be permitted.
Cafeteria
a. A cafeteria employee shali be present at all times the kitchen facilities are used by a non-

college group. Use of kitchen facilities will be granted as follows:

(1) Special Mmeals by Gcafeteria Sstaff
The Gcoliege Ppresident is authorized to have meals served to groups authorized to
use college facilities under the terms of the Civic Center Use as outlined in this
policy. The charge for food shall be made in accordance with the schedule
established by the Ecollege Ppresident which shall inciude the costs of labor, food
and operating expenses. In addition the group will be charged for rental and other
fees in accordance with the scheduie of fees.

(2) Limited Use--Light Refreshments: When the kitchen is used for light refreshment
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service (coffee, tea, punch, cookies or doughnuts), the group will be charged for the
supplies used and for rental and other fees as appropriate.

Performing Arts Center

a. Facilities use charges will be assessed according to the hours requested on the facilities use
application. Any additional hours of use will be charged at the hourly rate, providing the
facility is available.

b. Additional hours may be arranged based upon facility availability.

c. The college theater technicians must be on duty the entire time the facility is in use, for which
the user will be charged the labor fee per the schedule of fees.

d. Users shall be required to pay the salary cost of any additional employees in accordance with
the schedule of fees.

e. Eating, drinking and smoking shall be limited to designated areas upon special request.

f. An adequate number of ushers must be provided, the exact number to be based on expected
attendance, type of event, etc.

Dance Policy

a. Requests must be made at least one month prior to dance and all paper work must be
completed three weeks prior to dance. (The Gcollege Ppresident or designee will be the only
person allowed to make an exception to this policy.)

b. Inthe case of all dances, a pre-dance planning meeting will be held with the Campus Police,
Club Advisor or designee, Student Club representative, and musical representative. No
flyers, leaflets or tickets will be distributed or sold until after this meeting.

c. Only students with a college identification or 18 years of age or older will be allowed to attend
dance events. Identification will be checked at the door by members of the sponsoring group
for all dances.

d. All attendees are subject to search for harmful objects or inappropriate items. Metal
detectors may be used.

e. Club advisor(s) will be in attendance for the entire event. In addition, the advisor will be
required to be present 2 two hours prior to and 2 two hours after dance.

f. Police will monitor vehicle and foot traffic at dance locations.

g. No in-and-out privileges.

h——Dress-code-willbe-in-effect:
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MOVED AND REVISED FROM BUSINESS PROCEDURE 6.02

GUIDELINES TO DETERMINE FEES FOR USE OF COLLEGE FACILITIES

NON-RECREATIONAL USE

RECREATIONAL
CLASSIFICATION OF USER USE

1. Religious organizations include the

If No Money Collected If Money Collected

following:
Churches if use includes any religious
activity
Church-affiliated groups if use includes
any religious activity

Fair rental value
Equipment cost
Labor cost

Fair rental value
Equipment cost
Labor cost

Fair rental value
Equipment cost
Labor cost

2. Community non-profit:

Non-profit organizations

Community agencies

Clubs other than folk and square
dancing

Associations

Auxiliaries

Chamber of Commerce

Alumni associations

Political parties

Church-affiliated groups if use excludes
religious activity

March of Dimes

American Red Cross

Boy Scouts

Girt Scouts

Camp Fire Girls

Parent-Teacher Association

Folk or Square Dancing Clubs

Y.M.CA.

American Diabetes

American Cancer Society

Grey Panthers

Retired Senior Volunteer Program

Usage cost
Equipment cost
Labor cost

Usage cost*
Equipment cost*
Labor cost

Fair rental valuex
Equipment cost:
Labor cost*

3. Public agencies include the following:

School districts

University of California

State Colleges and Universities
Cities

Counties

State of California

U.S. Government

Special districts

Legislators (for official functions)
Other governmental units

Usage cost
Equipment cost
Labor cost

Usage cost*
Equipment cost*
Labor cost

Fair rental value=
Equipment cost*
Labor cost*

4. Private organizations include the

following:
Labor unions
Private schools
Private colleges and universities
Commercial firms
Private institutes

Fair rental value
Equipment cost
Labor cost

Fair rental value
Equipment cost
Labor cost

Fair rental value
Equipment cost
Labor cost

*May be waived by College President or College Business Officer.

Education Code 10900-10944-6; 81378, 82537, 82542-82548

Historical Annotation:

Adopted 5/25/99, 7/18/00

Merged with former Business Procedure 6.02: 12/1/84, 11/19/80

00/00/13 Related Procedures:
Business Procedure 6.03

Related Board Policies:
Board Policy 6001
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Business Procedure 9.21

DELETE THIS PROCEDURE
SUBJECT MATTER COVERED IN BUSINESS
PROCEDURE 9.22

GUIDELINES FOR TRAVEL REUWIBURSEMENT

inctrrad:

Historical Annotation:
12/1/84, 11/19/90, 10/19/99

Related Board Policy:
Board Policy 5012

Related Procedures:
Business Procedure 9.24



Contra Costa Community College District Business Procedure 9.40

CONTRACTS/AGREEMENTS FOR PERSONAL SERVICES

Personal Services

The Governing Board may enter into personal services contracts which require expertise not reasonably found
among District classified employees to achieve cost savings when each of the following conditions is met:

e itcan be clearly demonstrated that the proposed contract will result in actual overall cost savings
to the District;
the contractor's wages are at the industry’s level and do not undercut District pay rates;
the contract does not cause the displacement of District employees;
the savings are large enough to ensure that employees will not be eliminated by private sector
and District cost fluctuations that could normally be expected during the contracting period;

» the amount of savings clearly justifies the size and duration of the contracting agreement;
the contract is awarded through a publicized, competitive bidding process;

e the contract includes specific provisions pertaining to the qualifications of the staff that will
perform the work under the contract, as well as assurance that the contractor’s hiring practices
meet applicable nondiscrimination standards;

» the potential for future economic risk to the District from potential contractor rate increases is
minimal;
the contract is with a firm; and
the potential economic advantage of contracting is not outweighed by the public’s interest in
having a particular function performed directly by the District.

Personal service contracts are also permissible when any one of the following conditions is met:

¢ the contract is for new functions mandated or authorized by Legislature to be performed by
independent contractors;

» the services are not available within the District or cannot be satisfactorily performed by District
employees;
the services are incidental to a purchase or lease contract;
the policy, administrative, or legal goals and purposes of the District cannot be accomplished
through the regular or ordinary hiring process;
the work meets the criteria for emergency appointment;
equipment, materials, facilities, or support services could not feasibly be provided by the District;
or

o the services are of an urgent, temporary, or occasional nature.
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Personal service contracts are to be placed on the Governing Board agenda pursuant to Business Procedure

9.45, Request to Place Contract on Governing Board Agenda. Following Governing Board action, the Director
of Purchasing and Contract Services shall execute the contract.

Education Code 88003

Government Code 53060

Historical Annotation: Related Board Policies:
12/1/84, 11/19/90, 7/18/00, 5/18/04, 00/00/13 Board Policy 5010

Related Procedures:
Business Procedures 8-43; 9.45
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EMPLOYEE VS. INDEPENDENT CONTRACTOR

Under IRS common-law rules, anyone who performs services is your employee if the payer can control what
will be done and how it will be done. This is so even if the employee is given freedom of action. The key issue
is the right to control the details of how the services are performed. An independent contractor relationship
exists if the payer has the right to control or direct only the result of the work and not what will be done or how
it will be done.

To determine if a worker is an independent contractor or an employee, look at the main test and the ten
secondary factors.

Main Test

Does the principal (you) have the right to direct and control the manner and means in which the worker
carries out the job? The right of direction and control, whether or not exercised, is the most important
factor in determining an employment relationship. The right to discharge a worker at will and without cause
is strong evidence for the right of direction and control. When it is not clear whether you have the right to
direct and control the worker, you must look further into the actual working relationship by weighing the ten
secondary factors.

Secondary Factors

Depending on the type of relationship and the services performed, each factor varies in importance.
Consider each factor independently, then consider them as a whole:

1. Is the worker engaged in a distinct trade or occupation? Does the worker make his or her
services available to the general public? Does the worker perform work for more than
one firm/company at a time? Does the worker hire, supervise, or pay assistants? Does
the worker have a substantial investment in equipment and facilities?

2. Is the work done without supervision? In the geographic area and in the occupation, is
the type of work usually done under the direction of a principal without supervision?

3. Is the work highly skilled and specialized? Is the worker trained by the principal? Does
the worker personally perform the services?

4. Does the principal furnish/provide the tools, equipment, materials, supplies, and place of
work? Does the worker perform the services on the principal's business premises?

5. Are the services provided on a long-term or repetitive basis?

6. Method of payment - Is the worker paid based on time worked or on completion of the
project?

7. Are the services an integral part of the principal's business?

8. What type of relationship do the parties believe they are creating?
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What is the extent of actual control by the principal? Does the worker have the right to
terminate the relationship without liability? Does the principal provide instructions on how
to do the work? Does the principal establish the work hours or the number of hours to be
worked? Does the principal require the work to be done in a particular order or
sequence? Does the principal require oral or written reports from the worker?

Is the work performed for the benefit of the principal's business?

The following questions are taken from the California Employment Development Department (EDD) and
act as a guide in determining the status of an individual you wish to hire.

Questions 1 — 3 are significant questions. If the answer to any of them is "Yes," it is a strong indication
that the worker is an employee, and you have a high probability of risk if you classify the worker as an
independent contractor.

1. Do you instruct or supervise the person while he or she is working?

Independent contractors are free to do jobs in their own way, using specific methods they
choose. A person or firm engages an independent contractor for the job’'s end result.
When a worker is required to follow company procedure manuals and/or is given specific
instructions on how to perform the work, the worker is normally an employee.

2. Can the worker quit or be discharged (fired) at any time?

If you have the right to fire the worker without notice, it indicates that you have the right to
control the worker. Independent contractors are engaged to do specific jobs and cannot
be fired before the job is complete unless they violate the terms of the contract. They are
not free to quit and walk away until the job is complete. For example, if a shoe store
owner hires an attorney to review his or her lease, the attorney would get paid only after
satisfactory completion of the job.

3. Is the work being performed part of your regular business?

Work which is a necessary part of the regular trade or business is normally done by
employees. For example, a sales clerk is selling shoes in a shoe store. A shoe store
owner could not operate without sales clerks to sell shoes. On the other hand, a plumber
engaged to fix the pipes in the bathroom of a store is performing a service on a onetime
or occasional basis that is not an essential part of the purpose of the business enterprise.
A certified public accountant engaged to prepare tax returns and financial statements for
the business would also be an example of an independent contractor.

A "No" answer to questions 4 — 6 indicates that the individual is not in a business for himself or herself
and would therefore normally be an employee.

4.

Does the worker have a separately established business?

When individuals hold themselves out to the general public as available to perform
services similar to those performed for you, it is evidence that the individuals are
operating separately established businesses and would normally be independent
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contractors. Independent contractors are free to hire employees and assign the work to
others in any way they choose. Independent contractors have the authority to fire their
employees without your knowledge or consent. Independent contractors can normally
advertise their services in newspapers and/or publications, yellow page listings, and/or
seek new customers through the use of business cards.

Is the worker free to make business decisions which affect his or her ability to profit from
the work?

An individual is normally an independent contractor when he or she is free to make
business decisions which impact his or her ability to profit or suffer a loss. This involves
real economic risk, not just the risk of not getting paid. These decisions would normally
involve the acquisition, use, and/or disposition of equipment, facilities, and stock in trade
which are under his or her control. Further examples of the ability to make economic
business decisions include the amount and type of advertising for the business, the
priority in which assignments are worked, and selection of the types and amounts of
insurance coverage for the business.

Does the individual have a substantial investment which would subject him or her to a
financial risk of loss?

Independent contractors furnish the tools, equipment, and supplies needed to perform the
work. Independent contractors normally have an investment in the items needed to
complete their tasks. To the extent necessary for the specific type of business,
independent contractors provide their own business facility.

Questions 7 — 13 are additional factors that should be considered. A "Yes" answer to any of the questions
is an indication the worker may be an employee, but no one factor by itself is deciding. All factors must be
considered and weighed together to determine which type of relationship exists. However, the greater the
number of "Yes" answers to questions 7 — 13 the greater the likelihood the worker is performing services
as an employee.

7.

Do you have employees who do the same type of work?

If the work being done is basically the same as work that is normally done by your
employees, it indicates that the worker is an employee. This applies even if the work is
being done on a one-time basis. For instance, to handle an extra workload or replace an
employee who is on vacation, a worker is hired to fill in on a temporary basis. This worker
is a temporary employee, not an independent contractor. (Note: If you contract with a
temporary agency to provide you with a worker, the worker is normally an employee but
may be an employee of the temporary agency.)

Do you furnish the tools, equipment, or supplies used to perform the work?
Independent business people furnish the tools, equipment, and supplies needed to

perform the work. Independent contractors normally have an investment in the items
needed to complete their tasks.
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Is the work considered unskilled or semi-skilled labor?

The courts and the California Unemployment Insurance Appeals Board have held that
workers who are considered unskilled or semi-skilled are the type of workers the law is
meant to protect and are generally employees.

Do you provide training for the worker?

In skilled or semi-skilled work, independent contractors usually do not need training. If
training is required to do the task, it is an indication that the worker is an employee.

Is the worker paid a fixed salary, an hourly wage, or based on a piece rate basis?
Independent contractors agree to do a job and bill for the service performed. Payments
to independent contractors for labor or services are made upon the completion of the
project or completion of the performance of specific portions of the project.

Did the worker previously perform the same or similar services for you as an employee?

If the worker previously performed the same or similar services for you as an employee, it
is an indication that the individual is still an employee.

Does the worker believe that he or she is an employee?

Although belief of the parties is not controlling, intent of the parties is a factor to consider
when making an employment or independent contractor determination. When both the
worker and principal believe the worker is an independent contractor, an argument exists
to support an independent contractor relationship between the parties.

Interpretations of Answers

Depending on the services being performed and the type of occupation, this questionnaire may produce a
variety of results. There may be some factors which lean toward employment and some which lean
toward independence. The answers to questions 1 — 6 provide a strong indication of the presence or
absence of direction and control. The answers to questions 7 — 13 when joined with other evidence may
carry greater weight when indicating the presence or absence of direction and control.

1.

If all of the answers to questions 1 — 3 are “No" and all of the answers to questions 4 — 6
are "Yes," there is an indication of independence. When this is the case, there are likely
to be a number of "No" answers to questions 7 — 13 which add to the support of the
determination.

If all of the answers to questions 1 — 3 are "Yes" and all of the answers to questions 4 — 6
are "No," it is very strong indication that the worker in question is an employee. When this
is the case, there are likely to be a number of "Yes" answers to questions 7 — 13 which
add to the support of the determination.

If the answer to question 1 or 2 is "Yes" or the answer to any one of questions 4 — 6 is
“No," there is a likelihood of employment. At the very least, this pattern of answers makes
the determination more difficult since the responses to questions 7 — 13 will probably be
mixed. In such situations, the business owner would be well advised to complete a DE
1870, giving all of the facts of the working relationship and requesting a ruling from EDD.
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4, If the answer to question 3 is "Yes" and the answer to question 4 is "No," there is a
likelihood of employment. Given this pattern of answers, it is probable that the answers to
questions 5 and 6 will also be "No." When this happens you may also see more "Yes"
answers to the last group of questions (7 — 13). This scenario would support an
employment determination.

These four scenarios illustrate only a few combinations of answers that could result from the use of this
Employment Determination Guide, depending on the working relationship a principal may have with a
worker and the type of occupation. The more the pattern of answers vary from the above four situations,
the more difficult it is to interpret them. In situations 1 and 2, there is a greater chance that the
interpretation will be accurate, and they present the least risk to the business owner of misclassifying the
worker.
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Source: DBS General Bulletin No. 53-82/83
12/1/84, 11/19/90, 8/15/00, 00/00/13
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OPERATION OF VEHICLES

This procedure specifies District guidelines concerning operation of District-owned and personal vehicles.

District-owned Vehicles

» Employees may operate a District-owned vehicle in the performance of *official dutles and carry
authorized passengers only.

e Students who are not employed by the District shall not be authorized to operate a District-owned
vehicle.

» District-owned vehicles that will be used to travel out-of-state must have written approval from the

location business officer, or their designee, prior to travel.

Employees shall possess the state required minimum liability insurance in order to operate a vehicle.

The District’s liability insurance covers any liability caused by the operation of the vehicle.

District credit cards shall be used for gasoline purchases for District-owned vehicles only.

Only employees of the District are covered under Workers’ Compensation for injuries incurred while

operating or as a passenger while performing official duties.

e Employees on District business shall observe traffic and parking rules and regulations at all times.
Fines imposed by a court are the personal responsibility of employees.

Personal Vehicles

e Anemployee may be authorized to use a privately owned vehicle in the performance of official duties
and carry authorized passengers only. District employees shall not transport students in their
personal vehicles.

Student vehicles shall not be used on college business.

Employees shall possess the state required minimum liability insurance in order to operate a vehicle.
The District's liability insurance covers only the District's liability and is secondary to the personal
liability insurance which is required by the operator.

District credit cards shall not be used for gasoline purchases for personal vehicles.

Only employees of the District are covered under Workers’ Compensation for injuries incurred while
operating or as a passenger while performing official duties.

e Employees on District business shall observe traffic and parking rules and regulations at all times.
Fines imposed by a court are the personal responsibility of employees.

*Official duties are those designated by the Chancellor, college President, or their designees, and include
authorized activities of the Associated Students of the colleges.
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Contra Costa Community College District New Board Policy 4015

COURSE PREREQUISITES, COREQUISITES AND ADVISORIES

The colleges may establish prerequisites, corequisites and advisories on recommended preparation, in
accordance with Title 5 requirements. Determinations about prerequisites and corequisites shall be made on a
course-by-course or program-by-program basis.

In order to implement this policy, the colleges will:

1.

Historical Annotation:
00/00/13

Develop and implement a process for establishing prerequisites, corequisites and advisories
that the college determines are necessary and appropriate for the purpose for which they are
established. The level of scrutiny required as part of the process shall be based on statistical
validation, content review or a combination thereof.

Ensure that courses for which prerequisites or corequisites are established are taught in
accordance with the course outline of record.

Ensure that each section of the prerequisite or corequisite course is taught by a qualified
instructor.

Establish the process for the regular review (at least once every six years) of prerequisites
and corequisites to assure that they remain necessary and appropriate.

Establish the process for an individual student to challenge the application of a prerequisite or
corequisite.

Conduct an evaluation on whether prerequisites and/or corequisites in precollegiate courses
in reading, written expression or mathematics have a disproportionate impact on particular
groups of students. Where there is disproportionate impact, develop and implement a plan to
correct the disproportionate impact.

Provide an explanation of prerequisites, corequisites and advisories in both the college
catalog and schedule of classes.

Title 5 of the California Code of Regulations, Section 55003

Related Procedures:
Board Policy 4014
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COURSE PREREQUISITES, COREQUISITES AND
ADVISORIES ON RECOMMENDED PREPARATION

Prerequisites, co-requisites, advisories, and limitations are necessary to ensure that students succeed in their
coursework and have access to the courses they require. Itis important to have prerequisites in place where
they are a vital factor in maintaining academic standards. It is also necessary to ensure that prerequisites, co-
requisites, advisories, and limitations do not constitute unjustifiable obstacles to student access and success.
Therefore, to foster the appropriate balance between these two concerns, the Education Code requires that
prerequisites, co-requisites, advisories, and limitations be established based solely on content review or
content review with statistical validation.

Title 5, Section 55003(d) delineates the four purposes for which prerequisites and corequisites may be
established:

1. the prerequisite or corequisite is expressly required or expressly authorized by statute or regulation;

2. the prerequisite will assure that a student has the skills, concepts, and/or information needed to
succeed (receive a satisfactory grade) for the course it is established:;

3. the corequisite will assure that a student has the skills, concepts, and/or information needed to succeed
(receive a satisfactory grade) for the course it is established; and

4. the prerequisite or corequisite is needed to protect the health or safety of the student or others.
. College Policies and Procedures
A. Information in the Catalog and Schedule of Classes

Each college shall provide the following explanations both in the college catalog and in the schedule
of classes.

1. Definitions of prerequisites, corequisites, and limitations on enrolliment including the differences
among them and the specific prerequisites, corequisites, and limitations on enroliment which
have been established.

2. Procedures for a student to challenge prerequisites, corequisites, and limitations on enroliment
and circumstances under which a student is encouraged to make such a challenge. The infor-
mation about challenges must include, at a minimum, the specific process including any dead-
lines, the various types of challenqe that are established in law, and any additional types of
challenge permitted by the college.

3. Definitions of advisories on recommended preparation, the right of a student to choose to take a
course without meeting the advisory, and circumstances under which a student is encouraged to
exercise that right.

4. Definitions of contract course, co-requisite, noncredit basic skills course, non-degree-applicable
basic skills courses, prerequisite and satisfactory grade.

(over)
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B. Challenge Process

Any student who does not meet a prerequisite or co-requisite or who is not permitted to enroll due to a
limitation on enrollment but who provides satisfactory evidence may seek entry into the course as
follows.

1.

If space is available in a course when a student files a challenge to the prerequisite or co-
requisite, the District shall reserve a seat for the student and resolve the challenge within five (5)
working days. If the challenge is upheld or the District fails to resolve the challenge within the five
(5) working-day period, the student shall be allowed to enroll in the course.

If no space is available in the course when a challenge is filed, the challenge shall be resolved
prior to the beginning of registration for the next term and, if the challenge is upheld, the student
shall be permitted to enroll if space is available when the students registers for that subsequent
term.

Grounds for challenge shall include the following.
a. Those grounds for challenge specified in Title 5, Section 55201 (f).

b. The student seeks to enroll and has not been allowed to enroll due to a limitation on
enrollment established for a course that involves intercollegiate competition or public
performance, or one or more of the courses for which enrollment has been limited to a cohort
of students. The student shall be allowed to enroll in such a course if otherwise he or she
would be delayed by a semester or more in attaining the degree or certificate specified in his
or her educational plan.

c. The student seeks to enroll in a course which has a prerequisite established to protect health
and safety, and the student demonstrates that he or she does not pose a threat to himself or
herself or others.®

d. The student has the obligation to provide satisfactory evidence that the challenge should be
upheld. However, where facts essential to a determination of whether the student's challenge
should be upheld are or ought to be in the college's own records, then the college has the
obligation to produce that information. *

C. Curriculum Review Process

The curriculum review process at each college shall at minimum be in accordance with all of the
following.

1.

Establish a curriculum committee and its membership in a manner that is mutually agreeable to
the college administration and the academic senate.

Establish prerequisites, corequisites, and advisories on recommended preparation (advisories)
only upon the recommendation of the academic senate except that the academic senate may
delegate this task to the curriculum committee without forfeiting its rights or responsibilities under
Title 5, Section 53200-53204 and within the limits set forth in Title 5, Section 55003. Certain
limitations on enroliment must be established in the same manner.

Establish prerequisites, corequisites, advisories on recommended preparation, and limitations on
enroliment on a course-by-course basis using either content review with statistical validation or
content review alone, or conceivably both. To meet the requirements for adoption by either option
colleges are required to meet the following requirements:
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a. The faculty in the discipline or, if the college has no faculty member in the discipline, the
faculty in the department do ali of the following:

(1) approve the course®; and

(2) as a separate action, on a course by course basis, approve any prerequisite or
corequisite, only if the prerequisite or corequisite is an appropriate and rational
measure of a student's readiness to enter the course or program; as demonstrated
by a content review including, at a minimum, all of the following:

i. involvement of faculty with appropriate expertise;

ii. consideration of course objectives set by relevant department(s). The
curriculum review process should be done in a manner that is in accordance
with accreditation standards;

iii. be based on a detailed course syllabus and outline of record, texts, related
instructional materials, course format, type and number of examinations,
and grading criteria;

iv. specification of the body of knowledge and/or skills which are deemed
necessary at entry and/or concurrent with enroliment;

v. identification and review of the prerequisite or corequisite courses which
develops the body of knowledge and skills identified under iv; and reference
to a valid assessment procedure or instrument that measures these;

vi. matching of the knowledge and skills in the targeted course (identified under
iv.) and those developed or measured by the prerequisite or corequisite (i.e.,
the course or assessment identified under v.); and

vii. maintain documentation that the above steps were taken.

(3) Approve any limitation on enroliment that is being established for an honors course
or section, for a course that includes intercollegiate competition or public
performance, or so that a cohort of students will be enrolled in two or more courses,
and, in a separate action, specify which.

(4) Approve that the course meets the academic standards required for degree ap-
plicable courses, non-degree applicable courses, non-credit courses, or community
service respectively.

(@)

(b)

Review the course outline to determine if a student would be highly unlikely to
receive a satisfactory grade unless the student had knowledge or skills not
taught in the course. If the student would need knowledge or skills not taught in
the course itself, then the course may be approved for degree applicable credit
only if all requirements for establishing the appropriate prerequisite have been
met excepting only approval by the curriculum committee.

Review the course outline to determine whether receiving a satisfactory grade is
dependent on skills in communication or computation. If receiving a satisfactory
grade is sufficiently dependent on such skills, then the course may be approved
for degree applicable credit only if all requirements have been met for
establishing a prerequisite or corequisite of not less than eligibility for enroliment
to a degree-applicable course in English or mathematics, respectively.

(over)
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(c) A course which should have a prerequisite or corequisite as provided in (a) or
(b) but for which one or more of the requirements for establishing a prerequisite
have not been met may only.”

i. Be reviewed and approved pursuant to the standards for non-degree
applicable credit, non-credit, or community service; (Titie 5, Section 55002)
or

ii. Berevised and reviewed as required to meet the criteria for establishing the
necessary prerequisites or corequisites. ®

(d) The curriculum committee aiso reviews the course and prerequisite in a manner
that meets each of the specified requirements.

D. Program Review

As a regular part of the Program Review process or at least every six years, except that the
prerequisites and co-requisites for vocational courses or programs shali be reviewed every two years,
the college shall review each prerequisite, corequisite, or advisory to establish that each is stil
supported by the facuity in the discipline or department and by the curriculum committee and is still in
compliance with ail other provisions of this policy and with the iaw. Any prerequisite or corequisite
shall be reviewed promptly thereafter to assure that it is in compliance with all other provisions of this
policy and with the law.

E. Implementing Prerequisites, Corequisites, and Limitations on Enroliment

implementation of prerequisites, corequisites, and limitations on enroliment must be done in a
consistent manner and not left exciusively to the classroom instructor. Every attempt shall be
made to enforce all conditions a student must meet to be enrolled in the course through the
registration process so that a student is not permitted to enroll unless he or she has met alii the
conditions or has met ail except those for which he or she has a pending chalienge or for which
further information is needed before final determination is possible as to whether the student
has met the condition.” The determination of whether a student meets a prerequisite shall be
based on successful compietion of an appropriate course or on an assessment using multiple
measures. (Title 5, Section 55003(k)) Any exit test that may be required to satisfy a prerequisite
or corequisite must be incorporated into the grading for the prerequisite or corequisite course.
(Title 5, Section 55003(n))

F. Instructor's Formal Agreement to Teach the Course as Described

Each coliege shall establish a procedure so that courses for which prerequisites or corequisites are
established will be taught in accordance with the course outline by a qualified instructor, particularly
those aspects of the course outline that are the basis for justifying the establishment of the
prerequisite or corequisite. The process shall be established by consuiting coliegially with the local
academic senate and, if appropriate, the local bargaining unit.

For prerequisites requiring precoliegiate skilis in reading, written expression, or mathematics,
regardiess of the level of scrutiny (content review with statistical vaiidation or content review
alone), colleges must aiso:

1. ensure that courses and sections designed to teach the required skills are availabie with
reasonable frequency based on the number of students who are required to meet the
prerequisites (Title 5, Section 55003(i)(1)); and
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2. conduct an evaluation to determine the impact on student success and whether there is
any disproportionate impact. Where there is disproportionate impact, develop and implement
a plan, in consuitation with the Chancellor's Office, to correct the disproportionate impact.
(Title 5, Section 55003(i)(2)(A) and (B))

Review of Individual Courses

If the student's enroliment in a course or program is to be contingent on his or her having met the
proposed prerequisite(s) or corequisite(s), then such a prerequisite or corequisite must be established as
follows. If enroliment is not blocked, then what is being established is not a prerequisite or corequisite but,
rather, an advisory on recommended preparation and must be identified as such in the schedule and
catalog. Establishing advisories does not require all the following steps.

A. Advisories on Recommended Preparation

Each college may recommend that a student meet a standard of readiness at entry only if
recommended by the faculty in the discipline or department and by the curriculum committee as
provided in Section . This process is required whether the college used to describe such
recommendations in its catalog or schedule as "prerequisites," or "recommended ," or by any other
term.

B. Limitations on Enroliment

The types of limitation on enroliment specified below'® may only be established through the curriculum
review process by the discipline or department faculty and the curriculum committee specified above
including the requirement to review them again at least every six years, for example, as part of
program review. The following requirements must aiso be met in order to establish these particular
limitations on enroliment.

1. Performance Courses

Each college may establish audition or tryout as a limitation on enroliment for courses that include
public performance or intercollegiate competition such as but not limited to band, orchestra,
theater, competitive speech, chorus, journalism, dance, and intercollegiate athletics provided that:

a. Forany certificate or associate degree requirement which can be met by taking this course,
there is another course or courses which satisfy the same requirement; and

b. The college includes in the course outiine or record a list of each certificate or associate
degree requirement that the course meets and of the other course or courses which meet the
same requirement.

c. Limitations on enroliment established as provided for performance courses shall be reviewed
during program review or at least every six years to determine whether the audition or try-out
process is having an disproportionate impact on any historically underrepresented group and,
if so, a plan shall be adopted to seek to remedy the disproportionate impact.” If
disproportionate impact has been found, the limitation on enroliment may not be printed in
subsequent catalogs or schedules nor enforced in any subsequent term until such a plan has
been endorsed by the department and the college administration and put into effect. (See
also Title 5, Sections 55502(e) and 55512.)

2. Honors Courses'?

A limitation on enrollment for an honors course or an honors section of a course may be
established if, in addition to the review by the faculty in the discipline or department and by the

(over)
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curriculum committee as provided above, there is another section or another course or courses at
the college which satisfy the same requirements. If the limitation is for an’ honors course and not
only for an honors section, the college must also include in the course outline of record a list of
each certificate or associate degree requirement that the course meets and of the other course or
courses which meet the same associate degree or certificate requirement.

3. Blocks of Courses or Sections'

Blocks of courses or blocks of sections of courses are two or more courses or sections for which
enroliment is limited in order to create a cohort of students. Such a limitation on enroliment may
be established if, in addition to review by the faculty in the discipline or department and by the
curriculum committee as provided above, there is another section or another course or courses
that satisfy the same requirement. If the cohort is created through limitations on enroliment in the
courses rather than limitations on specific sections of courses, then the college must include in
the course outline of record a list of each certificate or associate degree requirement that the
course meets and of the other course or courses which satisfy the same associate degree or
certificate requirement.

4. Content Review

In order to provide the colleges with the option to establish prerequisites or corequisites in
reading, written expression or mathematics for degree-applicable courses not in a sequence
using content review alone (without statistical validations), the Board adopts the following
requirements as a plan:

a. The method used to determine which courses might be the most compelling candidates
for new prerequisites and corequisites will be based on an analysis of a minimum of six
semesters of data showing student success, retention, withdrawal and failure for the
course(s) under consideration

b. The provision of appropriate numbers of prerequisite and corequisite course sections to
be determined based on the number of courses and sections proposed for prerequisite or
corequisite implementation and the number of students impacted

c. Colleges will not establish prerequisite or corequisites on more than 50% of the degree
applicable courses for any given program using content review alone in order to insure
that other degree applicable courses are available such that student progress toward
their educational goals is not unnecessarily impeded

d. Colleges will provide training for the curriculum committee including how to request,
evaluate and interpret student success and enroliment data as it pertains to the
establishment of prerequisites and corequisites

e. Colleges will use research to evaluate the effect of new prerequisites and
corequisites on student success; particular attention should be given to disproportionate

impact.
Title 5, Sections 53200 et seq., 53200-53204, 55002, 55002(a)(2)(E), 55003,
55003(d)(k)(n), 55003(1)(1), 55003(1)(2)(A) and (B), 55201(f), 55502(e), 55512
Historical Annotation: Related Board Policies:
Former BP4004: Adopted 5/25/94 Board Policy 4015

Revised 7/21/99

Second Revision 6/26/02

Third Revision 2/27/13

New Cl4014: Adopted 00/00/13
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Appendix

The Model District Policy
Footnotes

Colleges should also publish this information in the student handbook, if the college publishes one, or
in whatever other documents that are published to assist students in understanding college rules and
procedures.

The college has an obligation to resolve challenges in a "timely manner." (See Title 5, Section
55201(e).) However, the student should not wait until the last minute to file the challenge. If the
college could not meet the one-week timeline, it could reserve a seat for the student or make
provision in its policies on maximum class size to exceed the set size for such a student.

The Federal Government's Americans with Disabilities Act of 1990 requires further that if a student
with a disability seeks admission to a course which has a prerequisite designed to protect health and
safety, then the burden is on the college to establish that there is no accommodation available that
would protect health and safety and permit the student to enroll without undue costs to the district.

For example, if a student challenges on the basis of claiming that a prerequisite was not established
properly, that the student must show some legitimate reason for believing that the prerequisite was
not established properly. However, if the student makes a prima facie case, the college must then
produce the relevant information from its own files and not expect the student to request the files and
search out the information.

The main point here is that the faculty, and the curriculum committee as well, must approve the
prerequisite as a separate action from any approval of the course. However, it is not required that the
faculty in the department in fact approve the course, although there are obvious reasons why that is
recommended good practice. Title 5 requires only approval of the course by a curriculum committee
that is a committee of the Academic Senate or established in a manner agreeable to the Senate and
the campus administration. (Title 5, Section 55002) Title 5 further requires that prerequisites and all
academic and professional matters be matters for the board to rely primarily on the Senate or reach
joint agreement with it. (Title 5, Sections 53200 et seq.)

Individual courses will need to be reviewed first to determine whether, if appropriate academic
standards are upheld, the students would need to have met a prerequisite or enroll in a corequisite:
"When the college and/or district curriculum committee determines, based on a review of the course
outline of record, that a student would be highly unlikely to receive a satisfactory grade unless the
student has knowledge or skills not taught in the course, then the course shall require prerequisites or
corequisites which are established, reviewed, and applied in accordance with the requirements of
Article 2 (commencing with Title 5, Section 55200)," and "If success in the course is dependent upon
communication or computation skills, then the course shall require ... as pre- or corequisites eligibility
for enrollment in associate degree credit courses in English and/or mathematics, respectively.” (Title
5, Section 55002(a)(2)(E), emphasis added) Secondly, the texts and other grading criteria for the
course would need to be examined to see whether in actual fact the students do need to have the
indicated skills or knowledge. If a course should require a prerequisite as determined by the first
review, but does not meet the criteria required for establishing the prerequisite, then it must be
revised so it does meet that standard, or it may not be offered as a degree applicable credit course.

it is possible to have degree applicable courses which have no prerequisites at all. For example,
although reading would be assigned in an art history class, it might be possible to learn enough
through visual and auditory means to get a satisfactory grade even though the student had difficulty
with the reading and, yet, the level of instruction be collegiate.

For example, the committee receives a proposal for a physics course that is described as requiring
calculus. The curriculum committee would first determine whether a calculus prerequisite seemed

(over)
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necessary to the course being taught at the indicated level. Since this course would appear to need a
calculus prerequisite, the second step is to see whether all the requirements have been met for
establishing such a prerequisite. If they have not, then the committee could not approve the course
unless either (a) the further work was done to meet all the requirements for a prerequisite; or (b) the
course was approved only for non-degree applicable credit, non-credit, or community service.

For example, this further information might require waiting for a final grade from the previous
semester to be submitted or an assessment test to be scored. If a college is not able to put
information into its data base from the transcripts of all students transferring into the college, it could
simply inform the student that, according to their data, he or she has not met the prerequisite. If the
student believes a course taken at another institution should satisfy the prerequisite, the student could
then file a challenge and be enrolled in the course pending the resolution of the challenge. A college
may also routinely ask students at the time of registration if they have met the prerequisite for the
course in question and permit the student to enroll if the student says he or she has met the
prerequisite. The college must then routinely check to confirm that the student has indeed met the
prerequisite and, if not, the student's enroliment be canceled even if Instruction has already begun.

These limitations on enroliment are academic matters and need to be established through the
curriculum process. Other limitations on enroliment may also be determined to be academic and
professional matters as provided in Title 5, Section 53200 et seq., or be included in collective
bargaining agreements or be imposed by outside agencies such as fire departments. This document
should not be interpreted to require or encourage any particular method for establishing other
limitations on enroliment.

The determination of disproportionate impact should normally be done by comparing students
enrolled in the course to the general student population.

If the honors section is a separate course, and an articulation agreement exists that treats the course
differently upon transfer or if there are other extrinsic, concrete benefits to taking the honors course,
then restriction on enroliment should be established as provided for prerequisites rather than as
provided here for limitations on enroliment.

The Puente Program is perhaps the most well-known example of such a program.



Contra Costa Community College District Business Procedure 8.12

SCHEDULING DISTRIGT-VANS-AND BUSES
FOR RPASSENGER TRANSPORTATION
OPERATION OF DISTRICT VEHICLES FOR TRANSPORTATION

To ensure the safety of students, faculty and staff that are transported to various college and District programs
and events, the following outlines the procedure for operating District vehicles and complies with the California
Vehicle Code and Title 13 (Motor Carrier Safety).

All drivers of District-owned or leased vehicles both on and oftf campus must have a current license
appropriate for the vehicle to be driven.

All drivers of District-owned or leased vehicles that are manufactured to carry fifteen or more persons
including the driver must have a current Class B license, a current medical certificate and a current First Aid
Certificate.

The-offices-listed-below Each of the colleges and the District Office (District Administrative Services Office) will
be individually responsible for verifying driver qualifications, scheduling vehicle use, verifying vehicle rentals,
and distributing keys and credit cards at their respective sites.

) .
GontrarEoeta-Gollogo——Halice-Services
QI |abllel u'alley Ggelllel ge Bpusl.lnesss <ol

3 FheBuilding-and-Grounds-Depariment-at eEach college and the District Office (District Administrative
Services Office) will perform daily safety/mechanical inspections and handle repair of the their
respective vans and buses annually or as needed.

All District vehicles with equipment for transporting the disabled must comply with all applicable laws and
regulations regarding such vehicles.
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Contra Costa Community College District Board Policy 1011

FOUNDATIONS

Each of the three colleges of the Contra Costa Community College District is supported by a foundation,
established to benefit the college and the education of its students. The foundations, while separate legal
entities, are closely tied to the colleges and to the District. District support of foundations may include the
provision of facilities, equipment, administrative services, and assistance with operation of the foundation
office.

Each foundation has a mission to generate financial support for programs, facilities, and student
educational costs at the college. Each foundation is expected to solicit and administer donations that
benefit the college and the education of its students. Additionally, each foundation may develop alumni
activities and other projects which will benefit the college and the education of its students.

The financial affairs of the foundatlon must be performed at fldu0|ary standards acceptable to the coIIege
and to the Dlstnct =Each-founda selec i h . n

BR d he d : ' s Each foundatlon wnII
be sub]ect to the annual external audlt of the Dlstrlct Responsnbllmes of the foundation may be further
described in an agreement entered into with the District and in bylaws of the foundation.

Historical Annotation: Related Board Policies:
Adopted 7/18/01 Board Policy 1007, 5007
Revised 00/00/13
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