2021-2022 Diversity Workforce Report

California Education Code Section 87100 states, “a work force that is continually responsive to the needs
of a diverse student population [which] may be achieved by ensuring that all people receive an equal
opportunity to compete for employment and promotion within the community college districts and by
eliminating barriers to equal employment opportunity” is imperative for overall student success. This
system regulation aligns to the Contra Costa Community College District’s (4CD) mission to constantly
strive to increase diversity, equity, inclusion, and belonging across our entire 4CD workforce.

In 2013, 4CD initiated discussions on workforce diversity with key employee constituency group
participation. From 2013-2015, we established a Governing Board Subcommittee, Hiring Policy Review
Task Force, Professional Development Committee, and Equal Employment Opportunity Committee to
respectfully explore best practices and areas for improvement. Ultimately, the discussions among 4CD
teams led to significant hiring policy modifications, including a formal Equal Employment Opportunity
Plan (EEO Plan). In 2016, we reconstituted a District Equal Employment Opportunity Advisory
Committee (DEEOAC) to further advance the EEO Plan. The DEEOAC reviewed the EEO Plan this past
fiscal year and made recommendations for consideration. In addition, the EEO Plan will move through
our shared governance process this year for further review, feedback, and consideration.

This report describes 4CD’s activities, which involve our organization’s development of a diverse
workforce, to help achieve equitable student success outcomes and empower students to transform
their lives through advantages of higher education.

Workforce Diversity Policies and Procedures

As evidence of our commitment to diversity and inclusion, several attached policies, procedures, and
other documents that express our institutional organizational values and fair treatment, and ensure
legal compliance, are listed below.

Attachment 1 Board Policy 1023: Equity in Student Achievement

Attachment 2 Board Policy 2001: Non-Discrimination Policy

Attachment 3 Board Policy 2004: Selection, Retention, and Termination of District Employees

Attachment 4 Board Policy 2052: Equal Employment Opportunity

Attachment 5 Board Policy 2059: Diversity

Attachment 6 Human Resources Procedure 1010.01: Equal Employment Opportunity Plan

Attachment 7 Human Resources Procedure 1010.02: Uniform Employment Selection Guide

Attachment 8 Human Resources Procedure 1040.07: Unlawful Discrimination and Unlawful
Harassment

Attachment 9 Management, Supervisory, and Confidential Employees Personnel Manuel 2.0:

Equal Opportunity

Attachment 10 United Faculty Collective Bargaining Agreement Article 6.4.3: Hiring

Attachment 11 Local One Collective Bargaining Agreement Article 11: Job Openings



Attachment 12 District EEO Plan

District Workforce Diversity Efforts

The efforts below highlight several endeavors that support the goals of the Governing Board and 4CD in
developing and sustaining a diverse workforce while promoting inclusive hiring activities for
classified, management, and faculty positions.

Best Practices for Diversity Hiring Implemented

The District Office Human Resources Department (DO HR) has continually improved the hiring process
and implemented additional steps to advance its diversity efforts:

> DO HR includes diversity and social justice statements in all job postings to clearly communicate
our organizational commitment to diversity, inclusion and belonging.

» All applicants are asked to address diversity, inclusion and/or equity in their supplemental
questions, first interview and second interview phase. DO HR ensures at each phase that all
applicants demonstrate a sensitivity to and understanding of diverse academic, socioeconomic,
cultural, disability, gender identity, sexual orientation, and ethnic backgrounds of community
college students and staff specific to the position for which they are applying.

> An EEO Officer (EEOO) attends and oversees full-time faculty, contract administrator, and all
District Office job interviews.

> DO HR thoroughly investigates all complaints of discrimination and harassment in accordance
with Human Resources Procedure 1040.07. DO HR also investigates all complaints regarding
accusations of unfairness in the recruitment and selection processes.

» DO HR continues to expand our ability to collect longitudinal data and monitor demographic
categories to include LGBTQIA+, veterans and differently abled job applicants.

» DO HR continues to make the application process more user-friendly for potential applicants by
abbreviating the application submission process, reducing required documentation, and by
simplifying application forms and format.

Classification and Compensation Review

DO HR regularly audits, analyzes, and updates job descriptions and compensation to maintain a sound
classification system and to ensure that each job description does not possess any type of artificial
barrier to employment. DO HR has contracted with McKnight & Associates to complete job classification
studies which have resulted in recommendations to reclassify several classified professional positions.
DO HR has also analyzed existing and new management classifications this past year.

District Equal Employment Opportunity Advisory Committee (DEEOAC)

The DEEOAC encompasses college and District Office representatives, which include classified
professionals, confidential, management, faculty, and student groups. Local community members are
appointed by the Governing Board. The committee acts as an advisory body to the Chief Human
Resources Officer and 4CD. The DEEOAC assists in the implementation of the EEO Plan in conformance
with state and federal regulations and guidelines. The DEEOAC meets monthly during the academic year
to promote understanding and support of the equal employment opportunity policies and procedures
for 4CD. Throughout this past year, the DEEOAC met extensively to review the current EEO Plan and
offer suggestions for potential modifications to a revised draft version. 4CD hopes to update its current



EEO Plan soon. During this fall semester 2022, the EEO Plan will be forwarded through our shared
governance process for additional feedback and input.

Employee Development Opportunities

4CD offers a unique opportunity for qualified individuals with minimal or no teaching experience to
prepare for a teaching career through its faculty internship program. Graduate students from accredited
higher education instititutions or, in vocational and technical fields where a master’s degree is not
generally expected or available, or persons who are within one year or meeting regular faculty minimum
qualifications, may all be employed as faculty interns.

Departments continue to offer out-of-classification assignments for promotional classifications
throughout 4CD and provide additional assignments for professional growth. Employees that meet
minimum qualifications also have an opportunity to apply for interim management opportunities to
develop their knowledge, skills, and abilities in a temporary assignment.

Job Links 2022 was held as a hybrid-flex (virtual and in-person) event at Los Medanos College on June 2,
2022. This event is held annually as a professional development opportunity for classified professionals.
The Job Links 2022 Planning Group collaborated with the Classified Senate Coordinating Council and DO
HR to ensure inclusive and dynamic workshops were offered to enhance our efforts toward building a
diverse workforce.

Expanding Advertising and Marketing

DO HR utilizes social media advertising to attract diverse job seekers for career opportunities within
4CD. DO HR advertises openings on Facebook, Instagram, LinkedIn, and Twitter platforms.

Faculty Recruitment

For the past five years, DO HR has been involved in the selection process for full-time faculty members.
DO HR advertised 31 tenure track faculty recruitments in the 2021-22 academic year. DO HR is
responsible for providing staff to serve as EEO Officers, conducting the initial minimum qualification
paper screening review, overseeing the selection process, and attending all job interviews and teaching
demonstrations.

DO HR staff also attended the State Chancellor Registry Job Fair from January through February 2022. A
concerted effort was made to recruit diverse job applicants for faculty positions to enhance our
workforce demographics.

Flex Week Training for Faculty Hiring

A faculty hiring workshop on diversity is offered during Flex Week at each college for staff participating
in the faculty hiring process. The workshop instructs faculty members on recruitment plans, job
announcements, supplemental questions, and the roles of the paper screening and interviewing
committee. These sessions are conducted by the Academic Senate and faculty union representatives.

Hard-to-Hire Areas and Disciplines

4CD has utilized special outreach efforts to fill hard-to-hire positions. This year, our broad reaching
campaigns identified applicants for American Sign Language Assistant Professors and the Police Services
Department.



Job Alerts

DO HR uses PeopleAdmin’s applicant tracking system technology to alert applicants when there are new
job opportunities that are related to their interests. Applicants can sign up for this capability when they
log into our career opportunities website. This technology helps to drive traffic to the 4CD website to
consider our job openings as they “go-live” on the internet. Internal and external applicants receive
automated e-mails with detailed information for these newly posted positions. The timely delivery of
these communication alerts allow applicants ample time to apply for our positions, as job openings
become available.

Selection Committee Diversity Training

DO HR ensures all selection committee members participate in diversity training before they serve in
any phase of the selection process for administrative, classified, confidential, supervisory, management
or faculty recruitments. Employees gain an understanding of the spirit of the laws, history, and
educational benefits of workforce diversity. Federal and State Anti-Discrimination Laws, such as Title 5,
Title VII, Fair Employment and Housing Act (FEHA), Title IX, American with Disabilities Act, Age
Discrimination in Employment Act, and Proposition 209 are legal requirements covered in some detail.
Employees learn about best hiring practices used throughout the State of California. The role,
responsibilities, and formation of the selection committee, and development of interview questions are
discussed to protect the integrity and credibility of the process. Bias awareness is also addressed at the
professional, personal, and unconscious level. 4CD must provide comprehensive diversity training based
on Title 5 requirements.

Attorney Amy Brandt from Liebert, Cassidy and Whitmore provided a diversity hiring workshop each
quarter of 2022, entitled, “Hiring the Best While Developing Diversity in the Workplace: Legal
Requirements and Best Practices for Screening Committees” (Title 5 Training) via Zoom.

Recruitment Advertising Sources (some examples)

AfricanAmericanHires.com
AllBilingualjobs.com

AllHispanicHires.com

AlILGBTQ.org

AsianHires.com

Asiansinhighered.com

Association of Black Psychologists
Association of Higher Education and Disability
Association of Latin Professionals in America
BAjobs.com

Blackcareers.org

Blacksinhighered.com

Caljobs.gov



Disabledinhigher.edu

Disabledperson.com

DisabilityJobs.net

DiversityEducation.com

Diversityjobs.com

Handshake.com

Hispanic Association of Colleges and Universities
Hispanic Outlook

HBCU Connect

Higheredjobs.com

HigheredWomen.com

Indeed.com

Indian Country Today

Insidehighered.com

InsighttoDiversity.com

Journal of Blacks in Higher Education
LatinJobs.org

LGBTQinhighered.com

LinkedIn.com

LocalNetworkJobs.com
MinorityPostDoc.org

National Conference on Race and Ethnicity
Nativelobs

NativeHire

OutandEqual.com

Society for Advancement of Chicanos/ Hispanics and Native Americans in Science
State Chancellor’s Registry

TESOL International

Tribal College Journal

VeteranJobs.net



Veteranjoblisting.org
Vetjobs.com
WeHireWomen.com

Ziprecruiter.com



Attachment 1

Contra Costa Community College District Board Policy 1023

EQUITY IN STUDENT ACHIEVEMENT

The Contra Costa Community College District is strongly committed to eliminating persistent disparities in
achievement and performance among students and maintaining high expectations for all.

Policies and practices should reflect the goal of equitable outcomes and proficiency, explicitly and
emphatically. By purpose and design, the District will advance these goals by:

) providing training for employees in interacting effectively with students from different
cultures and socio-economic backgrounds;

ensuring uniformly high expectations;

promoting rigorous curricula;

providing equitable services; and

maximizing access and success for all students.

The District is committed to developing a diverse cadre of educators, administrators and staff, ensuring
proper emphasis on culturally responsive service delivery, and rigorously examining and monitoring
policies, programs, and practices to ensure that this goal is implemented.

Employees should understand and contribute to this goal, develop the knowledge and skills needed in
their areas of influence to serve diverse students, and be accountable for implementing practices that will
create equitable outcomes. It is expected that District and the colleges will engage students, staff, and
the community to work in concert to support all students in achieving academic proficiency.

A report shall be provided annually to the Governing Board on the progress made by each college in
closing the achievement gap.

Historical Annotation: Related Board Policies:
Adopted 5/28/14 Board Policies 2056, 2059, 3002, 3016, 3019, 3020, 3023, 4012



Attachment 2

Contra Costa Community College District Board Policy 2001

NONDISCRIMINATION POLICY

Under the District’'s policy no student, vendor, or person employed or seeking employment with the
District shall be unlawfully subjected to harassment, discrimination or denied full and equal access to, or
the benefits of District programs or activities on the basis of ethnic group identification, race, color,
ancestry, religion, marital status, sex, national origin, gender, gender identification, gender expression, or
within the limits imposed by law or District regulations, because of age, sexual orientation, physical or
mental disability, medical condition, genetic information, military or veteran status, parental status,
citizenship, or because he or she is perceived to have one or more of these characteristics or based on
association with a person or group with one or more of these actual or perceived characteristics. District
programs and activities include, but are not limited to any that are administered or funded directly by or
that receive any financial assistance from the Chancellor or Board of Governors of the California
Community Colleges. This policy applies to all employment practices, including recruitment, selection,
promotion, transfer, and employee training and development. The District also does not permit any
person or entity using its facilities for commercial purposes to engage in unlawful discrimination. This
policy is intended to be consistent with the provisions of applicable state and federal laws and District
policies.

The Chief Human Resources Officer shall establish procedures that ensure all members of the District
can present complaints regarding alleged violations of this policy and have their complaints heard in
accordance with the Title 5 regulations and those of other agencies that administer state and federal
laws regarding nondiscrimination.

The District is committed to nondiscrimination in compliance with the Civil Rights Act; Title IX of the
Education Amendments of 1972; the Rehabilitation Act of 1973 (Section 503 and 504); the Americans
with Disabilities Act of 1990; the Executive Orders 11246 and 11375; the Vietnam Era Veterans
Readjustment Act of 1974; the Age Discrimination in Employment Act of 1967; the nondiscrimination laws
of the State of California; and equal employment opportunity guidelines of the California Community
College Chancellor’s Office (which incorporates compliance with Connerly v. State Personnel Board).

Education Code 66250, 72010, 87100

California Code of Regulations, Title 5, 53000, 59300
Government Code 11135, 12926.1, 12940

Penal Code 422.55

Historical Annotation: Related Board Policy:
Revised 6/27/90 Board Policy 2059
Second Revision 8/31/94

Third Revision 10/25/00 Related Procedures:
Fourth Revision 5/29/02 Human Resources Procedure 1010.01, 1040.07
Fifth Revision 6/25/03 Management, Supervisory, and Confidential Employees Personnel Manual 2.0

Sixth Revision 1/27/10
Seventh Revision 1/22/14
Eighth Revision 10/7/15



Attachment 3

Contra Costa Community College District Board Policy 2004

SELECTION, RETENTION AND TERMINATION OF DISTRICT EMPLOYEES

The Governing Board adopts the following policy in the formulation of the Chancellor's recommendations
regarding selection, retention and termination of District employees:

1.

Subject to the discretion of the President and/or the Chief Human Resources Officer,
representatives from the appropriate segment of the college community may be consulted in
specific cases in the selection, retention or termination process on an advisory basis.

All placement papers, applications, evaluations and other confidential information shall be made
available only to the Chancellor, Presidents, Chief Human Resources Officer, and their
designees.

Pursuant to California Education Code Sections 87730 and 88201, the Governing Board or its
designee may accept the resignation of any District employee and affix the effective date, which
shall not be later than the close of the school year during which the statement of resignation was
submitted. The Governing Board hereby designates the Chancellor or his/her designee for this
purpose.

Education Code 87730, 88201

Historical Annotation: Related Procedures:
Revised 10/9/85 Human Resources Procedure 1110.01
Second Revision 7/21/99 Management, Supervisory, and Confidential Employees Personnel Manual 4.9.1
Third Revision 5/29/02

Fourth Revision 1/22/14



Attachment 4

Contra Costa Community College District Board Policy 2052

EQUAL EMPLOYMENT OPPORTUNITY

The District supports the intent set forth by the California Legislature to assure that effort is made to build
a community in which opportunity is equalized, and community colleges foster a climate of acceptance,
with the inclusion of faculty and staff from a wide variety of backgrounds. It agrees that diversity in the
academic environment fosters cultural awareness, mutual understanding, harmony and respect, and
suitable role models for all students. The Board therefore commits itself to promote the total realization of
equal employment through a continuing equal employment opportunity program.

The Chief Human Resources Officer shall develop, after discussion with appropriate constituent groups,
for review and adoption by the Board, a plan for equal employment opportunity that complies with the
Education Code and Title 5 requirements as from time to time modified or clarified by judicial
interpretation.

All such policies will provide employees and students due process opportunities and protections.

Education Code Section 87100
Title 5, Section 53000

Historical Annotation: Related Procedures:
Adopted 5/26/04 Human Resources Procedure 1010.01
Revised 1/22/14 Management, Supervisory and Confidential Employees Personnel Manual 2.0, 2.2



Attachment 5

Contra Costa Community College District Board Policy 2059

DIVERSITY

The Contra Costa Community College District (District) recognizes that diversity in the academic
environment:

promotes academic excellence;

fosters cultural, racial and human understanding;

provides positive role models for all students; and

creates an inclusive and supportive educational and work environment for its students,
employees, and the community it serves.

Diversity includes, but is not limited to ethnic group identification, race, color, ancestry, religion, marital
status, sex, national origin, gender, gender identification, gender expression, age, sexual orientation,
physical or mental disability, medical condition, genetic information, veteran status, parental status,
citizenship, or because an individual is perceived to have one or more of these characteristics or based
on association with a person or group with one or more of these actual or perceived characteristics.

The District is committed to the integration of diversity into its recruitment, hiring, curriculum development,
course offerings, teaching methods, employee/student retention, contracting, supervision, programs,
services, evaluations, policies and procedures, staff development activities, workforce and student
population. It is the District's belief that an educational experience grounded in this approach will better
prepare our students to work and live in an increasingly global society.

The chancellor, college presidents, and the District chief human resources officer shall ensure the
following:

. modification of current and inclusion of new policies and procedures that ensure
implementation of this policy;
. systematic training for all employees on the value of diversity, educational equity, equal

opportunity, and how to infuse the principles of diversity in their daily work in accordance
with state law and collective bargaining agreements; and

. annual reporting to the Board on 1) training programs offered for employees; 2) student,
employee, and service area ethnic demographics; and 3) modifications of and updates to
policies and procedures on diversity.

It is the goal of the District that all employees promote and support diversity in our academic environment.

Historical Annotation: Related Board Policies:
Adopted 5/28/14 Board Policies 1023, 2001

Related Procedures:
Human Resources Procedures 1010.01, 1010.02



Attachment 6

Contra Costa Community College District Human Resources Procedure 1010.01

EQUAL EMPLOYMENT OPPORTUNITY PLAN

The Contra Costa Community College District Equal Employment Opportunity Plan reflects the District's
commitment to equal employment opportunity. The current plan is incorporated by reference into this
procedure. The plan is available on the District Human Resources website.

California Code of Regulations, Title 5, §§51010, 53003

Historical Annotation: Related Board Policies:
11/6/90; Rev. 5/25/99, 7/6/99, 9/5/00 Board Policy 2001, 2052, 2059
Revised 3/5/02

5/6/03, 2/26/14, 10/7/15, 5/25/16 Related Procedures:

Management, Supervisory, and Confidential Employees Personnel Manual 2.0



Attachment 7

Contra Costa Community College District Human Resources Procedure 1010.02

UNIFORM EMPLOYMENT SELECTION GUIDE

The current Uniform Employment Selection Guide is incorporated by reference into this procedure. The guide
is available on the District Human Resources website.

Education Code Sections 87100, 87400, 88003
Accreditation Standard Ill.A.1.a

Historical Annotation: Related Board Policies:
Adopted 1/1/82, Reprinted 1/1/87, Revised 9/89 Board Policy 2059
Personnel 1002.00: 11/6/90; Rev. 12/19/90, 2/91, 6/26/91, 1/26/94, 7/27/94, 9/29/99 Related Procedures:

Human Resources 1010.02: Revised 2/5/02, 1/31/07, 4/25/12, 1/22/14 Human Resources Procedure 3030.02



Attachment 8

Contra Costa Community College District Human Resources Procedure 1040.07

UNLAWFUL DISCRIMINATION AND UNLAWFUL HARASSMENT

1. General

This is the written procedure for filing and processing complaints of unlawful discrimination and
unlawful harassment at Contra Costa Community College District. The procedure incorporates the
legal principles contained in unlawful discrimination provisions of the California Code of Regulations,
Title 5, sections 59300 et seq. as well as other state and federal substantive and procedural
requirements.

A copy of the written policy and procedure on unlawful discrimination and unlawful harassment will be
displayed in a prominent location in the main administrative building or other area where notices
regarding the institution’s rules, regulations, procedures, and standards of conduct are posted.

California Code of Regulations, Title 5, 59326
Education Code, 66281.5; 20 U.S.C. 1681
California Code of Regulations, Title 5, 59300; 34 C.F.R. 106.8(b)

Workforce Investment Act- Title | — Financially Assisted Program/Activity

If you think that you have been subjected to discrimination under a WIA Title I-financially assisted
program or activity, you may file a complaint within 180 days from the date of the alleged violation with
either the Chief Human Resources Officer for the District, or the Director, Civil Rights Center (CRC),
U.S. Department of Labor, 200 Constitution Avenue NW, Room N-4123, Washington, DC 20210. If
you file your complaint with the District, you must wait either until the District issues a written Notice of
Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights
Center (see address above).

If the District does not give you a written Notice of Final Action within 90 days of the day on which you
filed your complaint, you do not have to wait for the District to issue that Notice before filing a
complaint with CRC. However, you must file your CRC complaint within 30 days of the 90-day
deadline (in other words, within 120 days after the day on which you filed your complaint with the
District).

If the District does give you a written Notice of Final action on your complaint, but you are dissatisfied
with the decision or resolution, you may file a complaint with CRC. You must file your CRC complaint
within 30 days of the date on which you received the Notice of Final Action.

29 C.F.R. 37.30 Workforce Investment Act 1998
2. Notice, Training, and Education

The Contra Costa Community College District’'s Chief Human Resources Officer (or designee) is
responsible for providing training to employees, and students on the District’s unlawful discrimination
and unlawful harassment policy and procedure.

Designated District employees will receive training and a copy of the unlawful discrimination and
harassment policies and procedures during the first year of their employment. Because of their
special responsibilities under the law, supervisors will undergo mandatory training every two years.
Thereafter, in years in which a substantive policy or procedural change has occurred all District
employees will attend a training update and receive a copy of the revised policy and procedure.



Human Resources Procedure 1040.07
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Training for academic staff will emphasize potential unlawful harassment in the classroom
environment.

An online training program will be made available to all students. Any student training should include
an explanation of the policy in existence, how it works, and how to file a complaint. In addition, a copy
of the District’s written policy and procedure on unlawful discrimination and unlawful harassment, as it
pertains to students, will be available on the District's website and in the College catalogs.

Education Code, 66281.5;
California Code of Regulations, Title 5, 59300, 59326, 59324
34 C.F.R. 106.8(b)

Definitions

Definitions applicable to nondiscrimination policy and procedure are as follows:

a. “Appeal’ means a request by a complainant made in writing to a community college district
governing board pursuant to section 59338 and/or to the Chancellor's Office pursuant to

section 59339 to review the administrative determination of a community college district
regarding a complaint of discrimination or harassment.

b. “Complaint” means a written and signed statement meeting the requirements of section
59328 which alleges unlawful discrimination in violation of this subchapter.

C. "Days" means calendar days unless otherwise specified.

d. “Designated District Officer” means the district officer identified by the District to the

Chancellor's Office as the person responsible for receiving complaints filed pursuant to
Section 59328 and coordinating their investigation.

e. “Discrimination on the basis of sex” means sexual harassment or discrimination on the basis
of gender.
f. “Unlawful Harassment” means harassment based on gender, race, color, religion, ancestry,

medical condition, genetic information, marital status, sex, gender identity, gender
expression, military or veteran status, national origin, disability, sexual orientation, age, or the
perception that a person has one or more of these characteristics. Such harassment s illegal
and violates District policy. Gender-based harassment does not necessarily involve conduct
that is sexual. Any hostile or offensive conduct based on gender can constitute prohibited
harassment. For example, repeated derisive comments about a person’s competency to do
the job, when based on that person’s gender, could constitute gender-based harassment.
Harassment comes in many forms, including but not limited to the following conduct:

Verbal: Inappropriate or offensive remarks, slurs, jokes or innuendoes based on any person’s
race, gender, sexual orientation or other protected status. This may include, but is not limited
to, inappropriate comments regarding an individual's body, physical appearance, attire,
sexual prowess, marital status or sexual orientation; unwelcome flirting or propositions;
demands for sexual favors; verbal abuse, threats or intimidation; whistling, or sexual gestures
or sexists, patronizing or ridiculing statements that convey derogatory attitudes based on
gender, race, nationality, sexual orientation or other protected status.

Physical: Inappropriate or offensive touching, assault, or physical interference with free
movement. This may include, but is not limited to, kissing, patting, lingering or intimate
touches, grabbing, pinching, or unnecessarily brushing against or blocking another person. It
also includes any physical assault or intimidation directed at an individual due to that person’s
gender, race, national origin, sexual orientation or other protected status.
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Visual or Written; Leering or Staring: The display or circulation of visual or written material
that degrades an individual or group based on gender, race, nationality, sexual orientation or
other protected status. This may include, but is not limited to, posters, cartoons, drawings,
graffiti, reading materials, computer graphics or electronic media transmissions. Examples of
leering or staring include looking at a person's body up and down, suggestive glances/winks,
prolonged/inappropriate eye contact, and/or inappropriate focus on a particular area of the
body.

Environmental: A hostile academic or work environment exists where it is permeated by
sexual innuendo, insults or abusive comments directed at an individual or group based on
gender, race, nationality, sexual orientation or other protected status; or gratuitous comments
regarding gender, race, sexual orientation, or other protected status that are not relevant to
the subject matter of the class or activities on the job. A hostile environment can arise from
an unwarranted focus on sexual topics or sexually suggestive statements in the classroom or
work environment. It can also be created by an unwarranted focus on, or stereotyping of,
particular racial or ethnic groups, sexual orientations, genders or other protected statuses.
An environment may also be hostile toward anyone who merely witnesses unlawful
harassment in his or her immediate surrounding, although the conduct is directed at others.
The determination of whether an environment is hostile is based on the totality of the
circumstances, including such factors as the frequency of the conduct, the severity of the
conduct, whether the conduct unreasonably interferes with an individual's learning or work.

g. “Sexual Harassment” in addition to the above, means unwelcome sexual advances, requests
for sexual favors, and other verbal, visual, or physical conduct of a sexual nature, made by
someone from or in the workplace or in the educational setting, and includes but is not limited
to:

1) Making unsolicited written, verbal, physical, and/or visual contacts with sexual
overtones. (Examples of sexual harassment which appear in a written form include,
but are not limited to: suggestive or obscene letters, notes, and invitations.
Examples of verbal and visual sexual harassment include, but are not limited to:
leering, gestures, display of sexually aggressive objects or pictures, cartoons, or
posters.)

2) Continuing to express sexual interest after being informed that the interest is
unwelcome.

3) Making reprisals, threats of reprisal, or implied threats of reprisal following a rebuff of
harassing behavior. The following are examples of this type of sexual harassment
within the work place or educational setting: implying or actually withholding grades
earned or deserved; suggesting a poor performance evaluation will be prepared; or
suggesting a scholarship recommendation or college application will be denied.

4) Engaging in explicit or implicit coercive sexual behavior within the work environment
which is used to control, influence, or affect the employee’s career, salary, and/or
work environment.

5) Engaging in explicit or implicit coercive sexual behavior within the educational
environment that is used to control, influence, or affect the educational opportunities,
grades, and/or learning environment of a student.

6) Offering favors or educational or employment benefits, such as grades or
promotions, favorable performance evaluations, favorable assignments, favorable
duties or shifts, recommendations, reclassifications, etc., in exchange for sexual
favors.

Sexually harassing conduct can occur between people of the same or different genders. The
standard for determining whether conduct constitutes sexual harassment is whether a reasonable
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person of the same gender as the victim would perceive the conduct as sufficiently offensive to
negatively impact the academic or work environment.

Education Code Sections 212.5, 66281.5

California Code of Regulations, Title 5, 59311, 59320

Revised Sexual Harassment Guidance: Harassment of Students by School Employees,
Other Students, or Third Parties Title 1X, Office of Civil Rights

Title VII, Civil Rights Act of 1964, 42 U.S.C.A. Section 2000e

Responsible District Officer

The Contra Costa Community College District has identified the Chief Human Resources Officer as
the single District officer responsible for receiving unlawful discrimination complaints filed pursuant to
section 59328 and coordinating their investigation. The actual investigation of complaints may be
assigned to other staff or to outside persons or organizations under contract with the District. Such
delegation procedures will be used whenever the officer designated to receive complaints is named in
the complaint or is implicated by the allegations in the complaint.

California Code of Regulations, Title 5, 59324; 34 C.F.R. 106.8
Filing a Complaint

An individual who believes he/she has been unlawfully discriminated against or unlawfully harassed in
violation of this procedure in any program or activity that is funded directly by, or that receives any
financial assistance from, the Chancellor or Board of Governors of the California Community Colleges
may, in those complaints not involving employment, initiate a complaint as soon as possible, but at
least within one year of the date of the alleged harassment or the date on which the complainant knew
or should have known of the facts underlying the complaint. In complaints involving employment, the
complainant must initiate a complaint as soon as possible, but at least within 180 days of the date of
the alleged unlawful discrimination or unlawful harassment, or 90 days after expiration of the 180 days
if the complainant first obtained knowledge of the facts of the alleged violation after the 180 days
expired.

If a complainant decides to file a formal written complaint, he or she should file the complaint on the
approved form available from District Human Resources Website or the Student Services Office at the
colleges. The completed form must be filed in the District Human Resources Office, Employee
Relations Unit. For complaints filed under federal civil rights laws, the complainant does not have to
allege that he or she personally suffered unlawful discrimination.

The individual or individuals that allegedly engaged in the prohibited conduct should be advised on
the charges against them at the earliest possible time.

California Code of Regulations, Title 5, 59328
Importance of Filing a Timely Complaint

Since failure to report harassment and discrimination impedes the District's ability to stop the
behavior, the District strongly encourages employees and students who believe they are being
unlawfully harassed to file a complaint promptly. The District also strongly encourages the filing of
such complaints within 30 days of the alleged incident. While all complaints are taken seriously and
will be investigated promptly, delay in filing impedes the District’s ability to investigate and remediate.
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All supervisors and managers have a mandatory duty to report incidents of unlawful harassment, the
existence of a hostile, offensive or intimidating work environment, and acts of retaliation and/or
discrimination.

Importance of Communicating that the Conduct is Unwelcome

The District further encourages students and staff, where appropriate, to let the offending person
know immediately and firmly that the conduct or behavior is unwelcome, offensive, in poor taste
and/or inappropriate.

Informal/Formal Complaint Procedure?

When a person brings charges of unlawful discrimination or unlawful harassment to the attention of
the District’s responsible officer or designee, that officer will;

Undertake efforts to informally resolve the charges;

Provide the complainant with a copy of this procedure.

Advise the complainant that he or she need not participate in informal resolution;

Notify the person bringing the charges of his or her right to file a formal complaint and explain

the procedure for filing a formal complaint; and

e. Advise the complainant that he or she may file a complaint with the Office of Civil Rights of
the U.S. Department of Education (OCR).

f. If the complaint is employment-related, the complainant should also be advised that he or she

may file a complaint with the Department of Fair Employment and Housing (DFEH).

aoow

Efforts at informal resolution need not include any investigation unless the responsible District officer
determines that an investigation is warranted by the seriousness of the charges. Efforts at informal
resolution may continue after the filing of a formal written complaint, but after a complaint is filed an
investigation is required to be conducted pursuant to Section 59334 and will be completed unless the
matter is informally resolved and the complainant dismisses the complaint. Any efforts at informal
resolution after the filing of a written complaint will not exceed the 90-day period for rendering the
administrative determination pursuant to Section 59336.

Both parties should be advised that they may be accompanied by a representative throughout the
unlawful discrimination/sexual harassment complaint process.

California Code of Regulations, Title 5, 59327, 59334, 59336
California Code of Regulations, Title 5, 59328

1  The purpose of the informal resolution process is to allow an individual who believes she/he has been unlawfully
discriminated against or sexually harassed to resolve the issue through a mediation process rather than the formal
complaint process. Typically, the informal process will be invoked when there is a simple misunderstanding or the
complainant does not wish to file a formal complaint. Resolution of an informal complaint may require nothing more than
a clarification of the misunderstanding or an apology from the respondent and an assurance that the offending behavior
will cease. The district officer should advise the complainant of his or her rights and responsibilities under both the formal
and informal processes. If the complainant declares his or her preference for the informal process, the responsible
district officer should present the complainant with a document that describes the informal/formal process that contains
the basics of complainant’s allegations of unlawful discrimination. This document should clearly indicate that the
complainant opted for the informal resolution process and should be signed and dated by the complainant. The informal
resolution process will not be made a predicate to the process and investigation of a formal complaint. If a complaint is
filed, an investigation must be completed within the time required unless it is voluntarily rescinded by a complainant as a
result of a successful informal resolution.
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Investigation upon Filing of a Formal Written Complaint

When a formal written complaint is filed an investigation will be initiated if the complaint meets the
following requirements:

a. The complaint must allege unlawful discrimination or unlawful harassment prohibited under
Section 59300.
b. The complaint must be filed by one who alleges that he or she has personally suffered

unlawful discrimination/harassment or by one who has learned of such unlawful
discrimination/harassment.

C. The complaint must be filed within one year of the date of the alleged unlawful discrimination
or within one year of the date on which the complainant knew or should have known of the
facts underlying the allegation of unlawful discrimination or harassment.

d. In complaints involving employment, the complaint must be filed within 180 days of the date
of the alleged unlawful discrimination or unlawful harassment, or 90 days after expiration of
the 180 days if the complainant first obtained knowledge of the facts of the alleged violation
after the 180 days expired.

Defective complaints will be immediately returned to the complainant with a complete explanation of
why an investigation could not be initiated under Title 5, California Code of Regulations, Section
59300 et seq.

The District shall promptly investigate every complaint of unlawful discrimination or unlawful
harassment. No claim of workplace or academic discrimination or harassment shall remain
unexamined. The District will fairly and objectively investigate unlawful discrimination/harassment
complaints utilizing the following steps: interviewing the complainant(s), interviewing the alleged
harasser(s); identifying and interviewing witnesses, if any; reminding all individuals interviewed of the
District’s no-retaliation policy; considering whether any involved person should be removed from the
location pending completion of the investigation; reviewing personnel/academic files of the involved
parties and other relevant documentation; reaching a conclusion as to the allegations and any
appropriate disciplinary and remedial action; and ensuring that all recommended action is carried out
in a timely fashion.

All employees are expected to cooperate with a District investigation into allegations of unlawful
discrimination or unlawful harassment. Lack of cooperation impedes the ability of the District to
investigate thoroughly and respond effectively. However, lack of cooperation by a complainant or
witnesses does not relieve the District of its obligation to investigate. The District will conduct an
investigation if it is discovered that unlawful discrimination or unlawful harassment is, or may be
occurring, with or without the cooperation of the alleged victim(s) and regardless of whether a
complaint is filed.

California Code of Regulations, Title 5, 59328
Investigation Guidelines
A student or employee who complains of sexual harassment will not be required to work out the
problem directly with the alleged harasser, and certainly not without appropriate involvement of the

Chief Human Resources Officer.

Revised Sexual Harassment Guidance: Harassment of Students by School Employees,
Other Students, or Third Parties, Title IX, Office of Civil Rights
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Notice to Chancellor or District

Immediately upon receiving a complaint filed in accordance with the regulations, the District will
forward a copy of the formal complaint to the State Chancellor's Office. Similarly, when the State
Chancellor's Office receives a complaint filed in accordance with the regulations a copy will be
forwarded to the District.

California Code of Regulations, Title 5, 59330
Complainant’s Right to Confidentiality

The District should inform the complainant that if he or she requests that their name not be revealed it
may limit the District’s ability to respond. The District should inform the complainant that the law
protects them against retaliation for filing an unlawful discrimination or unlawful harassment complaint.
If the complainant insists that his or her name should not be revealed, the District should take all
reasonable steps to investigate and respond to the complaint consistent with the complainant’s
request as long as doing so does not jeopardize the rights of other students and employees. The
District will keep the investigation confidential to the extent possible, but cannot guarantee absolute
confidentiality because release of some information on a “need-to-know-basis” is essential to a
thorough investigation.

Revised Sexual Harassment Guidance: Harassment of Students by School Employees,
Other Students, or Third Parties, Title IX, Office of Civil Rights

Right to Privacy

If an employee or student is disciplined or dismissed as a result of an unlawful discrimination or
unlawful harassment charge, Education Code Section 87740 requires that confidentiality be
maintained as to the discipline or dismissal and the reasons therefore. In a disciplinary action for a
sexual assault/physical abuse charge, Education Code Section 76234 provides that the victim shall be
informed of the results of the disciplinary action within three days, but further states that the victim
shall keep that information confidential. In addition, an individual’'s right to privacy is not only
protected by the laws of the state, but is deemed an inalienable right under Article I, Section 1 of the
California Constitution. Therefore, it is the policy of the Contra Costa Community College District that
persons provided with protected information in conjunction with an unlawful discrimination or unlawful
harassment complaint may be required to sign a confidentiality agreement.?

California Const. Art. [;
Education Code 76234, 87740

In cases of severe discipline, such as suspension or termination, the complainant would in all likelihood be required
to testify at a hearing on the subject, and would therefore be aware of the proposed discipline. In the less severe
cases, however, it is incumbent on the district to advise the complainant of the seriousness of the privacy issue. In
cases of severe discipline, such as suspension or termination, the complainant would in all likelihood be required to
testify at a hearing on the subject, and would therefore be aware of the proposed discipline. In the less severe the
complainant should be able to trust the district to take appropriate action and understand that the district is not at
liberty to discuss personnel matters. If a disclosure is made to the accuser, a district should require that the accuser
keep the information confidential, otherwise the district exposes itself to possible litigation.
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Administrative Determination

Within ninety (90) days of receiving an unlawful discrimination or unlawful harassment complaint filed
under Title 5, sections 59300 et seq., the District will complete its investigation and forward a copy of
the investigative report to the State Chancellor, a copy or summary of the report to the complainant,
and written notice setting forth all the following to both the complainant and the Chancellor:

a. The determination of the chief executive officer or his/her designee as to whether
discrimination or harassment did or did not occur with respect to each allegation in the
complaint;

b. A description of actions taken, if any, to prevent similar problems from occurring in the
future;3

C. The proposed resolution of the complaint; and

d. The complainant's right to appeal to the District Governing Board and the State
Chancellor.

For complaints filed under federal civil rights laws, the administrative determination will be made
based on a preponderance of the evidence standard.

California Code of Regulations, Title 5, 59336
Complainant’s Appeal Rights

Complainants have appeal rights that they may exercise if they are not satisfied with the results of the
District’'s administrative determination. At the time the administrative determination and summary is
mailed to the complainant the District will notify the complainant of his or her appeal rights as follows:

a. First level of appeal: The complainant has the right to file an appeal to the District's
Governing Board within 15 days from the date of the administrative determination. The
District's Governing Board will review the original complaint, the investigative report, the
administrative determination, and the appeal.

b. The District’'s Governing Board will issue a final District decision in the matter within 45 days
after receiving the appeal. Or, the District's Governing Board may elect to take no action
within 45 days, in which case the original decision in the administrative determination will be
deemed to be affirmed and shall become the final District decision in the matter. A copy of
the final decision rendered by the District's Governing Board will be forwarded to the
complainant, the respondent and to the State Chancellor's Office.

C. Second level of appeal: The complainant has the right to file an appeal with the California
Community College Chancellor’'s Office in any case not involving employment related
discrimination within 30 days from the date that the Governing Board issues the final District
decision or permits the administrative determination to become final by taking no action within
45 days.*

If it is determined that discrimination did occur, possible remedies to prevent similar problems from occurring in the
future include all the standard district disciplinary actions for students and employees, ranging from undocumented
reprimand to termination or expulsion. If formal disciplinary action is inappropriate, other possible remedies include,
training in the pertinent area(s) of unlawful discrimination, apology, and restricting or forbidding contact between the
perpetrator and victim.

The Department of Fair Employment and Housing (DFEH) has final jurisdiction over employment-related cases.
Therefore, the State Chancellor's Office has agreed to accept DFEH decisions and generally will not accept appeals
in employment discrimination cases. However, in limited circumstances the State Chancellor's Office will intervene,
such as when intervention might bring about a resolution at the informal level or when some unique aspect of
community college governance is at issue and the expertise of the State Chancellor's Office is needed.
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d. In any case involving employment discrimination the complainant may at any time before or
after the final District decision is rendered file a complaint with the Department of Fair
Employment and Housing (DFEH). In addition, the complainant may file a petition for review
with the Chancellor within thirty (30) days of the Board’s final disposition of the complaint.
The Chancellor shall have discretion to accept or reject any such petition for review.

Complainants must submit all appeals in writing.
California Code of Regulations, Title 5, 59338, 59339
Forward to Chancellor

Within 150 days of receiving a complaint, the District will forward the following to the Chancellor:

a. A copy of the original complaint, the investigative report, a copy of the written notice to the
complainant setting forth the results of the investigation and the final District decision
rendered by the District’'s Governing Board or a statement indicating the date on which the
administrative determination became final as a result of taking no action on the appeal within
45 days.

b. A copy of the notice of appeal rights the District sent the complainant.

C. Any other information the Chancellor may require.

California Code of Regulations, Title 5, 59338, 59340
Extensions

If for reasons beyond its control, the District is unable to comply with the 90-day or 150-day deadlines
specified above for submission of materials to the complainant and the State Chancellor's Office, the
District will file a written request that the Chancellor grant an extension of the deadline. The request
will be submitted no later than 10 days prior to the expiration of the deadlines established by Title 5 in
sections 59336 and/or 59340 and will set forth the reasons for the request and the date by which the
District expects to be able to submit the required materials.

A copy of the request for an extension will be sent to the complainant who may file written objections
with the Chancellor within five (5) days of receipt.

The Chancellor may grant the request unless delay would be prejudicial to the complainant. If the
Chancellor grants an extension of the 90-day deadline the 150-day deadline is automatically extended
by an equal amount.

California Code of Regulations, Title 5, 59342
Record Retention
Unlawful discrimination records that are part of an employee’s employment records may be classified
as Class-1 permanent records and retained indefinitely or microfilmed in accordance with Title 5,
California Code of Regulations, Section 59022. Unlawful discrimination records of a student that are
deemed worthy of preservation but not classified as Class-1 permanent may be classified as Class-2
optional records or as Class-3 disposable records, to be retained for a period of three years.

California Code of Regulations, Title 5, 59020

Historical Annotation: Related Board Policies:
Adopted 3/5/02 Board Policy 2001, 2002
Revised 5/6/03

Second Revision 6/21/05 Related Procedures:
Third Revision 11/24/09 Management, Supervisory and Confidential Employees Personnel Manual 2.2
Fourth Revision 10/23/12

Fifth Revision 11/26/13

Sixth Revision 7/14/15
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Management, Supervisory, and Confidential Employees Personnel Manual Section 2.0

21

2.2

EQUAL OPPORTUNITY

Equal Employment Opportunity. The Governing Board and the District's management,
supervisory, and confidential employees are committed to the concept of equal employment
opportunity in recruitment, selection, promotion, transfer, evaluation, reclassification, and
employee training and development. The commitment applies also to the administration of all
personnel actions as compensation, benefits, transfer, layoffs, and return from layoffs.

Discrimination and Harassment. No person employed or seeking employment shall be
unlawfully subjected to harassment, discrimination or denied full and equal access to, or the
benefits of, District programs or activities on the basis of ethnic group identification, race, color,
ancestry, religion, marital status, sex, national origin, gender or within the limits imposed by law or
District regulations because of age, sexual orientation, physical or mental disability, medical
condition, veteran status, parental status, citizenship or because s/he is perceived to have one or
more of these characteristics.

2.2.1 The District will investigate and take appropriate measures, in accordance with the law, to
ensure that unlawful discrimination and harassment does not occur.

Historical Annotation: Related Board Policies:
Adopted 1/28/04 MSC 2.0 - Board Policy 2001, 2052

MSC 2.2 - Board Policy 2002, 2052

Related Procedures:
MSC 2.0 - Human Resources Procedure 1010.01
MSC 2.2 - Human Resources Procedure 1040.07
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6.4.3 Hiring: Refer to Uniform Selection Guide to See Entire Hiring Policy. District
Human Resources shall provide support for all full-time faculty recruitments.
Support will include, but will not be limited to:

1. Conducting initial paper-screening of all applicants for minimum qualifications.
Applications will be sorted into three groups: those that meet minimum
gualifications; those that do not meet minimum qualifications; and those that
might meet minimum qualifications (or might meet equivalency standards). All
three groups of applications will be forwarded to the paper-screening committee.

2. Handling and investigating all complaints related to recruitment initiated by an
applicant, committee member, or anyone involved in the recruitment process.

6.4.3.1 The paper screening committee for faculty shall be selected according
to department regulations and shall consist of no less than two (2)
regular faculty members, or, if necessary, one regular and one
contract Il faculty member. One hourly rate (part-time) instructor shall
be guaranteed a screening interview for a full-time faculty position for
which he/she meets the minimum qualifications. The applicant to be
interviewed shall be determined through the established paper
screening process.

6.4.3.2 Faculty shall participate in the screening of applications and in the
screening interview of such classified employees as serve in a direct
relationship to the instruction or student service program or fall under
a department where such screening is not in conflict with contract
provisions of the classified units.

6.4.3.3  An interviewing team shall be selected according to department
regulations and shall consist of no less than two (2) and no more than
five (5) regular faculty members and a voting manager proposed from
a panel of two to three academic administrators from that college.
The panel shall be chosen and submitted by the department and
agreed to by the college president. If a department is three or less
full-time tenured faculty, the faculty in the division shall select the
panel of administrators. The same team shall interview all of the
candidates who are invited to come to the college.

6.4.3.3.1 Where a department has one (1) position authorized to it, the
interviewing committee used in filling such position shall be chosen by
the Faculty Senate President in consultation with the division
chairperson and Dean. Such committee shall consist of no less than
two (2) and no more than five (5) regular faculty members plus the
division chairperson who serves as a voting member.

6.4.3.3.2 Where a department has two (2) positions authorized to it and one (1)
of those positions is to be filled, the interviewing committee used in
filling it shall be jointly chosen by the remaining faculty member and
the Faculty Senate President in consultation with the division
chairperson and Dean. The committee shall consist of no less than
two (2) and no more than five (5) regular faculty members plus the
division chairperson who serves as a voting member.

Agreement Between Contra Costa Community College District and the United Faculty 2019-2022 Page: 14




6.4.4

6.4.5

1. Each department shall develop instruments for
the rating of the candidates. Such instruments
shall be the property of the District.

2. Such instruments and/or questions shall be
reviewed and approved by the District. If the
District does not approve the department’s rating
instruments, the District shall consult with the
department to resolve the differences. Personal
notes and/or information placed on the official
rating sheets shall remain the property of the
District.

3. Any and all personal notes and/or information
developed by individual team members shall
remain the property of the team member.

4.  The interviewing team shall recommend at least
two (2), preferably three-five (3-5), of the best
gualified applicants, without indicating any
preferences, for consideration by management.
After management interviews the referred
applicants, management shall meet with the
interviewing faculty team to discuss the ranking of
the candidates and the president's proposed
recommendation to the Chancellor and the
Governing Board.

5.  Management shall make the final selection based
upon the recommendations of the interviewing
team, and its own evaluation. If the college
president and the interview team do not reach
agreement regarding the candidate interviewed
under this procedure, both recommendations
shall be forwarded to the Chancellor for a final
recommendation to the Governing Board.

6. With the concurrence of the appropriate
department these hiring procedures may be
waived for part-time temporary faculty
employees.

7. Faculty may be invited to participate in the
selection of management personnel at the
discretion of the Chancellor, or his designee.

Staffing: Faculty in departments can make recommendations through the
division chairperson on such matters as staffing needs, enrollment trends, use of
part-time staff, and affirmative action programs.

Curriculum:  Following  department  procedures, faculty can make
recommendations for new courses or curriculum changes to the appropriate
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ARTICLE 11

JOB OPENINGS

111

11.2

11.3

114

PROBATIONARY EMPLOYEES' RIGHTS UNDER THIS ARTICLE: Employees newly hired in

the District in probationary positions will not be eligible for promotion until they have gained
permanency in the classification, unless approved by the Chief Human Resources Officer or
designee.

1111

Probationary employees shall not be eligible to exercise their seniority rights under
Article 11 unless they have a current satisfactory evaluation and/or an absence of
negative documentation in their personnel file, as defined in Article 15 — Personnel
Files, they have been in the position at least three months, and the Chief Human
Resources Officer or designee has agreed. In this circumstance, an employee shall
have an additional three (3) months of probation added to his/her probationary period,
so long as the total length of probation does not exceed one (1) year.

DEFINITION OF TRANSFER: A movement of the employee within the same campus or from

one campus or the District Office to another within the same classification.

INVOLUNTARY TRANSFERS: When a transfer is required because of lack of work, lack of

funds, abolishment of position, or District efficiency, the District shall:

11.31

11.3.2

11.3.3

Request and consider volunteers within the classification for such transfer first.

Where there are no volunteers, the transfer shall be based on the least seniority within
the classification.

Where any such transfer would cause a reduction in the number of hours worked per
week or months per year, the provisions of Article 13 — Layoff and Reemployment shall

apply.

VOLUNTARY TRANSFERS: The following provisions shall apply to all voluntary transfers.

114.1

11.4.2

Submission of Transfer Request: Notices of vacant positions shall be posted via email
at least five working days prior to recruitment. Employees in the vacant position
classification shall have five working days from the time of posting to submit a request
to transfer to District Human Resources. Employees submitting a transfer request will
be considered for eligibility in seniority order. Where two or more eligible employees
have the same seniority within the classification, the seniority preference shall be
determined by lot in the presence of a Union representative, if requested.

Transfer by Seniority: The most senior willing, available and able transfer candidate
on the eligibility list shall, if requested by the hiring supervisor or the employee, meet
with the supervisor to tour the facility, review the desirable qualifications, discuss the
vacant position, and the supervisor's expectations for the employee. After the
interview, assuming one is held, the transfer candidate shall notify District Human
Resources as to whether or not he/she is accepting the position. If the transfer
candidate accepts the position, the transfer candidate’s current immediate supervisor
and the receiving supervisor shall work out the effective date of the transfer not to
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11.4.3

1144

exceed fifteen (15) working days after the transfer is accepted, unless mutually agreed
to by all parties. If the senior willing, available and able transfer candidate does not
accept the position, the next senior willing, available and able transfer candidate on the
eligibility list shall be contacted and the process noted in this section shall be repeated
until the position is filled or no transfer candidates are left on the eligibility list.

Transfer Candidate Return Rights: A transfer candidate who accepts a transfer and
subsequently begins employment in the new position shall have the right to return to
the position that the employee held immediately before moving into the new position
for a maximum period of fifteen (15) work days.

Transfer Candidate Evaluation Period: A transfer candidate who accepts a transfer
and subsequently begins employment in the new position shall be subject to review by
his/her immediate supervisor once prior to the 15" working day, and again prior to the
30" working day by the employee in the new position. If the supervisor rejects the
employee during this thirty (30) work day period, the employee shall have the right to
return to the position that the employee held immediately before moving into the new
position. During this thirty (30) working day period, the employee and supervisor will
meet to discuss the performance of the employee and to provide advice and
assistance if needed.

11,5 JOB OPENINGS — NON-TRANSFER OPPORTUNITIES: The following provisions shall apply

to all unit openings that are not filled through voluntary transfer pursuant to Section 11.4.

1151

11.5.2

Determination of Recruitment Type: The District is committed to providing promotional
opportunities where appropriate for all qualified District employees. District Human
Resources shall determine if a vacancy shall be filled from an existing eligibility list, a
new promotional eligibility list (internal candidates only), or an open eligibility list
(internal and external candidates). After considering existing eligibility lists, the first
priority shall be filling a vacancy through an internal recruitment (if applicable state
laws and regulations permit it). If District Human Resources decides to conduct an
open recruitment, and three internal ranks of willing, available and able employees are
successful in making the eligibility list, the employees shall be placed on a separate
internal list and this list shall have priority over the open list until it falls below three
ranks of willing, available and able employees. At that point, any remaining employees
shall be merged with the open list and given appropriate seniority points.

Internal Recruitment: If it is determined that an internal recruitment is appropriate and
that applicable state laws and regulations permit it, the District shall post the
recruitment for a minimum of ten (10) working days. During this time, internal
applicants who are not on probation may apply.

11.5.2.1 District Human Resources shall review all completed applications submitted
by the deadline. Those candidates meeting the minimum qualifications shall
proceed to the various employment test segments of the recruitment.

11.5.2.2 Successful candidates shall be ranked by District Human Resources based
on performance on the various test segments. Final scores shall be based
on a 100-point scale, with final scores rounded to the nearest whole
number.

11.5.2.3 The top three ranks of candidates willing, available and able shall be
forwarded to the hiring authority for a final interview. Ranks shall be
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11.5.24

11.5.25

11.5.2.6

determined in two percentage point bandwidths. The hiring authority shall
interview the eligible candidates certified by District Human Resources and
make a recommendation as to which candidate(s) to hire.

After District Human Resources approves the recommendation, the
approved candidate shall be offered the position. If the approved candidate
declines the offer, the hiring authority can recommend another candidate
already interviewed by him/her. In the alternative, if the pool of interviewed
candidates has now fallen below three ranks of willing, available and able
candidates due to the candidate declining, the hiring authority can interview
the next rank of eligible candidates willing and able to take the position. As
a final alternative, if candidate’s declining results in the total eligibility list
falling below three ranks of willing, available and able candidates, the hiring
authority can request a new recruitment from District Human Resources.

If an eligibility list falls below three ranks of eligibles who are willing,
available and able, the hiring authority may choose to interview or choose
not to interview. If the hiring authority interviews, he/she is not required to
accept any of the candidates and can request that District Human
Resources initiate a new recruitment. If the hiring authority chooses not to
interview, he/she can request that District Human Resources initiate a new
recruitment.

Any eligibility list resulting from an internal recruitment shall be valid for a
minimum of three (3) months and a maximum of one (1) year from the date
approved by District Human Resources. An internal eligibility list may be
extended by up to an additional twelve (12) months with the approval of the
Chief Human Resources Officer or designee. Internal eligibility lists may be
used to fill vacancies within that classification. In the alternative, District
Human Resources can determine to not use an existing list and can begin a
new recruitment process.

Open Recruitment: If it is determined that an open recruitment is appropriate, the

District shall post the recruitment for a minimum of ten (10) working days and may
include “or until filled.” During this time, internal applicants who are not on probation
may apply as well as outside applicants.

11.5.3.1

11.5.3.2

District Human Resources shall review all completed applications submitted
by the deadline. Those candidates meeting the minimum qualifications shall
proceed to the various employment test segments of the recruitment.

The Screening interview Committee will rate applicants on a 100-point
scale, with scores rounded to the nearest whole number. The committee
will forward the top candidates to the final interview. If less than three
candidates are forwarded to the final interview, the screening committee will
provide written documentation as to why at least three candidates were not
forwarded. In addition, internal candidates shall have added to their
screening interview scores one point for every two full years of regular
service with the District, up to a maximum of seven (7) points. With the
addition of seniority points, internal candidates who have screening
interview scores at least as high as the lowest score among candidates
forwarded by the screening committee will be added to the list of final
interview candidates. Final interviews with less than three candidates may
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be allowed upon review and approval of the Chief Human Resources
Officer or designee.

11.5.3.3 The hiring authority shall interview the eligible candidates certified by
District Human Resources and make a recommendation as to which
candidate(s) to hire.

11.5.3.4 After District Human Resources approves the recommendation, the
approved candidate shall be offered the position. If the approved candidate
declines the offer, the hiring authority can recommend another candidate
already interviewed by him/her. In the alternative, if the pool of interviewed
candidates has now fallen below three candidates, the hiring authority can
request a new recruitment from District Human Resources.

11.5.3.5 If an eligibility list falls below three candidates the hiring authority may
choose to interview or choose not to interview. If the hiring authority
interviews, he/she is not required to accept any of the candidates and can
request that District Human Resources initiate a new recruitment. If the
hiring authority chooses not to interview, he/she can request that District
Human Resources initiate a new recruitment.

11.5.3.6 Any eligibility list resulting from an open recruitment shall be valid for a
minimum of three (3) months and a maximum of one (1) year from the date
approved by District Human Resources. An open eligibility list may be
extended by up to an additional twelve (12) months with the approval of the
Chief Human Resources Officer or designee. Open eligibility lists may be
used to fill vacancies within that classification. In the alternative, District
Human Resources can determine to not use an existing list and can begin a
new recruitment process.

11.6 INTERNAL CANDIDATE WHO MOVES TO ANOTHER CLASSIFICATION: A permanent
employee who acquires probationary status as the result of a job opening/promotion, shall retain
permanent status in his/her former position classification until completion of the probationary
period in the new classification. If not successful, the employee shall revert to his/her former
classification with all rights and privileges.

11.7 RECRUITMENT POSTINGS: Notices of internal and open recruitments shall be published and
distributed to Local 1, all sites, all divisions and departments and posted on appropriate bulletin
boards. Notices shall contain at least a statement of minimum qualifications, desirable
gualifications (if any), general job description, salary and deadline date for applying.

11.8 SCREENING MEASURES: The various screening measures used by the District to determine
gualifications of candidates and the relative rankings of candidates who successfully make it
onto an eligibility list shall be job related.

11.9 POLICE SERVICES OFFICERS EXCEPTIONS: Police Services Officers are not covered by
Sections 11.2 and 11.4, but rather are covered by the provisions of Section 17.6.

11.10 CAREER PLANNING AND UPWARD MOBILITY PROGRAM: The District and the Union are
committed to encouraging employees to seek their career paths within the District. The parties
agree that it is important for employees to have opportunities to develop and enhance their
skills. The following resources are available for employees to access in their resolve to enhance
their skills, provide opportunity for promotion, and to keep abreast of the techniques, technology
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11.11

11.12

and equipment that are essential to maintain the best qualified workforce: career development
programs, upward mobility programs and in-service training opportunities. A copy of the
Classified Career Planning and Upward Mobility program is attached for information as
Appendix C. Eligibility for the program shall be as follows:

11.10.1  All permanent classified employees represented by the Union are eligible to enter the
Career Development Program.

11.10.2 Employees must have a Development Plan facilitated by the District Human
Resources Office.

11.10.3 Some sources of funding to facilitate education: Staff Development, C.E.E.P., Local
One Educational Incentive Program, District Tuition Reimbursement. Employees
must refer to each source for funding guidelines.

TRAINING: It is the responsibility of management to provide employment orientation to
employees newly hired in a position, to provide direction to the workforce concerning the
methods and means of operations, and to provide ad hoc indoctrination/training when a
technological change directly affects the skills or duties of a position, classification or
classifications. The District shall endeavor to insure that equal opportunities for training shall be
provided.

FLEX CLASSIFICATIONS AND ADVANCEMENT: The Flex Advancement process is designed
specifically for advancement from a trainee to a level | to a level Il position within the same job
title, provided that the primary difference between the respective job qualifications is years of
work experience (e.g. custodian | to custodian Il, technician trainee to technician). The classes
of Assistant Book Buyer and Secretary meet the definition as level | or trainee and are eligible
for flex advancement. Other flex classifications not specifically outlined above may be mutually
agreed to by the District and Local 1.

Advancement to higher level positions in which the most significant difference between the
respective positions is level of skill or responsibility should be done through the reclassification
process (e.g. “Assistant II” to “Senior Assistant”).

11.12.1  Flexing to a Higher Classification: Employees in the classification series noted above
may request advancement to the next higher classification level during the month in
which they become eligible by submitting a written request to their department
supervisor. If the employee meets the criteria for advancement, the request shall be
forwarded to District Human Resources.

11.12.1.1 Employees must meet the minimum qualifications for the higher
classification as described in the classification description, must have
occupied the lower level of a flex classification series as a regular
employee, for a minimum of two (2) years immediately preceding the
requested promotion and must have at least an overall satisfactory
rating on their last performance evaluation.

11.12.1.2 Departments recommending an eligible employee for promotion under
the flex classification procedures, shall submit a written request for
advancement to District Human Resources.

11.12.1.3 The effective date for the employee's advancement to the higher
classification is the first day of the month following the date on which the
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eligible employee requested to be flexed up. District shall provide a
response to request for flex advancement within 60 days.

11.13 EDUCATIONAL INCENTIVES: As part of the District’s commitment to enhance the knowledge,

skills, abilities and opportunities for promotion of its classified employees, the District offers the
following programs:

11.13.1

11.13.2

Tuition Reimbursement For CCCCD Classes: The District will reimburse employees
for tuition paid for any credit or non-credit classes offered by the District. In order to
be eligible for reimbursement, the employee must complete the course with a grade
of at least a “C” (or pass if a pass/fail score). Any release time necessary to take any
classes during work time must require the approval of the immediate supervisor. The
employee must make up any release time.

Educational Stipend: Effective July 1, 2001, the District will provide an educational
stipend for those employees who possess an earned college degree in excess of the
educational level required in the minimum requirements in the adopted classification
specification for their regularly assigned classification. In order to be eligible for this
stipend, the employee must possess at least an earned BA/BS from an accredited
college or university. The stipend for 2001-2002 is $1125 per year.
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Attachment 12

CONTRA COSTA COMMUNITY COLLEGE DISTRICT
EQUAL EMPLOYMENT OPPORTUNITY PLAN
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Equal Employment Opportunity Plan

2

INTRODUCTION

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

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

Reference: Title 5, § 53001 (a)(l)

A.
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Adverse Impact: means a statistical measure (such as those outlined in the EEO Commission’s
Uniform Guidelines on Employee Selection Procedures) that is applied to the effects of a
selection procedure and demonstrates a disproportionate negative impact on any group
protected from discrimination pursuant to Government Code, Section 12940. A disparity
identified in a given selection process will not be considered to constitute adverse impact if the
numbers involved are too small to permit a meaningful comparison.

Diversity: means a condition of broad inclusion in an employment environment that offers
equality and respect for all persons. It requires both the presence, and the respectful treatment,
of individuals from a wide range of ethnic, racial, age, national origin, religious, gender, sexual
orientation, disability and socio-economic backgrounds. The District recognizes that diversity in
an academic environment promotes academic excellence; fosters cultural, racial and human
understanding; provides positive role models for all students; and creates an inclusive and
supportive educational and work environment for students, employees, and the community.

Equal Employment Opportunity: means that all qualified individuals have a full and fair
opportunity to compete for hiring and promotion and to enjoy the benefits of employment with
the District. Equal employment opportunity should exist at all levels in the seven job categories
which include executive/administrative/managerial, faculty and other instructional staff,
professional non-faculty, secretarial/clerical, technical and paraprofessional, skilled crafts, and
service and maintenance. Equal employment opportunity also involves:
a. identifying and eliminating barriers to employment that are not job related; and
b. creating an environment which fosters cooperation, acceptance, democracy, and free
expression of ideas and is welcoming to men and women, persons with disabilities, and
individuals from all ethnic and other groups protected from discrimination pursuant to
Government Code, Section 12940.

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

Equal Employment Opportunity Programs: all the various methods by which equal employment
opportunity is ensured. Such methods include, but are not limited to, using nondiscriminatory
employment practices, actively recruiting, monitoring and taking additional steps consistent
with the requirements of Title 5, Section 53006.

Ethnic Group Identification: means an individual’s identification in one or more of the ethnic
groups reported to the State Chancellor pursuant to Title 5, Section 53004. These groups shall
be more specifically defined by the State Chancellor consistent with state and federal law.
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In-house or Promotional Only Hiring: means that only existing District employees are allowed
to apply for a position.

Latino: replaces the term Hispanic in this Plan. This Plan recognizes that the state, county and
District traditionally use Hispanic as a demographic term.

Monitored Group: means those groups identified in Title 5, Section 53004(b) for which
monitoring and reporting is required pursuant to Title 5, Section 53004(a). Monitored groups
are men, women, American Indians or Alaskan Natives, Asians or Pacific Islanders, African-
Americans, Latinos, Whites, and persons with disabilities.

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

Reasonable Accommodation: the efforts made on the part of the District in compliance with
Government Code, Section 12926.

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

. Significantly Underrepresented Group: any monitored group for which the percentage of

persons from that group employed by the District in any job category listed in Title 5, Section
53004(a) is below eighty percent (80%) of the projected representation for that group in the job
category in question.



4 PoLICY STATEMENTS

Reference: Board Policy 2052, Equal Employment Opportunity; Board Policy 2001, Nondiscrimination
Policy; Board Policy 2059, Diversity

The District is committed to the principles of equal employment opportunity and will implement a
comprehensive program to put those principles into practice. It is the District’s policy to ensure that
all qualified applicants for employment and employees have full and equal access to employment
opportunity and are not subjected to discrimination in any program or activity of the District on the
basis of ethnic group identity, race, color, ancestry, religion, marital status, sex, national origin,
gender, gender identity, gender expression, age, sexual orientation, physical or mental disability,
medical condition, genetic information, veteran status, parental status, citizenship or because an
individual is perceived to have one or more of these characteristics or based on association with a
person or group with one or more of these actual or perceived characteristics. The District will
strive to achieve a workforce that is welcoming to everyone, including all genders, persons with
disabilities and individuals from all ethnic and other groups to ensure the District provides an
inclusive educational and employment environment. Such an environment fosters cooperation,
acceptance, democracy and free expression of ideas. An Equal Employment Opportunity Plan will
be maintained to ensure the implementation of equal employment opportunity principles that
conform to federal and state laws and can be found in its entirety on the District’s website under the
Human Resources Department.
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5 DELEGATION OF RESPONSIBILITY, AUTHORITY AND COMPLIANCE

Reference: Title 5, §§ 53003 (c)(1) and 53020

It is the goal of the District that all employees promote and support equal employment opportunity
because equal employment opportunity requires a commitment and a contribution from every

segment of the District. The general responsibilities for the prompt and effective implementation of
this Plan are set forth below.

A.
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Governing Board

The Governing Board is ultimately responsible for proper implementation of the District’s Plan
at all levels of District and college operations, and for ensuring equal employment opportunity
as described in the Plan.

Chancellor

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

Equal Employment Opportunity Officer

The District has designated the chief human resources officer as its equal employment
opportunity officer who is responsible for the day-to-day implementation of the Plan. If the
designation of the equal employment opportunity officer changes before this Plan is next
revised, the District will notify employees and applicants for employment of the new designee.
The equal employment opportunity officer is responsible for administering, implementing and
monitoring the Plan, including oversight of training and recruitment activities, and for assuring
compliance with the requirements of Title 5, Section 53000 et seq. The equal employment
opportunity officer is also responsible for receiving complaints described in Section 7 of this Plan
and for ensuring that applicant pools and selection procedures are properly monitored.

Equal Employment Opportunity Advisory Committee

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



E. Agents of the District

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

F. Good Faith Effort

The District shall make a continuous good faith effort to comply with all the requirements of its
Plan.
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6 ADVISORY COMMITTEE

Reference: Title 5, § 53005

The District has established an Equal Employment Opportunity Advisory Committee to assist the
District in implementing its Plan. The committee may also assist in promoting an understanding and
support of equal opportunity and nondiscrimination policies and procedures. The committee may
sponsor events, training, or other activities that promote equal employment opportunity,
nondiscrimination, retention and diversity. The equal employment opportunity officer, or designee,
shall train the advisory committee on (1) the requirements of Title 5, Section 53000 et seq. and of
state and federal non-discrimination laws; (2) identification and elimination of bias in hiring; (3) the
educational benefits of workforce diversity; and (4) the role of the advisory committee in carrying
out the District’s Plan. The committee shall include a diverse membership whenever possible. A
substantial good faith effort to maintain a diverse membership is expected. If the District has been
unable to meet this requirement, it will document that efforts were made to recruit advisory
committee members who are members of monitored groups.

A. Purpose
It is the purpose of the District Equal Employment Opportunity Advisory Committee (DEEOAC) in
conjunction with the college Equal Employment Opportunity Committees to advise, assist, and
make recommendations to and through the chief human resources officer to the Chancellor’s
Cabinet for the development and implementation of a Districtwide equal employment
opportunity program. The District Equal Employment Opportunity Advisory Committee shall
understand and promote a Districtwide commitment to diversity, inclusion and equal
employment opportunities.

B. Committee Structure
The structure of this committee shall represent individuals interested and committed to
diversity, and shall include a diverse membership whenever possible. The District Equal
Employment Opportunity Advisory Committee will include the following:

e three members from the college’s Equal Employment Opportunity Committee (including
the college’s EEO officer); and
e two community members appointed by the Governing Board.

In order to further ensure diverse membership, the DEEOAC is an open committee seeking
broad participation. Additional members may be appointed by the following:

e one member designated by Faculty Senate Coordinating Council;

e one member designated by Classified Senate Coordinating Council;
e one member designated by Management Council;

e one member designated by Local 1;

e one member designated by United Faculty; and

e one member designated by Student Trustee Advisory Council.
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The chief human resources officer and other District staff will participate as appropriate and
shall report directly to the Chancellor, or designee.

Appointments to the District Equal Employment Opportunity Advisory Committee shall be two
(2) years. In order to provide continuity, the DEEOAC membership may be renewed.

Operational Procedures
The committee shall have one chair and one vice-chair, to be elected from among the
committee members. The term will be for two years.

The chief human resources officer shall serve as the District equal employment opportunity
officer, and shall ensure the provision of secretarial support for the District Equal Employment
Opportunity Advisory Committee.

The committee shall meet monthly during the fall and spring semesters, and as needed during
the summer. All members may suggest agenda items; agendas, minutes and other materials will
be distributed one week in advance for regularly scheduled meetings.

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

For any other committee decisions, at least a member from two of the three colleges must be
present at the meeting.

The committee may hold an annual retreat for the purpose of on-going strategic planning which
involves setting long-term goals and methods for achievement and evaluating the progress of
the previous year’s projects, and to review the plan for the next academic year. Other retreats
may be scheduled as needed.

In accordance with Title 5, Section 53005, the DEEOAC shall receive training in all the following
areas:

e the requirements of Title 5 and state and federal nondiscrimination laws;
e identification and elimination of bias in hiring;

e the educational benefits of workforce diversity; and

e the role of the advisory committee in carrying out the District’s EEO Plan.

The committee shall evaluate all efforts to promote equal opportunity for underrepresented
groups in the recruitment, hiring, retention, and promotion of all Contra Costa Community
College District personnel.

Sub-committees shall be formed as needed and shall be the mechanism through which much of
the work of the District Equal Employment Opportunity Advisory Committee is completed.



7 COMPLAINTS

Reference: Title 5, §§ 53026, 53000 et seq.

A.
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Complaints Alleging Violation of the Equal Employment Opportunity Regulations (Title 5,
Section 53026).

The District has established the following process permitting any person to file a complaint
alleging that the requirements of the equal employment opportunity regulations have been
violated. Any person who believes that the equal employment opportunity regulations have
been violated may file a written complaint describing in detail the alleged violation. All
complaints shall be signed and dated by the complainant and shall contain, to the best of the
complainant’s ability, the names of the individuals involved, the date(s) of the event(s) at issue,
and a detailed description of the actions constituting the alleged violation.

Complaints involving current hiring processes must be filed as soon as possible after the
occurrence of an alleged violation and not later than sixty (60) days after such occurrence unless
the complainant can verify a compelling reason for the District to waive the sixty (60) day
limitation. Complaints alleging violations of the Plan that do not involve current hiring processes
must be filed as soon as possible after the occurrence of an alleged violation and not later than
ninety (90) days after such occurrence unless the violation is ongoing.

A complainant may not appeal the District’s determination pursuant to Title 5, Section 53026 to
the State Chancellor’s Office, but under some circumstances, violations of the equal opportunity
regulations in Title 5 may constitute a violation of a minimum condition for receipt of state aid.
In such a case, a complaint can be filed with the State Chancellor’s Office, but the complainant
will be required to demonstrate that he/she made previous reasonable, but unsuccessful,
efforts to resolve the alleged violation at the college and/or District level using the process
provided by Title 5, Section 53026. (See California Community Colleges Chancellor’s Office
Guidelines for Minimum Conditions Complaints at:

http://extranet.cccco.edu/Portals/1/Legal/Guidelines/Min_Cond Complaints.pdf.)

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

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

In the event that a complaint filed under Title 5, Section 53026 alleges unlawful discrimination,
it will be processed according to the requirements of Title 5, Section 59300 et seq.



B.
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Complaints Alleging Unlawful Discrimination or Harassment (Title 5, Section 59300 et seq.)
The District has adopted procedures for complaints alleging unlawful discrimination or
harassment. The chief human resources officer is responsible for receiving such complaints and
for coordinating their investigation. Campus complaint officers may be assigned investigation
responsibilities. The District’s discrimination and sexual harassment complaint and investigation
procedures are contained in Human Resources Procedure 1040.07, Unlawful Discrimination and
Harassment.



8 NOTIFICATION TO DISTRICT EMPLOYEES

Reference: Title 5, § 53003(c)(3)

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

The Plan will be made available to all employees on the District’s website under the Human
Resources Office.

All employees will be notified via Districtwide e-mail distribution when the Plan becomes available
and of any subsequent revisions to the Plan.
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9 TRAINING FOR SCREENING/SELECTION COMMITTEES

Reference: Title 5, § 53003(c)(4)

Any organization or individual, whether or not an employee of the District, who is involved in the
recruitment and screening/selection of personnel shall receive appropriate training on the
requirements of the Title 5 regulations on equal employment opportunity (Title 5, Section 53000 et.
seq.); the requirements of federal and state nondiscrimination laws; the requirements of the
District’s Equal Employment Opportunity Plan; the District’s policies on nondiscrimination,
recruitment, and hiring; principles of diversity and cultural humility?; the value of a diverse
workforce; and recognizing and mitigating bias. Persons serving in the above capacities will be
required to receive training within 24 months prior to service. This training is mandatory;
individuals who have not received this training will not be allowed to serve on screening/selection
committees.

The District Human Resources Office is responsible for developing and implementing the required
training. Any individual, whether or not an employee of the District, acting on behalf of the District
with regard to recruitment and screening of employees is subject to the equal employment
opportunity requirements of Title 5 and the District’s Equal Employment Opportunity Plan.

T ucyltural humility” involves valuing diversity and understanding that cultural competence is a process, rather than an end product, for
successful teaching and other interactions with both students and colleagues from a variety of cultures. It requires contextual understanding of
the numerous social and institutional dynamics, including how the effects of inequities affect how students have been taught and treated, and
translates that understanding to the removal of barriers to student success. Moreover, it is a lifelong commitment to self-evaluation and
ongoing learning. “Culture” refers to those things that are shared within a group or society: shared knowledge and beliefs, shared values,
shared behavioral expectations, and principles that are widely used or recognized. “Culture” therefore refers to more than simply race and
ethnicity.
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10 ANNUAL WRITTEN NOTICE TO COMMUNITY ORGANIZATIONS

Reference: Title 5, § 53003(c)(5)

The chief human resources officer will provide annual written notice to appropriate community-
based and professional organizations concerning the Plan. The notice will inform these
organizations that they may obtain a copy of the Plan, and shall solicit their assistance in identifying
diverse qualified candidates. The notice will include a summary of the Plan. The notice will also
include the internet address where the District advertises its job openings and the names,
departments and phone numbers of individuals to call in order to obtain employment information.
The District will actively seek to reach those institutions, organizations, and agencies that may be
recruitment sources. A list of organizations, which will receive this notice, will be made available in
the District’s Human Resources Office. This list may be revised from time to time as necessary.
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11 ANALYSIS OF DISTRICT WORKFORCE AND APPLICANT POOL

Reference: Title 5, § 53003(c)(6)

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

For purposes of the data collection and report, each applicant or employee will be afforded the
opportunity to voluntarily identify her or his gender, ethnic group and, if applicable, disability. This
information will be kept confidential and will be separated from the applications that are forwarded
to the screening/selection committee and hiring administrator(s). This analysis will be done for each
site in the District. The District will annually report to the Chancellor and the Governing Board the
results of its annual analysis of employees and forward required data to the State Chancellor’s
Office.

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

executive/administrative/managerial;
faculty and other instructional staff;
professional non-faculty;
secretarial/clerical;

technical and paraprofessional;
skilled crafts; and

service and maintenance.

@ o Q0T

To access current and previous District Workforce Diversity reports please click on the following link:
http://www.4cd.edu/hr/diversityreport/Forms/Alllitems.aspx

Page 15



12 RECRUITMENT AND HIRING PROCEDURES TO ENSURE EQUAL

EMPLOYMENT OPPORTUNITY

Reference: Title 5, §§ 53021, 53022, 53023 and 53024

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

Except as otherwise provided in Title 5, Section 53021, the District will actively recruit from both
within and outside the District workforce to attract qualified applicants for all vacancies. This shall
include outreach designed to ensure that all persons are provided the opportunity to seek
employment with the District. The requirement of open recruitment shall apply to all full-time and
part-time vacancies in all job categories and classifications, including, but not limited to, faculty,
classified employees, categorically funded positions, and all executive/administrative/managerial
positions. Recruitment for full-time faculty and educational administrator positions shall be at least
statewide and, at a minimum, shall include seeking qualified applicants listed in the California
Community Colleges Equal Employment Opportunity Registry and posting job announcements with
the Registry. Recruitment for part-time faculty positions may be conducted separately for each
vacancy or by annually establishing a pool of eligible candidates, but in either case full and open
recruitment is required consistent with this Plan.

“In-house or promotional only” recruitment shall not be used to fill any vacancy for any position
described above except when the position is being filled on an interim basis for the minimum time
necessary to allow for full and open recruitment; provided however, that no interim appointment or
series of interim appointments exceeds two years in duration. Where in-house or promotional only
recruitment is utilized to fill a position on an interim basis, all District employees shall be afforded
the opportunity to apply and demonstrate that they are qualified. The job announcement for the
interim position shall comply with the requirements set forth in this Plan and the selection process
will be consistent with the requirements of this section of the Plan.

For the purposes of this section of the Plan, a vacancy is not created, and the requirements of the
above do not apply, when:
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there is a reorganization that does not result in a net increase in the number of employees;
one or more lateral transfers are made and there is no net increase in the number of
employees;

a position which is currently occupied by an incumbent is upgraded, reclassified, or renamed
without significantly altering the duties being performed by the individual;

the faculty in a division or department elect one faculty member to serve as a chairperson
for a prescribed limited term;

the position is filled by a temporary, short-term, or substitute employee appointed pursuant
to Education Code;

a part-time faculty member is assigned to teach the same or fewer hours he or she has
previously taught in the same discipline without a substantial break in service. For purposes
of this section of the Plan, “a substantial break in service” means more than one calendar
year of such different period as may be defined by a collective bargaining agreement; or

an individual not currently employed by the District, who is specifically training,
experienced, and competent to serve as an administrator, and who satisfies the minimum
qualifications applicable to the position, is engaged to serve as an administrator through a
professional services contract. No appointment or series of appointments pursuant to this
provision may exceed a period of two years.

To address any identified underrepresentation of monitored groups, the District will review, and, if
necessary, revise its recruitment and hiring procedures and policies in accordance with the following
provisions. These provisions will be in place henceforth, whether or not underrepresentation exists,
because the provisions are also valuable in ensuring equal employment opportunity.

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

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

a. general circulation publications and/or electronic media;

b. local and regional community newspapers and/or electronic media;

c. publications and/or electronic media in languages other than English and to
low-income communities;

d. publications, including electronic media that are distributed to the general
market and to newspapers and/or electronic media, publications whose primary
audience is comprised of groups found to be underrepresented in the District’s
workforce; and

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

3. The District may host an open house for persons interested in employment with the
District. The open house will allow potential candidates the opportunity to meet deans,
division chairs, faculty, and classified employees of the District. Attendees will be
provided with information regarding current job vacancies, the demographic makeup of
the student body, hiring criteria and procedures, and information on the District’s
commitment to equal employment opportunity and diversity. Efforts will be made to
attract diverse groups of individuals to the open house.

4. District employees may be surveyed on a regular basis requesting resources and
locations where open positions may be advertised to ensure recruitment is as inclusive
and broad as possible and includes recruitment of monitored groups. The District
Human Resources Office will compile, store, and update this list.

Job Announcements

The District’s recruitment and hiring procedures section on job announcements, outlined in the
Contra Costa Community College District Uniform Employment Selection Guide, shall include the
following provisions.

1. Job announcements will state clearly job specifications setting forth the knowledge,
skills, and abilities necessary to job performance. For faculty and administrative
positions, job requirements will include demonstrated sensitivity to and understanding
of the diverse academic, socioeconomic, cultural, disability, gender identity, sexual
orientation, and ethnic backgrounds of community college students. Job specifications,
including any “required,” “desired,” or “preferred” qualifications beyond the state
minimum qualifications which the District wishes to utilize, will be reviewed by the
equal employment opportunity officer or designee before the position is announced, to
ensure conformity with equal employment regulations and state and federal
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nondiscrimination laws. All job announcements shall state that the District is an “Equal
Opportunity Employer.”

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

Review of Initial and Qualified Applicant Pools

Applicant pools will be reviewed by the chief human resources officer or designee for
compliance with Title 5 and other applicable regulations. The District’s recruitment and hiring
procedures, outlined in the Contra Costa Community College District Uniform Employment
Selection Guide, will include the following provisions.

1. Application: The application for employment will afford each applicant an opportunity
to voluntarily identify his or her gender, ethnic group and, if applicable, his or her
disability. This information shall be kept confidential and shall be used only in research,
monitoring, evaluating the effectiveness of the District’s equal employment opportunity
program, or any other purpose specifically authorized by Title 5, Section 53023, or by
any applicable statute or regulation.

2. Initial Applicant Pool: The initial applicant pool is composed of all complete
applications received by the application deadline. After the application deadline has
passed, the composition of the initial applicant pool shall be recorded and reviewed by
the chief human resources officer or designee. All initial applications shall be screened
to determine which candidates satisfy the job specification’s minimum qualifications set
forth in the job announcement. The group of candidates who meet the job
specification’s minimum qualifications shall constitute the “qualified applicant pool.”

3. Qualified Applicant Pool: The composition of the qualified applicant pool shall be
reviewed and compared to the composition of the initial applicant pool. If the chief
human resources officer or designee finds that the composition of the qualified
applicant pool may have been influenced by factors that are not job related, appropriate
action will be taken. This applicant pool data shall be reviewed in conducting the
analysis described Title 5, Section 53006(a). Once the qualified applicant pool is
approved, the pool will be forwarded to the screening/selection committees for paper
screening, interviews, and final recommendations for hiring consideration.

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

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

a. designed to ensure that, for all positions, meaningful consideration is given to
the extent to which applicants demonstrate a sensitivity to and understanding
of the diverse academic, socioeconomic, cultural, disability, gender identity,
sexual orientation, and ethnic backgrounds of community college students.
“Meaningful consideration” means that candidates shall be required to
demonstrate sensitivity to diversity in ways relevant to the specific position;

b. based solely on job-related criteria; and
designed to avoid an adverse impact, as defined in Title 5, Section 53001(a), and
monitored by means consistent with this section of the Plan to detect and
address adverse impact which does occur for any monitored group.

2. When possible, effort will be made, within the limits allowed by federal and state law, to
ensure selection/screening committees include a diverse membership, which will bring a
variety of perspectives to the assessment of applicant qualifications.
Selection/screening committees will be encouraged to include members from
monitored groups.

3. Before a person can serve on a selection/screening committee, he or she must receive
equal employment opportunity and diversity training as outlined in Section 9 of this Plan
and Title 5, Section 53003 (c)(4).

4. Atevery level, interviews must include a question which assesses the candidate’s
understanding of and demonstrated commitment to diversity, and his or her level of
cultural proficiency. Reference checks shall also include one question assessing the
candidate’s understanding of and demonstrated commitment to diversity, and his or her
level of cultural proficiency.

5. Screening materials must be approved for compliance with equal employment
opportunity principles.

6. The District will not designate or set aside particular positions to be filled by members of
any group defined in terms of ethnic group identification, race, color, ancestry, national
origin, age, sex, religion, sexual orientation, marital status, disability, or medical
condition, or engage in any other practice, which would result in discriminatory or
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10.

preferential treatment prohibited by state or federal law. The District will not apply the
Plan in a rigid manner that has the purpose or effect of so discriminating.

The District shall ensure that seniority or length of service is taken into consideration
only to the extent it is job-related, is not the sole criterion, and is included in the job
announcement consistent with the requirements of this Plan, Section 12, (see Title 5, §§
53022 and 53024(c)).

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

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

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



13 ADDITIONAL MEASURES TO SUPPORT DIVERSITY AND ENSURE EQUAL
EMPLOYMENT OPPORTUNITY

Reference: Title 5, § 53006

A. The District shall review the information gathered pursuant to Title 5, Section 53003, subdivision
(c)(6) to determine if significant underrepresentation of a monitored group may be the result of
non-job related factors in the employment process. For these purposes, the phases of the
employment process include, but are not limited to, recruitment, hiring, retention and
promotion. The information to be reviewed shall include, but not be limited to:

1. longitudinal analysis of data gathered regarding job applicants, to identify whether over
multiple job searches, a monitored group is disproportionately failing to move from the
initial applicant pool to the qualified applicant pool, and at each subsequent phase of
the selection process;

2. analysis of data regarding potential job applicants, to the extent provided by the State
Chancellor, which may indicate significant underrepresentation of a monitored group;
and

3. analysis to determine whether the group is significantly underrepresented.

B. Where the review described above identifies that significant underrepresentation of a
monitored group may be the result of non-job related factors in the employment process, the
District shall implement additional measures designed to address the specific areas of concern.
These additional measures shall include the following.

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

2. Review of locally established “required,” “desired,” or “preferred” qualification being
used to screen applicants for positions in the job category to determine if it is job-
related and consistent with:

a. anyrequirement of federal law; and

b. qualifications which the Board of Governors has found to be job-related
through the community college system, including the requirement that
applicants for academic and administrative positions demonstrate sensitivity to
the diversity of community college students.

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

4. Consider the implementation of additional measures designed to promote diversity that
are reasonably calculated to address the specific areas of need.
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14 OTHER MEASURES NECESSARY TO FURTHER EQUAL EMPLOYMENT
OPPORTUNITY

Reference: Title 5, § 53003(c)(9)

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

Having a District that has accepted principles of diversity and inclusion makes implementation and
maintenance of an effective equal employment opportunity program much easier. For that reason,
institutionalizing this program that is well-planned, well-funded and supported by the leadership of
the District is of great value.

The District will promote learning opportunities and personal growth in the area of diversity and
evaluate how the physical environment can be responsive to its diverse employee and student
populations. The District may sponsor cultural events and speakers on issues dealing with diversity,
and explore how to infuse diversity into the classroom, curriculum, and the workplace. The District
shall exercise continuous good faith efforts to maintain, develop or improve its equal employment
opportunity efforts by implementing a program which may include, but not limited to the following.

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

b. Conduct site-specific climate studies to identify hidden barriers.

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

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

can infuse diversity into their major job duties.

e. Conduct diversity and implicit bias dialogues, forums, and cross-cultural workshops.
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Work with the Human Resources and the District and college professional development
committees to assist in the development of resources for employees interested in infusing
diversity and inclusion into their instruction or services to students.

Review and revise college/District publications and other marketing tools to reflect diversity
in pictures, graphics, and text to project an inclusive image.

Recognize and value staff and faculty who have promoted diversity and equal employment
opportunity principles by awarding a yearly diversity recognition award.

Require a series of EEQ/diversity workshops to be offered on instructional improvement
days (flex week or staff development days).

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

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

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

. Promote various cultural celebrations at all locations.

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

Have formal diversity and inclusion programs that are visible, valued and adequately
funded.

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

Develop leadership opportunities with current staff focusing on diversity.
Ensure involvement of community members and community-based organizations in the

recruitment and other equal employment opportunity efforts of the colleges and District
Office.
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Ensure that top administrative staff support diversity objectives and that the diversity
and/or equal employment opportunity officer position is maintained as a Cabinet or other
high-level administrative position.

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

referring potential candidates.

Regularly review and disseminate research on best practices in diversity, recognizing and
managing implicit bias, and equal employment opportunity.

Maintain an institutional commitment to diversity.



15 MAINTAINING INSTITUTIONAL COMMITMENT TO DIVERSITY

Reference: Title 5, § 53024.1

Pursuant to Board Policy 2059, Diversity, the District is committed to the integration of diversity
into its recruitment, hiring, promotion, curriculum development, course offerings, teaching
methods, employee/student retention, contracting, supervision, programs, services, evaluations,
policies and procedures, staff development activities, workforce and student population. Itis the
District’s belief that educational experience grounded in this approach will better prepare our
students and employees to work and live in an increasingly global society. The Chancellor, college
Presidents, and the chief human resources officer shall ensure the following:

e modification of current, and inclusion of, new policies and procedures that ensure
implementation of Board Policy 2059;

e systematic training for all employees on the value of diversity, educational equity, equal
opportunity, and how to infuse the principles of diversity in their daily work in accordance
with state law and collective bargaining agreements; and

e annual reporting to the Board on 1) training programs offered for employees; 2) student,
employee, and service area ethnic demographics; and 3) modification of and updates to
policies and procedures on diversity.

The District also recognizes that establishing and maintaining a richly diverse workforce is an on-
going process that requires continued institutionalized effort. The District will develop and
implement, on a continuing basis, indicators of institutional commitment to diversity. Such
indicators may include, but are not limited to the examples listed in this section of the Plan:

a. conducting surveys of campus climate on a regular basis, and implementing concrete
measures that utilize the information drawn from the surveys;

b. conducting exit interviews with employees who voluntarily leave the District, maintaining a
database of exit interviews, analyzing the data for patterns impacting particular monitored
groups, and implementing concrete measures that utilize this information;

c. providing training on elimination of bias in hiring and employment;

d. providing cultural awareness training to members of the District and/or college
communities;

e. maintaining a variety of programs to support newly-hired employees such as mentoring,
professional development, and leadership opportunities;

f. auditing and/or maintaining updated job descriptions and/or job announcements;
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training the Governing Board on the elimination of bias in hiring and employment at least
once every election cycle;

conducting timely and thorough investigations of all EEO complaints and all harassment
and discrimination complaints filed under Subchapter 5 (commencing with Section 59300)
of Chapter 10, Division 6, Title 5 of the California Code of Regulations, and takes
appropriate corrective action in all instances where a violation is found;

complying with the requirements of Government Code, Section 12950.1 (Stats. 2004, ch.
933 [AB1825]), including all forms of harassment and discrimination in the training;

ensuring the District’s publications and website convey its diversity and commitment to
equal employment opportunity;

ensuring the District’s hiring procedures require applicants for all positions to demonstrate
sensitivity to and understanding of the diverse academic, socioeconomic, cultural,
disability, gender identity, sexual orientation, and ethnic backgrounds of community
college students in a manner specific to the position;

encouraging District staff members to serve as resources, consultants, mentors and/or
leaders to colleagues at other districts in the areas of EEO and diversity enhancement;

. maintaining updated curricula, texts, and/or course descriptions to expand the global

perspective of the particular course, readings or discipline;
addressing issues of inclusion/exclusion in a transparent and collaborative fashion;

attempting to gather information from applicants who decline job offers to find out why,
recording this information, and utilizing it;

conducting longitudinal analysis of various employment events by monitored group status
such as: hiring, promotion, retention, voluntary resignation, termination, and discipline;

encouraging community college students to become qualified for, and seek employment
as, community college employees; and

informing graduate students in local colleges and universities about the benefits of
employment at a community college.

Identifying and adopting objective measures of success and periodically evaluating the EEO
Plan and its components against them.



16 ACCOUNTABILITY AND CORRECTIVE ACTION

Reference: Title 5, § 53024.2

The District shall certify annually to the State Chancellor that they have timely complied with all of
the following:

a. recorded, reviewed and reported the data required regarding qualified applicant pools;
reviewed and updated, as needed, the strategies component of the District’s EEO Plan; and
investigated and appropriately responded to formal harassment or discrimination
complaints filed pursuant to Subchapter 5 (commencing with section 59300) of Chapter 10,
Division 6, Title 5 of the California Code of Regulations.

Upon review of the District’s certification, data reports, or any complaint filed under this
subchapter, the State Chancellor may review the District’s EEO Plan and strategies component
pursuant to Title 5, Section 53024.1 for the required indicia of institutionalized and on-going efforts
to support diversity and/or compliance with Title 5, Section 53006. Where the State Chancellor
finds that the District’s efforts have been insufficient, he/she will inform the District of his/her
specific area(s) of concern, and direct the District to submit a revised EEO Plan within 120 days.
Upon review of the revised EEO Plan, the State Chancellor will either:

a. determine the revisions are sufficient, and provide a deadline by which the District must
provide proof that the new measures have been implemented; or

b. if the State Chancellor finds that the revised Plan is still lacking, he/she will direct the
District to implement specific measures from those listed in Title 5, Section 53024.1, and
provide a timeline for doing so.

Page 29



17 PERSONS WITH DISABILITIES

Reference: Title 5, § 53025

Applicants and employees with disabilities shall receive reasonable accommodations consistent
with the requirements of Government Code, Sections 11135 et seq. and 12940(m); Section 504 of
the Rehabilitation Act of 1973; and the Americans with Disabilities Act. Such accommodations may
include, but are not limited to, job site modifications, job restructuring, part-time work schedules,
flexible scheduling, and auxiliary aids such as readers, interpreters and note-takers.

The college or District Human Resources offices are responsible for handling requests for
accommodations from current employees. The District Human Resources Office is responsible for
handling requests from applicants seeking such accommodations during the application process.
Requests can be made on the “Request for Reasonable Accommodations” form. The District’s
reasonable accommodation procedures can be found in Human Resources Procedure 1080.04 for
job applicants and Human Resources Procedure 1080.05 for employees.
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