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Sheet1

		CDC FULL-TIME INSTRUCTIONAL AIDES - Semi Monthly

		District 05 - Palo Verde Community College District





		CURRENT

		Position Title		Row				STEP 1				STEP 2				STEP 3				STEP 4				STEP 5				STEP 6				STEP 7				STEP 8

		Instructional Aide
Cook Sub		1				1,471.00		4.62%		1,539.00		4.55%		1,609.00		4.66%		1,684.00		4.93%		1,767.00		1.81%		1,799.00		1.78%		1,831.00		1.75%		1,863.00

		Cook
Receptionist		2				1,684.00		4.93%		1,767.00		4.47%		1,846.00		4.71%		1,933.00		4.71%		2,024.00		1.73%		2,059.00		2.09%		2,102.00		1.95%		2,143.00

								213.00



		hourly rate		rate/176				8.36				8.74				9.14				9.57				10.04				10.22				10.40				10.59

		hourly rate		rate/176				9.57				10.04				10.49				10.98				11.50				11.70				11.94				12.18

								1.21



		MINIMUM WAGE INCRESE AS OF 07/01/2014

		Instructional Aide
Cook Sub		1				1,584.00		4.62%		1,657.18		4.55%		1,732.58		4.66%		1,813.32		4.93%		1,902.72		1.81%		1,937.16		1.78%		1,971.64		1.75%		2,006.14

		Cook
Receptionist		2				1,797.00		4.93%		1,885.59		4.47%		1,969.88		4.71%		2,062.66		4.71%		2,159.81		1.73%		2,197.18		2.09%		2,243.10		1.95%		2,286.84

								213.00



		hourly rate		rate/176		0.64		9.00				9.42				9.84				10.30				10.81				11.01				11.20				11.40

		hourly rate		rate/176		0.64		10.21				10.71				11.19				11.72				12.27				12.48				12.74				12.99





		MINIMUM WAGE INCREASE AS OF 01/01/2016

		Instructional Aide
Cook Sub		1				1,760.00		4.62%		1,841.31		4.55%		1,925.09		4.66%		2,014.80		4.93%		2,114.13		1.81%		2,152.40		1.78%		2,190.71		1.75%		2,229.05

		Cook
Receptionist		2				1,973.00		4.93%		2,070.27		4.47%		2,162.81		4.71%		2,264.68		4.71%		2,371.34		1.73%		2,412.37		2.09%		2,462.79		1.95%		2,510.81

								213.00



		hourly rate		rate/176		1.00		10.00				10.46				10.94				11.45				12.01				12.23				12.45				12.67

		hourly rate		rate/176		1.00		11.21				11.76				12.29				12.87				13.47				13.71				13.99				14.27
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Sheet1

		CDC PART-TIME HOURLY - Semi-Monthly

		DISTRICT 05 - PALO VERDE COMMUNITY COLLEGE DISTRICT







		CURRENT RATES

		POSITION TITLE		Row				RANGE 1		%		RANGE 2		%		RANGE 3		%		RANGE 4		%		RANGE 5		%		RANGE 6		%		RANGE 7		%		RANGE 8

		Instructional Aide
Cook Sub		1				8.02		4.61%		8.39		4.89%		8.80		4.66%		9.21		4.56%		9.63		1.77%		9.80		1.84%		9.98		1.90%		10.17

		Cook
Receptionist		2				9.21		4.56%		9.63		4.67%		10.08		4.86%		10.57		4.64%		11.06		1.81%		11.26		1.60%		11.44		2.27%		11.70

								1.19



		MINIMUM WAGE INCREASE AS OF  07/01/2014

		hourly rate		rate/176		0.98		9.00		4.61%		9.41		4.89%		9.88		4.66%		10.34		4.56%		10.81		1.77%		11.00		1.84%		11.20		1.90%		11.41

		hourly rate		rate/176		10.19		10.19		4.56%		10.65		4.67%		11.15		4.86%		11.69		4.64%		12.24		1.81%		12.46		1.60%		12.66		2.27%		12.94

								1.19



		MINIMUM WAGE INCRESE AS OF 01/01/2016

		hourly rte		rate/176		1.00		10.00		4.61%		10.46		4.89%		10.97		4.66%		11.48		4.56%		12.01		1.77%		12.22		1.84%		12.44		1.90%		12.68

		hourly rte		rate/176		1.00		11.19		4.56%		11.70		4.67%		12.25		4.86%		12.84		4.64%		13.44		1.81%		13.68		1.60%		13.90		2.27%		14.22

								1.19
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BOARD BYLAWS

PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE	2015



Student Member(s)



Reference:	Education Code Section 72023.5, Constitution of the Associated Students



The student member shall have the following responsibilities:



· Attend meetings of the Board of Trustees



· Attend meetings of the Palo Verde College Foundation Board



· Must be a member of the Associated Student Government and attend ASG meetings



· Report to ASG on information received by attending the Board of Trustees and Foundation Board meetings



· Serve as liaison for the ASG to the Board of Trustees and Foundation Board.





Note:	Student member eligibility is pursuant to Education Code Section 72023.5; however, it is important to note that clarifications of certain language within Education Code Section 72023.5 have been provided by the Community College League of California (CCLC) Board Policy & Administrative Procedure Service. CCLC Update 1 dated September 2001 clarified the minimum standards for eligibility; and Update 2 dated February 2002 clarified privileges that may be granted to student members, if any, must be reviewed annually by the Board by May 15 of each year.





(Formerly a part of PVC Board Policy 7030)





09/07/10	College Council Approval

10/26/10	Board Information Item

05/20/14	College Council Approval

[bookmark: _GoBack]06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 							6530



District Vehicles



Reference: Title 13, California Code of Regulations, Division 1, Chapter 1



Vehicles made available to the District personnel are for use in the conduct and operation of District business. The Chief Business Officer Vice President of Administrative Services is responsible for controlling access to and use of all District vehicles.



The name, home address, employee number, California driver’s license number and social security number of any employee to be authorized to drive District vehicles must be submitted to the Office of Administrative Services prior to final granting of authorization.



Authorization to Drive District Vehicles

Except as later stipulated here, only employees of the District who shall be so authorized and designated by the District and who possess valid required licensure shall drive District vehicles.

Any employee of the District may drive any vehicle for which a proper and valid license is held.



Under circumstances and procedures determined by the Superintendent/President or designee, exceptions to this policy may be authorized in cases of emergency or undue hardship. Students enrolled in the college who possess valid licensure may be authorized by the District to drive designated vehicles as determined by, and upon authorization of, the Superintendent/President or designee.



1. Cases of Emergency



If, in the Superintendent/President’s judgment, the emergency is of such a nature and severity that it would be in the District’s best interest, and/or in the interest of preserving the public peace, health and safety or general welfare, individuals other than District employees may be authorized to drive District vehicles.



2. Cases of Undue Hardship



If, in the determination of the Superintendent/President, strict adherence to District policy would create a situation of undue hardship on the District in the furtherance of its mission, individuals other than District employees may be authorized to drive District vehicles.



In no case shall exception to the requirements for proper and valid licensure be permitted, whether vehicles are driven by employees or non-employees as specified above.



Immediate supervisors are responsible for qualifying employees to drive specialized vehicles such as tractors, mowing machines, forklifts, etc.
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Safety in District Vehicles

All District vehicles shall be operated in a safe manner, following the laws of the State of California and not in excess of the maximum legal speed limit.



Possession or use of alcohol and/or narcotics, and drivers under the influence of alcohol or narcotics are specifically prohibited in all District vehicles. Smoking is also specifically prohibited in all District vehicles.



All District vehicles shall be equipped with safety belts and all passengers are required to wear such safety belts when the vehicle is in motion.



Passengers in District Vehicles

Passengers in District vehicles are limited to faculty, staff, students, and other persons conducting official business with, or on behalf of, the District. Friends or relatives must travel in privately owned vehicles.



Garaging of District Vehicles

Regular or occasional garaging of District-owned vehicles at any location other than the one assigned is permitted only with prior written approval. Home garaging shall meet any of the criteria listed below:



Employees whose duties require regular or frequent reporting to locations other than their regular headquarters before or after regular working hours.



Employees who are regularly or frequently subject to call before or after regular working hours.



Employees with assigned vehicles who are headquartered at locations lacking secured overnight garaging facilities.



Student Transportation

Students may be required to provide their own transportation on field trips.



For transportation to and from extracurricular activities in a District-approved public carrier, the student organization shall assume the full cost, including mileage and driver’s salary.



If and when transportation is needed, inside or outside the District, for the purpose of student appearance before service clubs, radio or television stations, or other schools, and the request initiates primarily from the Board of Trustees and/or the administration, the District shall pay the cost.



In cases when students are transported by private vehicles on trips which are not a part of the approved curriculum and for which District transportation is furnished, no college official shall assign students to cars, nor shall the college officially organize such trips on behalf of the District.
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See also BP/AP 2735 - Board Member Travel

See also BP/AP 4300 - Field Trips and Excursions

See also BP/AP 6531-PVC - Staff Travel



(Formerly PVC Board Policies and Administrative Regulations 3440, 3470, 6460, and PVC Board Policies 3450, 3460, 3480, and 3490)







11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 						6531-PVC



Staff Travel



1. All travel/conference requests must have prior approval of at least five (5) working days by the Superintendent/President.



2. Prepaid transportation costs, registration fees, etc., must be submitted and approved at least twenty (20) working days in advance for processing in the Office of Administrative Services.



3. Exceptions to 1 and 2 may be made by the Superintendent/President.



4. An “Absence from Campus” form must also accompany the travel request form indicating that personnel will be off-campus for “school business.” It is the responsibility of the District employee to inform his/her immediate supervisor of his/her address while traveling. This is necessary so the employee can be contacted in case of emergency and for insurance purposes. For any college related travel in excess of 30 miles from the employee’s primary worksite, an “Absence from Campus” form must be filed.



5. Travel by automobile shall be in college-owned vehicles unless approved in advance by the Vice President of Administration Chief Business Officer.



6. Reimbursement for authorized use of private automobiles shall be at the current Internal Revenue Service reimbursement rate at the time of travel.



7. Reimbursement for meals shall be at the current Internal Revenue Service reimbursement per diem rate for Riverside County at the time of travel. Exceptions to these per diem rates must be approved in advance by the Superintendent/President.



8. Effective July 1, 1986, in accordance with Education Code Section 44032, 35044, 35172, 35173, an amount not to exceed 15% of the total cost of a meal (a tip) may be considered a part of the actual expense.



9. Reimbursement for approved travel and related expenses must be submitted within thirty (30) days following the activity, or reimbursement for expenses will be null and void.



10. Actual fare on any public transportation service shall be allowed, but receipts for such expenses should normally accompany the expense form.



11. Travel by air shall be approved for personnel attending conferences whenever it is found to be as economical as other transportation and/or when, in the opinion of the Superintendent/President or vice president, the saving of time shall be an important factor and an advantage to the District.
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12. An employee is required to have personal automobile insurance, and it shall be primary and the District’s coverage secondary whenever the employee’s personal vehicle is used on authorized District business.



13. Employees who possess a valid flying license may be given approval to travel by private aircraft operated by the employee if, in the opinion of the Superintendent/President, such method of transportation would be to the advantage of the District, and if proof of insurance is on file in the Office of Administrative Services. Reimbursement for such transportation shall not exceed the approved rate for use of a personal automobile, or the total cost of travel by commercial airlines, whichever is the lesser amount.



14. Under no circumstances shall the District reimburse an employee at a rate greater than the fare of the common carrier used or the approved rate for use of a personal vehicle as the case might be.



15. Receipts for lodging shall be attached to the travel claim and shall show dates for which the charge was made.



16. All expenses for taxis, bus fares, tolls, and parking charges may be claimed when properly itemized on the claim form.



17. District credit cards shall not be billed for laundry, personal telephone calls, videos, etc.



18. Traffic and/or parking citations received while driving a District-owned vehicle are the responsibility of the person driving the vehicle at that time.



Emergencies, Illness or Accident



1. Notification

In case of illness, accident or emergency occurring while an employee is traveling on District business, the responsible employee should notify the following:



a. Local emergency or medical service, if circumstances so warrant;



b. Proper legal authorities in case of accident; and



c. His/her supervisor by telephone (if supervisor cannot be reached, contact another college administrator).



2. Reports

In case of accident or serious illness, written reports must be submitted as soon as possible, but no later than twenty-four (24) hours after the incident.



a. Automobile. If it is a vehicle accident involving either a District or personal vehicle being used on District business, the employee must submit a written report to the Superintendent/President’s office and the Office of Administrative Services. Any relevant, supportive legal information should be attached to this report.
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b. Illness or Accident. In the event of serious illness or accident that does not involve a vehicle, the employee must submit a written report, with full particulars (e.g., time, place, nature of incident, personnel involved, witnesses, etc.) to his/her supervisor, with copies to the Superintendent/President’s office and the Office of Administrative Services.







See also BP/AP 2735 - Board Travel

See also BP/AP 6530 - District Vehicles

See also BP/AP 6335-PVC - District Credit Cards





(Formerly PVC Administrative Regulation 3500)





11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 							6535



Use of District and Non-District Equipment



Reference: Education Code Section 70902



Use of District Property

Each member of the District staff shall be responsible for equipment under his or her control. Loss of equipment and unauthorized removal of equipment should be reported immediately to the appropriate administrator.



Equipment that is lost or stolen may be replaced upon submission of a request through the appropriate administrative office. The request must include an explanation about the loss or theft of the equipment and a justification that replacement is essential to the activity served.



Equipment may be loaned, when not needed for District/campus activities, to nonprofit groups or public agencies in case of emergency, upon approval of the Superintendent/President or designee(s).



Equipment shall only be removed from campus with proper authorization.



Capital equipment and furniture which is needed on an intermittent basis shall be shared by District units whenever it is feasible to do so. Before any duplication of equipment is provided, every effort shall be made to determine whether such duplication is absolutely necessary.



Use of Non-District Property

If, in the opinion of an employee and the Superintendent/President or designee, it becomes necessary to use personal equipment in the conduct of the employee’s duties, the employee must justify its use and file with the Chief Business Officer Vice President of Administrative Services a complete description and value of the equipment for insurance purposes. Only after approval has been granted by the Superintendent/President or designee should the equipment be brought on campus. Otherwise, the District cannot assume liability for such equipment. Liability is assumed only for the amount in excess of the deductible provided in the District’s insurance policy.



The District does not assume service-related costs for such equipment.



Acceptance of loaned material/equipment shall be in accordance with administrative procedures that provide for the protection of the rights and interest of both the District and the provider of the loaned item.



The District reserves the right to refuse to accept any loaned material or equipment which does not contribute toward the achievement of District goals or the use of which would tend to deplete District resources.
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See also BP 7371 - Personal Use of Public Resources





(Formerly a part of PVC Board Policy 3190, and Policies 3200, 3210 and 3230)





11/19/08 College Council Approval

12/09/08 Board First Read

01/27/09 Board Second Read and Approval

02/05/14 College Council Approval

06/10/14 Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 							6540



Insurance



Reference: Education Code Sections 70902, 72502, 72506, and 81601 et seq.



The management and control of all insurance carried by the District shall be the responsibility of the Chief Business Officer Vice President of Administrative Services. The Superintendent/President may review offers to advise the best insurance coverage at the lowest cost.



The District provides for, at minimum, the following forms of insurance:



· Liability for damages for death, injury to persons, or damage or loss of property



· Liability insurance for the personal liability of the members of the Board and of the officers and employees of the District for damages for death, injury to a person, or damage or loss of property caused by the negligent act or omission of the member, officer or employee when acting within the scope of his or her office or employment.



· Fire insurance



· Real property damage



· Personal property loss or damage



· Insurance for district vehicles



· Insurance against “other perils” [Education Code Section 81601]



· Worker’s compensation insurance



· Actuarial evaluation of the future annual costs of health and welfare and retirement benefits





See also BP/AP 3810 - Claims Against the District

See also BP/AP 6530 - District Vehicles

See also BP/AP 6535 - Use of District and Non-District Equipment



(Formerly PVC Board Policies 3320 and 3330 and PVC Administrative Regulation 3330)





11/19/08	College Council Approval

1209/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 							6550



Disposal of Property



Reference: Education Code Sections 70902(b)(6), 81383, 81384, and 81450 et seq.



Disposal of surplus supplies/equipment shall be accomplished by trade-in or new purchases or at a sale open to the public. The Superintendent/President or designee is authorized to act as agent of the Board of Trustees to identify and dispose of all District surplus property, consistent with applicable Education Code provisions.



The District may sell for cash any District personal property if the property is not required for District purposes, or if it should be disposed of for the purpose of replacement, or if it is unsatisfactory or not suitable for use. Property cannot be sold until notice has been given. Notice must be posted in at least three (3) public places in the District for not less than two (2) weeks; notice can also be by publication for at least once a week for a period of not less than two (2) weeks in a newspaper published in the District and having a general circulation. If there

is no such newspaper, then notice can be published in a newspaper having a general circulation in the District; or if there is no such newspaper, then in a newspaper having a general circulation in the county in which the District or any part thereof is situated. The Superintendent/President or designee shall sell the property to the highest bidder, or shall reject all bids.



Personal property authorized for sale as surplus may also be disposed of by means of a public auction conducted by employees of the District, or by other public agencies, or by contract with a private auction firm. The personal property shall be sold or transferred to the highest responsible bidder upon completion of the auction and after payment has been received by the District.



The District can also exchange for value, sell for cash, or donate any personal property belonging to the District without complying with the preceding procedures if all of the following criteria are met:



· The District determines that the property is not required for District purposes, that it should be disposed of for the purpose of replacement, or that it is unsatisfactory or not suitable for school use;



· The property is exchanged with, or sold or donated to, a school district, community college district, or other public entity that has had an opportunity to examine the property proposed to be exchanged, sold, or donated; and



· The receipt of the property by a school district or community college district will not be inconsistent with any applicable district-wide or school site technology plan of the recipient district.
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In addition, the District can sell or lease real property belonging to the community college district if both of the following conditions are met.



· The property is sold or leased to another local governmental agency, or to a nonprofit corporation that is organized for the purpose of assisting one or more local governmental agencies in obtaining financing for a qualified community college facility; and



· If the Board, by a unanimous vote of those members present, finds that the property, whether one or more items, does not exceed in value the sum of five thousand dollars ($5,000), the property may be sold by the Superintendent/President or designee at a private sale without advertising.



Any item or items of property having previously been offered for sale by means of a public auction as provided above, but for which no qualified bid was received, may be sold by the Superintendent/President or designee at private sale without advertising.



Lost and Found Property

It shall be the policy of the Palo Verde Community College District to maintain a lost and found system in the Office of Administrative Services that shall attempt to locate the owner of lost personal property. In the event the owner is not located, the District shall hold the lost and unclaimed items for a period of not less than three (3) months. Upon lapse of this period, the District may sell the item at the next District public auction to the highest bidder.



The notice of such sale shall be given in accordance with the provisions stated for District property.



Further, if the District determines that any such property is needed for public use, such property may be retained by the college and need not be sold.



Property Fabricated by Students

The Superintendent/President is empowered to sell to any student, personal property of the District which has been fabricated by such student, at District cost for the materials used.







See also BP 6330 (AP 6330-0) – Purchasing







(Formerly PVC Board Policies 3130, 3170 and 3180)







11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

· ADMINISTRATIVE PROCEDURE 							6600



Capital Construction



Reference: Education Code Sections 81820 and 81820; Title 5, Sections 57150 et seq.



Capital Outlay Program

The Superintendent/President will annually report to the Board and to the State Chancellor’s Office a five (5) year capital outlay program. The program will consist of the plans of the District concerning its future academic and student service programs, and the effects of such programs on construction needs.



Specifically, the five (5) year capital outlay program will include the following:



· Statement of educational plans



· Statement of energy plans



· Statement of disabled persons’ barrier removal plan



· Location of program delivery



· Location of other owned lands



· District-wide priority lists



· District-wide capacity/load ratios



· District-wide supporting detail



Contracts

Construction contracts will be let in accordance with BP/AP 6340 titled (Bids) and Contracts, and will comply with applicable laws relating to public works.



Conversion of Buildings



State funds earmarked for capital outlay financing may be used to acquire an existing government-owned or privately-owned building and to pay the necessary costs of converting such a building to community college us if all of the following criteria apply:



The building was constructed as, and continues to qualify as, a school building, as provided by Education Code Sections 81130 et seq., or the building is determined to have, or is rehabilitated to an extent that it is determined to have, a pupil safety performance standard that is equivalent to that of a building constructed pursuant to Education Code Sections 81130 et seq. The determination of the pupil safety performance standard must meet all of the requirements of Education Code Section 81149(a)(1)&(2):
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· The total cost of purchasing and converting the existing building to community college use is not greater than the estimated cost of constructing an equivalent building.



· The land associated with the building will be owned by, or controlled through a long term lease of at least 50 years by, the District.



· The District has complied with facility site review procedures and guideline recommendations of the California Postsecondary Education Commission pursuant to Education Code Section 66904.



· The funding for the purchase and conversion of an existing building does not supersede funding for facilities that have previously been prioritized by the Board of Governors and are awaiting state funding.







See also BP/AP 6340 – Bids and Contracts





11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE							6620



Naming Buildings



Reference:



The final responsibility for the naming of any building or facility on the Palo Verde College campus rests with the Board of Trustees. Recommendations for names shall comply with the following criteria:



· To designate the function of the building or facility.



· To reflect natural and geographical features.



· To reflect a traditional theme of the college or the District.



· To honor an individual in the District for his/her dedication and/or contributions to the college.



· To recognize an individual or organization that makes a major financial contribution to the District.









11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 							6740



Citizens’ Oversight Committee



Reference: Education Code Sections 15278, 15280, and 15282



The Citizens’ Oversight Committee is established to:



· inform the public about the expenditure of bond revenues;



· review and report on the proper expenditure of taxpayers’ money for school construction; and



· advise the public as to the District’s compliance with the Proposition 39 requirements as contained in the California Constitution. 



The Citizens’ Oversight Committee shall:



· receive and review copies of the annual, independent performance audit;



· receive and review copies of the annual, independent financial audit;



· inspect school facilities and grounds to ensure that bond revenues are expended properly;



· receive and review copies of any deferred maintenance proposals or plans developed by the District; and



· review efforts by the District to maximize bond revenues by implementing cost saving measures.



The committee shall consist of at least seven (7) members to serve for a term of two (2) years and for no more than two (2) consecutive terms. Members shall serve without compensation.



The committee shall be comprised of at least:



· one member active in a business organization representing the business community located within the District;



· one member active in a senior citizen’s organization;



· one member active in a bona fide taxpayer’s organization;



· one member of a student both currently enrolled in the District and active in a campus group. The student may serve up to six (6) months after his or her graduation; and



· one member active in the support and organization of the District.
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No employee, official, vendor, contractor, or consultant of the District shall be appointed to the committee. 



The District shall provide the committee with any necessary technical or administrative assistance, as well as other resources, to publicize its conclusions.



Meetings shall be open to the public and notice provided in accordance with the provisions of open meeting laws. 



At least once a year, the committee shall issue a report on the result of its activities. Minutes from its proceedings, all documents received, and reports issued are matters of public record and shall be made available on an internet website maintained by the District.











11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTATIVE PROCEDURE 								6750



Parking



Reference: Education Code Section 76360; Vehicle Code Section 21113



These procedures are intended to promote safe and orderly movement of traffic within District property for the safe and orderly parking of vehicles and bicycles.



All applicable provisions of the California Vehicle Code are expressly applicable both on and off paved roadways.



Parking of motor vehicles and bicycles is limited to specially designated areas. Vehicles or bicycles parked in violation of the provisions of this code are subject to fines, towing, or impoundment.



All persons who enter on the college are charged with knowledge of the provisions of this procedure and are subject to the penalties for violations of such provisions.



In accordance with Section 21113a of the California Vehicle Code, it shall be a misdemeanor for any person to do any act forbidden or fail to perform any act required in these procedures.



See also BP/AP 5030 – Fees and Tuition







11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 						6800



Safety



Reference: Cal/OSHA; Labor Code Sections 6300 et seq.; Title 8, Section 3203; Code of

Civil Procedure Section 527.8; Penal Code Sections 273.8, 626.9, 626.10 and

12021



The Palo Verde Community College District shall provide and maintain the safest possible conditions for its students, employees, and members of the visiting public. 



The Board of Trustees, in recognition of the Occupational Safety and Health Act (OSHA) and associated state legislation, hereby authorizes an ongoing Safety Program fully consistent with the purposes and objectives of the District.



The District shall make every effort to reduce job-related accidents, thereby enhancing employee morale and minimizing accident insurance premium costs. Each employee shall be responsible for contributing to a productive safety program by following safe work practices and procedures including, without limitation, this policy and procedure and those referenced below.



Definitions

Prevention activities increase awareness and minimize the potential for crisis in the workplace.

Training is essential for all staff to learn how to recognize early warning signs, so that appropriate intervention can be provided for identified areas of conflict in the workplace.



Crisis or conflict constitutes any inappropriate or unreasonable disruption that interferes with the normal functioning of your work.



Acts of violence include any physical action, whether intentional or reckless, that harms or threatens the safety of self, another individual or property.



A threat of violence includes any behavior that by its very nature could be interpreted by a reasonable person as intent to cause physical harm to self, another individual or property.



Workplace includes off-campus locations as well as college-sponsored activities where faculty, staff or student employees are engaged in college business or locations where incidents occur as a result of the person’s relationship to the college community.



Emergencies

Any employee shall immediately report any situation that threatens life or property and demands an immediate response of police, fire or medical personnel by first dialing 911 and then notifying law enforcement.
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Equipment and Sanitation

Should the duties of an employee required the use of equipment to ensure the safety of the employee; the District shall furnish such equipment. Complaints related to health safety, sanitation and working conditions shall be forwarded to the Superintendent/President for review and recommendation.



Crisis and Conflict Intervention

Any employee experiencing an unsafe work condition should immediately contact his/her supervisor or the department administrator. The supervisor shall immediately notify the department administrator about any acts or threats of violence. The employee will be provided consultation regarding resources available to resolve the unsafe work condition.



It is the responsibility of all employees to immediately report threats, acts of violence or any other behavior which deliberately hurts or harms another person at the college to their immediate supervisor and local law enforcement. Such reports will be promptly and thoroughly investigated.



Restraining Orders/Court Orders

An employee shall notify law enforcement of any restraining orders/court orders when named as a plaintiff, and provide a copy of the order to local law enforcement, ensure they are aware of it, and that they have a copy of the restraining order on file.







See also Chapter 3 - General Institution

See also BP/AP 6530 - District Vehicles

See also BP 7340 - Leaves 

See also AP 7343 - Industrial Accidents and Illness





(Formerly PVC Board Policy 4020)







07/26/11	Board Information Item

02/05/14	College Council Approval

06/10/14	Board Information Item
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 						6800-1



Surveillance Cameras



The District shall provide for the safety and security of persons and facilities under the District’s jurisdiction at each District location. In order to deter crime, prevent vandalism and maintain a safe and secure environment for students and staff, the District may employ electronic surveillance in and around buildings, parking lots and roadways.



The District will not use electronic surveillance to monitor employees’ work or work habits, unless suspected criminal activity is observed.



When electronic surveillance is employed, surveillance devices may be monitored and reviewed by personnel authorized in writing by the College Superintendent/President or designee. For safety reasons, health/science and physical education laboratories may be monitored on a frequent basis to support students and staff. Other uses of District surveillance cameras are strictly prohibited. If suspicious activity is observed, District staff will respond appropriately and may call local law enforcement for assistance. If criminal activity is suspected the records may be turned over to the appropriate law enforcement authority. Digital records will normally be maintained for a period of up to thirty (30) days and then destroyed.



No surveillance camera or dummy camera shall be placed in or upon any District facility without the authorization of the Superintendent/President or designee. Any unauthorized surveillance camera or dummy camera found on District properties is deemed a public nuisance and may be removed at the direction of the Superintendent/President or designee.



The term “surveillance camera” includes any camera or other image capturing device capable of being viewed remotely, or capable of capturing images for late viewing, but not including devices listed below:



· A teleconference system while used for its intended communication function with the knowledge of its users.



· A personal computer camera, web camera or other camera connected to a computer when used solely to capture images of the user(s) with the knowledge of the user(s) for the purpose of teleconferencing, but only if disabled when user is not present.



· A photocopy machine or page scanner, when used in the traditional manner.



· Any camera personally held or attended and operated by an individual in an open overt manner.



· Any camera operated as part of a District authorized broadcast.



· Any camera operated as part of an authorized instructional activity.



· Any camera lawfully placed by law enforcement as part of a criminal investigation.
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 						6850-0



Hazardous Materials Communications Program



Reference: Title 8, Section 340 et seq.



The District must post at least one CAL/OSHA Notice in each location where business is conducted in a conspicuous place where notices to employees are customarily posted.



Where employers are engaged in activities that are physically dispersed such as construction or transportation, the notice required shall be posted at each location to which employees report each day.



Where employees do not usually work at, or report to, a single location, the notice or notices shall be posted at the location or locations from which the employees operate to carry out their activities.



Each employer shall take steps to insure that such notices are not altered, defaced or covered by other material.



The notice shall inform employees that employers who use any substance listed as a hazardous substance by CAL/OSHA regulations must provide employees with information on the contents of material safety data sheets (MSDS) or equivalent information about the substance which trains employees to use the substance safely.



The notice must also state that the employer is required to make available on a timely and reasonable basis an MSDS on each hazardous substance in the workplace upon request of an employee, collective bargaining representative, or an employee’s physician.



The notice must also state that employees have the right to see and copy the medical record and other records of employee exposure to potentially toxic materials or harmful physical agents.



If the District is required to conduct tests or to engage in monitoring or measuring to determine employee exposure to hazards by specific standards, it shall notify the affected employee or employees or their representative, prior to commencement of the date, time and place of the testing, monitoring or measuring of employee exposure.



The District must provide the employee or employees, or their representatives with the opportunity to observe the testing, sampling, monitoring or measuring undertaken pursuant to such standards.



Whenever any employee has been or is being exposed to toxic materials or harmful physical agents in concentrations or at levels exceeding those prescribed by applicable standard, order, or special order, the District must promptly notify any employee so affected in writing of the fact that the employee has been exposed, and of the corrective action being taken.
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See also Chapter 3 - General Institution

See also AP 6850-1 – Hazardous Materials Management Program

See also BP/AP 6530 - District Vehicles

See also BP 7340 - Leaves 

See also AP 7343 - Industrial Accident and Illness





(Formerly PVC Board Policy 4020)
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PALO VERDE COMMUNITY COLLEGE DISTRICT

ADMINISTRATIVE PROCEDURE 						6850-1



Hazardous Materials Management Program



Reference: Title 8, Section 340 et seq.



This procedure is applicable District-wide. It implements the District’s commitment to a program to identify and eliminate conditions which could result in injury or illness of employees, students or the public.



The California Occupational Safety and Health Administration (CAL/OSHA) has issued standards and established regulations governing the storage and handling of hazardous materials.



Under the supervision of the Superintendent/President, the Chief Business Officer Vice President of Administrative Services shall be responsible to:



· assign specific person(s) who will be responsible for compliance with all hazardous material regulations for the areas over which they have direct authority;



· revise position descriptions as appropriate, or communicate in writing the assignment of specific hazardous material management responsibilities to individuals;



· provide assigned personnel with a training handbook specific to the designee(s) area of responsibility;



· identify existing or establish new hazardous material storage areas and post appropriate identification signs;



· provide form to inventory hazardous materials (Attachment A);



· provide form to inventory hazardous materials, emergency equipment, supplies, and protective measures used to reduce exposure (Attachment B); and



· establish emergency communication procedure (Attachment C).



Assigned personnel shall:



· identify and familiarize themselves with all hazardous materials, and control regulations applicable to their area. (Hazard Communication Handbook provided.)



· If appropriate, complete the “Hazardous Materials Inventory Form” (Attachment A) and post in a conspicuous location in materials storage area. Provide copy to the Chief Business Officer Vice President of Administrative Services.
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· Complete “Emergency Equipment, Supplies, and Protective Measures Form” (Attachment B) and post in a conspicuous location in materials storage area(s). Provide copy to the Chief Business Officer Vice President of Administrative Services.



· Establish and maintain schedule to ensure that emergency supplies/equipment are available and operational.



Forms and References:



· BP/AP 6800 - Safety, and references noted below



· Hazardous Materials Inventory Form (Attachment A)



· Emergency Equipment, Supplies, and Protective Measures Form (Attachment B)



· Emergency Communication Procedure (Attachment C)



· Hazard Communication Training Handbook



The Office of Administrative Services shall have the primary responsibility for Hazardous Materials and all other campus safety matters.







See also Chapter 3 - General Institution

See also BP/AP 6530 - District Vehicles

See also AP 6850-0 – Hazardous Materials Communications Program

See also BP 7340 - Leaves 

See also AP 7343 - Industrial Accident and Illness





(Formerly PVC Board Policy 3381.1)
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Admissions & Records Program Review

(2010 to 2013)















































Board of Trustees

Admissions & Records

Organizational Chart




Admissions & RecordsDirector of Admissions & Records



Admissions & Records Technician II

Admissions & Records Technician III

Vice President of Instructional & Student Services

Superintendent/President



1. Support of the College Mission.



a. Summarize the program in terms of key functions and responsibilities.



Admissions & Records (A & R) serves students, faculty, staff and the broader community by accurately obtaining, processing, storing and reporting academic records pertaining to student enrollment data.  This data is systematically processed in accordance with federal and state reporting guidelines and deadlines to ascertain appropriate funding.  In addition, the data functions as a means of both developing and updating college policies that affect various areas of student records and, more importantly, our students.  



b. Describe how the program supports the overall mission of the College as adopted by the Board of Trustees.

Palo Verde College mission statement is as follows: Palo Verde College is a California community college that supports an exemplary learning environment with high quality educational programs and services. The College promotes student success and lifelong learning for a diverse community of learners. (Page 9, College Catalog, 2013-14).



Admissions & Records transcends all aspects of the PVC mission.  That is, the accurate maintenance and security of records provides a framework which supports the overall PVC mission.  Further, we maintain student records while providing services to the community in a timely and professional manner. 



c. Describe, in qualitative and quantitative terms, the population served by the program.



Admissions & Records serves all student populations at Palo Verde College including prospective students and alumni. Admissions & Records processes 4,000 to 5,000 registration applications per semester, processing as many as 150 transcript requests each month and 100 enrollment verifications each semester.  There are also approximately 200 transcript evaluations done each year. 

In addition, Admissions & Records serves faculty by providing information and materials throughout the academic year along with other staff members (administrators, program directors, managers, clerical staff etc.) by providing information and data needed for various programs and/or reporting requirements to better serve our student populations.  













2. Accomplishments in Achieving Goals Outlined in the Previous Program Review.



a. Describe progress in achieving goals outlined in the previous program review, including evidence documenting such achievements.



Goal 1:  To go 100% paperless except for inmate population enrollments (students restricted from online access). PVC successfully implemented (CCCApply) online application in August 2009.  This goal has been accomplished for all community students, and will continue to be a goal for our inmate population (students restricted from online access).



Goal 2:  Implementation of imaging software to allow faculty and staff to access imaged documents, thus assisting with going paperless.  PVC purchased and implemented Image Now document imaging software and hardware in June 2011.  This system is fully functional and now being utilized by the Admissions & Records, Counseling, and Financial Aid Departments.  Various documents are scanned & linked within our student information system (Datatel) which allows departments to retrieve and review documents with ease.



Goal 3:  More training needed with all aspects of the new student information system (Datatel, Business Objects, Crystal Reporting, WebAdvisor, etc.).  Training was provided to all key users during the implementation of Datatel in 2009, and additional trainings were provided in 2010 and 2012.



Goal 4:  Implementation of Degree Audit to streamline the processing of degrees and certificates.  The Degree Audit module was implemented in April 2011.  Employees from key areas participated in the training and implementation process. Degree Audit is fully functional and is successfully being utilized by Counseling & Admissions & Records Offices.  Students have the ability of running preliminary graduation audits online via PVC SERVICES (Web Advisor). 



b. Explain modifications of goals outlined in the previous program review, including evidence documenting such modifications.



Goal 1:  PVC successfully implemented (CCCApply) online application in August 2009.  Due to restrictions mandated by the state of California, inmate populations are unable to complete our online application; therefore we are currently using paper applications.  PVC explored the feasibility of utilizing a scanable application; however, it proved to be too costly. This will continue to be a goal for Admissions & Records.  

Goal 2:  PVC purchased and implemented Image Now document imaging software and hardware in June 2011.  This system is now being utilized by the Admissions & Records, Counseling, and Financial Aid Departments to access various student documents, such as educational plans, petitions, transcript evaluations, transcripts from previous colleges, and graduation audits.  PVC still has a large amount of archived documents in storage that need to be scanned and linked to student records for accessibility by all departments.  Once documents are scanned and linked the process for records destruction will be followed.

Goal 3:  Since the last program review, PVC implemented Ellucian (formally Datatel) a new integrated ERP system, and Web Intelligence report writing tool.  Training was provided to all key users during the implementation process.  

Goal 4:  Degree Audit was implemented in April 2011.  Participants were chosen to represent key departments: Counseling, Admissions & Records, and Instruction.  Degree Audit is successfully being utilized by Counseling and Admissions & Records for running graduation audits.  Students have the ability to run a preliminary graduation audit online via the student portal, PVC-SERVICES.

c. Describe specific, documented accomplishments that support and facilitate the achievement and assessment of student learning outcomes, including measures employed to evaluate program effectiveness in achieving such outcomes.



Admissions & Records began addressing SLOs as of December 2004. 

Measuring awareness in this context is difficult, due to privacy, FERPA regulations, online registration, and transcript ordering services. Students visit the A&R office on a case-by-case basis for various reasons (enrollment verification, address/program of study changes, residency adjustments, transcript requests), so it is difficult to pinpoint what a student should know or how they should behave after an encounter with the A&R staff.  Nonetheless the A&R staff supports student understanding of admissions and records procedures by continuously evaluating the effectiveness of such procedures and making changes when needed to improve services.

3. New Goals



a. Outline new goals including an explanation of how the program supports the achievement of student learning outcomes, and state timelines for completion, measures for evaluating achievement of such goals, and a process for implementing improvements.



The following goals are currently in process.  A&R will assess results in the next program review report.



Goal 1:  Continue to explore implementation of paperless application process for inmate population enrollments (students restricted from online access). This group of students would learn how to complete an online admissions application.



Goal 2:  Expand the implementation of imaging software (Image Now) to allow faculty and other departments to scan, link, and access imaged documents, thus assisting with going paperless.  Scan & link the backlog of paper registrations forms currently being stored in our vault. This goal would provide counselors with immediate up-to-date student information thereby enhancing the effectiveness of their services to students.



Goal 3:  Ongoing training needed with all aspects of the new student information system, including Ellucian (Datatel), and Web Intelligence reporting, etc. Ongoing training will help staff improve the quality of support services to students.



4. Personnel Summary



a. Provide an organizational chart of the program, showing personnel coverage of key functions and responsibilities.



See organizational chart located on page 2. 



Director of Admissions & Records responsibilities include but are not limited to the following:  plan, organize, and oversee operations of the Admissions and Records Office, including the admissions and registration of students; maintain security and preparation of student records; transcript evaluations; storage and destruction of records; reporting; verification of degrees, certificates and honors’ recipients; policy drafting; regulations interpretation (FERPA); academic progress and dismissal; correspondence with students, faculty and staff.

Admissions & Records Technician III responsibilities include but are not limited to the following:  admissions applications; registration; graduation; record keeping and storage; transcript and enrollment verifications; regulations interpretation (FERPA); and correspondence with students, faculty and staff.

Admissions & Records Technician II responsibilities include but are not limited to the following:  admissions applications; registration; record keeping and storage; transcript and enrollment verifications; regulations interpretation (FERPA); and correspondence with students, faculty and staff.

b. Are current management and staff adequate to perform functions and responsibilities satisfactorily and to achieve program goals?  Explain.



A & R currently needs permanent staff to satisfactorily perform office functions and responsibilities.  Due to statewide budget cuts and district budget shortfalls it was necessary to reduce staffing in all areas campus wide.  The reduction and movement of support staff left the Admissions & Records Office burdened with training temporary staff.  The overall success of the Admissions & Records Office is reliant on filling the A&R Technician II and A&R Technician III with full-time permanent employees.



c. Describe organizational changes that will improve program performance, provide timelines for the achievement of such changes, and describe measures that will assess the effectiveness of such changes.



Filling the A & R Technician II and III positions with permanent staff would provide the department with better continuity and would enable staff to retain training and apply it more effectively.



5. Staff Development



a. Describe specific professional development activities in which program members participate, and explain how such activities benefit or enhance the program and support and facilitate student learning outcomes. 



The Director of Admissions & Records attends various committee meetings including ERP-CORE, the Region 9 Consortium, and the annual CACCRAO conference, which informs our program of updates that affect the services provided to students (e.g., policies, activities, catalog and program changes, software updates and enhancements). 



The Director also is active in two statewide list-serves applicable the admissions and records function. Through these services, she stays current on issues in her field.



The list-serves are:



CCC Transcript & Graduation Evaluators 

CCC-EVALUATORS@LISTSERV.CCCNEXT.NET



CCC Admissions & Records - Deans, Directors & Staff 

[bookmark: _GoBack]CCC-ADMISSIONS@LISTSERV.CCCNEXT.NET





b. Describe areas of unmet professional development needs among personnel in this program, if applicable, and outline plans to address those needs.



Prior to the statewide/campus budget cuts and staffing reductions, A & R was beginning to network with other California Community Colleges and attend conferences and workshops off campus.  Subsequently, A & R has not physically attended any regional User Group (3CDUG) meetings.  We will, however, attend as many WebEx sessions as possible so staff members are provided the opportunity to stay up-to-date on state, federal and program regulations.  Admissions & Records will resume with networking and conferencing at regional meetings and training sessions when the budget improves and the new staff have been fully trained.



Areas that are currently unmet include International Student Workshops and 3CDUG (Datatel User Group).



6. Facilities and Equipment



a. Are current facilities, such as classrooms, offices and equipment, adequate to support the program?  Explain.



Current office space is adequate for Admissions & Records staff.  If the budget permits reinstatement of additional staff, a larger office will be required.



b. Is available dedicated space adequate to support the program?  Explain.



The Admissions & Records currently has adequate space available to support the program.  In 2012 the Admissions & Records Office was relocated to an office which meets staff and students’ needs.  The new office space contains adequate work space for the current staff and offers a counter for visiting students.   In the future if positions are reinstated the current space will no longer be suitable. 





c. Is available equipment adequate to support the program?  Explain.



Currently, all staff members utilize old printers which are in need of replacement. Due to the age of the machines, service agreements can no longer be obtained thereby eventually justifying the machines’ replacement.  



d. Describe plans for future changes in support facilities or equipment.



Plans for purchasing new equipment will be identified and recommended in the A&R annual budget snapshot which will be reviewed and approved by the budget committee.





7. Financial Resources

a. Provide a financial report showing, for each year of the preceding 3 years, budgeted vs. actual expenditures for each of these line items, at a minimum:  Personnel Salaries, Personnel Benefits, Supplies, Contract Services, & Capital Expenditures. Explain deviations from budget exceeding 10% of any line item.

















[image: ]



[image: ]







b. Describe plans for future budget changes.



We do not anticipate future budget changes at this time; however, as the department evolves and the FTES increase, there will be the need for changes in the future.



8. Strengths and Weaknesses



a. List and comment on the major strengths of the program.



A & R’s major strength is experience.  Our current Director of Admissions and Records has over 27 years of experience all within the Palo Verde College Student Services Department.  The many years of experience has significantly contributed to a strong understanding of the California MIS State reporting requirements.  



b. List and comment on the major weaknesses of the program.



Budget constraints represent A & R’s major weakness. Currently the department is in need of automation and the ability to comply with new MIS and Title 5 regulations, which requires programming to customize our current ERP system (Ellucian).  If the department had access to a programmer, the office would be able to automate many processes (No Shows, faculty-initiated drops, entry of positive attendance hours, address and program of study changes) and keep in compliance with new regulations.  Currently, these processes require many hours of manual entry and manipulation.   In addition, A&R has two new temporary employees who require extensive training on all aspects of A&R.



c. List recommendations for improving and correcting identified weaknesses.



Additional training is essential for new A & R staff members to accurately and effectively perform their jobs.  As previously stated, it is highly recommended PVC obtain a programmer to allow us to resolve  ERP issues as they arise (e.g., report creation assistance, automation, CAL MIS submission and error detection, manage CCC Apply, Title 5 regulation changes,  ImageNow and Degree Audit updates).
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BOARD BYLAWS



PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY	2015



Student Membership



Reference: Education Code Section 72023.5, Constitution of the Associated Students



The Board shall include one (1) non-voting student member.  The term of office shall be one year commencing June 1 and ending May 31 of each year. 



The student member shall be a resident of California at the time of nomination, and during the term of service, and shall be enrolled in and maintain a minimum of five (5) semester units in the District at the time of nomination and throughout the term of service. The student member is not required to give up employment with the District. The student shall be elected by the Associated Student Government and maintain a minimum cumulative grade point average of 2.0.



The student member shall be seated with the Board and shall be recognized as a full member of the Board at meetings. The student member is entitled to:



1.	Participate in discussion of issues and receive all materials presented to members of the Board (except for closed session);



2.	The privilege to cast an advisory vote, although the vote shall not be included in determining the vote required to carry any measure before the board;



3.	The privilege to make and second motions;



4.	The privilege to receive compensation at the same level of the Governing Board for meeting attendance.



5.	Receive any mileage allowance necessary to attend board meetings to the same extent as publicly elected trustees.



It is within the board’s discretion to grant privileges to student members.  The board is required to decide which privileges as prescribed in Education Code Section 72023.5, if any, will be granted to student members by May 15 of each year.



See Administrative Procedure 2015





(Formerly PVC Board Policy 7060)

(Formerly a part of PVC Board Policy 7030)



10/01/02	Policy Revised

10/19/04	College Council approval

10/26/04	Board “First Read”

11/23/04	Board “Second Read” and Approval

09/15/05	Revised

01/14/06	Board First Read

01/24/06	Board Second Read and Approval

09/02/09	College Council Approval

09/22/09	Board First Read

[bookmark: _GoBack]10/27/09	Board Second Read and Approval

05/20/14	College Council Approval
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6530



District Vehicles



Reference: Title 13, California Code of Regulations, Division 1, Chapter 1



All District vehicles and drivers must comply with the California Vehicle Code and Title 13 (Motor Carrier Safety).



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



Any vehicle that carries ten (10) or more persons including the driver is defined in the Vehicle Code as a bus. All operators of buses must have a current Class B license, a current medical certificate and a current First Aid Certificate.



All District facilities maintaining vehicles defined as buses must keep records of driver’s hours, vehicle maintenance, and vehicle inspection records. All of these records must be made available to the California Highway Patrol. The CHP is required to inspect the records at least once every 13 months.



All District vehicles with equipment for transporting the disabled must comply with all applicable laws and regulations regarding such vehicles.



The District shall not operate or lease a 15-passenger van unless the driver holds both a valid Class B driver’s license, and an endorsement for operating a passenger transportation vehicle issued by the Department of Motor Vehicles.



BP 6530 is not a CCLC BP



See also AP 6530 – District Vehicles

See also BP/AP 2735 - Board Travel

See also BP/AP 4300 - Field Trips and Excursions

See also BP/AP 6531-PVC - Staff Travel



(Formerly PVC Board Policy 3440)

11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 									6531-PVC



Staff Travel



Reference: 



The Board of Trustees shall provide reimbursement to staff members for approved trips, travel, or attendance at professional conferences, as District representatives. Travel requests and “Absence from Campus” forms for District personnel shall be approved by the Superintendent/President or designee prior to the trip. The Superintendent/President must approve out-of-state trips and shall report such travel to the Board of Trustees.



The District shall reimburse employees for meals (excluding alcoholic beverages), the use of private automobiles, and other common expenses, at the current Internal Revenue Service reimbursement per diem rate for Riverside County. Exception to these per diem rates must be approved in advance by the Superintendent/President.



Staff travel forms, procedures and expense reimbursements are covered in the administrative procedures which follow.



See also AP 6531-PVC – Staff Travel

See also BP/AP 2735 - Board Member Travel

See also BP/AP 6530 - District Vehicles

See also BP/AP 6335-PVC – Use of District Credit Cards





(Formerly PVC Board Policy 3500)





11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6535



Use of District and Non-District Equipment



Reference: Education Code Section 70902



District equipment shall not be loaned to private groups organized for profit or to any individual, except that equipment may be loaned to employees for District-related duties off campus subject to administrative procedures developed by the college.





BP 6535 is not a CCLC BP





See also AP 6535 – Use of District and Non-district Equipment

See also BP 7371 - Personal Use of Public Resources









(Formerly a part of PVC Board Policy 3190)





11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6540



Insurance



Reference: Education Code Sections 70902, 72502, 72506, and 81601 et seq.



The Superintendent/President or Chief Business Officer Vice President of Administration shall be responsible to secure insurance for the District as required by law, which shall include but it is not limited to the liabilities described in Education Code Section 72506 as follows:

· Liability for damages for death, injury to persons, or damage or loss of property;

· Personal liability of the members of the Board and the officers and employees of the District for damages for death, injury to a person, or damage or loss of property caused by the negligent act or omission of the member, officer or employee when acting within the scope of his or her office or employment. The Superintendent/President or Chief Business Officer Vice President of Administration may authorize coverage for persons who perform volunteer services for the District; and

· Worker’s compensation insurance.



Insurance also shall include fire insurance and insurance against other perils.



The District may join in a joint powers agreement pursuant to Education Code Section 81603 for the purposes described in this policy.



See Administrative Procedure 6540

See also BP/AP 6530 - District Vehicles

See also BP/AP 6535 - Use of District and Non-District Property

See also BP/AP 3810 - Claims Against the District



(Formerly PVC Board Policy 3320)





11/19/08	College Council Approval

[bookmark: _GoBack]12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read









































Page 1 of 1					BP 6540

PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6550



Disposal of Property



Reference: Education Code Sections 70902(b)(6) 81383, 81384, and 81452



The Superintendent/President is delegated authority by the Board to declare as surplus such personal property of the District as is no longer useful for District purposes, and shall establish procedures to dispose of such property in accordance with applicable law. All sales of surplus personal property shall be reported to the Board on a periodic basis. This policy shall not be construed as authorizing any representative of the District to dispose of surplus real property at any time.



See also AP 6550 – Disposal of Property

See also BP/AP 6330-0 - Purchasing





(Formerly PVC Board Policy 3130)







11/19/08	College Council Approval

120/9/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6600



Capital Construction



Reference: Education Code Section 81820; Title 5, Sections 57150 et seq.



The Superintendent/President is responsible for planning and the administrative management of the District’s capital outlay and construction program.

District construction projects shall be supervised by the Superintendent/President. The District shall monitor the progress of all construction work including inspection of workmanship, completion of work to meet specifications, and the suitability of proposed changes to the scope

and original design of the work.



The Board shall approve and submit to the Board of Governors a five (5) year capital construction plan as required by law. The Superintendent/President shall annually update the plan and present it to the Board for approval. The plan shall address, but is not limited to, the criteria contained in law.



See also AP 6600 – Capital Construction

See also BP/AP 6340 – Bids and Contracts



11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6620



Naming Buildings



Reference:



All recommendations for naming buildings shall be submitted to the Board by the Superintendent/President for action.



See also AP 6620 – Naming Buildings



11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6740



Citizens’ Oversight Committee



Reference: Education Code Sections 15278, 15280, 15282; California Constitution Article XIIIA Section 1(b), Article XVI Section 18(b)



If a bond measure has been authorized pursuant to the conditions of Proposition 39 as defined in the California Constitution, the Superintendent/President shall establish a Citizens’ Oversight Committee in accordance with the applicable law and necessary regulations.



See also AP 6740 – Citizens’ Oversight Committee



11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6750



Parking



Reference: Education Code Section 76360; Vehicle Code Section 21113



The Superintendent/President shall establish such administrative procedures regarding vehicles and parking on campus as are necessary for the orderly operation of the instructional program. No person shall drive any vehicle or leave any vehicle unattended on the campus except in accordance with such procedures.



See AP 6750 - Parking

See also BP/AP 5030 – Fees



11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6770



Energy and Sustainability



Reference: Executive Order S-1204, Government Code sections 15814, California

Community Colleges Board of Governors “Energy and Sustainability Policy.”



It is the policy of the Board of Trustees of the Palo Verde Community College District to conserve energy and to promote the use of sustainable energy practices in all District Facilities.

In accordance with the Board of Governors’ policy on Energy and Sustainability, it is the goal of the Board of Trustees to reduce the District’s energy capacity requirement from the electricity grid, and to promote energy independence using available technologies. To this end the

Superintendent/President is directed to:

· Take appropriate measure to develop self-generating capacity for the District’s facilities.

· Identify energy efficiency improvement strategies, to seek funding for their implementation and, expeditiously implement the strategies.

· Achieve optimum efficiency in the use of natural gas, electricity and other energy resources.







07/26/11	Board First Read

08/23/11	Board Second Read and Approval

01/24/12	Board Third Read and Approval

02/05/14	College Council Approval

06/10/14	Board First Read
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PALO VERDE COMMUNITY COLLEGE DISTRICT

BOARD POLICY 										6800



Safety



Reference: 49 CFR Part 40, 49 CFR Part 655; Title 8, Section 3203; 29 CFR 1910.101 et seq.; Health & Safety Code Section 104420



The Superintendent/President shall establish administrative procedures to ensure the safety of employees and students on District sites, including the following:

· Compliance with the United States Department of Transportation regulations implementing the Federal Omnibus Transportation Employee Testing Act of 1991. Specifically, the District shall comply with the regulations of the Federal Highway Administration (FHWA) and, if applicable, the Federal Transit Administration (FTA). Compliance with these policies and procedures may be a condition of employment.

· Establishment of an Injury and Illness Prevention Program in compliance with applicable OSHA regulations and state law. These procedures shall promote an active and aggressive program to reduce and/or control safety and health risks.

· Establishment of a Hazardous Material Communications Program, which shall include review of all chemicals or materials, received by the District for hazardous properties, instruction for employees and students on the safe handling of such materials, and proper disposal methods for hazardous materials.

· Prohibition of the use of tobacco in all public buildings.







See also Chapter 3 - General Institution

See also AP 6800 - Safety

See also BP/AP 6530 - District Vehicles

See also BP/AP 7340 - Leaves 

See also AP 7342 - Industrial Accidents and Illness







(Formerly PVC Board Policy 4020)









11/19/08	College Council Approval

12/09/08	Board First Read

01/27/09	Board Second Read and Approval

07/26/11	Board Information Item

02/05/14	College Council Approval

06/10/14	Board First Read
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CalWORKs Program Review Summary

CalWORKs: Current management and staff are adequate to perform functions and responsibilities. The CalWORKs coordinator attends annual conferences and partnership summit meetings to stay abreast of CalWORKs program policies, procedures, needs and concerns. Due to the size of and unique demographics of Palo Verde College, the students receive over the top one-on-one service. Wait time is minimal and students are provided educational supplies, childcare, and program needs are met in an exemplary fashion. CalWORKs will increase partnerships to increase student work placement, and will place more emphasis on student transfer to obtain a bachelor’s degree after successful completion of a two year degree. With the increasing CalWORKs student population, eventually a full time CalWORKs coordinator position will be warranted to adequately provide CalWORKs services. The budget is also a concern as future state funding may be cut.



CalWORKs 

1. Support of the College Mission 

a. Summarize the program in terms of key functions and responsibilities. 

A categorically funded program serving CalWORKs students and their families by providing educational and career opportunities combined with an array of high-quality support services that enable students to complete their educational goals, find meaningful employment, and successfully transition to the workforce. Through collaboration and advocacy with the college and community partners, CalWORKs prepares a segment of the California’s workforce by promoting the economic self–sufficiency for CalWORKs students through the attainment of a higher education (page 2, CalWORKs handbook, 2010). 

b. Describe how the program supports the overall mission of the College as adopted by the Board of Trustees. 

See page 9, Mission Statement in the 2013-2014 Palo Verde College Catalog 

CalWORKs supports an “exemplary learning environment with high quality educational programs and services” by providing supportive educational services (e.g., tutoring, books, needed supplies and referrals to other programs), and child care while students attend class. CalWORKs also provides monthly workshops on topics which students have expressed an interest. The above services promote “student success” along with monitoring of attendance and providing resources (via the System Office of California Community Colleges) if needed (CalWORKs Current Program Handbook). CalWORKs promotes lifelong learning through workshops offering lifelong skills such as self-esteem, money management, parenting skill, and employment training. 







c. Describe, in qualitative and quantitative terms, the population served by the program. 

A very specific population is served as outlined in the program Handbook (CalWORKs Program Handbook, pg. 8, 2009). Qualitatively, one must be receiving cash aid from the county, must be enrolled in classes at Palo Verde College, and must have children under the age of 13 to receive services from the CalWORKs program.

 Quantitatively, the 2010-2011 MIS data reported on 37 females, 8 male (15 African Americans, 5 two or more races, 15 Hispanics, 1 American Indian, and 9 Whites)... 

Quantitatively, the 2011-2012 MIS data reported on 27 females, 3 males (8 African American, 17 Hispanic, 2 two or More Races, and 3 Whites)

Quantitatively, the 2012-2013 MIS data reported on 31 females and 4 males (8 African Americans, 21 Hispanics, and 6 Whites)

2. Accomplishments in Achieving Goals Outlined in the Previous Program Review. 

a. Describe progress in achieving goals outlined in the previous program review, including evidence documenting such achievements. 

The previous goals have all been met: Monthly meetings have been in place since the last review, job readiness skills workshops are provided, referrals to additional services are provided as needed and job placement has been established. In addition, increased recruitment efforts have been implemented along with county involvement at the CalWORKs orientation during each semester. Since the last program review, the current CalWORKs Coordinator attends annual CalWORKs Conferences and regularly scheduled regional meetings to keep abreast on new policies and procedures. 

b. Explain modifications of goals outlined in the previous program review, including evidence documenting such modifications. 

As stated in subset “a” of question 2, the goals outlined in the previous program review were achieved without modifications. 

c. Describe specific, documented accomplishments that support and facilitate the achievement and assessment of student learning outcomes, including measures employed to evaluate program effectiveness in achieving such outcomes. 	



CalWORKs has addressed SLO’s. CalWORKs SLO assessment is conducted in the spring and fall of each semester, using a pre-test/post-test design to investigate orientation effectiveness. The results were discussed with the CalWORKs department and advisory group, and analyzed. Due to the number of incorrect answers the Orientation now provides a great deal more information to assist the students in understanding the requirements of the CalWORKs program.  Through discussion, analysis, and incorporated improvements the outcomes should improve. 

3. New Goals 

a. Outline new goals including an explanation how the program supports the achievement of student learning outcomes, and state timelines for completion, measures for evaluating achievement of such goals, and a process for implementing improvements. 

CalWORKs will encourage each student to have a working resume in place by the end of semester. For example, workshops will be offered on resume writing and promote Transfer and Career Center collaboration. CalWORKs will continue to form partnerships for student employment (preferably on campus) through advisory committee efforts. 



4. Personnel Summary 

a. Provide an organizational chart of the program, showing personnel coverage of key functions and responsibilities. 

See organizational chart located on last page 

b. Are current management and staff adequate to perform functions and responsibilities satisfactorily and to achieve program goals? Explain. 

Current management and staff are adequate to perform functions and responsibilities; however, an ever increasing CalWORKs student population will eventually warrant a full time CalWORKs coordinator position to adequately address PVC CalWORKs students. 

c. Describe organizational changes that will improve program performance, provide timelines for the achievement of such changes, and describe measures that will assess the effectiveness of such changes. 



Currently, CalWORKs is concerned over future state funding. In this budget crisis, sustainability is a greater concern compared to change and program improvement. The program is serving the CalWORKs population on campus to the best of the limited staffing ability. In the future, a full time CalWORKs Director/Manager along with an assistant would better meet the needs of the CalWORKs students (i.e., once the program reaches 100 to 150 enrolled students). In addition, a closed door office would be extremely beneficial for the Director/Manager and the assistant could operate the “front window” and help trouble shoot student needs. 

5. Staff Development 

a. Describe specific professional development activities in which program members participate, and explain how such activities benefit or enhance the program and support and facilitate student learning outcomes. 

The CalWORKs Coordinator and CalWORKs Clerk attend annual conferences and partnership summit meetings to stay abreast of CalWORKs program policies, procedures, needs and concerns. This, in turn, provides PVC students with a complete, current and comprehensive program. 

b. Describe areas of unmet professional development needs among personnel in this program, if applicable, and outline plans to address those needs. 

[bookmark: _GoBack]The CalWORKS Coordinator and Clerk will continue to attend state wide trainings to stay up to date on new policies and procedure for the CalWORKs program.





6. Facilities and Equipment 

a. Are current facilities, such as classrooms, offices and equipment, adequate to support the program? 

Currently, the facilities and equipment are adequate to support the program. 

b. Is available dedicated space adequate to support the program? 

The space is appropriate, the openness of the cubical arrangement lends to student access when communicating with the CalWORKs Clerk.  While the Private office space serves as a confidential area for students to address matters with the Coordinator. 

c. Is available equipment adequate to support the program? 

Yes, available equipment is adequate to support the program. 

d. Describe plans for future changes in support facilities or equipment. 

As of now future changes are not planned.



7. Financial Resources 

a. Provide a financial report showing, for each year for the preceding 3 years, budget vs. actual expenditures for each of these line items, at a minimum: Personnel Salaries, Personnel Benefits, Supplies, Contract Services, and Capital Expenditures. Explain deviations from the budget exceeding 10% of any line item. 



		2010-2011 

		Budgeted 

		Actual 



		Personnel Salaries 

		$33,660.00

		$33,660.00



		Personnel Benefits 

		$10,166.00 

		$10,166.00 



		Supplies 

		$16,728.00 

		$16,728.00 



		Other Operating Expenses/ Contract Service 

		$58,209.00 

		$58,209.00 



		Capital Expenditures 

		$0 

		$0 



		Other Outgo 

		$0 

		$0 



		Total 

		$118,763.00 

		$118,763.00







		2011-2012 

		Budgeted 

		Actual 



		Personnel Salaries 

		$61,420.00

		$61,420.00



		Personnel Benefits 

		$8,207.00 

		$8,207.00 



		Supplies 

		$7,175.00 

		$7,175.00 



		Other Operating Expenses/ Contract Service 

		$15,495.00 

		$15,495.00 



		Capital Expenditures 

		$0 

		$0 



		Other Outgo 

		$23,589.00 

		$23,589.00 



		Total 

		$115,886.00 

		$115,886.00









		2012-2013 

		Budgeted 

		Actual 



		Personnel Salaries 

		$30,714.00

		$30,714.00



		Personnel Benefits 

		$8,633.00 

		$8,633.00 



		Supplies 

		$23,157.00

		$23,157.00 



		Other Operating Expenses/ Contract Service 

		$8,158.00 

		$8,158.00 



		Capital Expenditures 

		$0 

		$0 



		Other Outgo 

		$45,635 

		$45,635 



		Total 

		$ 116,297.00

		$116,297.00









b. Describe plans for future budget changes. 

No changes at this time. 

8. Strengths and Weaknesses 

a. List and comment on the major strengths of the program. 

Due to the size and unique demographics of Palo Verde College our students receive over the top one-on-one service. Students wait time is minimal. Students are provided educational supplies, childcare, and program needs are met in an exemplary fashion. 

b. List and comment on the major weaknesses of the program. 

The CalWORKs program could increase partnerships to place students for work placement, and place more emphasis on student transfer to obtain a bachelor’s degree after successful completion of a two year degree. 

c. List recommendations for improving and correcting identified weaknesses. 

CalWORKs will increase partnerships to increase student work placement via the following methods: 1) Advisory Committee feedback; 2) Consult with the Employment Development Department; and 3) increase marketing and outreach efforts with the assistance of the CalWORKs Clerk.











Program Evaluation Summary

Evaluate each aspect of the program

1. Support of the College Mission 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



2. Accomplishments in Achieving Goals Outlined in Previous Program Review 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



3. New Goals 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



4. Personnel Summary 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



5. Staff Development 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



6. Facilities and Equipment 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



7. Financial Resources 

Very Strong Satisfactory Needs Improvement Major Concern N/A 



8. Strengths/Weaknesses 

Very Strong Satisfactory Needs Improvement Major Concern N/A 

Evaluate the Program Overall

Very Strong Satisfactory Needs Improvement Major Concern N/A 



CalWORKs

 Organizational Chart 2013-2014





   CalWORKs Clerk

Outreach

Board of Trustees

Vice President of Instruction and Student Services

Superintendent/President



Student Development and Civic Center Events/Manager      (Student Activities/CalWORKs)
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DIRECTOR, EOPS/CARE 



THE COLLEGE:



Palo Verde College is a publicly supported 2-year college located in the beautiful Southeastern California desert. Yearly enrollment is approximately 3,200 students (full and part-time).



POSITION: EOPS/CARE DIRECTOR



This is a full-time, 12 month, 212 workday, an Educational Administrator position.



NATURE OF THE ASSIGNMENT:



Under the direction of the Vice President of Instruction and Student Services, this educational administrator is responsible for the overall administration, supervision and coordination of the EOPS/CARE program, counseling faculty and classified staff; preparation and administration of the district and state EOPS/CARE Program budgets; and effectively communicating the program's objectives and services to the college community.  In addition, the Director, EOPS/CARE provides district leadership in the coordination of school and community based outreach efforts for underrepresented students.



SCOPE:



The Director, EOPS/CARE provides EOPS services for all EOPS students at the Palo Verde Community College District and ensures that the EOPS and CARE programs are in compliance with state Title 5 and

Education Code regulations. This position also oversees the strategic planning and implementation of the day to day operations of the EOPS/CARE office including the selection and evaluation of staff and the scheduling of counseling faculty assignments. The Director, EOPS/CARE consults with the Chancellor’s Office staff as needed.



The Director, EOPS/CARE provides leadership and develops and maintains positive working relationships with the other managers and Directors in the Student Services component and with the department chairs and directors in the Academic Affairs component and with administrators and staff at all district sites, especially in relation to planning and implementation of goals to improve the effectiveness of student equity, success and completion outcomes for underrepresented student groups. The EOPS/CARE Director also establishes clear collaboration with Palo Verde College and local school districts in regard to the implementation of efforts to promote higher education initiatives for disadvantaged youth and underrepresented groups.                                            



EXAMPLES OF DUTIES & RESPONSIBILITIES:



1. Manages day-to-day operations of EOPS/CARE program including the direct supervision of counseling faculty and classified staff.  Links program planning and budgeting through the implementation of Program Review for EOPS and CARE.

2. Provides for the training of EOPS counseling faculty, staff and EOPS adjunct faculty.

3. Administers the EOPS and CARE program budgets including developing the annual EOPS/CARE Program Plan, monitoring the EOPS and CARE budgets throughout the year, and authorizing all expenditures on the Final Claims at the end of each fiscal year.

4. Makes recommendations to the Chancellor’s Office Staff regarding the automation of the annual EOPS program plans.

5. Directs the EOPS outreach and recruitment program, and EOPS orientation program.

6. Maintains and develops, with the EOPS Counseling faculty strategies to deliver effective assessment, orientation, counseling, guidance services and educational programs to EOPS/CARE students.

7. Provides leadership to EOPS staff in the development and evaluation of Student Learning Outcomes for EOPS and CARE student retention and success.

8. Sustains contact with departments and programs such as ESL, Basic Skills, CalWORK’s, the Learning Skills Center, Disability Resources, and with public and private agencies serving low-income groups.

9. Advocates for Student Equity and the promotion of institutional efforts to improve academic success and program completion of underrepresented students.

10. Provides back-up services in personal, social, and academic counseling to EOPS/CARE students in support/absence of the EOPS counseling faculty.

11. Actively participates in conferences pertinent to EOPS/CARE projects and concerns.

12. Initiates and coordinates cultural awareness and enrichment activities and staff in-service programs designed to provide college wide support for EOPS/CARE students and to promote an inclusive campus climate.

13. Oversees and insures the accuracy of MIS and other state reports including all year end summaries of EOPS/CARE program accomplishments. Collaborates with the Information Technology department to identify ways to respond to changes in EOPS data elements in the MIS system.

14. Interprets and ensures compliance with Title 5 Regulations and EOPS/CARE sections of the Education Code for students, staff, the EOPS Advisory Committee, the other managers and directors in Student Services, faculty and directors in Academic Affairs, Business Services, and the Information Technology department.



KNOWLEDGE OF:

1. Current Education Code, Title 5, and State and Federal financial aid regulations that directly affect EOPS/CARE students.

2. Student recruitment, retention, and orientation programs that serve traditionally underrepresented students and educationally underprepared students with language, social or economic disadvantages.

3. Planning, budgeting and staffing.



ABILITY TO:

1. Train, supervise, and evaluate staff and counseling faculty in the area(s) of assignment.

2. Work in cooperation with various campus departments and programs in instruction, student services, and business services.

3. Organize programs that promote academic success for students from all of the cultures served by EOPS.

4. Provide cross-cultural counseling to students from the diverse ethnic, language, and socio-economic groups in the EOPS/CARE student population.

5. Advocate successfully for the needs of EOPS/CARE students throughout the college community.

6. Communicate clearly, both orally and in writing.

7. Work effectively with multiple funding source budgets.

8. Demonstrate sensitivity to, and respect for, a diverse population.



 REQUIRED QUALIFICATIONS:



Directly from the Chancellor’s office Minimum Qualifications:

§56262. Director Qualifications.

(a)	The EOPS Director must meet the minimum qualifications for a student services administrator as specified in section 53420 of this part, or must possess a Community College Supervisor Credential.

(b)	In addition, an EOPS Director hired after October 24, 1987, must have, within the last four years, two years of experience or the equivalent.

(1)	In the management or administration of educational programs, community organizations, government programs, or private industry in which the applicant dealt predominantly with ethnic minorities or persons handicapped by language, social or economic disadvantages or,

(2)	As a community college EOPS counselor or EOPS instructor, or have comparable experience in working with disadvantaged clientele.

(c)	In addition, an EOPS director hired after October 24, 1987, shall have completed a minimum of six units of college-level course work predominantly relating to ethnic minorities or persons handicapped by educational, language, or social disadvantages.

NOTE: Authority cited: Sections 69648, 70901(b)(1)(B) and 87356, Education Code. Reference:

Sections 70901(b)(1)(B), 87356 and 87357, Education Code.



§53420. Minimum Qualifications for Educational Administrators.

The minimum qualifications for service as an educational administrator shall be both of the following:

(a)	Possession of a master’s degree; and

[bookmark: _GoBack](b)	One year of formal training, internship, or leadership experience reasonably related to the administrator’s administrative assignment



LOCATION:



Palo Verde College is located in the City of Blythe at one of the busiest entrance points to California. The college is located in a desert oasis adjacent to the beautiful Colorado River and the Palo Verde Valley. Blythe, and the fertile Palo Verde Valley, is primarily a farming and ranching area. Boating, fishing and hunting attract many tourists. The Palo Verde Valley is centrally located between Phoenix and Los Angeles, Las Vegas and the Mexican border. The valley’s great climate, with more than 350 days of sunshine and mild winters, attracts thousands of winter visitors every year.



SALARY:



Salary Range:  Placement on the Educational Administrator salary schedule Row 4, based on 212 days, prorated, will be determined by experience.  Position is a categorically funded position subject to continuation of state funding.

Board Approved: 06/10/14		Page 3 of 3
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		One College Drive

		Telephone: (760) 921-5500



		Blythe CA 92225

		Fax: (760) 922-0230





EXTENDED OPPORTUNITIES PROGRAM & SERVICES


(EOPS) COUNSELOR


THE COLLEGE:

Palo Verde College is a publicly supported 2-year college located in the beautiful Southeastern California desert.  Yearly enrollment is approximately 3,200 students (full and part-time).


POSITION:  EOPS COUNSELOR

Full-time, 12 months, 212 days, certificated categorical position.


NATURE OF THE ASSIGNMENT:

Under the supervision of the Vice President of Instruction and Student Services and assisted by the Director, EOPS CARE, the EOPS Counselor provides counseling services for EOPS students.


DUTIES & RESPONSIBILITIES (on campus):

1. Informs prospective students of the EOPS program and services available at the college by participating in on- and off-campus recruitment activities.


2. Participates in EOPS orientation and application workshops for new students.


3. Provides counseling services to EOPS students by interpreting assessment results, completing Educational Plans, monitoring progress, and registering students for classes.


4. Keeps anecdotal notes in each student’s file and documents the student’s eligibility relative to satisfactory progress units completed.


5. Consults with faculty regarding progress and services for EOPS students.


6. Assists students in completing financial aid forms and EOPS forms for eligibility determination.


7. Participates in in-service and related campus departmental meetings and workshops. 


8. Attends appropriate state and regional conferences and meetings to enhance skills in the counseling services area for EOPS students.


9. Assumes other EOPS counseling related duties as directed by the Director, EOPS CARE.


10. Maintains a regular schedule of academic, career, and personal counseling for a diversified community college population and updates schedule with our SARS (Scheduling and Reporting System).


11. Maintains student educational plans for each student through Colleague advising module and performs follow up counseling.


12. Provides liaison services between students, staff, and community agencies.  Make appropriate referrals.


DUTIES & RESPONSIBILITIES (at prison sites):

1. Informs prospective students of the EOPS program and services available at the college by participating in on- and off-campus recruitment activities.


2. Participates in EOPS orientation and application workshops for new students.


3. Provides counseling services to EOPS students by interpreting assessment results, completing Educational Plans, monitoring progress, and registering students for classes. 


4. Keeps anecdotal notes in each student’s file and documents the status of the student’s eligibility relative to satisfactory progress and units completed.


5. Consults with Academic Advisors (at prison sites) and faculty regarding progress and services for EOPS students.


6. Assists students in completing financial aid forms and EOPS forms for eligibility determination.


7. Participates in training for service at prison sites.


MINIMUM QUALIFICATIONS:

§56264. Counselor Qualifications.


1. EOPS “Counselors” are those persons designated by the community college to serve as certificated counselors in the EOPS program and must possess the Community College Counselor Credential or possess a master’s degree in counseling, rehabilitation counseling, clinical psychology, counseling psychology, guidance counseling, educational counseling, social work, or career development, or the equivalent, and


2. In addition, EOPS counselors hired after October 24, 1987, shall:


a.  Have completed a minimum of nine semester units of college course work predominantly relating to ethnic minorities or persons handicapped by language, social, or economic disadvantages or,


b.  Have completed six semester units or the equivalent of a college-level counseling practicum or counseling field-work courses in a community college EOPS program, or in a program dealing predominantly with ethnic minorities or persons handicapped by language, social, or economic disadvantages and,


c. In addition, an EOPS counselor hired after October 24, 1987, shall have two years of occupational experience in work relating to ethnic minorities or persons handicapped by language, social, or economic disadvantages.


LOCATION:

Palo Verde College is located in the City of Blythe at one of the busiest entrance points to California.  The college is located in a desert oasis adjacent to the beautiful Colorado River and the Palo Verde Valley.  Blythe, and the fertile Palo Verde Valley, is primarily a farming and ranching area.  Boating, fishing and hunting attract many tourists.  The Palo Verde Valley is centrally located between Phoenix and Los Angeles, Las Vegas and the Mexican border.  The valley’s great climate, with more than 350 days of sunshine and mild winters, attracts thousands of winter visitors every year.


SALARY:

Salary Range:  Placement on the academic salary schedule will be determined by education and experience.    Position is subject to continuation of state funding.

PALO VERDE COMMUNITY COLLEGE DISTRICT

AA/ADA/EEO

1. To be considered a candidate for a position in the Palo Verde Community College District, the application and materials must be on file no later than the filing deadline date.


2. The screening procedure:


a. Human Resources will screen all applications for minimum qualifications.  The Screening Committee will then screen all remaining applications.  Meeting the minimum qualifications for the position does not assure an interview.


b. The committee will invite selected candidates to an interview held at Palo Verde College.  From those candidates interviewed, the committee will recommend selected persons to the Superintendent/ President who will also interview the candidates.


c. The Superintendent/President will then make a recommendation to the Board of Trustees.


3. All interviews will be scheduled for the same day and evening, if possible.


4. In the interview, consideration will be given to factors in addition to education and experience, including, but not limited to, personal development, ability to work with others, initiative and sensitivity and commitment to meet student needs.


5. Travel costs related to these initial interviews will be borne by the candidate.

6. A second interview may be required for selected candidates.


7. Candidates should not expect official notification of the status of their candidacy until the Board of Trustees has acted on the Superintendent's recommendation for employment.


8. The College reserves the right to contact the current or most recent employer of any candidate and to fully investigate current and past employment history including social media.


9. The College reserves the right to re-advertise the position or to delay or withdraw filling a position at its sole discretion. 


10. The College does not return to the candidate materials submitted in application for a position.


11. An optional form, "Affirmative Action Survey," is distributed with each application.  Completing and returning this form is done on a voluntary basis by the candidate.  The voluntary form does not circulate through the screening procedure along with the application.


12. The Immigration and Naturalization Act requires the College to obtain documentation for every individual who is employed which verifies identity and authorizes his/her right to work.


13. All employees are required to sign the Oath of Allegiance and the Drug-Free Workplace policy form, to provide evidence of a clear Tuberculosis screening and submit to a background investigation.


14. The provisions of this bulletin do not constitute a contract expressed or implied, and any of the provisions contained herein may be modified or revoked without notice.


PALO VERDE COMMUNITY COLLEGE DISTRICT


Pursuant to Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and amendments and other laws, orders, and regulations governing discrimination, the Palo Verde Community College District is an equal opportunity employer.  The policy of the District is to encourage applications from ethnic and racial minorities, women, persons with disabilities, and Vietnam-era veterans.  No person shall be denied employment because of ethnicity or race, color, sex, age, religion, marital status, disability, gender identity, sexual orientation, national origin, medical conditions, status as a Vietnam-era veteran, ancestry, or political or organizational affiliation.  
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ORDER OF ELECTION

AND

SPECIFICATIONS OF THE ELECTION ORDER



PALO VERDE COMMUNITY COLLEGE DISTRICT, 

TRUSTEE AREAS 1, AND 2,  

OF SAN BERNARDINO AND RIVERSIDE COUNTIES, CALIFORNIA



RESOLUTION ORDERING SCHOOL DISTRICT ELECTION FOR 

GOVERNING BOARD MEMBERS WHOSE TERMS EXPIRE DECEMBER 4, 2014



BE IT RESOLVED that, pursuant to Education Code, Section 5302, the County Superintendent of Schools of this County is hereby ORDERED to call an election for the purpose and in accordance with designations contained in the following specifications of the Election Order made under the authority of Education Code Sections 5304, 5320, and 5322.



SPECIFICATIONS OF THE ELECTION ORDER



Date of Election:  Tuesday, November 4, 2014

			Purpose:   Election of Governing Board Members

			Polls will open at 7 a.m. and close at 8 p.m.



PLEASE FILL IN THE NAMES BELOW:

Governing Board Members whose terms expire DECEMBER 4, 2014



		NAME 

		FULL TERM /

SHORT TERM

(Circle FT or ST)

		APPOINTED / ELECTED
(Circle A or E)

		DATE OF APPOINTMENT



		Francis T. Arneson (Area 1, Riverside Co.)

		FT / ST

		A / E

			



		Lincoln Edmond (Area 1, Riverside Co.)

		FT / ST

		A / E

			



		George Thomas (Area 1, Riverside Co.)

		FT / ST

		A / E

			



		Jerry Lewis (Area 2, San Bernardino Co.)

		FT / ST

		A / E

			



		 	

		FT / ST

		A / E

			







I, Ned Hyduke, II, Clerk/Secretary of the Governing Board of the Palo Verde Community College District of San Bernardino and Riverside Counties, California, do hereby certify that the foregoing is a full, true and correct copy of a resolution adopted by the said Board at a Regular Board meeting thereof held at its regular place of meeting on June 10, 2014.



Dated:  			                 								

						                   Clerk/Secretary

Submit one (1) copy to the San Bernardino County Elections office

Submit one (1) copy to the County Superintendent of Schools

[bookmark: _GoBack]One (1) copy for your files
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ORDER OF ELECTION


of Palo Verde Community College District of Riverside County, California


RESOLUTION ORDERING CONSOLIDATED GOVERNING BOARD MEMBER BIENNIAL ELECTION, SPECIFICATIONS OF THE 


ELECTION ORDER, AND REQUEST FOR CONSOLIDATION



WHEREAS, Section 5300 of the Education Code states that school district elections shall be governed by the Elections Code; and



WHEREAS, Section 1302 of the Elections Code and Section 5000 of the Education Code both allow for a governing board election to be held biennially on the first Tuesday after the first Monday in November of each even-numbered year to fill the offices of governing board members whose terms expire on the first Friday of December next succeeding the election;



IT IS THEREFORE RESOLVED that, the County Superintendent of Schools of this county is hereby ordered to call an election for said purpose, and in accordance with the designations contained in the following specifications of the election order made under the authority of Education Code Sections 5304 and 5322;



IT IS FURTHER ORDERED that, pursuant to Education Code Section 5340 and Elections Code Section 1302(b)(3), the officer conducting the election shall cause said election to be consolidated with governing board elections being held on the same day by the school or community college district having area in common with this district.



The election shall be held on Tuesday, November 4, 2014.


The purpose of the election is to elect 3 member(s) of the governing board for a full term ending December 7, 2018, to the offices now held by the following members:


Francis T. Arneson

Lincoln Edmond

George Thomas

* IT IS FURTHER RESOLVED THAT, pursuant to Elections Code Section 13307, candidates requesting a Candidates Statement, limited to 200 words, printed and mailed to the voters, shall be required to pay the actual prorated cost thereof.



IT IS FURTHER ORDERED THAT, pursuant to Education Code Section 5322, the clerk of the district is hereby directed to furnish copies of this Order to the County Superintendent of Schools and the officer conducting this election not less than 123 days prior to the date of the election.



The foregoing Resolution and Order was adopted and affirmed by the governing board of Palo Verde Community College District of Riverside County, California, being the board authorized by law to make the designations contained therein, by a formal vote as follows:


Ayes:    _______


Noes:    _______


Absent: _______


		

		(Signed)

		



		Date

		

		Clerk of said Governing Board





State of California)




ss


County of Riverside)


Certification



I hereby certify that the foregoing is a full, true and correct transcript of a resolution duly adopted and affirmed by the Governing Board named therein at a duly constituted regular meeting of the Governing Board held on ____________ as it appears upon the minutes of said meeting.


		

		

		








PALO VERDE COMMUNITY COLLEGE DISTRICT
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Program Facilitator

Institutional Transition Program – California Department of Corrections and Rehabilitation (CDCR)



THE COLLEGE:



Palo Verde College is a publicly supported 2-year college located in the beautiful Southeastern California desert.  Yearly enrollment is approximately 4,000 students (full and part-time)



POSITION:



Full-time – Contract Education, subject to continued CDCR funding



NATURE OF THE ASSIGNMENT:



Under the direct supervision of the CDCR Institutional Transition Program Director, provides delivery of Transition curriculum to incarcerated students.



DUTIES AND RESPONSIBILITIES:

[bookmark: _GoBack]

1. Deliver the Program topics and program services utilizing the CDCR approved curriculum.

2. Assist in establishing and maintaining a variety of record keeping and tracking systems as well as inmate files for the proper collection, dissemination and documentation of necessary information and data.

3. Maintain participant files, program logs, rosters, records, and other writings that pertain to the delivery of services.  

4. Prepare and submit documents, reports, and correspondence as required.

5. Follow all institutional rules and policies, including all policy and procedures having to do with safety and security.

6. Attend any orientations, in-service or safety trainings as required by the CDCR. 

7. Administer and review the results of vocational and employment-related tests designed to identify skill, aptitudes and interests of eligible participants.

8. Assess and evaluate inmate’s employment goals in relation to their current, transferable, or potential skills, and their relevance to local labor market conditions.

9. Assist inmates in accessing resources information about supportive, social and financial services in their community of residence and teach how to identify in their communities.

10. Conduct workshops including work readiness presentations, job search techniques, preparation of resumes, cover letters and applications, life skills, mock interviews, internet familiarity, labor market information and community service topics. These workshops will be in addition to the curriculum provided by CDCR.

11. Explain program requirements to all participants and ensure that all participants have all required documents.

12. Provide One Stop Career Center information for the geographical areas of parole upon release for each class participant.

13. Communicate with appropriate community One Stop Career Center staff for each participant. 

14. Work cooperatively with the CDCR Program Analyst, all CDCR staff and any other public or private entities identified by the CDCR Program Analyst.

15. Assist and cooperate in all types of CDCR program evaluations of on-site peer reviews and other traditional quality and evaluation activities.

16. Establish a training program for the utilization of the Inmate Clerks, who will assist in the provision of program services using institution policy and guidelines for inmate accountability. 

17. Cooperate in the evaluation of the program and assist CDCR and any designated evaluators in any additional data collection efforts, program fidelity and program analysis.

18. Engage the participants to actively participate in class exercises and communicate with their peers.

19. Provide all appropriate participants with a Certificate of Completion.

20. Perform all other such duties as required or assigned to fulfill the responsibilities of the position.



REQUIRED QUALIFICATIONS:



1. A Bachelor of Arts Degree from a granting institution accredited by the WASC or equivalent, and 2 years of professional experience, OR

2. An Associate of Arts Degree from a granting institution accredited by the WASC or equivalent, and 6 years professional experience. 

3. Must pass state required prison clearance.

4. Demonstrated sensitivity to and an understanding of the diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation and ethnic backgrounds of inmate students.



LOCATION AND CALENDAR:



Job locations will vary between Chuckawalla Valley State Prison and/or Ironwood State Prison or the Palo Verde College Blythe Campus.  The employee will be following the CDCR approved calendar at 212 days.



SALARY AND JOB STATUS:

1. Placement on the salary schedule is determined by education and verified academic or vocational experience.

2. The college offers an attractive package of fringe benefits including medical/hospital, dental and vision care and group life insurance. 

3. This position is Contract Education subject to continued CDCR funding. 


PALO VERDE COMMUNITY COLLEGE DISTRICT

AA/ADA/EEO

1. To be considered a candidate for a position in the Palo Verde Community College District, the application and materials must be on file no later than the filing deadline date.

2. The screening procedure:

a. Human Resources will screen all applications for minimum qualifications.  The Screening Committee will then screen all remaining applications.  Meeting the minimum qualifications for the position does not assure an interview.

b. The committee will invite selected candidates to an interview held at Palo Verde College.  From those candidates interviewed, the committee will recommend selected persons to the Superintendent/ President who will also interview the candidates.

c. The Superintendent/President will then make a recommendation to the Board of Trustees.

3. All interviews will be scheduled for the same day and evening, if possible.

4. In the interview, consideration will be given to factors in addition to education and experience, including, but not limited to, personal development, ability to work with others, initiative and sensitivity and commitment to meet student needs.

5. Travel costs related to these initial interviews will be borne by the candidate.

6. A second interview may be required for selected candidates.

7. Candidates should not expect official notification of the status of their candidacy until the Board of Trustees has acted on the Superintendent's recommendation for employment.

8. The College reserves the right to contact the current or most recent employer of any candidate and to fully investigate current and past employment history including social media.

9. The College reserves the right to re-advertise the position or to delay or withdraw filling a position at its sole discretion. 

10. The College does not return to the candidate materials submitted in application for a position.

11. An optional form, "Affirmative Action Survey," is distributed with each application.  Completing and returning this form is done on a voluntary basis by the candidate.  The voluntary form does not circulate through the screening procedure along with the application.

12. The Immigration and Naturalization Act requires the College to obtain documentation for every individual who is employed which verifies identity and authorizes his/her right to work.

13. All employees are required to sign the Oath of Allegiance and the Drug-Free Workplace policy form, to provide evidence of a clear Tuberculosis screening and submit to a background investigation.

14. The provisions of this bulletin do not constitute a contract expressed or implied, and any of the provisions contained herein may be modified or revoked without notice.

PALO VERDE COMMUNITY COLLEGE DISTRICT

Pursuant to Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and amendments and other laws, orders, and regulations governing discrimination, the Palo Verde Community College District is an equal opportunity employer.  The policy of the District is to encourage applications from ethnic and racial minorities, women, persons with disabilities, and Vietnam-era veterans.  No person shall be denied employment because of ethnicity or race, color, sex, age, religion, marital status, disability, gender identity, sexual orientation, national origin, medical conditions, status as a Vietnam-era veteran, ancestry, or political or organizational affiliation.  
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INSTITUTIONAL TRANSITION PROGRAM DIRECTOR

Institutional Transition Program – California Department of Corrections and Rehabilitation (CDCR)

A Grant Funded Position





THE COLLEGE:



Palo Verde College is a publicly supported 2-year college located in the beautiful Southeastern California desert.  Yearly enrollment is approximately 4,000 students (full and part-time)



POSITION:



Full time – Contract Education, subject to continued CDCR funding



NATURE OF THE ASSIGNMENT: 



Under the direct supervision of the Vice President of Instruction and Student Services.  The Program Director will be responsible for implementing all aspects of the CDCR Transition Program.  



DUTIES AND RESPONSIBILITIES:



1. Maintain the overall administrative responsibility for the delivery of services.

2. Plan, direct and coordinate all program activities.

3. Oversee the program budget and operational costs.

4. Identify and ensure an alternative workload for staff during periods of institutional lockdown or other Program down time.

5. Ensure communication occurs with the appropriate community One Stop Career Center staff and other agencies as necessary. 

6. Ensure exit interviews are conducted with each participant and a certificate of completion is provided.

7. Ensure all institutional rules and policies are followed and adhered to, including all policy and procedures having to do with safety and security.

8. Attend any orientations, in-service or safety trainings as required by the CDCR. 

9. Work cooperatively with the CDCR Program Analyst, all CDCR staff and any other public or private entities identified by the CDCR Program Analyst.

10. Rectify any contract non-compliance issues identified by the CDCR Program Analyst.

11. Assist and cooperate in all types of CDCR program evaluations of on-site peer reviews and other traditional quality and evaluation activities.

12. Establish  an  internal  administrative  fiscal  system  for  the  ongoing  management  of  the Agreement.

13. [bookmark: _GoBack]Submit monthly invoices and reports. 

14. Prepare and submit management information system documents, other reports and correspondence as required.

15. Responsible for recruiting, training, supervising, and maintaining qualified staff necessary for the delivery of the Program.

16. Ensure written policy and procedures are established in compliance with CDCR policy and procedures, which prohibit employees from fraternizing with inmates and their families.

17. Oversee the establishment of the training program for the utilization of the Inmate Clerks and follow institution policy and guidelines for inmate accountability.

18. Provide necessary forms and documents as necessary to CDCR staff regarding inmate pay forms, time keeping logs and work supervisor reports.

19. Maintain all records that pertain to the delivery of services.

20. Ensure the validity of the data and protect the data from unauthorized access and/or destruction due to negligence, malice or disaster. 

21. Serve as a liaison between the District and CDCR with other educational programs.

22. Perform all other such duties as required or assigned to fulfill the responsibilities of the position.



REQUIRED QUALIFICATIONS:

1. Possession of a Master’s degree from a granting institution accredited by the Western Association of Schools and Colleges (WASC) or equivalent

2. One year of formal training, internship, or leadership experience reasonably related to the administrator’s administrative assignment

3. Demonstrated sensitivity to and an understanding of the diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation and ethnic backgrounds of inmate students.



LOCATION:



Job locations will vary between Chuckawalla Valley State Prison and/or Ironwood State Prison or the Palo Verde College Blythe Campus.  



SALARY AND JOB STATUS:

1. Salary will be on Row 4 of the college’s Educational Administrator pay schedule with placement appropriate to experience. 

2. The college offers an attractive package of fringe benefits including medical/hospital, dental and vision care and group life insurance. 

3. This position is Contract Education subject to continued CDCR funding. 


PALO VERDE COMMUNITY COLLEGE DISTRICT

AA/ADA/EEO

1. To be considered a candidate for a position in the Palo Verde Community College District, the application and materials must be on file no later than the filing deadline date.

2. The screening procedure:

a. Human Resources will screen all applications for minimum qualifications.  The Screening Committee will then screen all remaining applications.  Meeting the minimum qualifications for the position does not assure an interview.

b. The committee will invite selected candidates to an interview held at Palo Verde College.  From those candidates interviewed, the committee will recommend selected persons to the Superintendent/ President who will also interview the candidates.

c. The Superintendent/President will then make a recommendation to the Board of Trustees.

3. All interviews will be scheduled for the same day and evening, if possible.

4. In the interview, consideration will be given to factors in addition to education and experience, including, but not limited to, personal development, ability to work with others, initiative and sensitivity and commitment to meet student needs.

5. Travel costs related to these initial interviews will be borne by the candidate.

6. A second interview may be required for selected candidates.

7. Candidates should not expect official notification of the status of their candidacy until the Board of Trustees has acted on the Superintendent's recommendation for employment.

8. The College reserves the right to contact the current or most recent employer of any candidate and to fully investigate current and past employment history including social media.

9. The College reserves the right to re-advertise the position or to delay or withdraw filling a position at its sole discretion. 

10. The College does not return to the candidate materials submitted in application for a position.

11. An optional form, "Affirmative Action Survey," is distributed with each application.  Completing and returning this form is done on a voluntary basis by the candidate.  The voluntary form does not circulate through the screening procedure along with the application.

12. The Immigration and Naturalization Act requires the College to obtain documentation for every individual who is employed which verifies identity and authorizes his/her right to work.

13. All employees are required to sign the Oath of Allegiance and the Drug-Free Workplace policy form, to provide evidence of a clear Tuberculosis screening and submit to a background investigation.

14. The provisions of this bulletin do not constitute a contract expressed or implied, and any of the provisions contained herein may be modified or revoked without notice.

PALO VERDE COMMUNITY COLLEGE DISTRICT

Pursuant to Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, and amendments and other laws, orders, and regulations governing discrimination, the Palo Verde Community College District is an equal opportunity employer.  The policy of the District is to encourage applications from ethnic and racial minorities, women, persons with disabilities, and Vietnam-era veterans.  No person shall be denied employment because of ethnicity or race, color, sex, age, religion, marital status, disability, gender identity, sexual orientation, national origin, medical conditions, status as a Vietnam-era veteran, ancestry, or political or organizational affiliation.  
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PALO VERDE COLLEGE 
Curriculum Pending Board of Trustees Approval  


Approved by the Curriculum Committee on May 8, 2014 
Board of Trustees Meeting June 10, 2014 


 


 


NEW COURSES 


 


AGR 080 - Pesticide Safety 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 1 


Course Description: Pesticide training for individuals who handle and use chemical pesticides. 


 


AGR 120 - Soil Science 


 Approved for: F2F 


 Prerequisites: N/A 


 Units:3 


Course Description: This course provides a basic knowledge of the physical, chemical, and biological properties of soils 
and their characteristics. Included are fundamental soil properties, soil-plant relationships, soil formation, fertilization and 


soil management, salinity, pH, erosion management, soil moisture, and non-agricultural uses. 


 
AGR 140 - Principles of Plant Science 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 4 


Course Description: An introduction to plant science that examines agricultural, forest, landscape, and other significant 


uses of plants. Included are structure, growth processes, propagation, physiology, genetic improvement and 
biotechnology, ecology, soil environment, biological competitors and symbionts of plants. The production, harvest, and 


utilization of the principle crops grown in California will be included. Laboratory work is required that introduces 


horticultural techniques. 


 
AGR 170 - Principles of Entomology 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course covers the principles of the classification, identification, anatomy, physiology, ecology, 


management, and collecting of arthropods, with emphasis on those of importance to agriculture. 
 


BCT 117 - Residential Plumbing Theory 


 Approved for: CE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course is designed to introduce the student to the calculations and technology involved in the 
design of a residential plumbing installation. The student will become familiar with the building codes and local 


regulations of the plumbing industry as set forth in the Uniform Building Codes. The areas addressed will include 


blueprint reading, math formulas, rough plumbing installation, finish plumbing, water heater theory, and fixtures and 


faucets. 
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FST 090 - Pre-Service Academy 


 Approved for: F2F 


 Prerequisites: Students must have parental/guardian consent per sponsoring agency policy. 


 Units: 0.25-12 


Course Description: This course is designed to provide the Fire Science Cadets with an overview of basic fire science 


technology.  The course will focus on fire department organization, rules and regulations, emergency medical services, 


hose evolutions, ladder evolutions, breathing apparatus, auto extrication, and truck company operations and tools.   


Students must have parental/guardian consent per sponsoring agency policy.  This course may be offered Credit/No 
Credit. 


 


 
FST 113 - Fire Control 6 Wildland Firefighting Essentials 


 Approved for: F2F 


 Prerequisites: Must be employed as a first responder or have instructor approval. 


 Units: 0.75 


Course Description: This course provides information, methods, and techniques for the utilization of the California Fire 


and Rescue Mutual Aid Plan, Incident Command System, wildland firefighting strategy and tactics, structure triage, 
terminology, survival skills and operating safely in a wildland fire-fighting incident.  Must be employed as a first 


responder or have instructor approval. 


 


FST 241 - Fire Investigation 1A: Fire Origin and Cause Determination 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 2 


Course Description: This course provides the participants with an introduction and basic overview of fire scene 


investigation. The focus of the course is to provide information on fire scene indicators and to determine the fire's origin. 


 
FST 242 - Fire Investigation 1B: Techniques of Fire Investigation 


 Approved for: F2F 


 Prerequisites: FST 241 Fire Investigation 1A 


 Units: 2 


Course Description: This course provides a deeper understanding of fire investigation and builds on FST 241 Fire 


Investigation 1A. Topics include the juvenile fire setter, report writing, evidence preservation and collection, interview 
techniques, motives, and fire fatalities. 


 


FST 243 - Fire Investigation 2A: Criminal and Legal Procedures 


 Approved for: F2F 


 Prerequisites: FST 241 Fire Investigation 1A and FST 242 Fire Investigation 1B 


 Units: 2 


Course Description: This course provides information on conducting an explosive investigation and a surveillance 
operation, preparing a search warrant, testifying as an expert witness, assembling a curriculum vitae, and properly 


documenting a criminally caused fire. In addition, each student will be assigned to an investigative team to conduct an 


investigation of their own criminally caused fire. During this practical exercise, each team will be required to conduct the 
scene investigation, properly collect and document supportive evidence, prepare their written case report, and present their 


finding to a district attorney and a judge to review. 
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FST 244 - Fire Investigation 2B: Field Case Studies 


 Approved for: F2F 


 Prerequisites: FST 241, FST 242 and FST 243 


 Units: 2 


Course Description: This course provides advanced instruction in fire scene investigation, case preparation, and courtroom 


presentation. Topics include review of fire scene photography, sketching, evidence collection, interviewing and 


interrogation, and extensive use of simulations for developing and presenting an arson case.  


 


SUBSTANTIAL CHANGE COURSES 


 


ENG 081 - Basic Writing I 


 Approved for: F2F 


 Prerequisites: Prerequisite: Students must meet the prerequisite by one of the following options:      1. ENG 080 


and ENG 089 taken concurrently or      2. Placement via the testing process Corequisite: ENG 087 Note: Students 
must take ENG 081 and ENG 087 during the same semester and earn a grade of “P” in both courses before 


enrolling in the next level of English. 


 Units: 3 


Course Description: English 081 is a continuation of the developmental English series, designed for students needing 
practice in writing.  The course covers: 1) grammar and punctuation essential to effective writing; 2) vocabulary 


development; and 3) writing practice, particularly in writing paragraphs and short essays.  Grammar skills will be 


developed in the context of writing and critical analysis of texts.  There is a minimum writing requirement of 2500 words 


for the course, composed of both in-class and out-of-class writing.  Credit for this course shall not be used to satisfy 
English requirements for graduation from Palo Verde College. Grade is Pass/No Pass. 


 


ENG 082 - Basic Writing II 


 Approved for: F2F 


 Prerequisites: Prerequisite: Students must meet the prerequisite by one of the following options:       1. ENG 081 


and ENG 087 taken concurrently or      2. ENG 095 or      3.  Placement via the testing process  Corequisite: ENG 


088 Note: Students must take ENG 082 and ENG 088 during the same semester and earn a grade of “P” in both 


courses before enrolling in the next level of English. 


 Units: 3 


Course Description: English 082 is a continuation of the developmental English series, designed for students needing 


further practice in writing.  The course covers: 1) grammar and punctuation essential to effective writing; 2) vocabulary 


development; and 3) writing practice, particularly in writing essays.  Grammar skills will be developed in the context of 


writing and critical analysis of texts.  There is a minimum writing requirement of 3500 words for the course, composed of 
both in-class and out-of-class writing.  Credit for this course shall not be used to satisfy English requirements for 


graduation from Palo Verde College. Course is graded Pass/No Pass. 


 
ENG 087 - Supplemental Instruction for Basic Writing I 


 Approved for: F2F 


 Prerequisites: Prerequisite: Students must meet the prerequisite by one of the following options:      1. ENG 080 


and ENG 089 taken concurrently or      2. Placement via the testing process Corequisite: ENG 081 Note: Students 


must take ENG 081 and ENG 087 during the same semester and earn a grade of “P” in both courses before 


enrolling in the next level of English. 


 Units: 1 


Course Description: ENG 087 must be taken concurrently with ENG 081 and provides additional writing instruction and 


practice in a lab environment.   Students must pass both ENG 087 and ENG 081 to meet the prerequisite for ENG 082. 


Pass/No Pass only. 
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ENG 088 - Supplemental Instruction for Basic Writing II 


 Approved for: F2F 


 Prerequisites: Prerequisite: Students must meet the prerequisite by one of the following options:      1. ENG 081 


and ENG 087 taken concurrently or      2. Placement via the testing process Corequisite: ENG 082 Note: Students 
must take ENG 082 and ENG 088 during the same semester and earn a grade of “P” in both courses before 


enrolling in the next level of English. 


 Units: 1 


Course Description: ENG 088 must be taken concurrently with ENG 082 and provides additional writing instruction and 


practice in a lab environment.   Students must pass both ENG 088 and ENG 082 to meet the prerequisite for ENG 099. 
Pass/No Pass only. 


 


ENG 095 - Writing Improvement I 


 Approved for: CE 


 Prerequisites: Prerequisite: Students must meet the prerequisite by one of the following options:      1. ENG 080 


and ENG 089 taken concurrently or      2. Placement via the testing process 


 Units: 3 


Course Description: English 095 is a continuation of the developmental English series, designed for students needing 


practice in writing.  The course covers: 1) grammar and punctuation essential to effective writing; 2) vocabulary 
development; and 3) writing practice, particularly in writing paragraphs and short essays.  Grammar skills will be 


developed in the context of writing and critical analysis of texts.  There is a minimum writing requirement of 2500 words 


for the course, composed of both in-class and out-of-class writing.  Credit for this course shall not be used to satisfy 


English requirements for graduation from Palo Verde College. Grade is Pass/No Pass. 
 


RDG 084 - Beginning Reading with Laboratory 


 Approved for: F2F 


 Prerequisites: Placement or RDG 082 


 Units: 3.25 


Course Description: RDG 084 is a continuation of the developmental reading series designed to prepare basic skills 
students for college reading.  In this course, students practice a reading process to enhance literacy by reading essays, 


articles and feature length books. The course emphasizes topics such as main ideas, supporting details, inferences, critical 


thinking, vocabulary, and study skills to increase comprehension. It has an attached class lab. To pass the course, the 
student must successfully complete both coursework and lab work during the same semester. Credit for this course shall 


not be used to satisfy English requirements for graduation from Palo Verde College. The course grade is pass/no pass. 


 


RDG 086 - Intermediate Reading with Laboratory 


 Approved for: F2F 


 Prerequisites: Placement or RDG 084 


 Units: 3.25 


Course Description: RDG 086 is a continuation of the developmental reading series designed for students who need 


further practice in college reading. The course develops metacognitive reading strategies, builds vocabulary and word 


knowledge, and strengthens literacy skills by integrating reading with writing. It has an attached class lab. To pass the 
course, the student must complete both coursework and lab work during the same semester. Credit for this course shall not 


be used to satisfy English requirements for graduation from Palo Verde College. The course grade is a letter grade, with 


an option for pass/no pass.   
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RDG 094 - Beginning Reading 


 Approved for: CE 


 Prerequisites: Placement or RDG 082 


 Units: 3 


Course Description: RDG 094 is a continuation of the developmental reading series designed to prepare basic skills 


students for college reading.  In this course, students practice a reading process to enhance literacy by reading essays, 


articles and feature length books. The course emphasizes topics such as main ideas, supporting details, inferences, critical 


thinking, vocabulary, and study skills to increase comprehension. Credit for this course shall not be used to satisfy English 
requirements for graduation from Palo Verde College. The course grade is pass/no pass. 


 


FST 086 - Explorer Academy 


 Approved for: F2F 


 Prerequisites: Students must have parental/guardian consent per sponsoring agency policy. 


 Units: 0.25-12 


Course Description: This course is designed to provide the Fire Science Scout with an overview of basic fire science 


technology.  The course will focus on fire department organization, rules and regulations, emergency medical services, 


hose evolutions, ladder evolutions, breathing apparatus, auto extrication, and truck company operations and tools.   
Students must have parental/guardian consent per sponsoring agency policy.  This course may be offered Credit/No 


Credit. 


 


FST 102 - Introduction to Fire Science 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course will prepare students for an entry level career in the fire science field by providing them 


with the knowledge of the subject matter necessary for a fire service career.  It will enable the student to decide which 


career path in fire protection or prevention, both public and private, is most suitable for them.  This course may be offered 
as Credit/No-Credit. 


 


FST 115 - Fire Apparatus Driver/Operator 1A: Emergency Vehicle Operations 


 Approved for: F2F 


 Prerequisites: Advisory: FST 140 


 Units: 1.5 


Course Description: This course provides the student with information on driver responsibilities, recognized standards, 


and related laws for fire apparatus. Topics include basic inspections, documentation, maintenance, and troubleshooting 


fire apparatus, and techniques on driving and positioning fire apparatus. Each student also has the opportunity to increase 


his or her driving skills during simulated driving conditions. 
 


Note: Enrollment in this course requires fire apparatus driving experience on a public way. Option 1: Signed verification 


from the Fire Chief (form is on the SFT website); or Option 2: California Class B driver's license, fire fighter restricted; or 
Option 3: California Class A, B, or C driver's license, fire fighter endorsed 


 


FST 116 - Fire Apparatus Driver/Operator 1B Pump Operations 


 Approved for: F2F 


 Prerequisites: Prereq: CA DL, Class A, B or C, with a fire fighter endorsement, Advi: FST 140 


 Units: 1.5 


Course Description: This course provides the student with information on pump construction and theory of pump 


operations. Topics include methods for performing basic hydraulics and techniques on basic inspections, documentation, 


maintenance, and troubleshooting fire pumps. Each student also has the opportunity to increase his or her pumping skills 


during simulated pumping conditions. 
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NON-SUBSTANTIAL CHANGE COURSES 


 
CHD 101- Child Growth and Development (formerly CHD 201) 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course examines the major physical, psychosocial, and cognitive/language developmental 


milestones for children, both typical and atypical, from conception through adolescence.  There will be an emphasis on 


interactions between maturational processes and environmental factors. While studying developmental theory and 
investigate research methodologies, students will observe children, evaluate individual differences and analyze 


characteristics of developmental at various stages. 


 
CHD 102 - Child, Family and Community (formerly CHD 125) 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: An examination of the developing child in a societal context focusing on the interrelationship of 


family, school and community and emphasizes historical and socio-cultural factors. The processes of socialization and 
identity development will be highlighted, showing the importance of respectful, reciprocal relationships that support and 


empower families. 


 


CHD 103 - Introduction to Curriculum (formerly CHD 140) 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course presents an overview of knowledge and skills related to providing appropriate curriculum 


and environments for young children from birth to age 6. Students will examine teacher's role in supporting development 


and fostering the joy of learning for all young children using observation and assessment strategies emphasizing the 
essential role of play. An overview of content areas will include but not be limited to: Language and literacy, social and 


emotional learning, sensory learning, art and creativity, math and science. 


 


CHD 104 - Principles and Practices of Teaching Young Children (formerly CHD 210) 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3  


Course Description: An examination of the underlying theoretical principles of developmentally appropriate practices 


applies to programs, environments, emphasizing the key role of relationships, constructive adult-child interactions, and 


teaching strategies in supporting physical, social, creative and intellectual development for all children.  This course 
includes a review of the historical roots of early childhood programs and the evolution of the professional practices 


promotion advocacy, ethics and professional identity. 


 
CHD 105 - Observation and Assessment 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A  


 Units: 3  


Course Description: This course focuses on the appropriate use of assessment and observation strategies to document 


development, growth, play and learning in order to join with families and professionals in promoting children’s success 


and maintaining quality programs. Recording strategies, rating systems, portfolios, and multiple assessment methods are 
explored. 
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CHD 106 - Health, Safety and Nutrition (formerly CHD230) 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: Introduction to the laws, regulations, standards, policies and procedures and early childhood 
curriculum related to child health safety and nutrition. The key components that ensure physical health, mental health and 


safety for both children and staff will be identified along with the importance of collaboration with families and health 


professionals. Focus on integrating the concepts into everyday planning and program development for all children. 


 
CHD 107 - Teaching in a Diverse Society 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: Examination of the development of social identities in diverse societies including theoretical and 


practical implications of oppression and privilege as they apply to young children, families, programs, classrooms and 
teaching. Various classroom strategies will be explored emphasizing culturally and linguistically appropriate anti-bias 


approaches supporting all children in becoming competent members of a diverse society. Course includes self 


examination and reflection on issues related to social identity, stereotypes and bias, social and educational access, media 
and schooling. 


 


CHD 108 - Practicum-Field Experience (formerly CHD 240) 


 Approved for: F2F, CE, DE 


 Prerequisites: Child Development – Associate Teacher Certificate of Career Preparation which includes CHD 


101, CHD 102, CHD 103 and CHD 104. 


 Units: 3 


Course Description: A demonstration of developmentally appropriate early childhood teaching competencies under 


guided supervision. Students will utilize practical classroom experiences to make connections between theory and 


practice, develop professional behaviors, and build a comprehensive understanding of children and families. Child 
centered, play-oriented approaches to teaching, learning, and assessment; and knowledge of curriculum content areas will 


be emphasized as student teachers design, implement and evaluate experiences that promote positive development and 


learning for all young children. 
 


CHD 120 - Developing Capable Young People 


 Approved for: F2F 


 Prerequisites: N/A   


 Units:3  


Course Description: This training course, by H. Stephen Glenn, Ph.D., is a powerful program for preparing adults who 


work with young people to help them develop the perceptions and skills that determine how effectively people deal with 
life.  Young people who gain strength in these assets normally increase in character, resiliency, and other human 


intelligences essential for living healthily and successfully, meeting the challenges of life, learning, relationship, and the 


work world.  This course is based on a unique inductive learning model which emphasizes collaboration, unique 
relationships, and situations so that they can achieve personal mastery. 


 


CHD 130 - Art for Early Childhood 


 Approved for: F2F, DE 


 Prerequisites: N/A 


 Units: 3  


Course Description: This course is an introductory study of the function of creativity and the affective domain in early 


childhood educational programs.  Emphasis is placed on the development of art curriculum activities, basic teaching 


skills, guidance techniques, equipment and materials.  Students select appropriate activities for a variety of age and 


maturity levels based on child development theories and concepts. 
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CHD 131 - Music for Early Childhood (CHD 235) 


 Approved for: F2F, DE 


 Prerequisites: N/A 


 Units: 3  


Course Description: This course will provide the student with basic skills and techniques for using instruments, records, 
songs, and rhythmic movement with young children. Creation of a curriculum to utilize the child's need for a balance of 


musical activities appropriate to his development will be explored. Previous music experience not required. 


 


CHD 135 - Literature for Early Childhood 


 Approved for: F2F, DE 


 Prerequisites: N/A  


 Units:3 


Course Description: Students will explore techniques for promoting language development the preschool child. The 


development of a reading readiness curriculum for preschool-age children will be discussed as students plan environments 


that incorporate language across the curriculum and throughout the day. Students will survey children’s books and 
literature and practice storytelling techniques. 


 


CHD 145 - Child Abuse and Neglect 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A  


 Units: 3 


Course Description: This course provides an overview of child abuse and neglect, from both historical and contemporary 


perspectives. Topics include physical and emotional abuse and neglect, sexual abuse, reporting and investigation, case 


management and the legal response, treatment for victims and abusers, and prevention of future child abuse and neglect. 


This course would be an asset for clinicians, teachers, case workers and individuals that work with children. Students will 
examine related news topics and an in-depth case study as part of course requirements. 


 


CHD 150 - Infants and Toddlers (formerly CHD 220) 


 Approved for: F2F, DE 


 Prerequisites: N/A  


 Units: 3 


Course Description: Examines the physical, social, emotional, and intellectual growth of the child including the atypical 


infant. Discusses the selection and maintenance of toys and play equipment for indoor and outdoor environments. 


Appropriate observations and visitations to the community will be required. 
 


CHD 205 - Adult Supervision: Mentoring in a Collaborative Learning Setting 


 Approved for: F2F, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course covers the methods and principles of supervising adults in the early childhood setting.  


Emphasis is given to the role of experienced teachers and administrators who function as mentors to student teachers and 
to new staff while simultaneously addressing the needs of children, parents and other staff.  This course meets the adult 


supervision coursework requirement for the Child Development Permit (the Master Teacher, Site supervisor, and the 


Program director levels). 
 


CHD 215 - Supervision and Administration of Childhood Development Program I 


 Approved for: F2F, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: Introduction to administrative responsibilities of staffing, employee supervision, budgeting, and 
personnel practices.  Organizational and program structure are included as are guidelines governing current child 


development programs. DS6 
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CHD 216 - Supervision and Administration of Childhood Development Programs II 


 Approved for: F2F, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: Advanced level of administration and managerial knowledge needed to operate a child care center as 
a successful business, emphasis upon analysis and application of business theory and principles in the areas of budget, 


personnel, environmental design, program, and business communications.  DS3 


 


CHD 227 - Parenting Principles and Communications 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 3 


Course Description: This is the study of the basic and advanced techniques of positive parenting, including assertive 


discipline, self-esteem, open communications, support networks, encouraging responsibility, and improved 


communication skills.   
 


CHD 260 - Digital Learning in the Preschool Classroom 


 Approved for: DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course is designed specifically for early child development teachers to learn to use the Hatch 
Early Learning System iStartSmart Tablets and computers in the classroom.  TeachSmart is research based and aligned to 


national standards such as the National Association for the Education of Young Children (NAEYC), Early Childcare 


Environment Rating Scale (ECERS) and Head Start.  Educators and administrators will learn the Report Management 


System and how to manage digital lesson plans.  The program has the ability to integrate both English and Spanish 
activities into the classroom curriculum.  Students will need to have access to a Hatch Tablet and computer to complete 


the course. 


 
CHD 290 - Selected Studies in Child Development 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: .25-5 


Course Description: Group investigation of a special problem in the area of child development.  As appropriate, the 


specific subject will be announced in the Schedule of Courses. 
 


CIS 101 - Introduction to Computers and Information Systems 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This is an introductory course that will provide students with a basic knowledge of computers and 


information systems.  It will also include an extensive overview of state-of-the-art technology, structured design 
techniques, and the real-world environment of the computer industry, covering hardware, software, and concepts of 


information systems. This course is especially beneficial for students, teachers, and professionals who are using, or 


planning to use, microcomputers in personal or business environments. 
 


CIS 123 - Web Page Design Using HTML 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units:3  


Course Description: This course will provide a practical understanding of HTML (Hypertext Markup Language) to design 
Web Pages.  Notepad and other software tools will be used to teach text formatting commands, background formatting, 


hyperlinks, e-mail links, tables, forms, image maps, and frames.  Students will also learn to create and add images, videos, 


and sound files to a Web Page. 
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CIS 124 - Web Page Design Tools 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3  


Course Description: This course provides the student with the knowledge and skills required to quickly design and 


implement Web Pages and to administer and update existing Web Sites using Adobe Dreamweaver software.  The course 


uses Dreamweaver to streamline and automate Web Site development and management.  Upon completion of this course, 


the student will be prepared to create powerful websites for personal or professional use. 
 


CIS 248 - Systems Analysis and Design 


 Approved for: F2F, CE, DE 


 Prerequisites: Recommended:  CIS 101-Introduction to Computers 


 Units: 3 


Course Description: This course discusses the procedures and techniques necessary for implementing a new computer 
system or modifying an existing computer system.  The course addresses both large computing systems and micro-


computing systems.  Hardware and software considerations are discussed. 


 
CIS 260 - Desktop Publishing 


 Approved for: F2F, CE, DE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course introduces the student to the design and composition of illustrative artwork for desktop 


publishing, print publishing, and multi-media graphics using Adobe Illustrator.  The course consists of a series of lessons 


that cover the tools and functions of this software.  Adobe Illustrator provides a consistent work environment with other 
Adobe applications. 


 


CIS 265 - Adobe Photoshop 


 Approved for: F2F, CE, DE  


 Prerequisites: N/A 


 Units: 3 


Course Description: Acquire, edit, and output simple and complex digital imagery utilizing the tools and techniques of 


Adobe Photoshop. Emphasis is on the utilization of various techniques in sizing and cropping, color balance, hue and 


saturation control, shadowing, and text utilization.  Students prepare images for printing, web design, and for current 
outputs for various media. 


 


FST 106 - Auto Extrication 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: 0.50 


Course Description: This course provides students with hands-on experience in the procedures and systems utilized during 
an automobile extrication. Subjects covered include: Auto extrication, types of hand and power tools, removing windows, 


opening doors, removing roofs, pulling steering wheels, moving foot pedals, raising dashboards, pulling seats, 


stabilization of vehicles, and simulated rescues of trapped victims. This course may be offered Pass/No Pass. 
 


MAT 081 - Arithmetic Fundamentals 


 Approved for: CE 


 Prerequisites: Completion of Math 80 with a passing grade OR valid placement score 


 Units: 3 


Course Description: Modern approach to the fundamental operations of arithmetic: addition, subtraction, multiplication, 
and division.  Considerable attention is given to operations with fractions, decimals, and percentages, and their 


applications, such as calculation of simple interest. 
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PHI 100 - Introduction to Philosophy 


 Approved for: F2F, CE, DE 


 Prerequisites: Eligibility for ENG 99 or equivalent. 


 Units: 3 


Course Description: The course takes both a survey and a topical approach to the study of philosophy. As such, it has two 
main goals: to introduce the discipline of philosophy and its subfields, and to introduce philosophical inquiries into the 


subject of "human nature." 


 


THA 290 - Selected Studies in Theatre Arts 


 Approved for: F2F 


 Prerequisites: N/A 


 Units: .25 - 4 


Course Description: Group investigation of a special topic in the area of theatre arts.  As appropriate, the specific subject 


will be announced in the Schedule of Classes. 


 
WEL 120 - Introductory Welding Principles and Practices 


 Approved for: F2F, CE  


 Prerequisites: N/A 


 Units: 3 


Course Description: This course provides a general introduction to the discipline of welding technologies and then guides 


students through various methods and applications of welding.  The areas addressed in this course include:  Welding 
Fundamentals, Shielded Metal Arc Welding, Gas Tungsten and Gas Metal Arc Welding, and Arc Cutting.  This course 


will provide real-world scenarios which will help prepare the student for the various welding applications.  This course 


accurately reflects the information and skills needed in today’s workplace. 


 
WEL 121 - Resistance Welding and Special Welding Applications 


 Approved for: F2F, CE  


 Prerequisites: N/A  


 Units: 3 


Course Description: This course provides a general introduction to the discipline of welding technologies and then guides 


students through various methods and applications of welding.  The areas addressed in this course include:  Oxyfuel Gas 
Processes, Resistance Welding, and Special Processes.  This course will provide real-world scenarios which will help 


prepare the student for the various welding applications.  This course accurately reflects the information and skills needed 


in today’s workplace. 
 


WEL 122 - Principles and Practices of Metal Technology and Professional Welding 


 Approved for: F2F, CE 


 Prerequisites: N/A 


 Units: 3 


Course Description: This course provides a general introduction to the discipline of welding technologies and then guides 


students through various methods and applications of welding.  The areas addressed in this course include:  Oxyfuel Gas 
Processes, Resistance Welding, and Special Processes.  This course will provide real-world scenarios which will help 


prepare the student for the various welding applications.  This course accurately reflects the information and skills needed 


in today’s workplace. 
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NEW DEGREES/CERTIFICATES 


 


AGRICULTURAL CROP SCIENCE  


CERTIFICATE OF PREPARATION I 
COURSE COURSE TITLE UNITS 


AGR 080 Pesticide Safety 1 


AGR 120 Soil Science 3 


AGR 140 Principles of Plant Science 4 


AGR 170  Principles of Entomology 3 


TOTAL REQUIRED UNITS 11 


 


Program Learning Outcomes: 


 


1. Demonstrate an understanding of fundamental concepts and knowledge related to the selection, 


propagation, and management of various plant commodities produced for food, feed, and fiber. 


 


2. Display competency with respect to the use of standard lab, industry equipment, and techniques used in 


production. 


 


3. Demonstrate understanding of scientific research and critical thinking skills related to hypothesis 


development and data interpretation as applied to the decision-making process for commercial 


production. 


 


REVISED DEGREES/CERTIFICATES 


 


Building Construction: Associate of Science  


 The following changes were made:  


o Remove from Core course work: ACC 100, Remove BCT 215 and replace with BCT 200, 


Remove BUS 135 and replace with BCT 201,  


o On Electives “Choose Only One (1) course; Remove BCT 211 and add BCT 220. 


 


  BCT CORE COURSE WORK REQUIRED 


ACC 100 BASIC ACCOUNTING 4 


BCT 100 INTRODUCTION TO BUILDING TRADES 3 


BCT 101 ROUGH CARPENTRY 3 


BCT 102 ADVANCED FRAMING TECHNIQUES 3 


BCT 110 BLUEPRINT READING 3 


BCT 112 BASIC ELECTRICITY 3 


BCT 113 BASIC PLUMBING 3 
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BCT 210 INTERIOR TRIM CARPENTRY 3 


BCT 


 


BCT  


215 
 


200 


INTRODUCTION TO COMPUTER AIDED 
DRAFTING 


 


CABINETRY I 


3 
 


3 


BUS 


BCT 


 


 


 


135 
201 


 


 


BUSINESS LAW 
CABINETRY II 


 


 


3 
         3 


 


 


BCT 


 


202 FINISHING CABINETRY 3 


   


CHOOSE ONLY ONE (1) COURSE 


 


 


BCT 


BCT 


BCT 


 


 


 


211 


212 
220 


 


CONCRETE CONSTRUCTION      [OR] 


MASONRY CONSTRUCTION 
PHOTOVOLTAIC SYSTEMS   


 


 


3 


3 
4 


     


 


 


  TOTAL CORE COURSES 33-34 


 


 


 


Criminal Justice: Associate of Science  


The following changes were made:  


 The CRJ 165 course was removed and the CRJ 120 course was added. 


 


  CRJ CORE COURSE WORK REQUIRED 


CRJ 103 ♦CRIMINAL LAW 3 


CRJ 115 INTRO TO LAW ENFORCEMENT/CORRECTIONS 3 


CRJ 125 REPORT WRITING 3 


CRJ 130 ALCOHOL, NARCOTICS & DRUG ABUSE 3 


CRJ 


CRJ 


165 


120 


♦ ARREST & FIREARMS 


COMMUNITY RELATIONS 


3 


3 


CRJ 206 LEGAL ASPECTS OF EVIDENCE 3 


PSY 101 GENERAL PSYCHOLOGY 3 


  Select nine (9) units from the list below:  


CRJ 104 CRIMINAL INVESTIGATION 3 


CRJ 120 COMMUNITY RELATIONS 3 


CRJ 132 FAMILY INTERVENTION 3 


CRJ 135 SPANISH FOR EMERGENCY SERVICES PERSSONEL     


[OR] 


 


SPA 101 ELEMENTARY SPANISH I 3-5 
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CRJ 155 CRIME SCENE INVESTIGATION  


CRJ 220 INTERVIEWING AND COUNSELING                                  
[OR] 


 


PSY 220 COUNSELING AND INTERVIEWING 3 


PSY 210 ABNORMAL PSYCHOLOGY 3 


  TOTAL CORE COURSES 30-32 


 


Criminal Justice: Certificate of Achievement 


The following changes were made:  


 The CRJ 165 course was removed and the CRJ 120 course was added. 


 


Course   


Code 


Course 


Number 
Course Title  


Units 


 


CRJ 103 Criminal Law 3 


CRJ 115 Intro to Law Enforcement/Corrections 3 


CRJ 125 Report Writing 3 


CRJ 130 Alcohol, Narcotics & Drug Abuse 3 


 


CRJ 


CRJ 


165 


120 


♦Arrest & Firearms 


Community Relations 


3 


3 


CRJ 206 Legal Aspects of Evidence 3 


 


 


 Total required 18 


 


 


COURSES TO BE PLACED ON INACTIVE STATUS 


         


None. 


 


COURSES TO BE DELETED 


None. 


 





