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FACULTY PERSONNEL AND BUSINESS MATTERS

Non‑Discrimination Statement

	PRIVATE 
Age


The College complies with the Age Discrimination in Employment Act of 1974, which prohibits discrimination in employment on the basis of age.

	PRIVATE 
Disability


The College does not discriminate on the basis of disability in admission or access to, or treatment or employment in, its programs and activities.  Sections 5​03 and 504 of the Rehabilitation Act of 1973, as amended, and the regulations adopted thereunder prohibit such discrimination.

	PRIVATE 
Race, Color, or National Origin


The College complies with the requirements of Title VI of the Civil Rights Act of 1964 and the regulations adopted thereunder.  No person shall, on the grounds of race, color, or national origin be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program of the College.  Las Positas College also complies with Title VII of the Act, which includes non‑discrimination on the basis of religion and sex.  Limited language skills are not a barrier to occupational programs and services of the College.

	PRIVATE 
Sex


The College does not discriminate on the basis of sex in the educational programs or activities it conducts.  Title IX of the Educational Amendments of 1972, as amended, and the administra​tive regulations adopted thereunder, prohibit discrimina​tion on the basis of sex in education programs and activities operated by the College.  Such programs and activities include admission of stu​dents and employment.

	PRIVATE 
Americans With Disabilities Act


In accordance with the 1990 Americans with Disabilities Act (ADA) the Chabot-Las Positas Community College District prohibits discrimination against students and employees with physical or mental disabilities that substantially limit activities such as working, walking, talk​ing, seeing, hearing, or caring for oneself.  People who have a record of such an impairment and those regarded as having an impairment are also protected.  

The District ensures that students and employees with disabilities will not be unlawfully subjected to discrimination or excluded from participating in or benefitting from programs, services or activities. Students and employees are accorded due process as outlined in the specific complaint procedures developed by the colleges. Each College and District Office will designate the responsible officer, outline the process for seeking resolution, and develop the procedures for filing and processing complaints, including timelines and decision-making authority.

Each College shall have on file, as required by ADA, Self-Evaluation to ascertain information pertaining to access and accommodations of the instructional programs, services and activities, including the plans or alternatives to correct any noted deficiencies.

Each College shall also have on file a Transition Plan which evaluates accessibility of facilities and delineates timelines for the removal of physical and structural barriers that exist in facilities, programs, and services.

The procedures to implement this policy are included in the Administrative Rules and Procedures (CLPCCD Board Policy 4029).
	PRIVATE 
Harassment/Sexual Harassment   (See also Section B, page B-15.)


In accordance with federal and state law, the Chabot-Las Positas Community College District provides a school and working environment free from all forms of sexual harassment.  The District will also maintain an environment in which all students and employees model this behavior, and are treated with dignity and respect.

Sexual harassment is set forth in Education Code Section 212.5 as follows:


Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature, made by someone from or in the work or educational setting, under any of the following circumstances:



(a)  Submission to the conduct is explicitly or implicitly made a term or a condition of an individual's employment, academic status, or progress.



(b)  Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual.



(c)  The conduct has the purpose or effect of having a negative impact upon the individual's work or academic performance, or of creating an intimidating, hostile, or offensive work or educational environment.



(d)  Submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities available at or through the education institution.

Such conduct by employees or students is deemed unacceptable behavior, will not be tolerated by the District, and is considered a serious offense.  Violation of this policy will constitute cause for disciplinary action.  Specific disciplinary action shall be related to the severity of the incident and/or the degree to which repeated incidents have occurred.  Such disciplinary actions for employees may include, but are not limited to,  verbal warnings,  letters of reprimand,  suspension without pay and dismissal.  Such disciplinary actions for students may range from counseling to suspension and/or expulsion.

Examples of conduct constituting sexual harassment, as well as the procedures for filing, processing and resolving sexual harassment complaints in accordance with Title 5 of the California Code of Regulations, Section 59320, et seq. are found in Chabot-Las Positas Community College District Administrative Rules and Procedures for this policy.  Additionally, each College and the District Office will designate the responsible officer for enforcement of this policy.  Each College and the District Office will ensure that there is adequate communication of this policy and the accompanying procedures to all students and employees.

	PRIVATE 
Payroll Deductions


Absences, Taxes, Retirement and Voluntary Deductions
Absences by employees which require deductions from pay​roll warrants shall be made on the payroll warrant for the period following the month in which the absence occurs, unless otherwise determined by the Chancellor.  Each employee shall file necessary forms for federal and state withholding taxes.  Additional required deductions shall be made for the State Teachers' Retirement Sys​tem.  Voluntary deductions may also be made as authorized by the Board.

Group Insurance
Certain insurance benefits are provided without cost to employees by the District.  Employees may elect additional coverage via payroll deduction (CLPCCD/CLPFA Agreement 2002-05, Article 20).

Employee Organizations
Payroll deductions for authorized employee organizations may be approved by the Govern​ing Board in accordance with state law.  If any such dues, assess​ments, or fees are deducted by the Board from the pay of any employee and sent to the employee organization and the employee does not owe the same, the employee organization shall refund the same to the employee and the Board shall not be liable for any refund (Board Policy 3510).

	PRIVATE 
Payment of Salary


Beginning in 1991-92, new faculty and faculty returning from unpaid leave receive their salary in ten (10) equal payments; the first on August 31 and the last on May 31.  New faculty and faculty returning from unpaid leave may elect to receive their salary over 12 months from August 31 through July 31 (Deferred Pay).  If this option is elected, 1/6 of the monthly gross pay is deducted from the August through May pay warrants and paid to the employee in equal installments on June 30 and July 31.  A written request to elect Deferred Pay must be submitted to Human Resources by August 15 (once elected, Deferred Pay option will remain in effect until such time as employee chooses to return to the ten equal payment method (also must be done in writing to Human Resources by August 15).

Payroll Procedures

For information or referral regarding payroll procedures, please contact the College Administrative Assistant, Building 100, Ext. 1632 (925.424.1632) or contact the District Benefits Officer, Ext. 5209 (925.485.5209).
	PRIVATE 
Reimbursements


Employees may be reimbursed for the costs of replacing or repair​ing personal property of the employee when such property is damaged in the line of duty and without the fault of the employee.

The Vice President of Business Services shall receive and review all such claims.  He or she shall forward any recommendations for reimburse​ment to the Chancellor for submittal to the Board for its action. (CLPCCD/CLPFA Agreement 2002-05, Article 9J)

Reimbursement for Expenses for Travel via Pri​vate Automobile and Attendance at Educational Conferences and Meetings (on Official District Business): District employees will be reimbursed for necessary and reasonable expenses incurred attending authorized educational meetings and conferences.  Receipts shall be submitted for all reimbursable expenses. Employees using private automobiles for travel will be reim​bursed at a standard rate per mile set and periodically updated by the District.  Where appropri​ate, airline transportation in coach will be reimbursed, as will coach travel in trains or buses.  Registration fees, meals, lodging, miscellaneous transportation expenses (taxis within reason, parking), car rental if necessary and various other expenses are reimbursable if receipts are presented.

The District will, upon request, advance funds for travel to conferences and educational meetings, if sufficient advance notice is given.

For details on travel procedures and rules, contact the Vice President of Business Services (Board Policy 4070; see also Administrative Rules and Procedures 4070)

	PRIVATE 
Insurance Coverage


Liability Insurance

The District carries liability coverage for damages on account of personal injuries, including death suffered by any person or persons (except employees in the course of their employment) and/or damage to, or destruction of property arising out of an occurrence caused by employees in the course of their employment, after a deductible for the occurrence in the amount of $50,000 has been met.

Automobile Insurance

The District carries liability coverage for employees while operating a District-owned or hired automobile and property damage coverage for District-owned or hired automobiles, after a deductible for the occurrence in the amount of $50,000 has been met.

Travel Insurance

The District carries travel insurance which covers employees and Board members while traveling on official or approved busi​ness.  This coverage is a maximum of $100,000 per person per incident.

Fire Insurance

The fire insurance coverage of the District insures for loss to the buildings and equipment of the District.  Personal effects of employees and students are covered under the fire insurance coverage after a $10,000 deductible payment for the incident, provided in the coverage, has been met.

Athletic Insurance

The District maintains full Accidental Injury Insurance for students participat​ing in intercollegiate athletics.  This insurance provides broad blanket medical coverage of up to $25,000 for any one accident after payments by the student's private insurance carrier and after a $100 deductible has been met.  A blanket catastrophic injury policy provides coverage up to $10,000,000.

Student Insurance (The Health Center is available to students.)

Generally, the College does not provide student health or accident insurance.  This is an individual student responsibility. The College provides a secondary, non-duplication of benefits Accident /Injury insurance policy. Brochures regarding the benefits are available from the College Administrative Assistant (Building 100, Room 110), the Security Office, and the Student Health Center.

Group Medical, Dental, Vision Care, Salary Income 

Protection, and Life Insurance Plans 

Group medical insurance plans ​are​ availa​ble through arrangements between the District and Blue Cross of California and Kaiser Foundation Health Plan.  Group dental, vision care, salary income protection, and life insurance plans are also available.

Information about enrollment and benefits under each plan can be obtained from the District Human Resources Office. Contact  (925) 485-5209.

Worker's Compensation Insurance

In accordance with the requirements of California state law, all employees of the District are covered under Worker's Compensation Insurance.  The word "emplo​yee" is extended to include all individuals who are paid through the District's payroll system, including: student employ​ees, employees of the Associated Students, and employees of the College Book​store.

Generally, Worker's Compensation Insurance covers on‑the‑job accidents (industrial injuries) and extends to the employee payment for medical services and related expenses as may be required.  It is incumbent upon each and every employee to immediately report any on-the-job injury to Campus Security so that the required Report of Injury form may be completed as soon as possible following the injury.  Any injury, no matter how slight, should be reported so that a claim record is established should physical disability or the need for medical attention arise at a later date.  An employee injured while working for the College should obtain a copy of the form "Employee's Claim for Workers' Compensation Benefits", fill in with as much information as possible and assist his or her supervisor in completing employee portion of a second form entitled "Supervisor's Report of Employee Injury.  The supervisor will send the completed forms to the District Office.

	PRIVATE 
Acceptance of Gifts to the College or District


Gifts are donations made to the District in the form of cash, equipment, supplies, and services for purposes of funding the programs of the District and augmenting its financial resources.  Board approval is needed.

The following is the established procedure to accept gifts to the District:


1.
Once the gift is identified, the District representative is to contact the immedi​ate supervisor to determine the benefits and potential costs of the gift to the District.


2.
A written recommendation is then submitted to the President listing the gift, the donor's name, address and telephone number, the proposed use of the gift, its condition, and maintenance costs.  If the donation is in the form of cash, a written recommendation indicating any condition of acceptance is submitted to the appropriate President.


3.
The President shall forward a recommendation to the Chancellor for transmit​tal to the Board of Trustees recommending its acceptance.  If the gift is not in the best interests of the District, the Chancellor shall so notify the donor and the staff.


4.
The Board of Trustees, at its regular meetings, is the only authority to accept gifts made to the District.  Gifts to the District accepted by the Board of Trustees are acknowledged in writing by the Chancellor or designee.


(CLPCCD Board Policy 3213)

	PRIVATE 
Gifts by Students to Faculty or Staff


Where any impropriety might be inferred, faculty and staff should not accept personal gifts of substantial monetary value from students. 

	PRIVATE 
Employment of Student Assistants


Certain programs may be eligible for student assistant support.  See the appropriate Dean for details (CLPCCD Board Policy 4008).

	PRIVATE 
Classroom and Office Supplies


General classroom and office supplies may be obtained from the Division Staff Assistants. General classroom supplies are defined as those items commonly used and "consumed" for instructional purposes, such as paper, pencils, carbon paper, paper clips, erasers, rubber bands, staples, etc.

Chalk is distributed to classrooms by custodians; whiteboard markers are obtained from Division staff assistants.

Requisitions to purchase instruc​tional supplies and equipment must be ap​proved by the Division Chair.  Allow sufficient time for the requisition to be filled.  Division Deans have details.

	PRIVATE 
Furniture, Equipment and Room Arrangement


The furniture and equipment in the classrooms, library, offices, and laborato​ries may not be moved from these locations without the prior approval of the Division Dean or relevant manager and final approval by the Vice President of Business Services.

Most classrooms on campus are set up to accommodate traditional lecture classes. Many rooms are furnished with tables and/or arm chairs that can be rearranged. While faculty are encouraged to use classroom furniture in a way that best supports their teaching styles, they are requested to reposition furniture to accommodate the traditional lecture format. It is virtually impossible for the custodial staff to keep track of furniture arrangement in all classrooms, even at the end of the day when the entire campus must be cleaned and made ready for early classes the following morning.

	PRIVATE 
Request for Service


Requests for special custodial and maintenance services should be made in writing to the College Business Office on the standard form, Service/Work Request.  Except in emergencies, custodial and mainte​nance staff should not be approached by individual staff members.  Requests for extensive work or service should be submitted to the Business Office in Building 100 well in advance of the desired completion date.

	PRIVATE 
Mail and E-Mail


All mail and messages for individual faculty mem​bers will be placed in the boxes provided.  Each faculty member is expected to check the mailbox daily. 

The faculty mailboxes may not be used either by District employees or others for any purpose other than College-related business or United States mail. 

 ​

The College should never be made a personal mailing address for non-college-related correspondence, business or personal.

Each faculty member is provided with an E-mail address and is expected to check daily.

	PRIVATE 
Telephones and Voice Mail


The College telephones are to be used for College-related business only, although the switchboard can handle an occasional non-local call charged to a personal calling card.  Work-related long-distance calls need to go through the switchboard operator.

The College's Voice Mail system will take messages for part-time and full-time instructors as well as all staff members and administrators.  Pamphlets and one-on-one advice on using Voice Mail's many time-saving features are available from the switchboard operator. Voice Mail should be checked, responded to, and cleared daily.

Faculty members expecting special telephone calls should alert the switchboard operator or Division Staff Assistant concerning their whereabouts if they are not in their office.

	PRIVATE 
Parking


Faculty and staff may park in any of the campus parking lots. Certain parking spaces are reserved for college vehicles or have other restrictions for parking. All vehicles must be properly parked in designated spaces (between the white lines) and head in (do not drive through or back in).

Driving or parking on any of the inner campus areas is restricted by special permit issued by Campus Safety. 

The College issues parking permits to faculty and staff. The permits must be displayed on the rearview mirror or dashboard at all times to avoid the issuance of a parking citation. Temporary permits are available from the switchboard or Campus Safety for rented or borrowed cars, as well as for visitors to the campus. A special permit is also required for parking overnight on campus. Vehicles parked without the required permit may be cited and/or towed at the owner’s expense.

Students and campus visitors who do not purchase parking permits for the semester can purchase daily permits in machines in the parking lots. The requirement that they do so is clearly posted.

Construction activities or special events may occasionally force temporary changes in parking arrangements.

For additional information, call Las Positas College Security Services, Exten​sion 1690, or contact the Director of Safety and Security, Building 100.

	Keys and PRIVATE 
Building Security 


Classroom buildings and other instructional areas on campus will be opened each day by custodial personnel.  

Keys to teaching areas and to faculty offices will be issued to instructors assigned to these areas. Rooms which are outfitted with expen​sive equipment, such as laboratories, should be locked by the instructor upon departure.  Keys to those areas other than faculty offices and teaching stations shall be issued by the Security Office, upon the approval of the appropriate instructional administrator. 

Under no circum​stances are staff members to have duplicate keys made from keys issued to them, or to loan keys to students.

	PRIVATE 
Non-Academic Facility Usage


Application for use of buildings and grounds may be obtained from the Office of the Vice President, Business Services, with proper advance notice.

