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PREFACE

. The Board of Trustees of the Ventura County Community College District,
realizing the constitutionality and legal validity of affirmative action programs,
has adopted an Affirmative Action Program as the best means of crsuring cqual
employment opportunity for all qualified applicants including cthnic minoritics,
women, racial, rcligious, and other affected classcs as defined by the Federal
Government. ’ ‘

- In m]plcmonhn;, the Ventura Counw Commumty College District's

Affirmative Action Program, the Board of Trustees has carcfully adhered to
various [Federal-and State guidelines in providing for the administrtion ol its
Affirmative Action Program.

It is the intention of the Board of Trustees to achicve the goals or timetahlc(s)
for the employment of women and ethnic minorities and to show good faith efforts
in their implementation including an annual review and updating of pertinent sections
as new Federz2l guidclines may hecome available.

Iinally, to ensurc equal cmployment opportunity, it is the intention oz the
- Board of Trustecs that affirmative action will be carried out at all levels of the
Ventura County Community College District's organizational structurc and will
be a primary consideration with respect to all aspects of personnel policy and
practice, as well as to the District's contractital obllg,'luons with construction,
supply and/or service contracts.

)
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CHAPTER 1

INTRODUCTION

The Ventura County Community College District's Alfirmative Action
Program has been made possible through the joint. efforts of the District and the
community and through consultations with the appropriate Federal nd State
agencies. |

During the planning stages ol this program, Lthe District cordacted several
community college districts to obtain information on their progres:. in developing
affirmative action programs. Also contacted were Federal and Stete agencics
such as the Civil Rights Office in San Francisco. In addition, there was communi-
cation with the California Fair Employment Practices Commission (FEPC), Upon
invitation by the District, the FEPC representative mel with the District stalf to
discuss this plan.

All working dralts ol the Manual were preparcd through the combined
cfforts ol the District and college staffs in cooperation with members of the
District Advisory Committec on Minority Problems, Committee on the Status of
Women, and the District Council. The final draft of the Manual was based on
the two 1971-72 pioneering working drafts ard the 1972-73 guidelines for the
President's Executive Order 11246.

Affirmative Action, as a concept, is an outgrowth of the Civil Rights
Movement of the 1960's. It became a legally rccognized prineiple and approach
to achieving equal employment opportunity upon the issuance of Executive Order
/11246 by the President of the United States. '

There are live main hodices rom which the principle ol allirmalive action
derives its legal foundations. These ave exceutive orders, lederal Iaws, institu-
tional guidelines, judicial decisions, and state laws.

xecutive Order 11246 as amended, requives ol contractors not (o
discriminate against any-employee or applicant for employment. It also requires
them to "take aflirmative action to ensure that applicants are employed, and that
cemployees are treated, during employment, without regard to their race, color,
religion, sex, or national origin.'t It further requires that such action shall include,
but not be limited to, employment, upgrading, demotion, or transfer, rccruitment
or recruitment advertising, layoff or termination, compensation, and selcction for
training ihclugling; apprenticeship.

ERIC
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In keeping with the intent of this law, the U. S, Depactmoent of Labor (DO
issucd rules and regulations which are spelled out in what is known as '""Revised
Order No. 4.'" In it DOL defines the term "affirmative action' and stipulates that
"goals, timetables, and affirmative action commitments must be designed (o
correct any identifiable deficiencies." It also stipulates that "where deficiencics
exist and where numbers or percentages are relevant in developing corrective -
action, the contractor shall establish and set forth specific goals and timetables
scparately for minoritics and women. Such goals and timetables, with supporting
data and the analysis thercol, shall be a part of the contractor's written affirmative

aclion program and shall be maintained at cach establishment of the contractor.

(cmphasie supplicd)

Alfirmative Action finds support in statutory low. The Civil Rights Act of
1964 as amended is, in fzcl, the basis of all subscquent presidenticl edicts
requiring the institution of alfirmative action programs. ‘The provisions relating
to alfirmative action arc found in Title VI and Title VII of this Act. In the "Equal
Employment Opportunity Act of 1972, this Act was amended by eliminating the
pre-existing oxempiion of cducational institutions from coverage uder the provision:
of Title VII. In the new law, the Equal Employment Opportunity Commission is
empowered to institute proceedings against any employer with 15 or morc employcces.
The Office for Civil Rights of the Department of Health, Education, and Welfare
has also concurrent jurisdiction under Title VII over educational institutions.

In California, affirmative action was enacted into law in the Fair Employment
Practices Act of 1959 as amended in 1967. The Board of Governors of the Californin
Communily Collcges issued, on April 29, 1969, a suggested statement of an outline
of an affirmative action program. On September 16, 1971, the Board of Governors
issucd a "Statement ol Policy on Minority Personncl Practices.” In Ventura County,
the Board of T'rustees of the Ventura County Community College District created, ~
on September 16, 1969, a citizens advisory committee known as the "District
Advisory Committce on Minority Problems.' As a result of the Committee's
recommendation to the Board, the Office of Alfirmative Action was creaied. The

‘Board of Trustees passed an administrative ruling on March 3, 1970, which stated

that, "In carryving out the Board's employment policy, the immediate objective of
the administration and [aculty is to recruit, employ, and retain a certificated staff
which in its membership closely approximates the racial composition which cxists
in the population of the College District. " '

In October, 1972, the Board ol Trustecs created a citizens advisory
commilice on the Stalus ol Women, whosce function is to ndvise the District
concerning the needs wand concerns of women stadents, staff members, and
communily residents. '

Allirmative Action, both as o concept and as o principle of Iaw, has been

contested in the Courts. The roster of precedent-setting cases is too numerous

to be discussed herve in deiail, Suffice it fo say, as Chief Justice Warren Burger
ruded in the Griggs' ease, Congress requires the '"removal of artificial, arbitrary
and unncceessary barriers lo employment when the barriers operate invidiously

RIC
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to discriminate on the basis of racial or other impermissible classification. " He
also ruled that '""Congress has not commanded that the less qualitied be preferred
over the better qualified simply because of minority origins. TFar from disparaging
job qualification as such, Congress has made such qualifications the controliing
factor, so that race, religion, nationality, and sex become irrelevant. What
Congress has commanded is that any tests used must measure the person for the
job and not the.person in the abstract." He further ruled that '"The Act [Civil
Rights Act of 1964 as amended] proscribes not only overt discrimination but also
practices that are fair in form, but discriminatory in operation.'" ''The touchstone, "
‘he declared, 'is business necessity." However, he further declared, that the
Act [Civil Rights Act of 1964 as amended] does not command that any person he
hired simply because he was formerly the subject of discriminatior or because

he is a member of a minority group. Discriminatory prelcrence for any grou:,
minority or majority, is precisely and only what Congress has proseribed.

"But, " he added, "Congress dirceted the thrust of the Act to the coasequences of
employment practices, not simply motivation. Morc than that, Coagress has
placed on the employer the hurden of showing that any given requirement raust

have a manifest relationship to the employment in question.” (Sce Appendix i.)

p—




CHAPTER I1
DETFINITION OF TERMS
The fnllowing are the official definition of terms uscd in this Manual.
New terms may he added as they come into usc.
1. Administrative Personncl - Any administrative pesiticn requiring a

California Community Collegts administrative credential, including
Superintendent, Presidents, and deans.

2. Affirmative Action - A sct of spceific and result=oriented pocedures to
which a contractor commits himsclf/herscll to apply every good laith
effort. The obhjective of thosc procedurcs, plus such cliorts, is cqual
employment opportunity.

Age - The age group by which the equal opportunity provision of the District
shall apply in its hiring shall be from age 16 through 65 years old.

[J%]

4./  Bodyrd of TTustees - The Ventura County Community College District's
governing hoard.

5. Certificated Personnel - Any employee of the District who is required to
have a State credential for the position held. For purposes of this Manual,
certificated personnel includes those who are employed cither full-time or
part-time.

;. Certificated Contract - The document signed by the cortilicated employece
at the time he or she is offered a contract. ‘

7. - Classified Personncl - Any employece ol the District who is employed in i
position requiring no certification. [n addition, full time students on part
time hasis, apprentices, and/or temporary posumns arc cxcluded from the
Classified Service.

8. Contractor - Any employer having a Government contract with $10, 000 or
. more, or any federally-assisted constructior: contract. 7The Ventura County
Community College District is the fcrlcxal Iprime} contractor of the College
District.
a. Prime Contractor - the Ventura County Community Col]ugo !)ierict is
a prime contractor because it is a depository ol non-consitruction Federal
Government funds.




10.

11,
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b. Prime Construction Contractor ~ the hidder who was awarded the
construction contract hy the Ventura County Community College District
who is the owner of the federally-assisted funds allocated to it l)y the
Fegeral Government.

‘
-

Discrimination in Testing - The use ol any lest which adve rscly allocts -~
hiring, promotion, transfer or any other cmployment or membership
opportunity of classes protected under Federal regulation of the Civil

Rights Act of 19G4 as amended, unless: (a) the test has heen validated and
cvidences a high degree of ulility and (b) the person giving or acting upon

the resulls ol the particular test can demonstirate thal alternate saitable

hiring, transfer, ot promotion procedures are unavailable for use,

IBgqual Employmenl Opportunity = The equal Lreatment extended to all applicants
and employces without regard to race, color, religion, sex, blood-relationship,
age, hirth, ~ocestrvy  or national origin.

a) Ethnic Minorily Groups or Pcrsons - Means I3lack, including Negro or
Afro- American; Spanish-surnamed, including Mexican~-American/Chicano,
Latino, Puerto Rican or Cuban, Spanish or Portuguesc; American Indian,
including Aleuts or Eskimos; Asian, including Chinese, Filipino, -Japancsc,
Malayans, Indonesians, Vietnamese or Indians; other non-Caucasians,
including Samoans, Polynesians or Kanaka-Hawaiians.

1) Religious & Other Ethnic Groups - Arc primarily, but not exclusively

of, Eastern, Middle and Southern European ancestry, such as Jews, Catholics,
Italians, Greeks, and Slavie groups. Guidelines [or these groups are governed
under Part 60-50 of the Codg of TFederal Regulation.

i

Iixceutive Order 11246 - The presidential orvder issued by the Prosident of
the Uniled Statos on September 24, 1965, relaling Lo nondiseriminadion in
cmployment. It was amended by subscquent Exccutive Order 11375 relaling

. to alfirmative aclion programs, and sex discrimination in federal, public,

or private employment. The Executive Order specirically torbids discrimi-
nation in omployment on government contracts hascel on race, color, religion,
sex, or national origin. Executive Orders have the full force and effect of

law.

I"'ederally-Assisted Construction Contract - Any agrecement or notilication
thereol between a [prime] contractor for construction work which is paid lor

in whole or in part with funds ohtained from the Federal Government or

IFederal agency puthan to any Pederal program involving u aranl, construction

“contract, loan, insurance, or guarantece, under which the contractor participales

in Jhe construction work.

Goals - "The anticipated levels of -accomplishment planned by [a prime contractor
or subcontractor] e Ventura County Communily College District designaed (o
roctily The deficiencies in the employment of women and ethnie minority persons,
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Goals should bhe signficant, measurable and attainable, and reflect the
community population proportions when demonstrably appropriate. Goals
arc not restrictive nunerical ceilings and are legal. (For a definition of
"quota' see p. 6, No. 19.)

Good IFaith Bffort - The Ventura County Comimunity College District's level

of performance and active/positive o[forts in realizing the goals and timcetables
scl forth in the recruitment and hiving of persons without rogard to rac Q, (.olm,,
religion, sex, blood-relationship, age, birth, ancestry or national origin.

Hourly Instruction - Instruction compensated [or at an hourly rate.

= o
Nondiscrimination - The elimination of all existing vestiges of instilutional
discriminatory acts and conditions with respect to race, color, religion. sex,
blood-relationship, age, birth, ancestry or national origin,

Office of Instruction - The arca involving cerlilicated employees who are

responsible for all teaching and/or primary support ve inslruction A scervices
to teachers. The primary positions in the Office ol Mmstrucsion include
instructor, coordinator, department head, division chairm:m, and deans.

Quota - A rigid and restrictive numerical ceiling used in arriving at a
timetable for a given raciat, cthnic, religious or sex group. This is

prohibited by law. (For a definition of "goal" sce p. 5, No. 14.)

Regular Studeni Position - Is a continuing, semester-iong appointment.”

Revised Order No. 4 - Title 41 of the Code of Federal Regulations, Chapter
60-2 entitled "Affirmative Action Programs, 'twhich requires contractors wiii
50 or more employees to develop a written Affirmative Action Contre-t
Compliance. ' .

Revised Order No. 14 - Title 410f the Code of Tederal Regulations, Chaptler

(60-60 entitled ""Contractor Evaluation Procedures for Nonconstruction Contraciors,
requires standai ‘lized contractor cvalualion procedures for compliamee agencies,
This chapler also requires the development of a8 weitien afllirmative action program.
Sce Appendix D,

Sludent Personnel Services - Scrvices provided Tor students in the arceas
ol counscling, health, and activitics.

Subcontracior - Any person, firm, or agency having a contract with a [prime]
contractor or another subcontractor calling for construction, supplics, or
services required for the perforinance of a contract.

Supervisor - a) Classified - any classified employee designated as such by
the Personnel Commission of the Ventura County Communicy College District.
) Certificated - certificated superv1sors are division & department chairman,
coordinators and/or cl1roo1ors. ‘




26,
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Test - The term means any paper-and-pencil or performance measure used
as a basis for any cmployment decision in the arca of classificd staffing. 1t
includes any objective, well-defined selcetion instrument, process or procedure
that is formal, scored, or quantified, uscd as a basis lor any sclection decision.
The term "est" is not restricted to paper and peneil tests since other selection
procedures may present the same general problem of unfairly restricting job
opportunities.

Test Validation - The process of determining whether or not the test or
written examination measurcs what it purports to mecasure. Tests should
meet the FEPC standards for validation including criterion-related validity,
construct validity, content validity.

Timetable - A specific period of time st as the goal for the purpose of
{ully utilizing women and cthnie minority persons in she end re work foreo
of the Ventura County Community College District,

Title VI - The title referring to "Nondiscrimination In Federally Assisted
Programs" of the Civil Rights Act of 1964. (lPublic Law 88-352.) Sce
Appendix G for excerpts.

Title VII - The title referring "To Promote Equal Employment Opportunity
For American Workers'" of the Civil Rights Act of 1964 as amended in 1972
by Public Law 92-261. See Appendix G for excerpts. -

Underutilization ~ Is defined ac having fewer ethnic minorities or women in
a particular job classification than would reasonably be expected by their
availability in the work force.

Ventura County Community College District - As defined in Scetion 20051
of the State Education Code, the term "community college district' menns
any distriet authorized hy law to maintain a community college.

-



CHAPTER TI1

i
'

POLICY STATEMENTS, OBJECTIVES, TIMETABLES

A, Policy Statements

The Board. of Trustecs of the Ventura County Community College District
shall, in subscribing to and promoting the principles of equal employment opportunity
and fair employment practice, not discriminate against any person because of race,
color, religion, sex, blood-relationship, age, birth, ancestry, or national origin.
Accordingly, the following policies are hereby adopted:

1. The Board proclaims itself as an ""equal opportunity eraploycr' and
shall implement an Alfirmative Action Program consis.ent with the
provisions of Exccutive Order 11246 as amended and all applicable
laws rclating to fair employment practices.

2. In carrying out the Board's employment policy, the objective of the
administration and [aculty is to recruit, ecmploy, and rctain a certi-
ficated staff which in its membership closely approximatcs the ethnic
and sexual composition which exists in the population of the College
District.

3. The Board is committed to an Affirmative Action Program as the best
means of taking positive steps to implement equal employment opportunity.
In implementing the objectives and goals or timetables of the District's
Affirmative Action Program, the Board shall ensure that a quota is not
maintained and that the selection process shall not result in reversc
discrimination or prefercntial treatment.

‘. The Board recognizes that in order to realize equatity ol employment
opportunity within the District,. active recruitment will he undertaken,
Recruitment Tor all positions shall include provisions Lo cusure that no
person is denied consideration Lecausce of race, color, religion, sex,
blood-relationship, age, birth, ancestry, or national orig'in.»

(]

{
The Board shall adherc to the concept of cqual pay for equal-work and
salarics shall be comparable to those persons with similar qualifications
in similar positions. '

6. The Board shall award contracts or subcontracts to eligible biddcrs,
contractors, vendors or suppliers who incorporate in “heir bid ’




specifications the "Equal Opportunity Clause' prescribed by the
Executive Order 11246 as amended and applicablc federal laws and
regulations relating to contract compliance.

7. The Board shall designate the Affirmative Action Officer as the Deputy
to the Superintendent responsible to him on matters relating to the
-implementation of the District's Affirmative Action Program.

B. Objectives

1. The Affirmative Action Program shall be implemecnted through the use
of the Affirmative Action Manual consistent with existing Federal
and State legislation(s). The Program as outlined in this manual shall
become an on-going process in all personnel and contractual activitics
of the District and its colleges. The Affirmative Action Officer of the
Disirict shall be respoasible for coordination among the various offices
of the District. Nothing in this paragraph is intended t» preempt the
responsibilities of the District offices.

2, The Affirmative Action Program shall be a full-time, cistrict-wide
commitment. It shall be the responsibility of the Supes intendcnt that
the District Affirmative Action Officer provide support to the District
and colleges' staff in implementing and resolving problems re.ating
to affirmative action.

3. An active Affirmative Action Program requircs updating and analysis
of data on the cormmumity, students, and staff. An annual report and
review including recommendatior.. for appropriate changes consistent
with existing laws and regulations will be an integral part of the
Affirmative Action Program of the District.

C. Timetables

The attached exhibits are a plan of action for the District to achieve the
goals of affirmative action. As the exhibits indicate, it is the intention of the
District to achieve a balance in its ethnic staffing at all levels by 1998-1999
based on the cthnic proportions of the community as it will exist at that time.
Further, it is the intention of the District to achicve sexual halance at all
levels hy 2003-4 bascd on the sexual proportions of the community as it will
exist in the 21st Century. Exhibits [1A, 1B, 1C] arc attached as Appendix A
of this Manual. The District will exert every good faith cfforts in achicving these
goals. Revisions will be made as conditions change.




CHAPTER TV

DUTIES AND RESP()NSIB]LI'I‘H‘)S O T
AFFIRMATIVE ACTION OFFICER

The District Superintendent is charged by the District Board ol Trustces
with résponsibility for the operation of the District's Affirmative Action Program.
To assist in the exceution of its program, the District Board creates the position
of Affirmalive Action Oflicer., Duties and responsibilitics ave as [ollows:

t.

6,

10.
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Scrve as the Superintendentts official assistant in the developmaent,
implementation and maintenance of the District's aflirmative aclion
program. ‘

Represent the Superintendent in committces on matters relating lo
affirmative action.

Study assigned problems and suggest solutions in such a manner that
the Superintendent will, with a minimum of inquiry, be able to
indicate approval or disapproval of the suggested solution(s).

Usc available District sources in reviewing the qualification(s) of
all employces with particular cmphasis upon ethnic minority persons
and women as they relate to fair employment practice.

Develop and update goals and timetables so as to cffect positive action
toward correction of identifiable deficiencices. '

Assume responsibility for the revision of the Alfirmative Action Manual
as the nced for such change is identificd.

Advise the campusces and District regarding programs ol recruitment
for all personnel- including ethnic minorities and women for thosc classilicd
and certificated positions that may be falling short ol goals.

Assume, in cooperation with appropriate personnel, the role of
con{ ract compiiance oflicer on behalf of the District to Lthe extoent
required by applicable Federal and State laws.

Review, in cooperation with appropriate personncl, job announcements,
job specilications and other job statements Lo ensure compliance wilh
all affirmative action requirements,

Advisc and assist College and District administralors of the naturc,
purpose and intent ol laws, cxccutive orders, policics, rcegulations,
prepare menoranda, instructions and reports necessary for the
implementation of the District's Affirmative Action Program.
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Assist, in cooperation with College and District administrators, in the
investigation of formal complaints of alieged discrimination relating to
fair employment practices and recommend corrective measures to the
Superintcndent.

Maintain liaison with County, State and Federal agencies, as well as
organizations concerned with the promotion of [air employment practice.

Represent the District at meetings, confercnces, and other gatherings

pertaining to affirmative action programs as approved by the Superintendent.

Work with appropriatc individuals and agencies in ascertaining current
population characteristics data for the District.

Compile an annual report-to the Superintendent and Board on the progress
ol the District's Alfirmative Action Program.

Assume other responsibilitics and perform other dutics as assigned by
the Superintendent.



CHAPTER V
PROCEDURAL IMPLEMENTATION RELATING 'TO
PERSONNEL PRACTICES s
A. Classified
1. Recruitment
SPECIFIC OBJECTIVE: In carrying out the recruitment process, no

qualificd person shall be denied consideration of employment because of race,
color, religion, secx, blood-relationship, age, birth, ancestry or national origin.

PRACTICAL IMPLEMENTATION: The District will examine its recruitment
processes to determine whether any discriminatory practices exist and move to
correet all such practices in accordance with FFederal and State lav's. To cnsurce
cqual employment opportunity, promotional examinations may be oaen Lo all
qualificd employees and to all qualified applicants ai the discretion ol the Personncd
Commission.

Various channels of recruitment will he considerced in developing a non-
discriminatory applicant pool. They are attached to this Manual as Appendix B.
For Sources of Women and Ethnic Minority Candidates, sec Appendix C.

“All recruiting announcements must carry the statement ""An Equal Opportunity
Employer." Under no circumstances shall a recruiting announcement or advertisement
state that only members of a particular ethnic minority group or. sex will be considered.

2. Sclection/Iliring

SPECIFIC OBJECTIVE: It shall be the objeetive of the District Lo hire
clussified personnel [vom its nondiseriminatory applicant cligibility List in con-
formance with its Affirmative Action goal of providing cqual employment opportunily.
Appointments will be made in accordance with the current rules and reguiations of
~the Venturs County Community College District's Classified Scervice providing {hey
are consistent with the goals of Affirmalive Action. (Sce Classitied Employoees!
Handbook., )

PRACTICAL IMPLEMENTATION: The nondiscrimination sequirements of
the Allivmative Action program apply to all persons; no person may be denied
employment or related benefits on the grounds of race, color. religion, scx, blood-
relationship, age, birth, ancestry or national origin.

b




The cligihility lists must be set up in such a way that there is nondiscrimination
with regard to race, color, religion, sex, blood-relationship, age, birth, ancestry or
national origin. In all cases, standards and criteria for the classilicd vacancics
available should be made reasonably explicit and accessible to all employces and
applicants. Such standards may not draw a distinction hased on race, color, rcligion,
sex, blood-relationship, age, birth, ancestry or national origin nor may they he
applicd inconsistently to deny oquahty ol opportunity.

Hiring decisions and/or offers ol employment may not be governed hy
unverilicd assumplions aboul an individual's willingness or ability O relocate
because of his or her race or gex.

‘

When oral panels are used their memberships should he compriscd of
representatives who arce technically qualified in the specified occupational area.
The appointing authority as well as the oral committee will be specﬂlcally informed
regarding Lhe District's alfirmative action program.

A nondiscriminatory selection process does not mean that an institulion
should indulge in "reversc discrimination" or "preferential treatment' which
leads to the sclection of the less qualified persons over the more qualified ones.
The Dislriet is interested in staffing all of its positions with qualificd persons
without regard to race, color, religion, sex, blood-relationship, age, birth,
ancestry or national origin. '

3. Training, Upgrading, and Promolion

"SPECIFIC OBJECTIVE: It shall he the objective of the District to provide
programs to upgrade the skills of all employees, including women and cthnic
minority persons, in an effort to climinate discrimination and cnsure equal oppor tunity
in promotion. In addition, in-service training [cr all employees, particulaily -
supcrvisors, on the goals of Affirmative Action shall be instituted.

PRACTICAL IMPLEMENTATION: The District will make special effort
to ensurc that all meritorious cinployees in its classified work force are given
cqual opportunity for promotion.

Anti-Nepotism Policics

SPECIHIC OBIECTIVE: 1L shall he the objective of the District (o climinate
any practices which prohibit or limit the simultancous employment. ol two or more
quadificd members of the same family and which have an adverse impact apon one
sex o another in employment.,

PRACTICAL IMPLEMENTATION: The District shall revier its practices
to ascertain that an individual may not be denicd an opportunity for employment,
advancement, or benelits on the basis of any anti-nepotism rule or practice.

ERIC
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In addition, it will review its current practices to ensure that it has set
rcasonahlc restrictions on an individual's capacity Lo function as a judge or advocale
in specific situations involving a member of his or her family. These restrictions
must not have an effect of denying cqual employment opportunities to one sex over
the other. Staff members should neither initiate nor participale in institutional
decisions involving a dircel benelit (initial employment, retention, promotion,
salary, lcave of absence, cte.) to members of their immediate familics, including
persons residing within their houschold; neither should a District ¢ mpl'oycc cxereisce
dircet supervision over another person who is related by blood or kinship.,

5. Placement, Job Classification, and Assignment
SPECIFIC OBJECTIVE: It shall be the objective of the District to develop
placement, job classification; and assignment procedurcs which provide equal
opportunity for all, including ethnic minority persons and women.

PRACTICAL IMPLEMENTATION: The District shall conduct an inventory
of all classiflicd job clusters to identify arcas of "undcrutilization' of women and
ethnic minorily persons. Once compleied, the personal data should he coded and
controlled in strict conlidence so that access is limited to only thosce who aced to
know and arce involved in administering and revicwing the Aflirmative Action
program and its goals. Summary data shall he made public.

Race, color, religion, sex, blood-relationship, age, bhirth, ancestry or national
origin shall not be the basis for differentiating among joh classifications nor shall any
particular job classification be assigned to any particular group identified by race, color,
religion, sex, blood-rclationship, age, birth, ancestry or national origin.

6. Termination and Layoff

SPECIFIC OBJECTIVE: Seniority rule will be applied in cases of termination
or layoff unless thc District is legally enjoined to follow other prescribed procedures.

PRACTICAL IMPLEMENTATION: Seniority is an acccptable standavd for
termination with onc exception: where an incumbent has been [ound to have been the
victim ol diseriminatinn and 2s a result has less actual seniorily that he or she
wrootld have had but for such discrimination; cither seniority cammot he used as the
primary hasis for terniination, or the incumbent must be presumed to have Lhe
seniority -which he or she would have had in the absence of discerimination.  Whenever
such discrimination is charged as having denied an employcee of his rightlul seniority
it shall be identificd with respecet to the specific cireumstances allegedd Lo hive been
the cause ol diserimination. An unproved claim of diserimination shall not he
sufllicicnt to sct aside applicable seniority rule. Action to terminate employces
shall be based solely on their performance on the job or a reduction in [nrce.

O
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7. Conditions of Work, Rights antd Benelils,
Salary, Lcave Policics

"SPECIPFIC OBJECTIVE: It shall be the objective of the District to adhere
carclully to the concept of equal pay for equal work, and to ensure that conditions
of worl, rights and benefits, salary and leave policies are nondiscriminatory.

PRACTICAL IMPLEMENTATION: The District will review existing policies
regarding conditions of work, rights and benefits, salary and leave policies to cnsure
nondiscriminatory practices.

The District shall sct forth with rcasonable particularity criteria for
delermining salary for cach job classification and within cach job classification.
Ihese criteria shall he made available to all present and potential emplovees.

B. Certilicated ' ' _ .
1. Recruitment
SPECIFIC OBJECTIVE: In carfy'mg out the reeruitment process no qualificed

person shall be denied consideration for empioyment because of race, color, religion,
sex, blood-relationship, age, hirth, ancestry or national origin. ' .

PRACTICAL IMPLEMENTATION: The District will examine its recruitment
and hiring processes to determine where discriminatory practices exist and move
to correct all such practices in accordance with Federal and State laws. Where such
an examination reveals that ethnic minority persons and women have been under-
utilized hecause of discriminatory practices, every good faith effort will be undertaken
to ensure equal employment opportunity.

Various channcls of recruitment will he considered in developing a nondigerim-
inatory applicant pool. They are attached to this Manual as Appendix C. List of
organizations is also given. -

All recruitiment announcements must carry the statement "Equal Opportunity
Employcer.' Under no circumstances shall a receruiting announcement or advertisement
statc that only members of a particular cthnic minority group or sex will he considered.

All full time administrative vacancics requiring an adn.inistralive or supervisory
credential will be open to all applicants, and will not be confined to personncl within
the district. Job descriptions for such vacancies will include minimum education
requircments, professional training related to the area [or which application is maric,
prior college tcaching and administrative experience, and comparable work cxperience.

2. Selcction/Hiring

SPECIFIC OBZECTIVE: It shall be the objective of the Districl to hire
certificated personnel from its nondiscriminatory applicant pool in conlormance

ERIC
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with its Alfirmative Action goal of providing équnl employment opportunity.

PRACTICAL IMPLEMENTATION: Affirmative Action goals arc to be sought
through recruitment and hiring [or vacancies created by normal growth and attrition
in existing positions. Hiring decisions may not be governed by unverificd assumptions
about an individual's willingness o1 ability to relocate hecause of his or her racc or
sex.

When oral panels are used their memberships should be comprised of
representatives who are technically qualified in the specified occupational area.
The appointing authority as well as the oral committee will he specifically informed
regavding the District's alfirmative action program.,

A nondiscriminalary scléetion process does nol mean Chal an instilution
shouldd indutge in "reverse discrimination’ or "preferentiad Crealment! which
leads {o the seleetion of the 1ess qualificd persons over the more qualified ones.
The District is iatercsted in staffing all of its positions with qualiflied persons without
regard (o race, color, rcligion, sex, blood-reclationship, age, birik, ancestiry or
national origin.

3. Training, Upgrading, and Promotion
SPECIFIC OBJECTIVE: The District will make special effort to ensure that

all meritorious employees in its certificated staff are given equal employment
opportunity for in-service training, promotion and/or advancement.

PRACTICAL IMPLEMENTATION: The District will make special effort to
ensurc that, together with all meritorious employees, ethnic minority persons and
women in its work force are given cqual opportunity. This result may be achicved
through carcer counseling and cvaluation that result in professional in-service
cducation. A carccr counseling program may be designed to assist any cmployee,
including a woman or an ethnic minority person to prepare himscll/hersell for
an administrative opportunity.

4. Anti-Ncpolism Policics

SPECIFIC OBJECTIVE;: It shall be the objective of the District to eliminate
any practices which prohibit or limit the simultaneous employment of {wo or more
qualificd members of the same family and which have an adverse impact upon onc
sex or another in ecmployment.

PRACTICAL IMPLEMENTATION: The District shall review its current
practices fo ascertain that an individual may not be denied an opportunity for
cmployment, advancement, or benefits on the basis ol any anli-nepotism rule or.
praciice.

I addilion, it will review its current practices to ensure thal it has set.

reasonable restrietions on an individual's capacity to function as o udge or
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advocate in speceilic situations involving a member ol his o1 her [amily, These
restrictions must nol have the effect of denying equal employment opportunitics to

one scx over the other. Stalf members shall neither initiate nor participute in
institutional decisions involving a direct benefit (initial employment, retention, promotion,
salary, leave of absence, etc.) to members of their immediate families, including
persons residing within their household; neither should a District employee cxercise
direct supervision over another person who is related by blood or kinship.

5. 15]:1001ncnt, Jobh Classification, and Assignment
SPECIFIC OBJECTIVE: It shall be the objective of the District to develop

placement, job classilication, and assignment proccdurcs which provide cqual
employment opportunily for all.

PRACTICAL IMPLEMENTATION: The District will conduct an inventory to
identily "undcrutilization" ol women and cthnic minorily persons in its certificated
staff. Oncc completed summary data will be made public.

Race, color, religion, sex, blood~relutionShip, age, birth, ancestry or national
origin shall not be the basis for differentiating among job classificetions nor shall any
particular job classification be assigned to any particular group identified by race
religion, sex, blood-relationship, age, birth, ancestry or national origin. ‘

s color,

G. Tecrmination and Layofl -

SPEC.IFICYOBJEC'J‘IVE: Seniority will be applicd in cases of term ination
or layolf unless the District is legally enjoined to follow other procedures.

PRACTICAL IMPLEMENTATION: Senijority is an acceptable standard for
termination with one exception: where an incumbent has heen found to have been the
victim of discrimination and as a result has less actual seniority that he or she
would have have but for such discrimination; either seniority cannot be used as the
primary bhasis for termination, or the incumbent 11ust be presumed to have the
seniority which he or she would have had in the absence of discrimination. Whenever
such discrimination is charged as having denicd an employee of -his rightful scniority
il shall be identified with respect to the speceilic circumstances alleged Lo have heen
the cause of diserimination.  An unproved claim of discrimination shall not he
sullicient Lo set aside applicable sceniority rule.  Action to terminate cmployces
shall he hased solely on their performance 'on the job or a reduction in loree,

7. Conditions of Warl, Rights and Benclils,
Salary, . Lecave Policics

SPECIFIC OBJECTIVE: 1t shall be the objective of the District to adherc
carciully to the concept of equal pay for cqual work, and to ensure that conditions
of work, rights and bencfits, salary and lcave policics arc nondiscriminatory.

ERIC
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PRACTICAL IMPLEMENTATION: The Districl shall review existing policics
regarding conditions of work, rights and benefits, salary and leave policies to ensure
nomdiseriminatory practices.

The District shall set forth with reasonable particularity eriteria for
determining salary for cach job classification and within cach job classilication.
These eriteria shall be made available to all present and potential ¢ nployces,

C. Stuwdent

The goals and objcctives of the Affirmative Action Program of the District
will be extended to all qualified students seeking employment, including women
and ethnic minority persons, to ensure equal employment opportunily. Secc
Appendix A (1C).




CUHAPTER VI
CONTRACT COMPLIANCE GUIDELINES FOR CONTRACTORS
"l‘hc.conl.ravt compliance policy of the Ventura Counly Communily College

Districl encompasses three arcas: (1) Federal funds; (2) State funds; (3) District
funds.

A, IPederal lFunds

1. Guide to District Policy

The Ventura County Community College District is governed by Exccutive
Order 112146, as amended, and other applicable regulations issued pursuant to
said Order providing for the implementation of the Equal Opportunity Clause.
Therefore, as an equal employment opportunity employer, the Ventura County
Community College District requires that all of its prospective contractors or
bidders comply with the intent of the "Equal Opportunity Clause' set forth in
HEW-514 (4/69). Non-construction contractors o1 vendors of the District,
including the Ventura County Community College District, will be expected to -
evaluate their procedures by using the form "Contiuctor Evaluation Checklist™
prescribed by the Federal Government under Reviscd Order No. 14, as of May 21, 1973.
(Sce Appendix D.) )

2. Goals and Standards

T'he goals and standards required shall be those set Torth in the docwmaents
referred to ahove, ' .

3. Invilation ovr Solicitation of Bids

As a result of the Ventura County Community College District's heing
an equal opportunity employer, the District requires all contractors to include
the "Equal Opportunity Clause in all solicitations or invitations for hids,

. Posl-Award Compliance

The District will discharge its responsibilitiecs as requived by Taw relating
to lair cmployment practices as these apply Lo contractors, supplicrs and others
doing husiness with the District.  Appendix I will he made a part of all conlracts
where applicable, '




5. QGood I"aith Criteria

a. The District shall provide the contractor every opportunity lo show that
every good faith effort to meet the stated goals of utilization of women and cthnic
minority persons has heen exerted. The following crileria arc suggested for use
by contractors, vendors, or suppliers in measuring their good faith efforts:

i. Notify community organizations that employment opportunitics are
' available;

il, Maintain a [ile of relerrals;

iii. Disscminate and publicize contractor's kqual mployment Opportunity
policy;

iv. Recruit [rom counly cthnic minority organizations, community action
groups, schools with cthnic minority studenls, women's groups, cte, ;

v. Ensure that all company facilities and activitics arc integrated;

vi. And other procedures which will ensure equal employment opport(mity.
* ) ’
b. The District will make such assessment of compliance as are required
by law.

6. Subcontractors

It should he the rcesponsibility of the prime contractor to see that the
Affirmative Action Plan for equal employment opportunity is met by all
suhcontractors. ‘

. B. Staic Funds

All State construction funding of at least ten thousand dollars ($10, 000)
shall be subject to the same provisions contained in the Alfirmative Action program
required [or the use of Federal funds.

C. District Funds

All District construction funding of at least ten thousand dollars ($10, 000)
shall be subject to the same provisions contained in the Affirmative Action program
required for the use of Federal funds.



APPENDIX B

SUGGESTED CHANNELS OF RECRUITMENT

Classified

1, Advertisements in appropriate journals and job registries;

2, Unsolicited applications or inquiries;

3. Persons engaged in similar positions;

4, Persons listed in relevant union files, state agencies, registries,

data banks, including those which have made a particular effort
to locate persons without regard to race, color, religion, sex, age,
or national or1gm,

5. Local men's, women's, and ethnic minority organizations;
6. Newspaper and radic advertising in those newspapers and radio
stations which have local and regional coverage;
7. All other sources.
Students
1. Advertisements in student newspapers;
2. Unsolicited applications or inquiries;
3. Approved college women's and ethnic minority organiz;tions
‘ such as MEChA, BSU, Assoc1ated Women Students, etc.
" 4,

Other recruitment sources as appropriate.

[ERA
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APPENDIX C

SUGGESTED CHANNELS OF RECRUITMENT

A. Certificated

i. Advertisements in appropriate professional journals and job registries;
Unsolicited applications or inquiries; ,
3. Teachers at predominantly women's colleges, teachers at predominantly
ethnic minority colleges;
4, Persons professionally engaged in nonacademic positions, suoh as industry,
government, law firms, hospitals;
5. 7Professionals working at independent research institutions and libraries;
6. Professionals who have received significant grants or professional recognition;
7. Professionals already at the District and elsewhere Workmg ir. research
or other capacities not on the academic ladder;
- 8. Doctoral recipients who are not presently using their professinnal training;
9. Candidates for graduate degrees who show promise of vutstancling
achievement;
10. Professionals listed in relevant professional files, registries and data banks,
- including those which have made a particularly conscientious effort to locate.
all professionals without regard to race, color, religion, sex, age or
national origin;
11. Local men's, women's and ethnic minority organizations;
12. T.oocal professmnal organizations;
13  And newspaper advertlsmg in those newspapers having looal and state wide
circulation.

Do

SUGGESTED SOURCES FOR WOMEN AND
ETHNIC MINORITY CANDIDATES

Organization Address City

1. L.A. City Schools 644 West 17th Street Los Angeles, CA 30015
(Attn: Mr. Juellen ' '
Maxique) ' .

2. A.M.A.E. 515 Cooper Road Oxnard, CA 93030

3. Delta Kappa Gamma No address available Ventura, CA 93003

4. La Raza Faculty Assn. 3835 Freeport Boulevard Sacramento, CA 25822

5. M.E.C.H.A. 4667 Telegraph Road Ventura, CA 93003

6. Ojai Mexican Fiesta 4011 Thacher Road Ojai, CA 93023

7. California National 351 South "K' Street Oxnard, CA 93030
Guard - :

. (Attn: Capt. A.R. Murguia)




10.
11.

12.

13.

14.

15.
16.
17.
18.
19.
20.

C33

Organization

Address

Chicano Studies Department Cal-State University

Community Service Organization 1221 E. Santa Paula

(CS0)
KOXR Radio Station
Mexican-American Civic
Organization (MACO)
(Attn: Ms. De La Torre,
secretary)

Mexican-American Opportunity

Foundation (MAOF)

Natjonal Association for the

.Northridge

428 North Grant

1280 South Oxnard Blvd.

P.0O. Box 2

130 Colonia Road

Advancement of Colored People

(NAACP)
Neighborhood Youth Corp
(NYC)
La Voz De Pueblo
Philippine News
The Peninsula Bulletin
Human Resources Dept.
League of Women Voters

Chapter

Ventura

‘Oxnard-

Camarillp
Simi Valley

Thousand Oaks

419 Cooper Road

515 Cooper Road

2045 Lawton Street
2332 University Avenue
1960 North "C'" Street
78 West Loop Drive

. American Association of University Women

Mrs. Pat Zebker

376 Shamrock

Mrs. Frances Rugen
352 North "G" Street
Apt. A

Mrs. Peggy J. Bryant
936 Amber Drive

Mrs. Mary Martin
1059 Tuttle

Mrs. Barbara Gilmore
2909 Raleigh Place

506 East Cooper Road

City
Northridge, CA 91364

Santa Paula, CA 93060

Oxnard, CA 93030

Oxnard, CA 93030
Santa Paula, CA 93060

Oxnard, CA 93030

Oxnard, CA 93030

Oxnard, CaA 93030
Oxnard, CA 93030

San Francisco, CA

East Palo Alto, CA 94303
Oxnard, - CA 93030
Camarillo, CA 9301¢
Ventura, CA 93003

Oxnard, CA 93030

Camarillo, CA 93010
Simi Valley, CA 93065

Thousand Oaks, CA 91360
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APPENDIX E

STATEMENT REQUIRED OF DISTRICT CONTRACTORS
UNDER SECTION 1735 OF THE CALIFORNIA
LABOF. CODE

(This statement shall form part of the contract)

Pursuant to section 1735 of the Labor Code of the
State of California, the Contractor or his subcontractors
shall not discriminate in the employment of any person
because of race, color, or religion of such person. The
parties hereto agree that should such discrimination
occur during the performance of this contract, the First
Party is injured in that it is required to expend public
funds on a project which was executed in a manncr
contrary to the laws of the State of California. The amount
of injury suffered by First Party through such discrimination
is difficult or impossible to calculate, and therefcre should
the contractor or any of his subcontractors discriminate
in the employment of any person because of réce, color, or
religion, there shall be deducted from the contractor's final
payment the sum.of $§ 25.00 for each act of discrimination.
A finding of discrimination by the Fair Employment Practice
Commission shall constitute a finding by the First Party that
this condition against discrimination has been breached.
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APPENDIX Fl

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT
MINORITY ADVISORY COMMITTEE CHARGE

September 16, 1969

1. The Advisory Committee on Minority Problems will attempt to assess and
improve educational opportunities for minorities by rcceiving their commun- .
ications; considering the communications; and relaying them in the form of

observations, suggestions, and recommendations.

2. In the area of minority educational needs, this committee will serve as the
District advisofy group and will act as listeneps and reflectors, both of
what is heard and as to what is t“i*ie best procedure to follow; as recommenders
as to best solutions; and as evaluators of’ the outcomes which are achieved as

a result of their recommendations.

3. This committee is appointed for the purpose of finding facts, making
recommendations, and evaluating outcomes. It will make its recommendations
to the Superiniendent for consideration and referral for action and wiil make

pcriodic reports to the Board of Trustees as developments warrant it.

4. Committec members are appointed for one-year terms and are eligible

for reappointment. | UNIVERSITY OF CALIF.
- LOS ANGELES

JAN 18 1974

o CLEARINGHOUSE FOR
Q JUNIOR COLLEGE
ERIC ‘ INFORMATION




F42
APPENDIX F<

VENTURA COUNTY COMMUNITY COLLEGE DISTRICT
WOMEN'S ADVISORY COMMITTEE CHAAGE

May 16, 1972

1. The Advisory Committee on the Status of Women will attempt to assess and
improve educational, vocational, and professional opportunities and setvices

for women.

2. The Committec will recommend means of eliminating any and all forms of
discrimination based on sex which may operateé in this f)istrict;._

1M1

3. This Committee is appointed for the purpose of finditlg facts, making
recommendations, and evaluating outcomes. It will make its recommendations
to' the Presidents as appropriate and to the Superintendent for consideration

and refer'ral for District action., ¥ will make periodic reports to the

Board of Trustees as developments warrant.

4, Commiittee members are appointed for one-year terms and are cligible

for reappointment.




