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DEDICATION == Dedicated to the imaginative use
of the faculty of Cypress Collegt.

May this serve as a road map and
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FOREWORD -~ CHANCELLOR

Information in the accompanying Faculty Handbook has been
prepared cooperatively by the teachers and administrators
of Cypress College. It has been designed to supplement
the College Catalog and the Administrative Guide of the
North Orange County Community College District.

Some of the rules and regulations included in this Handbook
may seem arbitrary or perhaps even unreasonable, but there
1s no intention thet they should be, Usually, they are

the result of practtpll experience and common sense and

are designed to make' the College operate with greater

ease and efficiency. ' They are guides ‘or operation and

not inflexible laws for all time, When they need revision
or deletion, do not hiesitate to make recommendations to
your college administrators.

I would hope that new members of tle staff will find this
manual logically organized and helpful, Your own contribu-
tions to its future development are solicited for the
well-being of Cypress College and the students whom we serve.

yﬁé, I,

Charles H, Wilson
Chancellor
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FOREWORD=-~PRESIDENT

The ‘Faculty Handbook is designed to be a functional, useful
resource for the faculty of Cypress College. It contains
the general descriptions of staff responsibilities und
describes the policies, procedures and routines that will
assist the faculty members in fulfilling the requirements
of cheir assignments,

Cyvpress College is dedicated to the philosophy of providing
education that will £f1ill the many needs of the students,

I hope the information provided in the Handbook will assist
you in meeting that challenge.

1 solicit your suggestions for the refinement of the Handbook.

R N L il

Omar H. Scheidt
President




NORTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT

CODE OF ETHICS FOR INSTRUCTORS

1. Instructors, guided by a deep conviction of the worth and dignity ﬁ;ﬁ
of the individual and commitment to the advancement of knowledge,
recognize and accept the special responsibilities which are placed
upon them, Their responsibility to their subject matter is to seek
the truth and to teach the truth as they see it. To this end, they
devote their energies to developing and improving their competence.
They accept the obligation to exercise critical self-discipline
and judgment in using, extending, and transmitting knowledge.
Although they may follow subsidiary interests, those interests
must never seriously hamper or compromise their freedom of inquiry,

1II1. As instructors, they encourage the free pursuit of learning in
their students. They hold before them the best scholarly standards
of their discipline. They demonstrate respect for the student as
an individual and adhere to their proper role as intellectual guides
and counselors. They make every reasonable effort to foster honest
academic conduct and to assure that their evaluation of students
reflects the true merits of the students, They respect the confi-
dential nature of the relationship between instructor and student,
They avoid any exploitation of students for their private advantage
and ack: owledge significant assistance from them, They protect
their academic freedom,

1I1. As colleagues, instructors have obligations that derive from common
membership in the community of scholars, They respect and defend
the free inquiry of their associates. In the exchange of criticism
and ideas, they show due respect for the opinions of others. They
acknowledge their academic debts and strive to be objective in their '
professional judgment of colleagues. They accept their share of
faculty responsibilities for the governance of their institution.

IV. As members of their institutions, the instructors seek above all to
be effective teachers. Although they observe the stated regulations
of the institution, they maintain their right to criticize con-
structively and seek revision. They determine the amount and
character of the work they do outside their institutions with due
regard to their paramount responsibilities within it, When con-
sidering the interruption or termination of their service, they
recognize the effect of their decision upon the program of the
institution und give due notice of their intentioms.

V. As members of their community, the instructors have the rights and

obligations of any citizen., They measure the urgency of these
' obligations in the light of their responsibilities to their subject,

to their students, to their profession, and to their institutionm.

When they speak or act as a private citizen, they avoid creating
. the impression that they act for their college. As citizens engaged
in a profession that depends upon freedom for its health and integrity,
the ingtructors have a particular obligaticn to promote conditiors
of free inquiry and to further public understanding of academic
freedom, '

. Q ‘ 1V
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NORTH ORANGE COUNTY COMMUNITY COLLEGE DISTRICT

1974-75 COLLEGE CALENDAR

labor Day Holiday ~ = e c e ccccccccacccaa- Monday, September 2,

1974
Maission Day uol_iday ceeceea- e e eoeeee-« Nonday, September 9, 1974
Faculty Reports for Duty =~ = c c v cc e caccaa=- Wedneeday, Septemder 11, 1974
First Day of Fall Semester = = = = = Cecc - Vednesday, Septesber 11, 1974
- Pirst Day of Classes - Fall Semester = = = = = = = = « Monday, September 16, 1974
Veterans Day Holfday % = === - - o ccecccaa= - = Monday, Wovember 11, 1974
Thanksgiving Recess = = - = = « = = - - Thursday gpdfwiday, Novesber 28 - 29, 1974
Christsas Recess - - - Monday, December 23, 1974 through Friday, January 3, 1973
Last Day of Fall Semester ~ - ~ = s c c c e c = e = = - Wednesday, January 29, 1973
Between Semaster Recesg -~ = = = = = = e = Thursday sud Friday, Jsnuary 30, 31, 1975
First Day of Classes - Spring Semester = = = = = e = = = Monday, Yebruary 3, 1975
Lincoln's Birthdsy Holiday = == e c c = = = e = = Hednesday, February 12, 1973
VWashington Day Holiday = = = = = cecaccaa ® = = « = Monday, Fedruary 17, 1973
Spring Recess = = = = = = 2 c e = = = « Mondsy through Friday, March 24 - 28, 1975
Memorisl Day Holidsy = = = e c e et c e e e oo we===«« Nnday, May 26, 1973 °
Last Day of Spring Semester = ~ = c c cc c e c o e eca-= = Priday, June 13, 1978
Last Duty Day for Faculty = = = = = = Ceccccncacanea Friday, June 13, 1973
" Tirst Day of Classes - Summer Session = = = = = = ® = = = « = Monday, Juns 16, 1973
Legal
CALENDAR MONTHS Days SCHOOL 1IOMTHS Lays Bolidays
‘Qtﬂb‘t I B o o o o o 1‘ 10 mto u = Oct. 5. 1’7‘ 1. 0
October .« o ¢ ¢ ¢ o o ¢ o 23 2, Oct. 7 - bov. z. 1974 20 0
November « « ¢« ¢« o ¢ o o o 18 3. Mov, & - Nov, 30. 1974 17 2
December « « ¢ ¢ o ¢ ¢ o o 13 4. Dec. 2 - Dec. 21, 1974 15 0
Jlmry P | | S. Dec. 30 - Jan. zSQ 1975 13 1
’.bmry e o 000000 18 6. Jan. 27 - Yebd. 22. 1975 16 2
MexCh ¢ ¢ ¢ ¢ 0o 000 00 16 7. Yeb. 24 - Mar. 22. 1978 20 0
A"‘l e o o 0 00 00 oo a2 8. Mar. 24 ~ A"o 19. 1978 15 0
MBY ¢ ¢ ¢ 006 06060 000 21 9. Apr. 21 = May 17, 1978 20 0
JURE ¢ ¢ o ¢ o 0 0 0 0 o o 10 10.""19-.‘%‘13.1973 l’ __1_
175 i ) 173 6
QUARTERS Days
1. September 11, 1974 = November 9, 1974 43 Including Registration (3)
2. November 11, 1974 - January 29, 1975 43 Including Examinacions (7)
3. PFedruary 3, 1975 - April 12, 1973 43
4. April 14, 1973 - June 13, 1973 44 Including Examinations (7)
viii
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CYPRESS COLLEGE FACULTY HANDBOOK

QRGANIZATION

The North Orange County Community College District is a multi-college dis-
trict which includes Cypress College and Fullerton College. The aduinis-
trative organization of the total district is included and illustrated in
the Administrative Guide produced by the District Office. The organization
of Cypress College is included in this Faculty Handbook on the chart on
page ix. For the sake of information and coordination, and without
establishing barriers to informal communication, it is expected that all
college protocol will follow these established lines of communication.

All certificated members of the Cypress College have certain responsi-
bilities vhich are incurred upon employment, and which are reviewed
each year within the context of the necessary needs of the College.

All the positions shown on the Organizational Chart, and described im
the followiug pages, have been approved by the Board of Trustees of the
District, and the duties and resporsibilities assigned have been
developed by the College, reflecting the evident needs of the College
and the resources and capacities of the personnel involved.

STAFF _RESPONSIBILITIES

A. DUTIES AND RESPONSIBILITIES OF THE PRESIDENT

1. Administers under the general supervision of the District Chancellor
and in accordance with Board of Trustees policies, the aducational
program and activities of the College and coordinates the total
college program.

2. Has overall responsibility for all curricular and cocurricular
activities taking place on the College campus and for all students,
instructors, and others occupied in or about the buildings and
grounds.

3. Insures that all courses of study, textbooks, and workbooks used
are those approved by the Board of Trustees.

4., Maintains general supervision over the curriculum and the instruc-
tional program of the College and makes recommendations concerning
same to the District Chancellor.

5. 1s generally responsible for the improvement of instruction through
the assumption of the following imnstructional functions:

(a) To stimulate and lead the staff, individually and in groups,
in:




7.

9.

10.

11.
12.

13.

14.

(1) Locating and defining instructional problems.
(2) Analyzing and studying instructional problems.
(3) Resolving instructional problems.

(b) To secure and orgenize or cause to be secured and organized,
human and material resources for the instructional program
and its improvement.

(c¢) To insure that liaiobn is o.tabliohcd‘and maintained between
the staff and other groups working to improve instruction.

(d) To implement the approved college curriculum program.

(e) To interpret to the instructors and students the curriculum
and the instructional progran.

1s responsible for taking reasonable precautions to safeguard
the health and safety of the students and staff.

Provides a definite plan of action for civil defense and disaster,
including fire, for students and staff, and insures that adequate
training is provided to insure effective operation of such plans.

1s responsible for the disciplining of all students under his
supervision. When violation of college and/or district regula-
tions makes it necessary to suspend students from classes or from
the College, the President is authorized and required to do so
according to established district policies and procedures.

Directs the development of the annual budgetary raquirements for
the College operations, recommends the budget as zompiled with
the Dean, Business and Facilities for inclusion in the annual
District Budget prepared by the Division of Funds and Business
Affairs. Maintains supervision of all expenditures.

Keeps such records and makes such reports as the District
Chancellor or his representatives may request,

Provides for an evaluation of all classified employees twice a
year on forms provided for this purpose by the Vice Chancellor
of Educational Services.

Evaluates cooperatively all certificated personnel assigned to
the campus according to the procedures established cooperatively
by the P.I.E. Committee and approved by the Board.

Provides leadership for the proper use and care of buildings,
grounds, and equipment.

Recommends policy to the District Chancellor through existing
channels for the improvement of any of the educational programs
or services of the Collegs. '

-2 -




13.

16,

17,

18.

19,

20.

21.

22,

23.
24,

23.

26.

Appoints all standing and special College committees and serves as
ex officio member of all such committees.

Provides for the review of policies of activities of the Associated
Students and other groups and organizations functioning with the
College to insure that the activities of such groups are legal and
consistent with the philosophy and policy of the College.

Provides for supervision and coordination of all student activities
including ciass organizations, clubs, student assemblies, athletic
,events, and social activities.

Provides for the opportunities for professional growth and institu-
tional research.

Leads in the long-range planning of the College and makes recom-
sendations to the Chancellor whereby the College may serve most

. effectively the local communities from which it draws its students

and the society into which they will go.

Furaishes information to advise and assist the Chancellor and the
Board of Trustees in maintaining and improving the College.

Exercises general direction of relations between the College and
the various high schools from which the College draws its students
and between the College and the higher institutions to which its
students transfer.

Exarcises general supervision over the administrative, instruc-
tional, clerical and custodial employees of the College, defining
or approving their responsibilities, seeing that their functions
and efforts are effectively coordinated, participating in their
evaluation in accordance with District policies, and making
recommendations concerning them to the District Chancellor.

Exercises general supervision of all College publications.
Supervieis and participates in procedures for recruiting, select-

ing, assigning members of the certificated staff; recommends
teacher candidates for employment, provides for the orientation

. of new teachers; and encourages ths professional growth of the

faculty., Recommends the employment of all personnel at the
College.

Sees that all state and federal laws applicable to the College
or its students are observed and makes all necessary county,
state, and federal reports concerning the College.

Defines and interprets to studemts, faculty, and the public
through public addresses, published articles, college office
bulletins, correspondence, and personal interviews, the principles,
objectives, and philosophy upon which the College is based.

-3-




27.

Participates in regional, state, and national activities for
the development of the community college education.

B. DUTIES AND BPSPONSIBIP;TIES OF THE ADMINISTRATIVE DEAN, INSTRUCTION

Under the direct supervision of the President, the Administrative Dean,
Instruction performs the following duties:

1.
- 2

3

4.
3.

6.

7.
8.
9.

10.
11,

12.

Assists the President in the administration of the College.

Supervises all instructional programs and services offered by
the College. Coordinates instructional and curricular
responsibilities with the Associate Dean, Instruction and
Division Chairmen.

Implements policies and procedures concerning selection, approval,
and requisitioning of textbooks, supplenentary materials, audio-
visual and other instructional materials.

Maintains a current file of 21l course outlines.

Provides for improvement of the quality of instruction including
methods of evaluating the work of students in the classroom.

Directs a program of recruitment, orientation, and in-service
education of the regular, contract, part-time aud suhstitute
{nstructional staff. Coordinates the screening and selection
of certificated personnel. Recommends to the President their
employment and assignment.

Evaluates the work of the instructional staff, regular,
contract, part-time, and substitute, and recommends to the
President their employment and assignment. '

Has relponsibility for preparation of class and examination
schedules, office hours, and teacher load for room assignments
for scheduled classes.

Has responsibility for the preparation of the total instructional
budget within the framework of the Dean, Business and Facilities'
responsibility for total budget development.

Supervises the instructional budget.

Threcugh the Head Librarian, provides for supervision of the
library, including acquisition and use of books, periodicals,
and encourages effective and thorough use of the library by the
students.

Through the Audio-Visual Coordinator, supervises the Audio-Visual
services of the Lollege.




13. Prepares and distributes the College Catalog, Faculty Handbook,
Schedule of Classes, textbook lists, and special bulletins
describing educational opportunities at the College.

14, Provides for leadership in organizing and meeting with advisory
comnittees for curriculum development in cooperation with the
Vice Chancellor for Educational Services, the Director of
Vocational Education, and other appropriate personnel.

15. Initiates research concerning the educational needs of students
and the community and uses findings in projecting personnel needs,
scheduling classes, and developing and revising curriculum,

16. Evaluates the work of the classified staff assigned to the area
of instruction and recommends to the President their employment.

17, Compiles and submits to the President any reports requested in
the area of instruction or any related responsibility,

18. Submits an annual report to the President.

19, Has overall responsibility for the administration and supervision
of the Extended Day program and for the employment, credentialing
and instruction of the Extended Day faculty members.

20. Asiists the President in college programs of public relations.

21, Prepares reports on items of concern to the institution in the
area of instruction, such as teacher load, class size, and other
administrative research.

22, Serves as chairman of the Curriculum Committee and Instructional
Services Committee and provides general leadership for the entire
instructional program, for the standards of the College, and for
in-service training designed to maintain a high qualitv level of
instruction.

i 23, Maintains a Calendar of Colleze events of significance to faculty
: members.,

24, Maintains liaison in curricular matters with other schools, the
District Office and regional, state, and national curriculum
organizations. '

25, Performs such other :iministrative duties as may be assigned bv
the President. '

C. DUTIES AND RESPONSTBILITIES OF THE ASSOCIATE DEAN, INSTRUCTION

1., Assists the Administrative Dean; Instruction as assigned.




2. Recommends to the Administrative Dean, Instruction any policies,
procedures, and financial or instructional suggestions for the
maintenance and improvement of the College program.

3. Assists the Administrative Dean, Instruction with .class schedul-
ing, staff assignments, and the development of the College Catalog.

4. Assists the Administrative Dean, Instruction in the coordination
of the instructional budget with the Dean, Business and Facilities.

S. Assists in preparing federal fund applications for the College.

6. Assists in the interviewing and selection of new instructor
candidates. :

7. Assists the Adainistrative Dean, Instruction in the development
and operation of research related to the curriculum and instruc-
tion of the College. :

8. Assists with the development of the division handbooks and other
material for the respective departments. .

9. Assists in the coordination of lay advisory committees for
curriculum development.

10. Assists in the evaluation of all full-time and part-time instructors.

11. Supervises the personne. and the work performed in the Production
Center. ‘

12. Responsible for duplication and distribution of the CHARGE.

D. DUTIES AND RESPONSIBILITIES OF ASSISTANT DEAN, INSTRUCTION AND
COORDINATOR, ADULT EDUCATION

Under the direct supervision of the Administrative Dean, Instruction,
the Assistant Dean, Instruction and Coordinator, Adult Education per-~
forms the following duties:

1. Supervises the entire program of Extended Day classes offered by
Cypress College.

2. Assists in the compilation of the schedule of classes for Extended
Day, working cooperatively with the Division Chairmen and Adminis-
trative Dean, Instructiun. Takes responsibility for staff, room
and time assignments.

3. Assists in the interviewing and recommending of candidates for
teaching Extended Day classes. Plans, organizes, and implements
the orientation program for Extended Day instructors including
loyalty oaths, X-rays, notice of employment forms, W-2 forms,
notice of employment to the District and County, payroll forms




time-cards, contracts, credentials and other personnel records
as needed. Secures substitutes as necessary.

4. Develops and supervises termination and check-out procedures.

5. Assists the Division Chairmen in ordering textbooks and supple-
mentary texts. '

6. 1Is responsible for the ordering and procurement of supplies and
equipment for Extended Day classes where these differ or are in
addition to regular day needs, and assembles budgetary informa-
tion for Extended Day classes.

7. Assists the Administrative Dean, Imstruction in all matters
 related to {nstructional services such as securing guest speakers,
arranging field trips and tramsportationm, and providing produc-
tion services for Extended Day.

8. Assists the Administrative Dean, Instruction in the evaluation
of Extended Day instructors.

9. Supervises night switchboard operator and all evening classified
personnel.

10. Assists in scheduling physical facilities during evening hours
and works cooperatively with Division of Physical Plant and
Facilities in supervising evening maintenance help.

11. Works closely and cooperatively with Fullerton College and the
Adult Bducation Division of the North Orange County Community

College District in maintaining a comprehensive and balanced
program of credit and non-credit classes within the District.

Under the general direction of the District Director of Adult Educa-
tion, the Assistant Dean, Instruction and Coordinator, Adult Educa-
, tion performs the following duties:

1. 1s responsible to the Diractor of Adult Education for the general
supervision of campus programs.

2. 1s responsible for the registration of all students.
3. 1Is responsible for the attendance accounting.

4. 1s responsible for the counseling and guidance of all students
who are in need of counseling.

5. 1Is responsible for the keeping of adequate student records.

6. Is responsible for the keepisg of adequate financial records.




7.
8.
9.
10.
11.

12.
13.

14.

Recommends courses for the Adult Education program.

Aids in the development of curriculum and course outlines.
Supervises instruction.

Aids in the evaluation of instruction.

Is responsible for the supervision of certificated and classi-
fied personnel assigned to the campus.

Is responsible for the preparation of accident reports.
Develops and certifies payroll information relative to teachers
and all classified employees on forms provided and at times
designated by the Board of Trustees.

Is responsible for such other duties as may be assigned by the
Director of Adult Education.

E. DUTIES AND RESPONSIBILITIES OF THE AUDIO-VISUAL COORDINATOR

Under the direct supervision of the Administrative Dean, Instructionm,
the Audio-Visual Coordinator performs the following functions:

1.

2.

3.

b,

3.

6.

7.

Assists the Administrative Dean, Instruction in the Audio-Visual
area as assigned.

Assists the instructional staff with the selection of both hard-
wvare and software appropriate to the objectives of the staff
member's instructional program.

Supervises the operation of the Audio-Visual Center and recommends

. and implements those policies necessary for the smooth operation

of that facility.

Supervises and evaluates the work of the classified staff assigned
to the Audio-Vigual Center.

Maintains accurate budget records of all expenses related to the
operation of the Audio-Visual Center and prepares an annual budget
request for the operation of this office.

Assists in the coordination of the Audio-Visual services with the
other instructional services of the College.

Maintains current files of outside sources of instructionally
related software available for rental or purchase and mukes the
faculty aware of such sources.

F. DUTIES AND RESPONSIBILITIES OF DIVISION CHAIRMEN

Under the direct supervision of the Administrative Dean, Instruction,
the Division Chairman performs the following duties:




1. Provides general leadership to the division and aids in the
development of a division philosophy.

2. Conducts meetings of the division to review all areas of
division concern. Maintains and distributes minutes of all
meatings.

3. Prepares the annual recommended budget for the division, orders
supplies and equipment, and maintains all necessary records and
controls to assure that the division operates within the
established budget limits. Maintains an inventory for all
supplies and equipment used within the division.

4. Assumes the leadership role in the development and operation
of the curriculum and instruction of the division. Coordinates
division efforts related to the development of new courses and
programs, the review of standing courses, the removal of courses
po longer appropriate to the curriculum, and the maintenance of
current course outlines that accurately reflect thé instructional
program of the division. Works for the improvement of the
instructional program within the division.

S. 1In accordance with the instructional materials policy of the
College, prepares a list of tc:tbooks to be used within the
division and submits this recommendation to the Administrative
Dean, Instruction. Submits requests for supplementary materials,
audio-visual aids, and other instructional resources.

6. Prepares recommendations for all aspects of the College Catalog
and other college publications related to the division. Working
with the individual division members, makes certain that all
recommendations thus made are accurate representations of the
program actually in operation within the division.

7. Prepares recommendations for class schedules, instructor assign-
ments, room assignments, and class sections to be offered in day,
Extended Day, and summer session.

8. With Administrative Dean, Instruction evaluates contract and
part-time instructors, and the overall effectiveness of the
instructional program of the divisionm.

9. Assists in the initiating, delegating, and/or performing of
institutional research related to all aspects of the division.

10. Assists the President of the College and the Administrative
Dean, Instruction in the interviewing of prospective instructor
candidates.

11. Supervises assignment and work performance of clasgified personnel
and student hourly assistants assigned to the division.




G.

12.

13.

Is responsible for reporting instructor absences to the Office
of Instruction and determining whether to cancel classes or
obtain substitute, and then proceeds to eith:r obtain a substi-
tute or see that students are notified of cancellation.

Assists in other responsibilities as assigned by the President

‘0of the College or the Administrative Dean, Instructionm.

DUTIES AND RESPONSIBILITIES OF THE HEAD LIBRARIAN

Under the supervision of the Administrative Dean, Instruction, the
Head Librarian performs the following duties:

1.
2.

3.

4.

3.

6.

7.

9.

10..

Supervises all aspects of the library and library services.
Recommends the appointment, promotion, and dismissal of certifi-
cated and classified personnel and student assistants who are...
members of the library staff. '

Provides in-service training, supervision, evaluation, schedul-

ing and coordination of the library staff and faculty.

Recommends policies and regulations governing the use of library
materials by students, faculty, and other users of the library.

1s responsible for making studies leading to the improvement
of library services, resources, and facilities.

Supervises the selection, cataloging, processing, binding,
storing, safeguarding, and circulation of all library materials
(including books, pamphlets, periodicals, films, filmstrips,
microfilms, micro-cards, recordings, and other printed materials
owned by the College).

Assists in the preparation of the annual budgets for the library
and sudio-visual materials and equipment.

Prepares and submits purchase requisitions, warehouse orders,
and bookstore orders for all library materials and purchases
through the Business Office of the College.

Gives both formal and informal instructions in the use of the
library. This includes library orieatation for both students
and faculty.

Prepares book lists, exhibits, bibliographies, and other aids

to enable students and members of the faculty to make more
effective use of library materials.
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DUTIES AND RESPONSIBILITIES OF THE INSTRUCTOR

The instructor's major responsibility is the education of the students
at Cypress College. This one statement tests the ingenuity, creative-
ness, and resourcefulness of every instructor. The duties and
responsibilities of instructors are defined in more detail in the

Administrative Guide (available in the library and in all administra-

tive offices of the College, including Division Chairmen); however,
in general they include the following:

1. PFulfills, under the supervision of the President, Administrative
Dean, Instruction; Associate Dean, Instruction; and Division
Chairman, all of the legal requirements of the District and
campus for employment, credentialing and performance of duties
as stipulated by District and College policies.

2. Accepts the responsibility for the guidance, discipline, and
instruction of students in their charge, and for any or all
students of the College outside of class hours as assigned by
the College President. They are expected to comply with all
reasonable requests made by their immeidate administrator.

3. Meets classes at their regularly. scheduled time. Students will
" not be dismissed early from class without permission from Office
of Instruction.

4. Instructors should emphasize in all classes the importance of
prompt, regular, and continuous class attendance. Students
should be counseled when absences threaten standards of accom-
plishment.

S. In cases of illness, notifies their Division Chairman as soon
as possible. Such notification should be no later than 7:30 a.m.
on the day of the absence. Necessary assignments and instruc-
tions should be given for the day's work, including directions
for a substitute if one is desired.

Instructors absent for reasons of "personal necessity" must
obtain permission from the Administrative Dean, Instruction
prior (vhere possible) to the date of the absence.

When returning to work, instructors shall notify the Diviasion
Chairman no later than 3:00 p.m. on the day preceding their
return. They are required to file with the Office of Instruction
a report of their illness, following an absence from teaching
duties, after their return to work. If an instructor fails to
give due notice of his intention to return after an illness or
absence, and a substitute appears for the day's work as a result
of failure to receive such notice, the amount paid the substi-
tute for the day is deducted from the instructor's salary.
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6.

7.

9.

10,

11,

12,

13,

14,

15.

16.

17.

18,

19.

20.

Cultivates assiduously, in varied ways, his own professional
growth. 1Is responsible for becoming the best instructor that
he is capable of becoming, He should contribute, as he is able,
toward the advancement in effectiveness and dignity of the
teaching profession.

Follows the program of instruction prescribed in course outlines.
Substantial changes should receive approval.

Keeps an inventory of school equipment under their jurisdiction
and reports same on inventory forms filed with their division
chairman.

Checks for mail daily in faculty mailroom.

Makes certain that students put work rooms, classrooms, labora-
tories, and equipment in order and to see that such equipment
is clean before dismissing classes.

Provides for the development of course outlines and curriculum
content in classes assigned to them,

Makes suggestions for curriculum development and new courses,
observing proper chamnels of communication.

Makes recommendations for textbooks, supplexentary materials,
equipment, and supplies in assigned courses.

Recommends the selection of library books, reference materials,
and periodicals for the library.

Records accurately attendance and scholastic data on forms pro-
vided. Submits and meets deadlines for required reports, such

as attendance reports, scholastic checks, and other reports as

assigned.

Assists in the student activity program as assigned by the
President, by accepting assignments as advisors, sponsors, or
supervisors of student organizations and events.

Maintains regular scheduled office hours as requested by the
Division Chairman and Administrative Dean, Instruction.

Observes, supports, and enforces the regulations, policies,
other official written communications, and programs of the
College as published and announced.

Attends assigned committee meetings, subject-fisld ncctingo,

- and general faculty meetings.

Participates, through nrganized channels, in suggesting improve-
ments in the policies and procedures of the College.
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Instructors shall not:

1l. Tutor students for extra pay on college premises nor shall they
use college equipment for personal financial gain, nor shall they
tutor students for money if they have them in regular class
instruction.

2. Send students during school hours on errands not strictly per-
taining to the business affairs of the college.

1. CPRTIFICATED EMPLOYEE STATUS

Sennte Bill 696, effective September 1, 1972, establishes procedures
for “he employwent of, classification of, evaluation of, and imposi..
tion of penalties upon certificated employees of community college
districts in California. Some of the major legal provisions of

8.3, 696 are discussed below.

1. The Board of Trustees shall employ each certificated persom,
except certain administrators, as one of the following: contract.
employee, regular employee, or temporary employee. A contract
employee is one who is serving in either the first year or second
consecutive year of qualifying employment in the district. A
regular employee is one who has a continuing employment (tenure)
status in the district. A temporary employee is one who does
not qualify for classification as a contract or regular employee
because of certain part-tilo and/or limited term characteristics
of the employment.

2. A contract employee who is serving under a contract for the first
academic year of employment shall be evaluated by standards and
procedures adopted by the Board of Trustees, and notified on or
before March 15 of the academic year of employment as to whether
he/she shall be offered reemployment or be dismissed. The notifi-
cation shall include the reasons for the Board's decision. If
the decision of the Board of Trustees is to dismiss the first
year contract employee, the employee does not have the right to
8 hearing under the Office of Administrative Procedure, nor is
the Board's decision subject to judicial review as to the reasons
for the decision. However, "in-house" due process or review pro-
cedures, such as developed by the faculty senates or those noted
in Chapter VIII of the P.I.E. program, are available to the first
year contract employee, to the extent that such procedures apply
to the basis for recommendations made to the Board. The "in-house"
due process procedures are not applicable to the final action of
the Board of Trustees.

3. A contract employee who is employed for a second consecutive
academic year may be classified by the Board of Trustees as either
a (second year) contract employee, or as a regular employee for
ouch year. If the classification is as a (second year) comtract
employee, hearing rights under the Office of Administrative
Procedure are available to the individual, if the Bosrd of Trustees
decides not to reemploy the individual for the following year.
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Notification of the Board's decision and the reasons therefor
aust be given to the employee on or before Marcl. 15,

4. A (second year) contract employee who is employed for a third
consecutive academic year must be classified by the Board of
Trustees as a regular employee for such year and all subsequent
years of employment, A regular employee has all the employment
rights that existed as of September 1, 1972, for employees
having permanent (tenure) status.

5. In certain cases, in lieu of dismissal, a suspension penalty

may be imposed upon a contract or regular employee by the Board
of Trustees.

6. A temporary employee is a certificated employee who is not quali-
fied for classification as a contract or regular employee because
of length of employment period(s) in the academic year and/or
percent of full-time assignment in such year; and/or other
special condition(s) under which the employment became available.
The employment rights of a temporary employee relate, mainly, to
judicial review of date of terminatior of employment. Under
certain conditions, 75 percent or more of an academic year of
service in a temporary employee classification may constitute a
year of service in the contract employee classification.

There appear to be certain portions of the new legislation that will
need to be clarified by legal interpretations. Additional informa-
tion will be made available as opinions are received from legal
sources.

It is hoped that the following general statements will remove some
of the basic uncertainties regarding the new legislation and its
effects.

1. The employment classifications of "probationary" and "permanent"
have been replaced by the classifications "contract” and "regular."
The terms "first year contract employee" and “second year contract
employee" are local simplifications of more technical descriptions
of the two subdivisions of the "contract employee" classification.

2. The reclassification, on or after September 1, 1972, of an indi-
vidual to a new employment category has nothing to do with the
individual's then current placement on the salary schedule or
the individual's progression on the schedule.

3. The employment classification "temporary employee" is still used.
A substitute employee is a temporary employee.

4. In cases involving reemployment or dismissal of employees the
hearing rights under the Administrative Procedure Act and certain
provisions of the Education Code are diffeyent for "first year




3.

6.

contract employees,"” "second year contract employees," and

regular employees. Temporary employees do not appear to have
any formal hearing rights.

‘Campus due process and P.I.E, evaluation review procoduras are

available to each individual in each of the employment classi-
fications,

After one year of service in the classification of "first year
contract employee" an individual, if employed for the following
year, lny, but, need not, be clagsified by the Board of Trustees
as a "regular employee." After one year of service in the
classification of “second year contract employee,' an individual,
1f employed for the following year, must be classified by the
Board of Trustees as a regular employee.

J. DUTIES AND RESPONSIBILITIES OF ADHINISTRAIIV! DEAN, 'STUDENT PERSONNEL
SERVICES

Under the direct supervision of the President, the Adainistrative Dean,
Student Personnel Services performs the following duties:

1,
2.

3.

4,

Se
6.

7.

8,
9.
10,

Assists the President in the administration of the College.

Has the administrative responsibility for all student personnel
services of the College including Admissions and Records, the.
counseling program, student activities and student government,
job placement, health services, the athlctic program, and the
program for special students.

Has responsibility for the preparation of the total Student
Personnel Services budget within the framework of the Dean,
Business and Pacilities' responsibility for total budget develop-
ment,

Supervises the functions of the Associate Dean, Admissions and
Records,

Supervises the functions of the Assnciate Dean, Student Activities.

Supervises the functions of the Supervisor for Counseling and
Guidance.

!

Supervises the functions of the Director of the Career Planning
Center. :

Supervises the functions of the Athletic Director.

Supervises the functions of graduationm.

Supervises the functions of the Health Office.




11,
12,

13,
14,
13,
6.
17,

Supervises the functions of the Bookstore,

Supervises the functions of the Job Placement and Financial
Aids Office.

Supervises the functions of the advisor f{or special programs.
Supervises academic probation and studcnt dismissal procedures.
Supervises and administers the athletic eligibility program,
Administers the college disciplinary program,

Performs such other administrative duties as may be assigned by
the President, '

K. DUTIES AND RESPONSIBILITIES OF THE ASSOCIATE DEAN, AD:ISSIONS AND
RECORDS

Under the direct supervision of the Administrative Dean, Student
Personnel Services, the Associate Dcan, Admissions and Records,
performs the following duties:

1,
2,

3.

4.

3.

Is responsible for administering policies on admission,

Organizes and supervises the registration procedures for all
College classes,

Is responsible for determining the residence of students and
identifying out-of-district and out-of-state students and seeing
that appropriate fees and permits are obtained from the
appropriate district offices or individuals.

Administers policies for admission of foreign students.

Keeps all records of the students including attendance, placement
test resulta, transcripts, and grade reports.

Completes local, state, and national reports as assigned.

Coordinates data processing with the District Data Processing
Center,

Supervises functions and personnel of the Admissions and Records
Office.

Assists the Administrative Dean, Student Personnel Services in
any other assigned duties.
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L. DUTIES AND RESPONSIBILITIES OF THE ASSOCIATE DEAN, STUDENT ACTIVITIES

Under the direct supervision of the Administrative Dean, Student Personnel
Services, ths Associate Dean, Student Activities performs the following
duties: :

1. Serves as advisor to the AS Council; attends AS Council meetings;
instructs the Leadership class; attends student conferences and
supervises delegates as needed.

2. Attends and supervises AS social activities; makes arrangements
for faculty chaperones, police, custodial help, ticket takers,
sites, bands, etc, for College social events.

3, Provides for general supervision and management of home athletic
contests; arranges for ticket takers, faculty supervision,
police, public address, custodial assistance, crowd control,
concessions, etc.; supervises the Pep Squad; arranges for the
management and deposit of all income relating to athletic
contests.

4. Acts as advisor to the Commissioner of Pep and the Pep Squad
in the promotion of school spirit and enthusiasm for athletic
contests, rallies, and student activities.

5. Works with the AS Council and campus clubs in promoting publicity,
bulletin announcements, posters, news releases, news photos, etc.;
provides for both on-campus and of f~campus publicity for AS
activities,

6, Serves as advisor to the House Coordinating Council and the AS
Vice President in the coordination of all House activities on

campus.

7. Works with the advisors of College noJr programs in order to
coordinate these activities with other AS activities on campus;
. coordinates the supervision of the College Hour programs.

8. Keeps the Master College Activities Calendar and coordinates the
activities in such a way as to avoid conflicts and provides all
organizations with an opportuanity to schedule campus events;
coordinates the use of school facilities for student activities,

9, Approves AS and CRPA purchase requisitions; assists the AS
Council and the Administrative Dean, Student Personnel Services
in the preparation of the annual AS and CRPA budget; supervises
the sale of Student Activity cards.

10, Superviszs the handling of all funds raised and expended by
organizations or groups on campus; approves admission prices of all
events sponsored by the College.




Works with the Supervisor for Counseling and Guidance in setting

11.
up and supervising the program of orientation of new students;
helps set up an orientation day for new students in the fall;
arranges for student hosts; prepares materials regarding student
activities to be distributed to new students.

12, Jointly, with Supervisor for Counseling, supervises and evaluates
House Clerks.

13, Supervises the functions of the House Advisors.

14, Supervises the functions of the Sports Publicist

15, Jointly with the Assistant Dean of Instruction supervises the
functions of the Student Affairs and Evening Assistant.

16. Coordinates production of the "Back to School" edition of the
Hoofbeat,

17. Coordinates information for typing of the CHARGE,

DUTIES AND RESPCNSIBILITIES OF THE SUPERVISOR FOR COUNSELING 'AND

GUIDANCE

Under the direct supervision of the Administrative Dean, "tudent
Personnel Services, the Supervisor for Counseling and Guidance performs
the following duties:

1.

2.

3.

4.

3.

6.

7.

Provides leadership and supervision for counseling and guidance
services.

Assists the Administrative Dean, Student Persomnel Services in
the praparation and control of the counseling and guidance
portion of the Student Personnel Services budget.

Evaluates counselors and the overall effactiveness of counseling
and guidance services.

Assists the Administrative Dean, Student Personnel Services in the
interviewing and selection of prospective candidates for counsel-
ing positions,

Represents the counselors on the Instructional Services Comnittee
and other administrative committees.

Conducts the regular meetings of the counselors.
Coordinates instruction in the Guidance 40 classes.

Arranges in-service training opportunities for c:unseling personnel.




- 9, Has responsibility for development of publications relating to
counseling and guidance services, including relevant portions
-of the catalog.

10, Coordinates the procurement and distribution of catalogs from
other colleges.

11. Supervises articulation with feeder high schools and four-year
institutions.

12, Supervises the administration of placement tests and other
standardized tests of the college.

13. Conducts institutional research relevant to counseling and guid-
ance, including followup studies of graduates and "leavers."

14, Supervises Office of Veterans Affairs.

15, Works with the Associate Dean, Admissions and Records in the
coordination of the counselor function in registration procedures.

16. Administers counseling appointments for registration,

17. Works with the Associate Dean, Student Activities in setting up
and supervising the program of orientation of new students.

18. Jointly, with the Associate Dean, Student Activities, supervises
and evaluates House Clerks,

19. Assists the Administrative Dean, Personnel Services 4a the super-
vision of academic probation and student dismissal procedures.

20. Administers the campus scholarship program.

21, Assists the Administrative Dean, Student Personnel Services as
needed and assigned,

22. 1s responsible for reporting, to the Administrative Dean of
Student Personnel Services, counselor absences and provides
coverage for absent counselors' duties.

N. DUTIES AND RESPONSIBILITIES OF THE DIRECTOR OF CAREER‘PLANNING'CENTﬁR

Under the direct supervision of the Administrative Dean, Student
Personnel Services, the Director of Career Planning Center performs
the following duties:

1. Plens, organizes, and directs programs and services geared to
promote opportunities for digsadvantaged students, including '
counseling, public relations, and referral services.




2. Performs part of the time as a vocational counselor.

3. Works cooperatively with the Vocational Education Division,
Curriculum Committee, Job Placement, Financial Aids Office,
Student Educational Development Center, Reading Skills Lab,
Business Skills Lab, etc.

4. Prepares budget request under regular College channels and
directs expenditures within the limitation of the approved
budget. _ :

3. Conducts research and evaluation of the project.

6; Maintains a high quaiity vocational library.,

7. Writes reports and correspondence as indicated,

8. Works closely with the Counseling Division and coordinates their
role and function in the Career Planning Center.

9. Performs other related work as required for the efficicncy of
the Career Planning Center,

0. " 'DUTIES AND RESPONSIBILITIES OF THE HOUSE ADVISOR
M

Under the supervision of the Associate Dean, Student Activities, the
House Advisor performs the folluwing duties:

1. Gives general leadership to the House to which he is assigned as
House Advisor,

2. Assists in promoting House spirit and identification,

3. Supervises the student government organization of the Houses.
&, Coordinates intramural activities within the Houses.
3. Coordinates and supervises social activities of the House.

6. Coordinates and gives general supervision to the development of
clubs and organizations in the House,

7. Supervises the promotion of publicity and public relations for
the House,

8. Serves as general advisor to the students in the House, acting in
the capacity of ombudsman,

9. Meets with the other House Advisors and Associate Dean, Student
Activities as needed to coordinate House operations and policies,

10. Assists Associate Dean, Student Ac.ivities and the Supervisor for
Counseling and Guidance in supervigion and evaluation of the House
Clerks, .
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P,

Q.

11. Approves use of House phyoical facilities when not othérwiéi
scheduled for instructional purposes.

it should be noted that the duties and responsibilities mentioned above
include the role of coordination and supervision, but it should be
understood that this means with the help and assistance of other faculty
members and counselors. Specific clubs and organizations will continue
to rely on faculty assistance as far as co-curricular assignments are
concerned, The House Advisor should have academic background in the
discipline of the House and work cooperatively in this regard with

the Office of Instruction. For this assignment certificated House
Advisors will receive one-fifth release time, for which they will be
expected to devote an average of eight hours per week to House matters.

ﬁUTIES AND RESPONSIBILITIES OF ADVISORS TO STUDENT'OﬁdANIZATIONS
M

Advisors to student organizations shall be recommended by the Adminis-
trative Dean, Student Personnel Services and appointed by the President
of the Collesa, In the spring semester, faculty members will be given
an opportunity to indicate the cocurricular activities (including the
adviging of student organizations) with which they wish to be involved.
From this 1ist, the Dean will make the recommendations to the College
President for appointment, It shall be the responsibility of the
advisor of a student organization to:

l. Become familiar with and enforce the regulations and procedures. . .
governing student organizations as they appear in.the Administrative
Guide Policies Relating to Students, the Student ‘Handbook, the 'ASB
Constitution, and the ASB Financial Code.

2, Acquaint student organization of ficers and members with the afore-
mentioned policies and procedures as they apply.

3. Present to the Administrative Dean, Student Personnel Services the
organization's program of activities and budget for the year.

4, Present a review of the organization's activities as requested by
the Administrative Dean, Student Personnel Services. '

5. Supervise all official meetings and activities of the organization,
DUTIES AND RESPONSIBILITIES OF THE ATHLETIC DIRECTOR
m

Under the direct supervision of the Administrative Dean, Student Personnel
Services, the Athletic Director performs the following duties:

1, Coordinates and approves the scheduling of athletic events.
2, Coordinates the use of athletic facilities.
3. Coordinates the cmplo}ment of officials for games.

4. Calls and presides over meetings of coaches, as needed, and at least
bimonthly,
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R.

S. Coordinates the athletic awards banquets.

6. Coordinates and supervises the athletic budget.

7. Supervises the athletic trainer in his responsibilities.

8. Supervises the athletics equipment man in his responsibilities.
9. Supervises and evaluates the coaching staff,

10. Assists in screening and recommendation of coaching candidates.

11,  Represents the athletic department at conference meetings.

12, Is responsible for seeing that the policies of the District
Athletic Council, the State Athletic Code, and the Athletic
Policy Manual are completely imp)emented in the total athletic
program at the College,

13. Takes leadership in development, implementation and evaluation
of a written philosophy for athletics at Cypress College.

14, Performs other related duties as assigned by the Administrative
Dean, Student Personnel Services,

DUTIES AND RESPONSIBILITIES OF THE STUDENT PLACEMENT AND FINANCIAL AIDS ~
OFFICER

Under the direct supervision of the Administrative Dean, Student Personnel
Services:

1, Manages tﬁe College Work Study program.
a) Makes needs analysis of financial aid applicants,

b) Places all College Work Study Students in jobs, on or off
campus. :

c) Processes all work/study time cards and Temporary Employment
Recommendations and keeps accurate records for auditing and
reporting purposes.

d) Disburses work/study checks.

e) Keeps divisions informed on a monthly report basis of CWS
money balances.

£) Handles grievances from students and/or employers,

g) Follows up on work/study studants ﬁlacod to insure that federal
guidelines are being followed,

| h) Arranges contracts with off-campus agencies for employment of
work study students.
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1)

1)

k)

1)

Reports to the Vice~Chancellor, Business, all off-campus
billing, by agency and student, at the end of cach billing
period, and submits a copy of report to the Dean, Business
and Pacilities.,

Locates off-campus agencies who wish to participate in the
of f-campus work study program,

Keeps in touch with off-campus agencies regarding their needs
or problems, '

Sees that CWS funds are used to match Educational Opportunity
Grants, where necessary.,.

2, Manages the Educational Opportunity Grant Program,

a)
b)

c)

d)

e)

£)

8)

Coupletes needs analysis and budget on each student applying.

Sees that goveriment guidelines are followed and that each
student receiving a grant matches it by CWS funds or other
funds, as established in guidelines.

Sees that no student overmeets his need as established by his
budget, Keeps accurate records in this regard and advises
each student and department head of the student's maximum
need.

Follows up each student to assure that government guidelines
are followed.

Documents all unusual circumstances in student's file for
audit.ing purposes,

Requests all student EOG checks from the District Office and
disburses to students on a monthly basis, after determining
that a student is placed in a job where he can earn sufficient
money to match the grant,

Keeps accurate records in accounting of the EOG and Chi so
that money is not overspent,

3, With the ccoperation of the Advisor for Special Programs, administers
EOP financial awards.

a)

b)

c)

Prepares needs analysis and budget for all students seeking
financial aid under the Extended Opportunity Program.

Makes all awards under the guidelines of the Extended Opportunity
Program,

Keeps books for the Educational Opportunity Program.
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4.

LB

6.

7.

10.
11,

12,

13,

14.

15,

Prepares all Federally Insured Loan Applications and disburses
checks when they arrive. Also assists students in securing a
lending bank.-

Prepares all federal reports on CWS, EOG, NDSL and Nursing
Scholarship.

Prepares application to thc Federal Government (E!H5 for all funds

" under the College Work Study Program and the Educational Opportunity

Grant Progran,

Keeps abreast of all changes in the federal programs and does this

: by reading and attending meetings on financial aid.

Arranges with college and university Finuncial Aid Offices to assist
our transfer students with their financial problems, when necessary.

Manages the emergency book loan program (approval and collection)
and other loan programs.

Coordinates job placement services.

Contacts local business and industry relative to full-time and
part-time openings and keeps an up-to-date record of such openings.

Coordinates the full-time placement of graduates and exercises
appropriate follow-up research.

Manages the National Direct Student Loan Progras.

Handled in same manner as Items 1 and 2 as far as cligibility‘
and rccord keeping is concerned.

Manages the Nursing Scholarship.

Handled in same manner as Items 1 and 2 as far as eligibility
and record keeping is concerned,

Applies for all CWS, EOG, NDSL, AND Nursing Loan funds.

S. DUTIES AND RESPONSIBILITIES OF THE COUNSELORS

1,

Orientation and Instruction

a) Serve as liaison for specified high schools (3 per counselor)

b) Conduct orientation sessions for new student registration,
including administration of reading test.

¢) Teach guidance-related classes, such as Introduction to College,
Career Planning, Personal Avareness, and Decision Making.



d) Act as consultants for all college and House orientations
as needed.

2. Information

a) Maintain current information on educational programs for
assigned areas.

b) Maintain current information on careers in the Career Planning
Center. : :

c) Attend meetings of assigned division and of advisory committees
associated with that division.

3. Counseling

a) Educational: Assist students in the selection of programs or
classes appropriate to his/her existing life goals by helping
to relate previous school records, test scores, abilities,
achicvements, and life experiences to expressed feelings and
ambitions.

b) Career: Provide assistance in developing a basis for career
decision-making by helping students to consider self-concept,
background, personel career needs, level of functioning, and
career exploration.

c) Personal-Social: Assist students to actualize their potential
Dy helping them in such activities as self-understanding,
assessment of problems, clarification of alternatives, and
referral for specialized help,

4, Clerical Duties

a) Approve proposed class programs during pre-registration snd
registration,

' ‘D) Write letters of recommendation,

S, Co-curricular Activities -

a) Serve on various comnittees as assigned by administration
or Faculty Senate.

b) Act as advisors to various campus clubs and activities.,
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T, DUTIES AND RESPONSIBILITIES OF THE ADVISOR FOR SPECIAL PROGRAMS

Under the direc: supervision of the Administrative Dean, Student
Personnel Services:

1, Supervises all operations of the Student Educational Development
Center,

‘a) Publicity and recruiting,
b) Peer counseling,

¢) The tutorial program,

d) The follow-up program.

2. Recommends to the Financial Aids Office those students who might
quality for financial aid.

3. Serves as ombudsman for special students, including the disadvan-
taged and the handicapped.

&, Provides specialized, vocational counseling for these special
students.

S. With the cooperation of the Student Placement Office, assists in
seeking part-time employment for students,

6. Serves as the campus contact for liaison with the community relative
to programs for the disadvantaged.

7. Works with prospective employers in the community to help ensure
employment of graduates of the Special Students Progras.

8. Recommends curricular and program changes designed o assist
special students. :

9. Seeks out needed sources of federal or other fuuding that will be
an aid for special students and makes appropriate applications.

U. DUTIES AND RESPONSIBILITIES OF THE TEACHBRPCOUNSELOR‘FOR'OkIHOPIIICALEY
HANDICAPPED STUDENTS

Under the direct supervision of the Administrative Dean, Student Personnel
Services:

1, Supervises activities of the Roosevelt Center which include:
a) Attendant care,
b) Volunteer help.

2, Assists with registration and schedule changes.
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v.

~

3., Forms liaison between student and counselor, and student and
instructors.

4. Assists with counseling of students in choosing their course of
study:

a) Assists and advises students with career goals.
') Reviews plans and programs with students.
c) Advises students regarding sequence of courses.

¢) Advises students regarding class load and employment, aund
class load and physical capabilities.

e) Advises students regarding scheduling and transportationm,
and scheduling and physical capabilities. '

£f) Reviews requested changes of progruas.

S. Arranges individual accamodations so stu’:mnt can smeet responsibilities
and demands of classes in which he has enrolled.

a) Devises and implements individualized test-taking procedures.
'd) Assists in procuring research material from the library.

c) Isplements rearrangement of classroom furniture to accom-
modate the handicapped student. .

d) Arranges typing, note-taking, feeding, on-campus transportation,
and tutoring assistance,

6. ‘Assists and advises students with housing, financial aid, state and
veterans' rehabilitation agencies. ’

7. Iniﬁiatco architectural barrier removal.
8. Makes budget recommendations for handicapped program.
9. Instructs Guidance 40 class for handicapped.

10. Serves as advisor to handicappad student organizatlon.

DUTIES AND RESPONSIBILITIES OF THE COLLEGE NURSE

The College Nurse is charged with such matters of health and safety as
affect the educational operation of the College, the liability of the
District, and the physical velfare of those who may be exposed to health
or safety hazards beyond their control while in attendance at College.
In carrying out her duties, she is responsible to the Administrative
Dean, Student Personnel Services. .
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1. Renders and reports on first aid in accordance with District policies.

2. Sees that an adequate distribution of first aid cabinets is maintained,
Inspects these regularly, and sees that they are properly stocked.

3. Supervises a program of student health appraisal,

4, Refers students to their family doctors or the Collegc physician for
treatment of disorders. '

S. Maintains health records for each student,

6., Certifies students for special physical education or for exemption
from physical education because of physical disability or age.

7. Promotes the health and safety of students and faculty by making
preventive recommendations through the Administrative Dean, Student
Personnel Services for improved safety and sanitation of campus
facilities and takes proper precautions to prevent the occurrence
or spread of contagious and infecticus diseases.

8. Makes recommendations through the Administrative Dean, Student
' Personnel Services regarding special health programs for group
control of such diseases as polio, influenza and tuberculosis,

9, Meets periodically with the counseling staff of the College, inform-
ing counselors of such health or disability problems of particular
students as may be necessary for the success of these students in
College and receives from the counselors such information as may be
necessary for the welfare of particular students and the student
body as a whole,

10, Interprets the College health program to students and their families
as necessary.

11, Acts as liaison between students and carrier of student accident
insurance, including athletics, and keeps records of claims,

12, Sets up physical examination program for athletes.

13, Processes claims and keeps necessary records for the $50 deductible
aspects of the football insurance program.

14, Makes out accident report forms in connection with the liability
aspects of District insurance.

15. Makes student appointments for services of College trainer.

16, Assists in the development of an annual budget for College Health
Services and supervises its expenditures during the year.

17, Administers the collection of the Health Fee;.

18, Maintains supervision over the Health Center and its personnel.
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W. DUTIES AND RESPONSIBILITIES OF THE DEAN, BUSINESS AND FACILITIES

Under the direct supervision of the President, the Dean, Business and
Facilities performs the following duties:

1.

2.
3.
b,
3.
6.

7.
8.

9.
10,

11,

13,

14,

Assists the President in the preparation of the budget and in
budget control for the College, Coordinates budget development
from divisions and all other areas of the Cullege.

Processes all purchase, warehouse, and bookstore orders and
requests for transportation and mileage for travel claims.

Provides general supervision to the submission of a certified
payroll for the certificated, classified and hourly employees,

Submits to the Office of the Division of Funds and Business
Affairs, a written report of all accidents which are incurred
by students or ewployees during the school day.

Supervises the operation of campus food service.

Assists in the supervision of the operation of the campus book~-
store, g

Assists in the preparation of the bookstore budget,

Maintains inventory control of all furniture and fixtures assigned
to the College campus. '

Supervises the operation of the campus delivery system, including
the receipt of campus deliveries from the warehouse.

Supervises the maintenance and operation of vehicles assigned
to the College campus.

Coordinates campus civil defense in accordance with the establ {shed
District plan,

‘ Supervises issuance of campus keys and the maintenance of

systematic key records.

Supervises campus security matters and enforces security
regulations.

Supervises staff and student parking on campus. Reports to the

~ Administrative Deun, Student Personnel Services any disciplinary

cases that may arise in connection with campus parking matters,

Exercises general supervision of campus maintenance mechanic,
groundsmen, and custodians, in cooperation with District personnel.
The Plant Office is to have immediate supervision of custodians
through leadmen, custodial foremen, and the operations supervisor,




vith responsibility for recommending on hiring, reassignment,
or termination; for inspection of custodial worl:; training
and direction of custodians in proper work methods; selection
and procurement of adequate supplies and equipment; achieving
efficient and effective upkeep of buildings and grounds, In
an emergency situation, the Dean, Business and Facilities may
reassign, temporarily, any custodian or groundsman.

16, Prrvides liaison on facility planning and new construction
between the campus; the Assistant Chancellor, Division of
Physical Plant and Facilities; and the offices of the archi-
tects involved in the building phase under construction.

17. Supervises community use of college facilities and the use of
community facilities by the College.

18. Performs other duties as assigned by the President of the College.
X. DUTIES AND RESPONSTBILITIES OF THE PUBLIC INFORMATION OFFICER

Under the direct supervision of the Administrative Assistant for

Publications and Public Information, the Public Inforuation Officer

performs the following duties:

1. Obtains and prepares College publicity materials for press,
radio and T.V. Examples are as follows:

a) Publicizes student activities
b) Publicizes achievements of faculty, students and alumni,

.¢) Publicizes current College activities, programs and future
plans.

d) Produces human interest stories on faculty, students and
alumri, ‘

‘2, Obtains photographs as required for news roloaioo, sports publicity,
publications, displays, slide presentations, building records, etc.

3. Produces College information fact sheets and publications for
publicity purposes, such as brochures, and booklets, directories,
faculty and community news letters, athletic press books,
athletic schedules, announcement mailers, calendars, etc.

4. Plans and conducts necessary press conferences as needed by the
President.

3. Keeps current information on College events sign announcing

College activities of general interest and open to the
community=-at-large.
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Y. DUTIES AND RESPONSIBILITIES OF THE DIRECTOR OF COMMUNITY SERVICES
Under the direct supervision of the President, the Director of Community
Services performs the following duties:

1, Coordinates and directs the public relations activities of the
College.

2. Develops personal contacts with community leaders; represents
the College at appropriate public information functions as
assigned by the President.

3. Serves as liaison between College and community groups and
organizations.

4. Assists in the sponsorship and organization of community events
and cultural activities, e.g., community art shows, theater arts
productions, musical programs, etc.

S. Promotes ecial campus programs for the community such as the
Artist Lecture Series, Faculty Speakers Bureau, Faculty Lecture
Series, Foreign Film Series, etc.

6. Coordinates the community use of College facilities and the use
of community facilities by the College.

7. Serves as chairman of the Community Services Advisory Committee.

8. Serves as Executive Secretary of the Artist Lecture Series Com-
mittee,

9. Coordinates Summer and Extended Day cultural, educational, and
recreational programs as assigned, with special emphasis on
their adaptation to and promotion in the community.

10, Coordinates college information fact sheets and publications
for publicity purposes, such as brochures, directories, faculty
v and community newsletters. Coordinates information for amnual
reports, celendars, directories, etc.

11, Maintains a resource file on college information for publicity
purpuses, e.g., biographies of staff members, pictures, clip-
pings file, mailing lists, resource publications, <tc.

12. Provides a clearinghouse for general information about the
College, e.§., its history, current activities, future plans,
etc. Publicizes achievements of faculty, students, and alumni.
Produces human interest atories on faculty, students, and alumni.

13. Assists all College Divisions in coordination and preparation
of editorial, photographic, and graphic qounurtcationo for
community use or publicity purposes.




14,
15,

16.
172.

Supervises College athletic news bureau,

Works closely and cooperatively with the Distrxict Administrative
Assistant for Publications and Public Information in all areas
mentioned.

Prepares the Community Services budget.,

Performs other duties as assigned by the :.csident,
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111.

COMMITTEES

In the development of the committee structure at Cypress College,
consideration has been given to the many aspects of the business,
student personnel, and instructional concerns. The organization

of the College committees attempts to take into consideration the
{nterests and abilities of the individual faculty members as a part

of the decision-making and policy-formulating body of the College.

It should be noted that a significant number of the committees have
elective chairmanships and that Cypress College students are represented
on most of the committees.

The following are the College committees planned and organized for the
forthcoming year--should there be an indicated need for the formation
of additional committees to perform a specific fynction, this can be
achieved by means of a suggestion to the President. of the College.

The Committee Handbook, distributed early in the fall semester, will
include more specific information on meeting times, membership,
chairmen of committees, etc.

Committee . Mesting Time
1. Artist-Lecture Series Committee on call

Chairman: !vs. Donna Priess

2. Audio-Visual Committee ) | on call
Chairman: Mr. Donald Blanchard
Audio~Visual Coordinator

3. Bookstore Advisory Committee on call
Chairman: Dr. Donalé J. Bedard
Administrative Dea:,
Student Personnel Services

4. Certificated Employee Complaint Hearing on call
Committee
Members to be selected as needed.

S, Class Related Programs and Activities on call
Chairmsa: Dr. Donald J. Bedard
Administrative Dean,
Student Personnel Services

6. Comrittee of the Whole--General Faculty Meeting on rall
Chairman: Dr. Omar H. Scheidt
’ President

7. Curriculum Committee bi-monthly
Chairman: Mr. Lyndon E. Taylor
: Adninistrative Dean,
Instruction

8. Ethics/Review Committee on call
Members to bLe selected as needed

C - A -




Committee Meeting Time

9. Food Services Committee bi-monthly
Chairman: Mr. Elma Clamp
. Dean, Business & Facilities
10. Graduation Committee : on call

Chairman: Dr. Donald J. Bedard
Administrative Dean,
§:.udent Personnel Services

11. Health Services Committee on call
Chairman: Dr. Donald J. Bedard
Administrative Dean,
Student Personnel Services

12. House Committee , on call
Chairman: Mr. Thomas Cooper
Associate Dean,
Student Activities

13; Instructional Services Committee bi-monthly
Chairman: Mr. Lyndon E. Taylor '
Adninistrative Dean,

Instruction
14. Intermediate Judicial Council on call
Chairman: Dr. Omar H. Scheidt
President
15. Library Committee : on call

Chairman: Mr. Chester Dalton
Head Librarian

16. Parking Committee ' on call
Chairman: Dr. Donald J. Bedard
: Administrative Dean,
. Student Personnel Services

17. Petitions Committee on call
Chairman: Dr. Donald J. Bedard
. AMdministrative Dean,
Student Personnel Services

18. Point of View Committee on call
19. President's Cabinet bi-monthly
Chairman: Dr. Omar H. Scheidt
President
20. Publications Committee ) on call

Chairman: Mr. Rusty Davies
Administrative Assistant,
Publications and Public Information
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21.

22.

23.

24.

Conmittee

Scholarship and Loans Committee
Chairman: Dr. Donald J. Bedard
Aduinistrative Dean,
Student Personnel Services

Special Students Committee
Chairman: Mr. Raymond Solano
Advisor for Special Programs

Vocational Education Committee
Chairman: To be elected

Ad hoc Committee
Committee formed as needed

Meeting Time
on call

on call

on call




Iv.

COCURRICULAR ASSIGNMENTS

Each regular full-time faculty member is expected to assume responsibility
for at least one extra class assignment, Any staff member may volunteer
to do more, of course, and some faculty members by nature of their
teaching assignment will find themselves involved in more than one

extra class responsibility.,

Extra class assignments are in three categories:

A. Assignments to which a certificated staff member may be elected
by the faculty, e.g. the Academic Senate, PIE Committee, Statewide
.Committees,

B, Assignments to which a certificated staff member may be appointed
by the Academic Senate, e.g. the Curriculum Committee, Faculty
Porum Editors,

C. Assignments to which a certificated staff member may be appointed
by the administration, e.g. a club advisor, division chairman.

A master list of such assignments follows. In the spring each full-time
certificated staff member is requested to list three assignmert prefer-
ences, including any assignments to which he may already have been
elected or appointed for the succeeding academic year, e.g. Senator
or Division Chairman,
The Academic Senate President, the Dean of Instruction, the Dean of
Student Personnel Services and/or the College President shall then
jointly make the assignments based on College needs and the expressed
preferences of the certificated staff members.,
A. Assignments to which a certificated staff member has been elected

Faculty Senate

District Committees

Professional and Instructional Effectiveness Committee (PIE)

CJCA representative

ASCC represeni.iive

B. Assignments to which a certificated staff member may be appointed
by the Academic Senate.

All College Council
Artist Lecture Series Committee
Audio Visual Committee

Bookstore Advisory Committee
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C.

Certificated émployee Complaint Committee

Class Related Programs and Activities Committee (CRPA)
Curriculum Committee

Food Services Committee

Graduation Committee

Health Services Committee

Librhry Committee

Parking Committee

Petitions Committee

Faculty Forum Editors

President's Cabinet

Publication Committee

Scholarship and Loan Committee
Special Students Adv‘sory Committee
Vocational Education Committee

Assignments to which a certificated staff member 'may ‘be appointed
by the administration,

Alpha Eta Rho

Alpha Gamma Sigma

Art Gallery

Aquatics Club

Basketball Cludb

Bowling Club

CAHPER, Student

Campus Crusade for Christ
Chess Club

Caristian Science




Circle K

College Bowl

Chrysalis

Dances & Concerts
Division Chairmen
Ecology Club

Flying Tean

Pootball Club
Forensics

French Cludb

Future Secretaries Association
German Cludb

Geology

Health Career Services

Home Meets (Supervision and Management)

House Advisors and Assistants
International Students Cludb
Intramurals

Latter Day Saints
Libertarian Cludb

Maranatha

MECHA

Medical Assistants Club
Model United Nationo_
Modern Dance Club
Operation Wheels Club
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Oral History Cludb

Performing Arts

Phi Beta Lambda

Philosophy Club

Posters and Publicity

Press Club and Publication

.Plychology Club

Recruiting fpr Athletics (All coaches)
Road and Field Club

Sailing Club

Ski Club

Southern California Conference Due Process
Special Events Supervision
Stewarduss-Hostess

Student Nursing Association of California
Student Teachers Association

Veterans Clud

Vocational Nurses Club

Voice of Cypress College

Volleyball Club

Wilderness Travel Club

Women's Team Sports

Women's Outreach

Wrestling Club

Young Democrats

Young Republican
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V. STUDENT PERSONNEL
A. STUDENT ABSENCES
1, Absences, Authorized

A student who must miss one or more classes because of a field
trip or other authorized activity, such as athletics or music
groups, will be issued an Authorized Absence Excuse (available
in the office of Administrative Dean, SPS) by instructor under
. whose supervision the activity will occur, The student shall
have this excuse signed by the instructors of the classes he
will mniss before the absence occurs, It is recommended that
these transactions be carried out at least two days before
the activity, The signed excuse must be presented to the
instructor in charge of the activity, and he shall file it
with the Admissions Office upon the conclusion of the activity.




2.

3.

Absences, Illness

When a student returns to class after being absent because
of an illness which was not communicable, he should verify
such absence orally and directly with his teachers.

If the absence was due to a contagious disease, day students

shall clear thruough the Health Center before being readmitted
to class., Extended Day students shall have a clearance from

their personal physician or from the Health Center.

All work missed because of illness must be made up, provided
the work is of such nature that it can be made up; otherwise,
the student will be subject to grade penalties.

Excessive Absences

A student should be notified if his attendance record is
endangering his chances of passing the course. Once it is
clear that a student has accumulated more hours of unexcused
absences in any class than the number of hours the class

meets per week, the instructor may file a Non or Poor Attendance

Drop Request.

B. CHANGES OF PROGRAM

1.

Addition of Néw Classes

a) A student may request new class additions to his program
by directly petitioning the instructor of the zlass he

is interested in taking. The instructor will be responsible

for checking prerequisites and will provide the successful
petitioner with a class ticket.

b) A student may NOT petition to add a new class until the
second meeting of the class or the last day of the first
week of classes, whichever comes first.

c¢) A student must petition to add a new class by the end of
the third meeting of the cliss or by the end of the
second week of the class, whichever comes first.

C. CLASS TRANSFERS

1.

2.

A student may, at any time during the semester, change from
one section to another with the same instructor provided the
instructor and the student's counselor both approve.

A student may transfer to a class at the same or different
level in the same subject area at anytime during the semester,
provided both instructors and the student's counselor approve.




F.

WITHDRAWALS

Any student who does not attend the first two meetings of a
class at the beginning of the semester shall be dropped by the
instructor and his place given to another student unless prior
arrangements have been made with the instructor.

1., WITHDRAWAL FROM COLLEGE

If it becomes necessary for a student to withdraw from college
during the first fifteen weeks of a semester, he should apply
at once in the Admissions and Records Office for a "Withdrawal
Petition." The student should complete the form by securing
the required signatures and return it immediately to the
Admissions and Records Office. After the fifteenth week of

a semester the student should apply directly to his instructors
{f he wishes to withdraw from college. The instructor will
then give the student a grade of "W" on the grade data sheet,
thereby completing the student's withdrawal from the class.

Students withdrawing from the college will be given a grade

of "W" without credit in all courses being taken at the time
of withdrawal.

2. WITHDRAWAL FROM CLASS

Students may withdraw from a class at any time during the
semester with a grade of "W" and no credit. To accomplish
this during the first fifteen weeks of a semester & student
must file a "Program Change Petition" with the Admissions and
Records Office. After the fifteenth week of a semester the
student should apply directly to the class instructor if he
wishes to withdraw from class. The instructor will then give
the student a grade of "W" on the grade data sheet, thereby
completing the student's withdrawal from the class. At a
student's request and with the approval of his instructor

(or the Division Chairman if the instructor is no longer with
the college), a "W" grade may replace any earned grade for a

previously completed course.

ACTIVITY HOUR

Few classes are scheduled on Tuesdays and Thursdays from 11:00 am
to 12:00 noon. This activity hour provides an opportunity for clud
activities to be scheduled at 11:00 am on Tuesdays and for College
Hour and Associated Student activities to be held at this time on
Thursdays. Advisors to student activities should consider this
activity hour to take priority over the other College meetings.

PETITIONS COMMITTEE

A Petitions Committee has been appointed by the President of the
College to consider individual student petitions requesting
ceconsideration or waiver of any College rules regarding admission,
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G.

dismissal, probation, graduation, etc. The Committee will meet
periodically to review and decide upon the said petition submitted
by students through the Office of Administrative Dean, Student
Personnel Services.

COUNSELING AND GUIDANCE

It is our belief that guidance is a ..vice, the purpose of which
is to support and facilitate the instructional program. We are
also convinced that a guidance program cannot succeed without the
cooperation of the teaching staff. Hence, the relationship
between counselors and teachers is a matter of particular concern.
The following aspects of this relationship deserve mention:

1. The information the Admissions Office and counselors have about
students is at the disposal of instructors. Upon request, an
instructor may have a copy of the list of admissions test
scores and access to other pertinent information.

2. Information from instructors is welcomed. Much is already
coming our way in addition to grades and deficiency notices.
Other comments, oral or written, are most helpful. If an
instructor believes that one of his students is in need of
special help, he is urged to bring the matter to the attention
of his counselor or the Administrative Dean, Student Personnel
Services. Referrals for testing are also welcome, but it is
preferred that no commitments be made as to the names or kind
of tests to be used. Counselors .ill discuss with the student
the selection of tasts, so that he feels he has a voice in what
is to be done.

3. While counseling is primarily the counselor's responsibility,
~ instructor participation, within the limits of time and qualifi-

cations, is welcome. Because of more frequent contact with him, -

a student may sometimes find a sympathetic teacher of more help
than his counselor. This is fine. It is important that the
student receive hLelp; the source of the help is of less
importance. However, if a student consults tha instructor at
considerable length, it will be appreciated if the counselor

is informed.

4. Counselors are admonish:d never to make any comments or take any
action which can be construed by a student as critical of, or
derogatory to, any member of the teaching staff. The same is
expected of teachers with respect to counselors. If an

. instructor believes that a counselor has made a mistake, he
should call the matter to the attention of the counselor or
the Supervisor of Counseling. To make the student the bearer
of such tidings, or the victim of a difference of opinion, is
unfair to him and destructive of his respect for both teacher
and counselor.

Bach of our counselors is expected to become especially familiar
with one or more of the major areas of study offered in the College. .
He is expected to attend meetings concerned with these areas and
otherwise become familiar with the program in these areas.




1.

J.

K.

L.

FINANCIAL AIDS

JOB PLACEMENT

CAREER PLANNING

A Career Planning Center staffed with professional counselors and
technicians, and equipped with the very latest in technical aids
and materials, is maintained on the piazza level of the Library.
Students needing specific assistance in determining career goals
can be referred at any time to the Career Pluaning Center, as well
as to their own counselor. The services of the Career Planning
Center are available to all citizens of the North Orange County
Community College District.

Instructors are encouraged to make suggestions to the Director of
the Career Planning Center for materials and services to be provided
by the Center.

EDUCATIONAL OPPORTUNITIES PROGRAM (EOP)

An Educational Opportunities Program (EOP) has been set up on

campus to assist students needing special assistance to get

through college. Funded by the local district, the state, and the
federal government, the program is designed to recruit, counsel,
tutor, and give financial aid to students in need of such asristance.

Operation of the program emanates from the Student Education
Development Center (SEDC) located on the second floor of the
Library. The SEDC is staffed by a prcfessional director, student
tutors and student counselors. Students needing special assistance
are urged to contact the SEDC.

VETERANS ASSISTANCE

A federally funded program of service to veterans is available.
Assistance includes liaison with the VA Office, tutorial assistance,
job placement, and career counseling. Veterans needing such
assistance should be referred to the Office of Veterans' Affairs

on the piazza level of the Library.

Finances are often a problem for students attempting to get a
college education. The costs of attending a community college
can range up to $180V0 per academic year, including room and board.
To assist studenis who have financial problems while attending
school, the College has developed a Financial Aids program that
includes student loans, scholarships, grants, and part-time jobs.
Students needing such assistance should make inquiries at the
Student Placement/Financial Aids Office.

A centralized placement office is maintained with responsibilities
for assisting students ‘n finding both part-time and career
employment. The College believes that it best serves both the
student and employer when it endeavors to place its students in
jcbs relatad to their major fields of study, and its graduates are
offerel the opportunity for caree¢r placement in any of the areas




for which they have prepared and trained.

Student seeking part-time jobs, either on or off campus, are
eligible for assistance through the Placement Office if they are
carrying, or have registered for, 6 units or more.

M. PHYSICALLY RANDICAPPED STUDENTS

"Operation Wheels" has been implemented on campus to provide
assistance for physically handicapped students. The Roosevelt
Center, located on the first floor of the Library building, is

a resource room providing a personal liaison between the student
and various services, including: direct communication with

state and veterans' rehabilitation offices, library research
assistance, career counseling, on-campus transportation, priority
registration, individual accommodations for test taking, reserved
parking, and use of elevators i. multistoried buildings.

The campus is rree of architectural barriers; all buildings and
rooms are accessible to the student in a wheelchair.

To obtain further information or assistance contact Student
Personnel Services.

N. DRESS REGULATIONS FOR STUDENTS

Since students should consider collegs a serious business and a
preparation for the world of work, Cypress College students are
expected to dress accordingly. Students should dress in good

taste and should avoid extremes in campus wear, whether it is
considered too informal or too formal. Imstructors may submit

the names of students who violate these recommendations to the
Administrative Dean, Student. Personnel Services, or may deny
admittance to their classes of any student whose dress is considered
inappropriate. Specifically, instructors are-expected to. exclude
anyone from classes who is barefooted or bare-chested.

O. GRADES AND SCHOLARSHIP

The letter system of grading the quality of work done by students |
may be interpreted as follows:

i.

Grades are based upon the quality of work done; that is,
upon actual accomplishment im courses offered for credit.
The grade-point average (GPA) is computed by dividing all
units attempted into all grade-points received. The meaning

- of each grade and its value in grade-points is as follows:

"A" - Superior or Excellent (4 Grade Points).

Honor grace indicating excellence earned as a result of
consistently superior examination scores; consistently accurate,
and prompt, completion of assignments; ability tv deal resource-
fully with abstract ideas; superior mastery of pertinent skills;
and promise of success in field relating to the subject.
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wg" . Better than Average - Good (3 Grade Points).

Honor grade indicating competence earned as a result of
high examination scores; accurate and prompt completion of
assignments; ability to deal well with abstract ideas;
commendable mastery of pertinent skills; and promise of
continued success in sequential courses.

"c" - Average - Satisfactory (2 Grade Points).

Standard college grade indicating successful performance

earned as a result of satisfactory examination scores; generally
accurat: and prompt completion of assignments; ability to deal
with abstract ideas; average mastery of pertinent skills; and
sufficient evidence of ability to warrant entering sequential
courses. -

"p" - Pagsing (1 Grade Point).

Substandard grade indicating the meeting of minimum objectives
only earned as a result of low examination scores; generally
inaccurate, incomplete or late assignments; inadequate grasp
of abstract ideas; barely acceptahle mastery of pertinent
skills; or insufficient evidence of ability to make advisable
the enrollment in sequential courses.

wp" _ Failing (No Grade Points).

Non-passing grade indicating failure to meet minimum objectives
earned as a result of non-passing examination scores; inaccurate,
incomplete or late assignments; failure to cope with abstract
:deas; inadequate mastery of pertinent skills; or repeated
absence from class.

"% . Incomplete (No Grade Points, No Units Attempted, No

Unit Grade Completed). ‘

Unfinished work, otherwise passing, indicating that an important
assignment, such as a term paper, final examination or experiment
is missing (for illness or other sufficient reason) but can be
submitted to complete the course. An incomplete grade may

not be assigned as a withdrawal grade, nor is it used if the
student has completed all course requirements.

"y - Withdrawal (No Grade Points, No Units Attempted, No
Unit Grade Completed).

A "W" 1s a grade indicating the student has withdravn from
college or dropped from class. The grade indicates that the
course has been cancelled from the student's program of study
without credit and is not included in the grade-point-average
computation.

"oR" - Credit (No Grade Points, No Units Attempted).

"Credit" means that credit has been earned for the course

although there are no grade-points and the grade is not used

. computing grade-point average, but 1s interpreted as a "C" or
better. . C
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"NCR" - No Credit (No Grade Points, No Units Attempted, No
Units Completed).

A "No Credit" means that neither units nor grade-points have
been earned.

2. Credit-no credit grading. See the Catalog, page 13, for
conditions grerning credit-no credit grading and a listing
of courses oifered on a credit-no credit basis.

3. The basic purpose of a Credit by Examination is to allow credit
for the prior or advanced knowledge of class material by the
student. The student is thus not required to register for
and attend an entire semester's class for which he already
has comprehensive knowledge. Instead, the studeat may elect
to enroll in more advanced or elective courses. In short,
this system is to encourage more meaningful and ervanded
educational experiences for the student. See the catalog,
page 16, for conditions governing credit by exanination and a
listing of courses that may be challenged.

4. Cypress College expects every student to make satisfactory
progress in each course attempted. Failure to do so cannot be
excused on the basis of outside jobs, other activities, or even .
11°ness of the student. Although all students are expected
to maintain the highest scholastic standard of which they

. are capable, the College interprets a grade of "C" as representing

acceptable scholarship. To remain in good standing, and to
be eligible for graduation, a student must have a cumulative
grade-point average of not less than 2.00 (C) based on the
4~point scale.

S. The names of students earning a grade-point average of 3.75,
or higher, in twelve or more units, will appear each semester
on the President's Honor List. Those receiving a grade-point
average between 3.0 and 3.74 will appear each semester on the
Dean's Honor List. Students who qualify may also be homored by
election to Alpha Gamma Sigma, the community college honor
society. Teachers should encourage students to apply for
Alpha Gamma Sigma. Qualifications are described on page
18 of the catalog.

P. SPEAKER POLICY

1. Policy and Procedures

a) Speakers from off campus may be invited to speak on campus
by a member of the faculty, by faculty organizations, by
a department or division, or by a recognized student
group. .

b) A member of the faculty who wishes to invite a speaker to
appear before his classes shall confer with his professional
colleagues and with the Administrative Dean, Instructiom, or
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d)

£)

8)

h)

1)

J)

his designate, before extending an invitation to an off-
campus speaker. At all times, speakers who appear on
campus should have competencies and experiences which
make their appearances educationally valuable and which
could not be duplicated in any other way.

Faculty organizations which invite speakers to address
them on campus shall confer with the President of the
College, or his designate, before extending invitations
to off-campus speakers.

Student groups which invite speakers to address them on
campus shall confer with their faculty advisor and with

the Administrative Dean, Student Personnel Services, bef:~e
extending invitations to off-campus speakers.

In the case of speakers appearing before student groups,

.the President of the College, or his designate, may

require any or all of the following conditions:

1) that the speaker be approved by the President's
Cabinet;

2) that a specified faculty member serve as chairman
of the meeting;

3) that time be provided for questions directed to the
speaker by his audience; and

4) that student groups maintain a balanced speaker
program so as to sssure equal presentation of uny
conflicting points of view within the political,
philosophical, religious, educational or social

* framework of the sponsoring group.

An off-campus speaker's presence, acts, or presentation
on campus shall not violate any of the provisions of the
State Education Code.

An off-campus speaker's presence and presentation shall
not be in conflict with the approved use of College
facilities as established by the Board of Trustees.

Either the off-campus speaker or the person who introduces
him to his audience shall make clear that the speaker does
not represent the College, that the speaker is not sponsored
by the College, and that the speaker speaks only for himself
or, in a few instances, perhaps, for an association or

S AP e

An off-campus speaker's appearance on campus alwvays presumes
the availability of facilities and the noninterruption of
the College's regular educational program.

All speakers who receive invitations to speak on campus
shall receive a copy of this Speaker Policy.
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Q.

k) The President of the College shall be responsible for
establishing, when needed ,more detailed procedures for
carrying out the above philosophy and policy.

1) Speakers shall be expected to comply with Section 415.5
of the Penal Code and all other applicable state and federal
laws.

RECORDS AND REPORTS

The claes roll book is the definitive repository of all attendance
and scholarship records. Its attendance records are the basis for
determining the amount of state aid to which Cypress College is

‘entitled. Its scholastic records are the final authority in all

questions of student academic performance. Consequently these

records must be kept systematically, conscientiously and intelligibly;
and they must be clear, not only to the teacher who enters them,

but to anyone who has occasion to inspect them. Imstructions for
keeping class records and for making reports are carried at the

front of the class record book.

STUDENT PUBLICATIONS

All student publications eligible for distribution on campus shall
be first authorized by the Administrative Dean, Student Personnel
Services, and shall be assigned an official faculty advisor.

All student publications are expected to reflect good taste, be
written and edited by students of the College, and conform to
editorial policies established by the College that include authority
of the faculty advisor and the President of the College to exercise
the right of review when deemed necessary. Further procedures

for the distribution of both student and other publications are
included in the Administrative Guide. The procedures must be
observed by all concerned.

1. Student Newspaper

The Hoofbeat is published by the College journalism class.
Members of the faculty and students are invited to submit
opinions to the editorial staff. The student newspaper will
be circulated free to students and the faculty.

2. Student Yearbook

The student yearbook, View, is published by the College
Yearbook staff.

CAMPUS DISTURBANCES

.Tho following laws and regulations apply to campus disturbances:

1. Education Code
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Bducation Code, Section 10602: Continued wilful disobedience,
open and persistent defiance, habitual profanity or vulgarity
upon school premises, constitute good cause for suspension or
expulsion from school . . . '

Bducation Code, Section 10605: The governing board of any
school district shall suspend or expel pupils for misconduct

vhen other means of correction fail to brimg about proper
conduct.

Bducation Code, Section 10605.5: The chief administrative
employee at a school shall, prior to the suspension or expulsion
of any pupil, notify the appropriate law enforcement authorities
of the county ot city in which the school is situated, of any
acts of the student which may be violative of Section 245 of the
Penal Code.

Education Code, Section 10609: All pupils shall comply with
the regulations, pursue the required course of study, and
submit to the authority of the tnachers of the schools.

Education Code, Section 13558.5: Every minor over 16 years of
age or adult who is not a pupil of the school, including but
not limited to any such minor or adult who is the parent or
guardian of a pupil of the school, who comes upon any school
ground or into any schoolhouse and there wilfully interferes
with the discipline, good order, lavful conduct or administration
of any school class or activity of the school, with the intent
to disrupt, obstruct, or to inflict damage to property or
bodily injury upon any person, is guilty of a misdemeanor, and
is punishable by a fine of not less than fifty dollars ($50)
por more than five hundred dollars ($500), or by inprisonment
in the county jail for not more than six months, or both.

Education Code, Section 13560: Any parent, guardian, or other
person who insults or abuses any teacher in the presence of
other school personnel or pupils and at a place which is on
school premises or public sidewalks, streets, or other public
ways adjacent to school premises or at some other place if

the teacher is required to be at such other place in connection
with assigned school activities is guilty of a misdemeanor,

and is punishable by a fine of not less than fifty dollars
($50) nor exceeding five hundred dollars ($500) .

Education Code, Section 16701: Any person who wilfully disturbs
any public school meeting is guilty of a misdemeanor, and
punishable by a fine of not less than ten dollars ($10) notr
more than one hundred dollars ($100).

2. Penal Code

Penal Code, Sections 69 and 148 - Resistiny arrest and inter-
fering with a school official or officer of the law or fireman

in carrying out hie duties:
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69. Resisting executive officers: Punishment:

Every person who attempts by means of any threat or violence,
to deter or prevent an executive officer from performing any
duty imposed upon such officer by law, or who knowingly
resists, by the use of force or violence, such officer, in the
performance of his duty, is punishable by a fine not exceeding
five thousand dollars, or by imprisonment in the state prison
not exceeding five years or in a county jail not exceeding
one year, or by both such fine and imprisonment.

148. Resisting public officers in the discharge of their
duties: Penalty. Every person who wilfully resists, delays,
or obstructs any public officer, in the discharge or attempt
to discharge any duty of his office, when no other punishment
is prescribed, is punishable by a fine not exceeding one
thousand dollars, or by imprisonment in a county jail not
exceeding one year, or by both such fine and imprisonment.

Penal Code 245: Assault with a deadly weapon:
BEvery person who commits an assault upon the person of another

using a deacdly weapon or instrument or by any means of force
likely to produce great bodily injury.

Penal Code, Section 403 - Breaking up a lawful assembly.

Disturbance of assembly or meeting other than religious or
political. Every person who, without authority of law,
wilfully disturbs or breaks up any assembly or meeting, not
unlawful in its character, other than such as is mentioned
in Section 302 of the Penal Code and Section 5004 of the
Elections Code, is guilty of a misdemcanor.

Penal Code 302 and Elections Code 5004 extend the :>me rules
to religious and political meetings.

Penal Code, Section 406 and 408 ~ Rout or inciting to riot.

"Rout" defined. Whenever two or more persons, assembled and
acting together, make any attempt or advance toward the
commission of an act which would be a riot if actually committed,
such assembly is a rout.

Penal Code, Section 407 - 408 - Unlawful Assembly.

407. "Unlawful assembly' defined. Whenever two or more persons
assemble together to do an unlawful act, and separate without
doing or advancing toward it, or do a lawful act in a violent,
boisternus, or tumultuous manner, such assembly is an unlawful
assembly.

408. Punishment of rout and unlawful assembly.
Every person who participates in any rout or unlawful asoembly

is guilty of misdemeanor.
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Penal Code, Section 409 - Refusal to disperse from unlawful
assembly.

Every person remaining present at the place of amy riot, rout,
or unlawful assembly, after the same has been lawfully warned

to disperse, except public officers and persons assisting them
in attempting to disperse the same, is guilty of a misdemeanor.

Penal Code, Section 415 - Disturbing of the peace, using of
profane language, or displaying signs carrying such language.

Every person who maliciously and wilfully disturbs the peace
or quiet of any neighborhood or person, by loud or unusual
noise, or by tumultuous or offemsive conduct, or threatening,
traducing, quarreling, challenging to fight, or fighting,

or wvho on the public streets of any unincorporated town, or
upon the public highways in such unincorporated town, run any
horse-race, either for a wager or for amusement, or fire any
;mm or pistol in such unincorporated town, or use any vulgar,
peviuné, or indecent language within the presence or hearing
of women or children, in a loud and boisterous manner, is
guilty of a misdemeanor, and upon conviction by any court of
competent jurisdiction shall be punished by fine not exceeding
twvo hundred dollars, or by imprisonment in the county jail for
not mor: than ninety days, or by both fine and imprisonment,
or either, at the discretion of the court.

Penal Code 602.9 - Disruptive presence at schools.

Any person who comes into any school building or upon any school
ground, or street, sidewalk, or public way adjacent thereto,
without lawful business thereon, and whose presence or acts
interfere with the peaceful conduct of the activities of such
school or disrupt the school or its pupils or schcol activities,
and who remains there, after being asked to leave by the chief
administrative official of that school or any designated agent
of the chief administretive official who possesses a standard
supervision credential or a standard administration credential
or who carries out the same functions as a person who possesses
such a credential, or in the absence of the chief administrative
official, the person acting as the chief administrative official,
is guilty of a misdemeanor.

The term "School" as used in this section means any elementary
school, junior high school, senior high school, or jumior
college.

The term "lawful business" as used in this section means a
reason for being present upon school property which is not
othervise prohibited by statute, by ordinance, or by any
regulation adopted pursuant to statute or ordinance.

3. Military and Veterans Codes

Military and Veterans Code, Section 614(d) - Misuse of the
flag.

- 83 -

o L




A person is guilty of a misdemeanor who publicly mutilates,
defaces, defiles, or tramples on any such flag.

Military and Veterans Code, Section 616 - Display of emblem
of opposition to organized government.

Any person who displays a red flag, banner, or badge or any
flag, badge, banner, or device of any color or form whatever
in any public place or in any meeting place or public assembly,
or from or on any house, building, or window as a sign, symbol,
or emblem of forceful or violent opposition to organized
government or as an invitation or stimulus to anarchistic
action or as aid to propaganda that advocates by force or
violence the overthrow of government is guilty of a felomy.




VI. PROCEDURAL INFORMATION

A. FACULTY

1.

2.

3

Faculty Duty Hours

A yearly teaching load for an instructor at Cypress College
consists of weighted classroom loads of 30 to 32 teaching
units. If the total load for any faculty member for the fall
and spring semesters in any school year exceeds 32 teaching
units, the class or section with the lowest number of contact
hours which brings the faculty member under 32 teaching units

~shall be considered as an overload and, as such, shall be

considered as part of the faculty member's extended day
assignment.

Upon request of the Office of Imstruction, instructors shall
submit a list of office hours for publication and pusting.

A minimum of 25 to 40 hours shall be spent on regularly
scheduled classroom activities, consulting with students
during posted campus office hours and other duties on campus.
(See revised Administrative Guide section on Instructiom,)

Evaluation of Facultx

The key role of faculty evaluation system lies in the improvement
of the instructional program of the College. In addition, the
entire curricular program is subject to constant review to
determine its relevancy.

All contract instructors will be evaluated at least twice
annually and all regular instructors at least once biennially.
Evaluations will be conducted by the Division Chairmex; the
Administrative Dean, Instruction; the Associate Dean, Instruction;
and the President. A conference will be held following each
observation, and all evaluation records will be available for
review.

Por further details concerning evaluation policy and procedures,
see the District Chancellor's Administrative Guide, and consult
the guidelines set down by Professional and Instructional
Effectiveness Evaluation Committee.

Academic Due Process for Certificated Employees
a. Academic Due Process Basic Policy

Certificated employees have rights and duties wh’:h derive
from their status as a member of the college, as a
colleague in the academic profession, and as a citizen

of the community. "Academic Due Process" is a systematic
procedure designed to resulve issues arising from action
taken by the North Orange County Community College
District, and its representatives (hereinafter referred

to as the "employer") which the certificated employee
believes to have an adverse effect with respect to his
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b.

righ.s as stipulated by state and federal law, the terms

and conditions of his employment contract, and the employer's
policies. Therefore, any complaint which the certificated
employee may have with respect to the employer's action

that is believed to unjustly or adversely affect such

rights, shall be adjusted according to the Complaint
Procedure below.

Complaint Procedure

All complaints must be processed within a reasonable
period of time in the sequence of steps stated below:

1) Pirst Step: Informal Discussion

a) The employee shall first attewrpt to resolve
his complaint by informal discuassion with the
employer's representative Jlirectly involved
in the matter.

b) There is no responsibility on the employer
to make an adjustment of the complaint unless
it 1is presented within a reasonable period of
time after the occurrence of the acts or
omissions of the employer which are the basis
of the complaint.

2) Second Step:- Complaint Hearing

a) If the complaint is not settled satisfactorily
at the Pirst Step, the complainant may directly,
or through his designated representative,
present his complaint in writing to the
Certificated Employee Complaint Hearing
Committee (hereinzfter referred to as the
"Hearing Committee"). Such written presentation
must be stated on a Complaint Form to be
furnished by the employer, copy of which appears
in Appendix A.

The Academic Senate shall establish each fiscal
year a Certificated Employee Complaint Hearing
Committee. The members of the Hearing Committee
shall consist of three members of the nonadmin-
iatrative certificated staff. The three members
of the Hearing Committee shal’ Le appointed

by the President of the Academic Senate subject
to the ratification by the majority of the
Senators present and voting for such ratificationm.
In the event the hearing involved a complaint
initiated by an administrative employee, the
President of the Academic Senate shall appoint
another administrative enployee to act as a
member of the Hearing Committee in place of a
permanent member, such permanent member's dis-
placement being determined hy lot.
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c) Upon conducting a hearing on the complaint,
the Hearing Committee shall submit its written
findings of fact and recommended disposition
of the complaint to the President of the College,
the President of the Academic Senate, and the
complainant.

d) Within ten (10) calendar days from the date of
receipt of the findings and recommendations of
the Hearing Committee, the President of the
College shall accept or reject the committee
recommendations by submitting his written
disposition with a statement of his position
to the complainant, the Academic Senrte, and
the Chancellor.

3) Third Step: Complaint Appeal To Chancellor

a) If the complaint is not settled satisfactorily
at the Second Step, the complainant may
directly, or through his designated representative,
present an appeal in writing to the Chancellor.
Such written presentation must be stated on a
wplaint Appeal Form to be furnished by the
. aployer, a copy of which appears in Appendix B.

b) Upon completing a review of the records and/or
consulting with the complainant and/or conducting
a hearing on the matter, the Chancellor shall
make a written disposition of the Complaint
Appeal. Copies of the Chancellur's disposition
of the Complaint Appccl shall be returned to
the complainant, the Academic Senate, and the
President of the College.

¢) The parties (Chancellor and complainant) may
arrange a conference by mutual consent at any
time during the Third Step in an effort to
resolve their differences by conciliationm.

d) Within ten (10) days from the date of receipt
of the Chancellor's written disposition of the
Complaint Appeal in the Third Step, the
complainant and the Academic Senate (acting
through its President or his designee) may
request in writing that such complaint be
submitted to mediation.

(1) Within thirty (30) calendar days from the
date of receipt of the written request
for mediation, the parties shall prepars
a written submission agreement setting
forth the issues in dispute. If the
parties cannot agree upon the terms of the
. submission agreement, each party, at
Q least two days in advance of the mediation
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hearing, shall submit to the other a
statement of the issues it considers

in dispute and the mediator shall determine,
at or before the hearing, the issues to

be mediated.

(2) 1If the parties are unable to agree upon a
mediator within twenty-four (24) hours
after meeting for that purpose, they
shall request an appropriate agency to
submit a list of five (5) persons from
vhich the mediator shall be chosen.

The parties shall each alternately delete
the names of two of these five persons and
the remaining or fifth person shall act

as the mediator.

(3) A mediation hearing shall be held within
sixty (60) calendar days following the
receipt by the employer of the request
for mediation. The conduct and procedures
of the mediction hearing shall be determined
by the mediator. The compensation of the
mediator shall be borne by the employer.
EBither party shall have the right to have
the mediation hearing recorded and trans-
cribed at his own expense.

(4) The recommendation(s) of the mediator
shall be submitted to the parties in
writing not more than thirty (30) calendar
days after the mediation is concluded.

(5) Within fifteen (15) calendar days after
receipt of the recommendation(s) of the
mediavor, the Chancellor shall complete
his review of the record and make his
final written disposition of the Complaint.

4) Fourth Step: Complaint Appeal To The Board of Trustees

a)

Within ten (10) calendar days from the date of
receipt of the Chancellor's final written
disposition of the Complaint Appeal in the Third
Step (see paragraph d-5 above), the Complainant
and the Aca(®mic Senat: (acting through its
President or his designee) may request in writing
that the recommendations of th2 mediator and

the final disposition of the Chancellor be
submitted to the Board of Trustees for their
disposition. Such written presentation must

be stated on a Complaint Appeal Form to be
furnished by the employer, a copy of which
appears in Appendix C.
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b)

Within sixty (60) calendar days from the date
of receipt of the Complaint Appeal to the Board
of Trustees, the Board shall complete its
review of the record and make a final written
disposition of the Complaint. .
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Appendix A

CYPRESS COLLEGE

COMPLAINT FORM

_Name of Complainant:

Name of the employer's representative with whom you have attemtped to resolve

this complaint: ' Date:

NATURE OF COMPLAINT (Statement of facts giving rise to this complaint):

-

REMEDY OR CORRECTION REQUESTZS:

Signature of Complainant: Date:

Complaint Form received by: Date:
. (Hearing Committee)

Distribution: Original - Certificated Employees' Complaint dearing Committee
Copy =~ College Praesident '
- Complainant

North Orange County Community College District

kn
11-1-71
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Appendix B

CYPRESS COLLEGE

COMPLAINT APPEAL FORM

Nane of Complainant:

REASONS FOR COMPLAINT APPEAL (Summary of facts and statement of reasons for
appealing the disposition of the complaint by the College President and the
Certificated Employe~s' Hearing Committee): -

' REMEDY OR CORRECTION REQUESTED:

8ignature of the Complainant: Date:

Complaint Appeal Form received by: Date:
(College President)

. pistribution: Original - Chancellor
Copy - Board of Trustees
= College President
= Academic Senate President

= Complainant
¥orth Orange County Community College District
ka
11-1-71




Appendix C

CYPRESS COLLEGE

COMPLAINT APPEAL FORM

Name of Complainant:

REASONS FOR COMPLAINT APPEAL:

CHANCELLOR'S FINAL WRITTEN DISPOSITION OF THE COMPLAINT:

RECOMMENDATION(S) OF MEDIATOR:

-REMEDY OR CORRECTION REQUESTED:

Signature of the Complainant: Date:

Complaint Appeal Form received by: Date:
(Chancellor)

Distribution: Original - Chancellor
Copy - Boerd of Trustees
= College President
- Academic Senate President
=« Complainant

North Orange County Community College District

kn
11-1-71
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4., Sabbatical Leave Policy

b.

Ce

d.

Definition

A sabbatical leave of absence is a privilege accorded to
qualified certificated employees for the purpose of
improving instruction, as provided for in the Education
Coda Sections 13457-13463 as a "leave of absence for r.t
to exceed one year for the purpose of permitting study
or travel by the employee which will benefit the schools
and pupils of the district." A "leave of absence'' per
se is to be construed to mean absence from the District
without pay under provisions of the Administrative Guide
of the District. :

Eligibility

‘Any permanent certificated employee is eligible to apply

for sabbatical leave. He or she must have been an
employee of the District for not less than six consectuive
years. A sabbatical leave of absence shall not be
granted for less than one full semester, nor for more

- than two full consecutive semesters.

Number of Leaves Granted Each Year

The number of leaves granted each year shall not exceed
S% of the eligible certificated staff. The Board of
Trustees reserves the right to modify this number any
year depending on budget requirements and available tax
resources.

Purposes

1) To engage in professional study or research.
The course work must be planned to achieve some goals
which will be of value to the college. Study on a
special project or research problem must have the
advance approval of the District Chancellor and the
Board of Trustees.

2) For travel and observation.
When such application is made for travel and observ-
ation, the applicant shall submit a written program
and an itinerary for approval, indicating the specific
values to be derived by the District and the employee
from the proposed travel activities.

Compensation

An employee granted a one year sabbatical leave shall
receive 50% of the regular salary he would have received
1f he had continued his regular service. An employee
granted a sabbatical leave for one semester shall receive
902 of the regular salary he would have received for that
semester. An employes who requests a leave prior to the
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h.

i.

beginning of a one semester sabbatical may be granted

a leave without pay for the period immediately preceding
his sabbatical -- this option is subject to administrative
approval. Salary while on leave shall be paid monthly.
The fact that an applicant has additional compensation

in the form of a public or private grant should in no way
prejudice the consideration of his application for a
sabbatical leave. Scholarships, fellowships, and assist-
antships in approved colleges and universities which do
not interfere with the program of professional improvement
are to be approved by the District Chancellor.

Retirement and Salary Advancement

A sabbatical leave shall count toward retirement. The
annuity contributions shall be collected in the usual
manner. The instructor progresses on the salary schedule
in the same manner as he would had he remained in the
teaching service of the District. '

Report on Activities

Each employee on sabbatical leave shall file with his
president and the District Chancellor a written report
not later than 60 days after his return. The report
shall contain data as to the activities of the employee
and transcripts of all college and university work
completed. Each employee on leave shall include an
appraisal of the professional value of the experience
gained while on leave and the manner in which the exper-
ience or knowledge gained may be used for benefit of
the students or community college in which the employee
is located.

Status

Any employee on sabbatical leave of absence shall be
returned to that assignment held at the time the
sabbatical leave was granted, provided that conditions
have not arisen which would have made it necessary for
the Board of Trustees to have changed the employee's
assignment had he remained in active service for the
same period.

Accident or Illness

1f the sabbatical program is interrupted because of
serious illness or accident, this shall not be considered
a failure to fulfill the conditions upon which the leave
wvas granted. It shall not affect the amount of compen-
sation to be paid the employee, provided the Board of
Trustees of the District shall have been notified
promptly of such accident or illness. (Notification
shall be made by registered letter within 15 days of

the time of accident or illness unless prevented by
extenuating circumstances.)
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j. Procedures

Applicants for sabbatical leave shall file a request
with the President at any time prior to January l5th

of the preceding year. The application will be forwarded
with the recommendation of the President to the Division
of Educational Services by February lst. The application
shall be reviewed by a subcommittee of the District
Professional Growth and Development Committee consisting
of the Vice Chuncellor and two committee members.
Recommendations will be forwarded to the District
Professional Grosth and Development Committee and then,
through the Vice Chancellor, to the District Chancellor
and to the Board of Trustees. Criteria for recommending
such leaves shall be governed by: .

1) The relative merit of reasons for desiring leave.
2) The direct benefit to the District.

3) The reasonable distribution of applicants in the
.various segments of the District.

4) The number of previous sabbatical leaves granted
the applicant.

5) The seniority of service of the district employee.

6) 1If a spring semester leave and fall semester leave
have equal merit, the spring semester leave will
be given priority.

(Points 3,4,5 and 6 will apply in addition to 1
and 2 mainly ia the case that more applications
are received than can be allowed in a particular
year.)

The applicant shall be notified no later than the
second Board meeting ir. March of the approval or of the
disapproval by the Board of Trustees. Should the
employee's plans be changed, the applicant will be

- expected to conform with the legal provisions on
sabbatical leaves set up by the Superintendent of
Schools of Orange County. The applicant will furnish
the Board of Trustees with an acceptable bond indemnify
ing the District against loss in the event that the
employee fails to render at least two years' service
in the District after return from his sabbatical leave.

S. Mini Sabbatical Leave For Administrators

‘Administrators may take two months mini sabbatical leaves at
full pay either in conjunction with or separate from their
22 vacation days. An administrator shall be eligible for

a mini sabbatical after six years continuous service to

the District. At least four of these years must be in a
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full-time administrative position. A year's service as a .
division chairman shall count as a year toward such a leave.

6. Policy Regarding Property Rights in Materials, Processes, and
Devices Prepared and Developed by Teachers.

The following policy was adopted by the Board of Trustees

of the North Orange County Community College District in the
regular meeting held December 17, 1968.

WHEREAS, the Board of Trustees of the North Orange County
Community College District and the officers in the several
administrative subdivisions of the district (all hereinafter
referred to as "the district") desire to encourage research,
innovation, experimentation, invention, and development of
information and knowledge on the part of each and every
member of its faculty (hereinafter referred to as "the
teacher"); and

WHEREAS, the district recognizes that the teacher has the
right to benefit monetarily from the product of his time,
talent and mental and physical efforts; and

WHEREAS, the district realizes that the teacher, while
performing his regular teaching duties for which he is
contractually compensated by the district, may concurrently,
and without detracting from the performance of his teaching
duties, be forming in his mind ideas, concepts and intellect-
ual production which the teacher may independently translate
into writings, lectures, teaching aids, materials, processes
and devices (all hereinafter referred to as "Materials'"); and

WHEREAS, the district recognizes that the teacher may not be
encouraged to engage in such constructive efforts if his
property rights to the results, and the right to realize

the usual compensation from same, are threatened; and

WHEREAS, the district asserts that, if it expressly hires

any individual, teacher or otherwise, to prepare materials

in its own behalf, rather than to teach in the broad professional
sense, then the district is entitled to the property right in

the materials resulting from such express emvloyment contract
and to receive compensation for same;

THEREFORE, the Board of Trustees of the North Orange County
Community College District adopts the following policy on
behalf of the district with respect to property rights in
materials developed by the teacher;

a. In the absence of a separate, express and mutually
acceptable contract to the contrary, the teacher shall
have the exclusive property right to all materials which
are the product of his mind, time and talent, including
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7.

the right to all royalties from the sale thereof,

and the district waives any right it might have therein;
provided however that in such cases the teacher shall
reimburse the district for any property owned by the
district and physically incorporated in such materials,
and provided further that the materials are not other-
wise in the public domain.

b. Subject to the provisions of Paragraph c below, the
district grants to the teacher the same right to have
considered and adopted for required use the materials
which he has developed, as the district grants with
respect to materials developed by others. Materials
developed by any member of the faculty which the student
1s required to purchase shall be adopted through the
regular procedure prescribed by the district.

c. In the event that the teacher undertakes to develop or
prepare materials on behalf of the district, either in
lieu of, or in addition to his regular teaching duties,
the property right in and to such materials shall vest
in the teacher, as a part of the compensation for such
assignment, unless there shall first have been a
separate and mutually negotiated comtract specifying
the work to be performed, the compensation therefors
and the dispositions of the property right in and to
such materials, including the right of any royalties
which may accrue therefrom.

d. The district will neither recognize mor honor the claim
of any teacher to revenue from the district under an
implied contract based upon the use of any materials
developed by the teacher and used by him within the
district.

e. It is hereby declared that the district will not
alter this policy without prior consultations with
the Faculty Senates of the District.

£, - Nothing in this policy should be construed as endanger-
ing preexisting property rights of third paries, that
are binding on the District, in materials developed
by teachers.

Conference Attendance - Professional

When professional conferences of significant importance are
held within the stuie, an imstructor representing the subject
area may attend on recommendation of the Division Chairman.
The recommendation should be made to the Administrative Dean,
Instruction and should indicate that the request is within
the division's allocated funds for conference attendance and
that provision has been made to continue the instructor's
classes during his absence. The recommendationm, if approved
by the Administrative Dean, Instruction, will authorize

the attendance without loss of pay and with reimbursemeat for
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those expenses provided it is approved by the Board of
Trustees. The Administrative Dean, Instruction will
forward the request with his recommendation to the
Dean, Business and Facilities for processing for Board
action. All applications should be processed at least
three weeks prior to the date of the conference so that
they may be approved by the Board of Trustees prior to

the conference. (Administrative Guide, Section F-I-11)

8. In-Service Education

Members of the staff are encouraged to take advantage of
professional conferences (as money is available through
the approved budget), district instructional workshops,
regular and extension university courses, lectures, etc.
The Administrative Dean, Instruction invites suggestions
from the staff for such campus activities as convocations,
colloquia, symposia, and outside speakers to address the
faculty.

9. Faculty Absences

a. In the event of illness, the instructor is to call

the Division Chairman (or the Office of the Associate
Dean, Instruction, if the Division Chairman cannot be
reached) the day before, or at least before 7:30 am of
the day of the absence (or 6:30 am for a 7:00 am class).
In case of Extended Day absence, the instructor should
call the Office of the Assistant Dean, Instruction and
Coordinator, Adult Education.

b. The following information will then be related to the’
appropriate parties:

1) Whether the instructor desires a substitute.

2) How long the instructor will be absent. Notice
should be given by 3:00 pm if the instructor plans
to return the next day; otherwise, the substitute
will be retained and it will be assumed that the
instructor will be absent for another day.

c. In the event of personal necessity leaves, the instructor
should contact the Administrative Dean, Instruction
directly. Copies of the related policies will be
available in the Office of the Administrative Dean,
Instruction.

d. Absences from school for unauthorized personal or business
reasons, or absences before the official close of school
are subject to full per diem. For complete informationm,
see Administrative Guide.
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e. Following an absence, the imstructor must complete an
absence report and return it to the Office of the
Associate Dean, Instruction.

10, Substitute Policy

Instructors may act as substitutes on the Cypress College
campus or at Fullerton College during hours other than those
in their assigned teaching schedulrs. Staff members who
agree to act as substitutes must accept all of the teaching
and routine responsibilities for the class period(s) inm

which they are substituting. No payment for substitute time
will be made unless the substituting instructor actually
conducts the class for a minimum of a "class hour”. The
substitute's regular class(es) may not be combined with an
abgent instructor's class(es) and be credited for paymen:c.

Compensation will be on an hourly basis, at a rate derived
from the Extended Day salary schedule and the teacher's
placement on such schedule. After substituting, the
instructor should complete a substitute report and return
i1t to the Office of the Associate Dean, Imnstructiom.

11; Extended Day Assignments

R Extended day assignments for part-time staff shall not be
more than 60 per cent of a teaching contract. Regular staff
shall be limited to two evenings a week, not to exceed two
classes including Adult Education, in the North Orange County
Community College District. Ome Saturday class will be equated
to one evening class assignment. kxceptions must have approval
of the President or his designate. Assignment to extended
day classes may be a part of regular contractual load when
deemed necessary by the College President; in such event, the
load limitation for extended day extra assignment shall
apply to any load over the instructor's contractual load.
No overload shall be assigned which will impair the effective-
! ness of the instructor in either the day or extended day
programs.

12, Saturday Classes

Classes which meet ¢n Saturday only or on more than one day
of the week including Saturday, if taught by faculty members
currently under a full-time contract, shall be taught under
extended day contracts; and as such, shall be considered as
a completely voluntary assignment. If it is desirable to
assign a class which meets on Saturday only or on more than
one day of the week including Saturday, as part of & regular
contract, such assignment shall alsc be on a voluntary basis.
Further, any instructor volunteering for .such an assignment
shall have all his regularly assigned duty hours scheduled
in the five day period from Tuesday through Saturday.
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14,

Summer School Assignments

Summer school assignments shall not exceed two classes or the
maximum number of weekly contact hours permitted for the com-
bination of regular day and extended day assignments during
the regular fall or spring semesters. Exceptions must have
the approval of the President or his designate. The Division
Chaicmen shall make every effort to assign summer school on

a rotation basis.

Policies for the Selection of Division Chairmen

The College President shall appoint Division Chairmen in such
a manner that will maintain the District affirmative action
policy. Appointments are subject to Board review and
confirmation. For specific procedures see white manual

of Policies, Procedures and Regulations.

B. INSTRUCTION

1.

Advisory Committees

In order to maintain a complete understanding of the vocational
needs, specifications and conditions in the business and
industry of the area, the North Orange County Community
College District has established Advisory Committees for each
of the vocationul programs offered at the Colleges. These
committees are composed of leaders in the particular field

of business and/or industry and through their collective
expertise the Colleges maintain a close articulation with
vocational developments. Currently, Cypress College Advisory
Committees consult with District in the following areas:

a. Aeronautics

b. Air Conditioning

c. Automotive Body

d. Automotive Servicing

e. Community Services

f. Geology Technician

g. Instructional Aide

h., Medical Assisting and Medical Secretary

i. Medical Records Technician

jo . Nursing

k. Photography
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i. Psychiatric Technician

m. Public Works

n. Secretarial and Office Procedures
0. Stewardess-Hostess

Additional advisory groups are developed as a need is indicated
and are established through the Office of Instruction with

the approval of the President of the College and the District
Director of Vocational Education.

2. Curriculum Development

a. Proposals for mew courses or changes in existing courses
may be received from a wide variety of sources, such
.as students, faculty, advisory committees, citizens
of the community, the administration, and the Board of
Trustees.

b. Prior to the development of new courses or programs,
consideration must be given as to how these courses fit
into the Ten-Year Curriculum Plan established by the
division on the Cypress campus and updated each year
by said divisions. Upon determination that the course
or program falls into the pattern of the Ten-Year Plan
then communication with the District Curriculum Coordinat-
ing Committee should take place (via campus representatives)
to coordinate such development on a District-wide basis
and to avoid duplicate effort on the two campuses.

¢. Before a new course or a change in & course is brought to
the camp: Curriculum Committee it is first brought to
the attention of the Division Chairman of the division
in which the addition or change is to take place.

d. After the desire for a course has been established,
and the Division Chairman has agreed that the course
should be offered, the imstructor who will teach the
course must prepare a detailed course outline. This
outline is approved by the Division Chairman. The
next step is to £ill out the '"New Course Adoption Request"
form.

e. The completed "New Course Adoption Request' form and course
outline of the proposed course are submitted to the
AMuinistrative Dean, Instruction. At the next Curriculum
Committee meeting, the instructor is asked to attend
and, with the assistance of the Division Chairman, present
the course to the committee. At this time, the course
1s discussed and is approved as presented, approved with
minor changes, not approved, or tabled for later consider-
ation. -
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3.

4.

3.

£. After a course is approved by the Curriculum Committee,
it is then considered by the Administrative Dean,
Instruction. With his approval, the "New Course Adoption
Request" 1s forwarded to the President for his consider-
ation. Before the course is added to the curriculum,
it must gain approval of the District Curriculum Coordinat-
ing Committee, with final approval of the Board of
Trustees.

Supervision of Students

Students are to be continuously supervised by certificated
personnel. Leaving students unattended in campus facilities
is considered a violation of security regulations and may
be construed as instructor negligence in case of accidents
or trouble.

Examinations

The evaluation of a student's performance is considerad an
integral part of instruction. Accordingly, examins. ‘ons
should be utilized frequently, especially in the early weeks
of each semester. It is recommended that both the objective
and essay types oi examinations be given, and students should
be expected to perform at the accepted college level. ~ . is
important that grades, when subjected to review, be based
upon enough evidence in the form of tests, quizzes, or other
evaluated work.

All instructors shall be responsible for the composition,
administration, and evaluation of all the student's work.
The instructor should inform the student regarding the number
and type of tests given, the methods of grading and the °
methods of arriving at final grades. Imstructors should
remair: in the classroom while giving examinations and should
assume the responsibility for the integrity of examination
responses. Finsl examinitic'.s are required in each course
and students must take chese examinations at the scheduled
time and place. Any deviation from the schedule must have
the prior approval of the Administrative Dean, Tnstruction.
Mid-semester or quarter examinations may be given at the
discretion of the instructor.

Grade Records

It is expected that instructors will keep couplete records
of all grades received by students in their classes and

~ will recovd these grades >n the grade record sheets provided
by the North Orange County Community College District.

The maintenance of such complete records is viewed as one of
the prime obligations of the instructional staff.




7.

Supplementary Instructional Materials

Instructors are encouraged to use supplementary instructional
materials which are of educational value. Supplementary
rsading material, such as books which are to be purchased

in the Bookstore, are to be requested through the Division
Chairman and approved by the Administrative Dean, Instruction
and the President. Students should not be required to

purchase supplementary materials.

It is assumed that material which is biased, propagandistic,
or contrary to basic and accepted principles of society will
be treated as such and will not be used to promote the ideas
contsined therein.

Textbook Selections

a, District Policy and Procedures Regarding Adoption of
Textbooks

A textbook is a basic educational tool and is of such
imnortance to the instructors, students, and society
that exceptional care needs to be exercised in its
selection.

Bach textbook shall be selected in harmony with the
basic educational philosophy and aims of the District '
as set forth in the Administrative Guide of the District,
in the Faculty Handbook, and in the College Catalog.

Textbook adoptions are for a ninimum period of three
years, although special circumstance> may justify an
exception to this requirement.

Request for a new textbook shall be made by the
instructors and division concerned only after careful
consideration and evaluation of the t3ixtbooks available.
A request shall be approved in wirting by the majority
of instructors who will forward the request through
established channels to the Board of Trustees.

Requests for textbook adoptions and copies of the books
shall be in the office of the Administrative Dean,
Instruction by February 15 for Fall semester adoptions.
Except by special arrangement with the Bookstore and the
Administrative Dean, Instruction, a textbook adopted in
February shall be used in the following Summer Session
1f the course is offered. Spring semester adoptions
will be considered only if unusual circumstances arise,
and requests shall be submitted by November 1.

The Bookstore must be notified of anticipated discont-~

4inuance in sufficient time to cleur the stock of text-
bocks which will not be used. This discontinuance
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information is transmitted to the Bookstore by the
Division Chairman at the time of adoption,

Formal approval of textbook discontinuance is given by
the Board of Trustees at the time of approval of adoption
of the replacement textbook. After the Board of Trustees
has acted on requests for discontinuance or adoption

of textbooks, word of this action shall be forwarded '
with the request forms to the President, who in turn

will act in accordance with the Board decision.

NOTE: This policy was adopted August 18, 1967.

b. Internal Policy

This policy does not preclude the adoption of multiple
textbooks, that is, the use of different textbooks by
different instructors in the same course. The use of
such multiple adoptions should be held to a minimum.
Understanding the instructional and educational benefits
of a multi-textbook philosophy, the following policy

has been adopted, and in order for multiple adoptions to
be considered, the following steps should take place:

1) A division should approve the concept of multiple
adoptions by a majority vote of the divisiou,

2) The division, having adopted the concept in
principle, should review all proposed textbooks
individually.

3) Any textbooks proposed for adoption should have the
approval of the majority of the division before
they are forwarded to the division chairman, the
Associate Dean, Instruction, the Administrative
Dean, Instruction and the President of the College
for final review and approval.

a) The proposal of adoption of any textbook
shall be accompanied by convincing reasons
for its adoption. These reasons shall be
stated in writing.

b) All textbook proposals submitted from a division
for the next year should be submitted at the
same time 60 consideration is not only on a
first-come-first-served basis.

4) Approval at the campus level consists of review of
proposed adoptions by the division, the division
chairman, the Administrative Dean, Instruction and
the President. Receiving the approval at these
levels, the textboc.. proposal is then sent to the
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Office of Educational Services for final review
and submission to the Board of Trustees for final
Adoption.

S. Any text that fails to secure approval at: any of
these levels should be returned to the division
with reasons attached for its disapproval. Appeal
from any of these groups would go through the
usual procedures with final appeal to the Board
of Trustees.

6. Guidelines: The following guidelines are suggested
for division consideration in reviewing textbook
proposals:

a) VWhere courses are taught by one or two teachers
only, they should attempt to agree on a
single textbook.

b) The instructors of courses taught by three to
five instructors should attempt to agree on
a single textbook or a maximum of two text-
books.

¢c) Where more than five instructors teach the same
courses, the same philosophy as b would be true
and 10 more than three textbooks shouid be
considered. \

8. Field Trips

Field trips are recognized as an important part of the
instructional program. Requests for such instructional

trips should originate with the individual instructor and

then should be submitted to the Division Chairman and the
Administrative Dean, Instruction for approval. Transportation
1s handled by the Business Office. In order to insure
sufficient time for this process, requests ghould be sub-
mitted at least three weeks prior to the activity. Fileld

trip requests to attend a play or a £11m shall include the
title of the production.

It is tae responsibility of the President of Cypress College,
or his designate, to approve or disapprove each field trip
requested in romnection with an authorized campus functiom.
An overnight .ield trip shall be appioved only vwhen it is
det- rmined by the President or his designate, that a trip

of shorter duration cannot achieve the accepted educational
goals of the requested trip.

It is expected that instructors of the Extended Day program
will take field trips only during the evening hours that the
class regularly meets. In this manner, students that avail
themselves of the opportunities of the evening program due
to their work schedule will not te excluded from education-
ally meaningful field experiences. ~
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9.

10.

Instructors should impress upon their students that conduct

on a field trip should approximate that of any college function
and that there should be no deviation from these standards.
While conducting the field trip, the instructor shall have a
first aid kit in hies possession, or have one immediately
available.

There shall be no instructional trips the week before or
during the final examination weeks.

Controversial Issues

The District Administrative Guide has defined a "controversial
issue" as one In which 'there 1s a significant difference

of opinion among a substantial number of citizens regarding
the solution to a current problem."

The treatment of a controversial issue should be within the
range of the knowledge, interest, maturity, experience and
competence of the students. The issue should be current,
real, and important to the student and in an area of the
instructor's competence. An important key in dealing with
controversial issues is objectivity and impartial consider-
ation. All facts, evidence, and aspects of an issue should
be presented honestly and sufficient time should be provided
te cover all aspects of the issue adequately.

Flag Display

United States flags shall be suitably displayed in classrooms,
laboratories, and wherever there is an indoor assemblage of
students and general public on campus. An outdoor flag

shall be raised on *he morning of each school day and shall be
lowered each evening before sundown. (Education Code 16517~
16518) The pladge of allegiance is played over the campus
speakers when thc flag is raised each day.

Flag Policy - Aneociated Student Body

a. All predictable requests from students to alter (i.e. half
mast, addition of another flag, etc.) the standard flying
procedure at Cypress College shall be brought before the
A.S. Cabinet for approval at their regularly scheduled
meeting. '

b. Such predictable requests must be received by the A.S.
Secretary two (2) weeks prior to the event.

¢. The approval by the Cabinet of such a request may be
interpreted as a direct request from the student body.

'd.  If the request involves flying another flag, that flag

must be presented at the time of Cabinet action. The
Cabinet can then be assured of judging based on the size,
appropriateness, etc., of the flag.



11.

e. Requests occasioned by an emergency or of an unpredictable
nature may be considered provided they are received by
the Cabinet twenty-four (24) hours before scheduled
enactment to allow a special meeting of the Cabinet.

'f.  After approval is given by the A.S. Cabinet, the request

shall go to the President's Cabinet for their consider-
ation. :

g. In the event the A.S. Cabinet is unable to meet prior
to the scheduled enactment, the request shall be trans-
mitted directly from the A.S. President to the College
President for his consideration. -

CHARGE

A bulletin, the CHARGE, is coordinated and typed by the Office
of Student Activities, ufter which it is duplicated and
distributed to all faculty mailboxes and student offices

by the Office of Instruction. Faculty or students desiring
to submit any item for inclusion in the bulletin, shall type
or print the message on the appropriate form which can be
found in the Student Activities Office. Before a notice can
be considered for the CHARGE, the signature of the person or
persons submitting the notice must appear on the form.

In the case of a student-sudmitted notice, a faculty/sponsor
signature must also appear. The deadline for items for the
Tuesday bulletin is 9:00 am Mondey.

The CHARGE is a bulletin containing official College
announcements, faculty comnunications and announcements of
the A.S. off4ce and their approved organizatioms.

The CHARGE is not a vehicle for expressing pro and con sides
of controversial issues, but for information regarding the
day~to-day operation of the College. The office charged with
the responsibility of preparing the bulletin reserves the
right to delete any announcement that does not reflect common
sense and good taste.

Faculty members are expected to assist in CHARGE communi-
cations by posting and calling attention to it in their

classrooms or preferably by reading it to 9:00 am classes
on Tuesday and Wednesday.
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V1I.

A.

BUSINESS SERVICES

ACCIDENTS AND ILLNESS ON CAMPUS

In case of any injury or illness requiring medical attention, notify
the Health Center immediately. If no one is available in the Health
Center, contact tha Administrative Dean, Student Personnel Services.
Discretion must be used in determining whether the injured person

can be moved to the Health Center or whether the nurse should be
called to the scene of the accident. Never send anyone to the Health
Center unattended. In the case of an injured student, the parents
should be notified as soon as possible.

'An accident report should be made on the District form on the date

of all accidents, major or minor. If the injury or illness occurs
at a time when the college nurse is unavailable, the individual's
family doctor should be called or an emergency call placed to the

Anaheim Memorial Hospital, 1111 W. La Palma, Anaheim, California ==
774=1450 1f possible, these calls should be made through the Office

~of the Administrative Dean, Student Personnel Services. Nevertheless,

in such an emergency a college administrator should be notified
immediately. Any certificated staff member has the right and res-
ponsibility of administering first aid, if necessary, prior to the
arrival of the nurse.

BUDGET PREPARATION AND ADMINISTRATION

By approximately October 15 of each school year, the President of
the College will make an estimate of student enrollments, day and
Extended Day, for the following September and will develop an
estimate of certificated and classified personnel needs and other
opr vitional expenses for the next school year. The estimate will
be made after requests of the Division Chairmen, the Administrative
Deari, Instruction, and the Administrative Dean, Student Personnel
Services which will have been presented to the President the
previous spring.

Instructional budget requests will be developed cooperatively by
the Division Chairmen, the Administrative Dean, Instruction, and
the Dean, Business and Facilities. The Administrative Dean,
Student Personnel Services will handle budget requests in his

area after consultation with his staff and with the Dean, Business
and Facilities.

The Dean, Business and Facilitie. will assemble the budget material,
see that the requests are within Distri~t policies and within the
svailable funds according to information at the time. He will
review the entire College budget with the President, the Deans,

and others as the need arises. After a consensur has been reached,
the Dean, Business and Facilities will submit the campus budget

to the College President for approval prior to submission to the
Director of Funds and Business Affaire. ‘
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C.

D.

E.

F.

After the budget is adopted by the Board of Trustees, the Dean,
Business and Facilities will administer and direct it under the
supervision of the College President and in accordarce with the
District policy. The staff will be notified of changes in requests
made during the budget preparation and of transfers or other
adjustments made after budget adoption. Budget preparation and
subsequent purchasing should adhere as closely as possible to
calendars issued for these purposes. In general, campus inquiries
about budget matters should be directed to the campus Dean, Bus~
iness and Facilities.

For details of budget procedures refer to Policies, Procedures
and Regulations Manual, copy of which /s in offices of Division Chair-
men and administrators. , ‘

CIVIL DEFENSE

A Civil Defense Procedure Booklet will be made available to all
personnel. It is expected that everyone will become familiar
with the procedures, alarm signals, etc., contained therein.

FIRE AND OTHER EMERGENCIES

In case of fire or other serious emergencies, call the campus
telephone operator and give your name and your extension number.
Degcribe the nature and location of the emergency. Remain in the
immediate area of the emergency until the firemen or other personnel
arrive.

Headquarters for any emergency will be the President's Office.
First aid will be in the Health Center. Cercificated and class-
1fied personnel will leave all buildings at the evacuation signal.
Instructors should take their record books with them and stay with
their students during the drill. PFire Alarms-- The warning signals
and appropriate evacuation procedures ure posted at the door of
each classroon and office. All school personnel should be familiar
with these directions.

HOUSEKEEPING AND SAFETY

It is expected that good housekeeping practices will be followed

at all times. A neat and clean classroon or office makes a more
attractive environment in which to learn and work; enhances the
element of campus safety; and makes for more pleasant staff relations.
In addition, good housekeeping practices on the part of all per-
sonnel will permit the custodial staff to render more satisfactory
service. :

INSTRUCTOR LIABILITY

(See the Chancellor's Administrative Guide)

The question of teacher liability is one of concern to all staff
members. The following material is an attempt to answer a few
questions. It does not answer all; so when iu doubt, be sure to
check with the Administrative Dean, Instruction.
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Failure on the part of the school authorities to prevent foresee-
able harm is the determining factor. Whether the injury was
foreseeable must be established by evidence.

The District has a liability policy which protects the

teacher in case of proof of negligence or defends the

teacher where negligence is charged. The Policy covers
individuals only when engaged in their duties. Check with
the administration on any projects, field trips, etc , that
might be questionable. Get facts and witnesses in case of
an_accident, but do not admit responsibility. Teachers are
not covered in the policy, but are personally liable for cases
of slander, 1libel, and malicious acts.

The Education Code imposes on teachers an obligation to prevent
misconduct on the part of students, and_nonperformance of this
obligation by a teacher engages the liability of the school
district where the student's injury is shown could have been pre-
ventable by supervision.

In transporting students--frequent causes for District liability

1. Incompetency or unfitness of driver

2. Defectively-equipped bus

3. Excessive number of passengers

4. Excessive speed under reduced visibility
5. Hauling of unauthorized passengers

A bus operated only for the convenience of a particular school
district is a private carrier and ordinary prudence for the safety
of authorized passengers plus compliance with all laws, rules, and
regulations pertaining thereto, is all that is required of the
district or the bus driver.

Do

1. All accidents occurring involving students in custody of the
school--or under the jurisdiction of school authorities--should
be rcported with a written report made to the Business Office.
The report should include a narrative description of accident,
including the time, date,witnesses, etc. Use Accident Report
Form.

2. 7i-e first aid to all emergency cases, follow standard First
Aid (American Red Cross) practices--call nurse, notify doctor.
(Fillure to render first aid may be consicdered negligence.)

J. See that each school building, each bus, c¢tc., is provided
vith first aid kit. Field Trips: The law requires first aid
kits on all field trips. Kits are available at College
Health Center.

4. Instruct students in proper operation of > equipment, and
shop equipment. Post safety regulations .c student stations
vhich require operation of hazardous equipment.
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5. In physical education and athletic contests, match ctudent‘
of equal or near equal age, waight, game competence.

6. Require physical examinations. Repeat at least semi-annually
on questionable cases.

DON'T

1. Go beyond the limits of emergency treatment, do not diagnose
or prescribe.

2. Be too bold in experimenting with new games, exercises, physical
activities. '

3. Lleave any activity unsupervised.

4, Transport students in owa car (on unauthorized trips) unless
you are ready to be personally liable. (Do not allow students
to travel on field trips in other than your own car unless
you maintain supervision of the cars enroute and unless you
have checked qualifications of the drivers, checked the condition
of the cars, and given adequate instructions and cautions.)

S. Make unfavorable comments about students that could be con-
sidered slanderous or libelous.

G. INSURANCE AVAILABLE TO FACULTY AND STUDENTS

Group Medical Insurance Planm, Blue Shield and Family Health Plan.
For information and application, inquire at the Business Office
at the District Education Center.

Group Life Insurance Plan, open to all members of the California
Teachers Asso:iation. See the faculty insurance representative
for information and forms.

Group Life Insurance Plan, open to all members of the California
Junior College Faculty Association. Sea the faculty insurance
representative for information and forus.

Croup Life Insurance Plan, open to all employees of the college,
Both certificated and classified, and is available through the
California Junior College Association on a group basis. Arrange-
ments for such a plan should be initiated by college persomnel.

All students are covered by Student Accident Insurance. This
{insurance covers students in all school activities, on and off
campus, and vhen directly on the way to and from school. In
addition, all students may purchase a medical plan at reasonable
rates made available through the college. Students are informed
of this program at the time of registration. Details are avail-
able from the Administrative Dean, Student Fersonnel Services.
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I.

KEY CONTROL

Keys are issued by the Dean, Business and Facilities. Instructors
shall sign for all keys received and return them promptly when
they ara no longer needed or at the close of the school year.
Normally keys will be issued only for those facilities to which
the instructor must have access as part of his regular teaching
assignment. Requests for special keys (those not normally called
for in the teaching assignment) shall be in writing and shall be
approved by the Division Chairman. At no time should keys leave
the possession of the person to whom they are checked out. It

is strictly against school policy to lend keys to students or to
have duplicate keys made. Security of property cannot be guar-

anteed or the possibility of personal liability avoided unless

these regulations are strictly enforced. Care must be taken not

to lose keys, but if a loss does occur, it must be reported at once
in writing to the Assistant Chancellor, Division of Physical Plant
and Facilities, with a copy to the Dean, Business and Facilities.
The report must explaiu the circumstances of loss of the keys.

MAIL DISTRIBUTION

Faculty mail is distributed through boxes in the Faculty Mail
Room in the Administration Building, Room AD 6. Each instructor
has been assigned a box. Each office is responsible for distrib-
tion of intra-campus mail. Mail Room admission is limited to
certificated and classified staff. Students should leave papers
or messages with the Business Office. Boxes have also been
provided for District mail, F.C. mall, and United States mail.
United States mail dealing with school business should be drop-
ped in the "metered mail" box unstamped, for metering at the
Education Center. Such letters in quantities should be bundled
together with a rubber band and unsealed (with flaps overlapping)
for automatic sealing by the postage meter. Mail pickup and
distribution are scheduled twice daily, once in the morning

and once in the afternoon.

PRINTING

All printing requests should be submitted to the Dean, Business
and Facilities at least two weeks in advance of the time of
expected delivery. Requests are not to be made directly to the
Fullerton College Print Shop or the District Production Room.
The printing instructors at Fullerton College have been asked
to accept no unauthorized request for printing.

Please note that the print shop is operated under a policy of no
hourly budget. A charge for labor w!ll be made to the Ludget of
those requesting work if it is performed outside of class hours.




K. ' 'PRODUCTION ‘SERVICE

P e e e

Although ditto machines are provided for staff in the Faculty
Lounge and faculty offices, the Instructional Services Center
clerical staff provides typing, mimeographing and duplicating
services, primarily for faculty members., Faculty should be
reminded that ample lead time must be provided for the Production
staff, Also, supplies for teachers may be obtained from the
Instructional Services Center,

The following priorities shall apply:

1, PFaculty requests

2, Instructionally related student requests

3., Non-instructionally related student requests
L, PUBLIC INFORMATION AND UNDERSTANDING

Public schools cannot exist in a democracy without the approval
of a majority of the people. Hence, it is imperative that the
College meet the educational needs of the people at its level;
that those entrusted with the operation of the College keep the
people of the District thoroughly informed about their College;
and 'that every person connected with the College remember at
all times that people's favorable or unfavorable reactions to
him are in large measure transferred to the College, of which
he is a part.

Faculty members should work closely with the Public Information
Officer in the dissemination of information regarding any aspect
of the College.

M. TELEPHONE POLICY

The State Constitution and District policy prohibits charging a
personal toli call to a school telephone. Personal toll-free
calls may be made from school telephones, but, to avoid inter-
ference with school service, such calls should be kept to a
ainim:,. Pay telephones are available on campus for personal
use.

All toll calls on school telephones must be recorded on a
"Long Distance Call" form. If a toll call is to be placed
outside the "714" or "213" areas but within the state of
California, prior approval must be gecured from the Division
Chairman. Toll calls out-of-state must be approved by the
President; Administrative Dean, Inntruction;'Administrative

- Dean, Student Personnel Services; or Dean, Business and
Facilities.




N,

0.

TRANSPORTATION IN DISTRICT-OWNED OR FINANCED VEHICLES

All uses of school transportation must be for school busine.s.
The use of district-owned cars is scheduled through the office
of the Dean, Business and Facilities. Though use of these
vehicles is usually on a first-come-first served basis, the
campus business office reserves the right to cancel any reserva-
tion on the basis of a greater need., Such cancellations, how-
ever, are exceptional and will not be made without prior
consultation with the person who holds the reservatiom.
District-owned cars may not be used by students unless an
employee of the District accompanies them in the car or

unless they are an employee of the District and have received
authorization,

Mileage is allowed for privately-owned cars used for

District approved activities only when apgroved in advance

by the President or his designate., (Board action October 13,
1970) For conference attendance, mileage reimbursement for

privately-owned cars will not exceed air f .re for the same
distance.

Bus transportation is generally available, within the budget,
for approved athletic and field trips., Such trips must be
requested at least two weeks in advance on a "Request for
Special Transportation” form, which may be obtained from

the offices of the Division Chairmen or the Administrative
Dean, Instruction,

TRAVEL AUTHORIZATION AND REIMBURSEMENT

Staff may receive reimbursement for travel, only when such
trips have been recommended in advance by the President to

the Chancellor and approved by the Board of ‘‘rustees. Faculty
requests for travel authorization shall be made to the Division
Chairmen who will forward it to the Administrative Dean,
Instruction., Counselor requests for travel authorization

shall be made to the Administrative Dean, Student Personmnel
Services. All requests shall be forwarded to the President

for final approval,

Requests for reimbursement, within the budget, shall be made
on the "Travel Expense Account" form, which may be obtained
from the Division Chairmen's offices; it will then be for-
warded to the office of the Administrative Dean, Insiructionm
(filled out in triplicate with receipts for all expenditures
including meals) where it will be given to the Business Office
and the President for final approval,




Note: Tips, by County Auditor ruling, are not reimbursable
and should not be included in meal costs.

All persons who travel for the District are expected
to keep exact records of all expenses for which they
expect reimbursement. :

P. SERVICE REQUESTS

Q.

It is the desire of the District maintenance staff to serve
our campus as quickly and efficiently as possible. In order -
to expedite matters, all service requests should be directed
through the Division Chairmen's offices to the campus Business
Office, In addition, all emergency matters pertaining to the
safety and maintenance of facilities should be reported
immediately to the Business Office.

As further aid in maintaining safe and serviced facilities,
a "Monthly Safety and Service Check" form is to be completed
by all instructors and sent to the Business Office.,

USE OF SCHOOL FACILITIES

No schovl employee shall use the District or school name,
facilities, equipment, or their staff position in selling
a commercial product or in promoting personal service to
gain financial or material advantages.




VIIl,

A.

INSTRUCTIONAL MATERIALS CENTER

LIBRARY SERVICES

The Library servce the faculty, staff, and students by providing a
carefully selected collection of books, periodicals, and other
materials to implement the instructional program of the College.
All library policies and procedures are established in order to
give the best possible assistance to our faculty and students.

The Library encourages suggestions and requests for books, period-
icals, pamphlets, and audio-visual materials for the improvement
of its collection. All materials should be ordered as early as
possible. If it is a rush order, please indicate this to the
Library when the material is ordered. Since the Library's collec~
tion is stronger when it has a variety of titles rather than many
copies of the same title, multiple copies are ordered only for
demonstrated need. In addition, instructors are encouraged to
examine frequently the book collections in their field which are
now available in the Library.

Periodical subscriptions can be ordered only on one of the two
purchasing calendar dates that are listed each year in the district
purchasing calendar. All campus periodical subscriptions are
submitted through the Library; this applies even if the sub-

 scriptions are for use only by one individual or division. The

Library then compiles all of these subscriptions and submits them
11 an alphabetized list to the District. Periodicals included in
tndexes such as Reader's Guide have fiture reference value and
consequently, are preferred to those which are not indexed. A
charge-back will be made to the individual division's instructional
supply budget for those subscriptions that are not being ordered

to be housed in the Library. This will be done only after the
Division Chairman has authorized the subscription and the charge-
back in writing.

Instructors are urged to check library holdings to see if sufficient
materials sre available before making extensive assignments. The
Reference Librarian will ke happy to assist in this matter. When
approving research topics, consideration should be given to whether
or not there are appropriate reference materirls available in the
college collection. State college and university libraries are
understandably reluctant to serve community college students.

If an entire class is going to be in the Library during a regularly
scheduled class hour, please make arrangements in advance with one
of the .ibrarians. The instructor should accompany the class to the

VLibrary.

A library presentation is given in the Introduction to College 40
class, so that all students will increase their knowledge of library
resources and procedures. :
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Faculty may borrow books from other librarie. according to the Inter-
1ibrary Loan Code. Most books can be obtained through this procedurs.
The Library is happy to do the paper work involved in obtaining these

titles. It often takes at least two weeks to obtain books through
interlibrary loan.

Faculty are asked to return their books within a reasonable amount
of time after borrowing them. Other persons may be waiting to use
this material. Students may borrow most books for two weeks.
Students may make renewals upon requast if the specific titles

are not in demand. A major opportunity responsibility of every
instructor is to teach and inspire studénts to use the Library.

B. The Audio-Visual center is located in the library building. All !
audio-visual gear is ~ampus gear and not divisional. The Center
provides audio-visual miterial and equipment sources, €.§., catalogs,
f1lm ordering services, ond long and short term equipment loans.
Since frequently more requests are received for certain audio-visual
equipment than thore are machines to £1ll the requests, we strongly
suggest that one suould reserve equipment at least 48 houvs prior
to use. Last minute requests will be filled only if the machines
are not already reserved. The instructors are responsible for
picking up, operating, and promptly returning the equipment. The
audio-visual clerk has the respousibility of maintaining currceat
1ists of the equipment and its location on the campus.

It is necessary to have both the approval of the Dean, Business

and Pacilities, and the Audio-Visual Coordinator prior to taking
equipment off campus for any purpose. Equipment needed for student
activities should be booked in advance of use by the group's faculty
advisor and the name of the student assigned the responsibility

for arrangements should be given.

Certain instructional films, filmstrips, and other audio-visual
materials sre available through the Orsnge County Audio-Visual
Center. Calalogs from other film sources, including District owned
films, are on file at the center. All of these must be ordered
through the Library. It is desirable to order these as much as a
year in advance.

Instructors are notifiod of confirmed dates and again upon arrival
of the fila. The films should be picked up in the Audio-Visual
Center and returned there by the date indicated on the outside of
the film.

IX. POLICIES AND PROCEDURES
' A. BUSINESS SERVICES OFFICE

S —

The function of the Business Services Office is the processing of
procedures -- not to determine how funds are expended, but to insure
that they are within proper budget allocation.




Thus the following procedures are suggested:

1. iirchasing Requisitions; Stores Requisitioms (Warehouse); PC
Print Shop Form; Request for Forms, NOCCCD Service Requests

Regponsibility " Procedure

Requesting Party Completes correct requisition form
2 and submits it to the division

chairman.

Division Chairman Signs the requisition indicating
approval and submits it to the
Business Services Office.

Business Services Office Checks the requests against budget
requests and balances. Signs and
sends them to the appropriate Dis-
trict office. (The first two forms
are also signed by Dr. Scheidt.)

2. Pacilities Use

Responsibility Procedure
Requesting Party Completes an "Activity and Facil-

ities Request Form" and submits it
to his divisiom chairman‘for approval.
A three tveek lead time is desirable.

Division Chairman If it i¢ a division activity, the
division chairman signs the request
form and forwards it to the correct
administrator - either the Associate
Dean, Student Activities or the
Administrative Dean, Instruction. If
it is a student activity, the party
goes directly to the Activities Office.

Associate Dean, If it 1s an approved activity, the
Student Activities- form is signed and forwarded to the
Adninistrative Dean, Business Services Office two weeks
Iustruction prior to the event.

Business Services Office Signs the form. Reserves facility
on master calendar. Contacts those
needed to have facility available
for event and informs requesting
paity of their responsibilities ot
preparing facility.

College Hour on Tuesdays and Thursdays

are only recorded on the Student
Activities Calendar.




3.

4.

3.

President's Conference Room

Responsibility
Réquesting Party

Conferences

Responsibility
Requesting Party

Division Chairman

Administrative Dean,
Instruction

" Business Services Office

President

Instructional Field Trips

Responsibilit
Raquesting Party

Division Chairman

Mninistrative Dean,
Instruction

Business Services Office

Procedure

Makes reservation with the President's
Secretary

Procedure

Completes Professional Activity
Requast form and submits it to
his division chairman.

Signs the request form and submits
it to the Administrative Dean, In-
struction. This must be presented
to the Board of Trustess for app-

roval, which means that there must
be lead time allowed to place this

request on the board agenda.

Signs and submits to the Business
Services Office.

Checks requests against the budget
balances, signs, and forwards to
the President.

Signs and places on hoard agenda.

Procedure

Completes ''Request for Transportation
form" and "Request for Field Trip
Authorization form" ani submits to
division chairman. This should be

done three weeks prior to date of
event.

8igns both forms and forwards to
Administrative Dean, Instruction.

Signs and forwards to the Business
Services Office.

Checks cost of transportation against
budget balances, signs, and forwards
to district business office.




6. Athletic Team Trips

Responsibility Procedure
Requesting Party Completes "Request for Transportation"

form and submits to Athletic Director.

Athletic Director S8igns and forwards to Business .
Sexvices Office.

Business Services Office Checks request against budget
| balances and forwards to district
business office.

7. Audio Visual

Responsibility Procedure
Requesting Party " Presents written request to the Division

Chairman for the purchase of undevel-
oped films or for any Audio Visual
Service for which a fee may be charged.
Also arranges with Audio Visual Dir-
actor for film or service in advance
of event or need.

Division Chairman Signs statement and forwards to Audio
Visual Office.

' Audio Visual Approves request and charges cost to
: division supply budget.

8. Campus Photography/
Artistic Services

Responsibility Procedure
Requesting Party Arranges in advance with the instructor

providing the services and presents
the division chairman with a writ-
ten request for the service and the
estinated cost of materials.

Division Chairman Signs and forwards to the Business
Services Office.

Business Services Office Checks cost against oupply‘Pudget
and forwvards request to the instructor
providing the service.

Instructor Providing Regularly sends statement of cost of

Service these materials to the Dean, Business
and Facilities, requesting that he
backcharge the stated amounts to

the designated divisional supply
bidgets.
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9. Bookstore Requisitions

Responsibility Procedure
Requesting Party Completes correct requisition form

and submits it to division chairman.

Division Chairman Signs the requisition form and
forwards to the Bookstore Manager.

B. PUBLIC INPORMATION OFFICE

1, News Release

The Office of Public Information will release informatiom to the
media regarding activities on the Cypress College campus. How-
ever, staff members are encouraged to assist reporters working on
stories or seeking information when they request such assistance.
Whenever staff members feel they are not qualified to give this
kind of help, they should direct the reporters to other staff

on campus who are qualified to help or to the Office of Public
Information.

Someone from the Office of Public Information will be on campus
on a regularly scheduled basis throughout the year and will con-
tact all key offices, including those of division chairmen and
department heads, v develop these news releases. Vthen staff
sembers have material for news releases or ideas for news
releases, they should pass them on to their division chairmen
or simply call 871-4030. extension 48, or campus extemsion 213.

The representative of the Office of Public Information will
also take pictures to send out with stories =- vhen the stories
varrant photographic coverage -- as well as pictures for pub-
lications and color slides for public presentations.

Stories will be sent out to approximately seven daily news-

papers and nine weekly newspapers which serve the area within
the District as well as to radio stations.

Daily newspapers like to have at least two days lead time on
stories -~ except for important spot news -- and they usually
send their own reporters onto campus to cover these. Weekly
newspapers, however, are published on Wednasday or Thursday

only and must have more time to work the story in -- and tak-
ing good care of weekly .ewspapers is extremely important to

the College. The weeklies need the stories not later than
Monday noon for that week's paper, and this means that the story
sust be in the mail on the Thursday or Priday of the week before.

In summary: Material for stories should be available as far
in advance of the event as possible. If this is not feasible
and there are only a few days lead time, the news release
should be telephoned to the Office of Public Information and
the story will be sent to the daily newspapers only.
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2. Publications

The Office of Public Information will be available to give
any assistance required in the development of any booklets,
brochures, or mailers which are designed for public distri-
bution -- except, of course, those publications developed by
students under direction of a faculty advisor.

Each division or area must, of course, budget to cover the
charges involved in developing publicatioms. No publication

"~ will be printed without the approval of the division or
department chairman and Administrative Dean, Ianstruction or
of the appropriate area administrator.

Development of a publication requires, among other things,
preliminary copy, final copy, layout, art work and/or photo-
graphy, and printing.

The Office of Public Information will assume responsibility

for any of these phases of development or for the entire pro-
Ject working closely with those involved. However, we strongly
suggest that the Office of Public Information always be apprised
of planning from its early stagus in order to avoid problems in
the mechanics of production.

In summary: If a brochure, booklet or meiler is desired, the
epproval of the division or department chairman or the approp-
riate administrator of the area should be obtained; verification
should be made that funds are available in the budget to cover

- estimated costs; the representative of the Office of Public
Information should be consulted when he is on cawyus; and a
request should be submitted to him for any needed assistance.

Final copy on all publications will be submitted tc the

division chairman or department head and the Administrative
Dean, Instruction, or to the administrator in charge of the

area for final approval before printing so that everyone involved
will be fully informed.

All staff should be aware that adequate lead time to properly
prepare materials for publication is essential. The Office of

Public Information will be happy to estimate lud time required
s costs involved.

The USfice of Public Information will also assist any staff

;senl ar or campus organization in submitting material to pro-

fos: ional magazines, journals, or special publications if re-
" quested to do so.

In addition to special publications, the Office of Public
Infomtion will assume responsibility for the development
and distribution of the Cyprass College Community Calendar.
The representative of the Office of Public Information will
vather this information on campus, but {f there are additioml'
items which should be listed, submit them to the division or
department chairman or call the Cffice of Public Information.

\)“ -92-




All copy for the monthly calendar must be available for the
production room not later than the tenth of the month preced-
ing the month in which the event occurs.

‘The Public Information Office will be responsible for keeping
current information on the College Events Sign announcing
college activities of general interest and open to the comm-
unity~at-large. All requests for use of tha College Events
8ign should be made in writing, to the Secretary, Public Infor-

mation Office, Cypress College, vith specific information to
be placed on the sign.

3. 8Special Services

The Office of Public Information will also assist in the
development of special slide presentations designed for
public shoving. This assistance will include working with
those involved in the development of the script and shooting
the required color slides.

The Office of Public Information also maintains all college
and district mailing lists on data processing tapes and dir-
ects the handling of all bulk mailings. Information about

best procedures for mailing, existing mailing lists, or assis-
tance in developing additional lists or changing existing lists
may be secured by calling the Office of Public Information.

Additional information regarding any of the services and procedures of
the Office of Public Information may be obtained by calling 871-4030,
extension 48, or campus extension 213.




'CYPRESS COLLEGE
Acadenic Senate
Constitution
Adopted June, 1974

Article I ~ Name

Section 1. The organization chall be known as the Cypress College
Academic Senate, hereinafter referred to as the Academic
Senate,

Article II - Reference

Section 1. The Academic Senate operates pursuant to subchapter 2,
Title 5, California Administrative Code, a reproduction
of which is attached to this Constitution,

Article III - Philosophy

Section 1. The faculty of Cypress College and its Academic Senate
exist to form a team with the Administration of the College
and its Board of Trustees to actualize a college philosophy
vhich subscribes to the worth and dignity of every individual,
the conviction that community colleges occupy a unique posi-
tion in the general program of higher and terminal education
'nd to the necessity of responding to the needs of the
community.,

Article IV - rﬂggoiéé

Section 1. To provide the faculty with a formal effective procedurs
for participation in the formation of district policies
on academic and professional matters.

(Code, 53201)

Section 2, To provide representatives to meet and confer with the
administration and the Board of Trustees or their designated
representatives with respect to recommendations made or
proposed to be made by the Academic Senate.

(Cods, 53204)

hY

Section 3. To provide representatives to meet with, or sppear before,
the Board of Trustees with respect to the views, recommend-
ations or proposals of the Academic Senate at regular or
special meetings of the Board.

‘{Code, 53204)




Section 4, To promote communication and mutual understanding within
the teaching faculty.

Section 5. To promote communication and mutual understanding between
the teaching faculty and other groups having to do with
the welfare and growth of the College.

Article V - Composition

Section 1, Electorate

a. The Electorate (hereinafter referred to as the Faculty)
shall be limited to those certified persons who teach
full time in the Cypress College or other full time
certificated personnel assigned ‘to said college who
do not perform any services for the College that
require an administrative or supervisory credential.
(Code, 53200 (a)) .

b. Appointment and election to the various committecs
shall be from among the membership of the Faculty.

Section 2., Organization

a. The Academic Senate shall be composed of sixteen
members.,

¢ b. There shall be one Senator from each division regard-
less of the size of the division.

1, The following shall be defined as divisions:

(a) Fine Arts

(b) Physical Education and Athletics
(c) Vocational Technical

(d) Language Arts

(e) Socisl Science

(f) Business

(g) Science and Math

(h) Counseling, Library, Rurse

(1) Allied Health Science

c. The remaining Senators shall be elacted at-large.

Article VI - Powers and Responsibilities

Section 1. The primary function cf the Academic Senate is to act as
the representative body of the faculty, making recommsnda-
tions to the administration and the governing board of
the school district with respect to academic and professional
matters. (Code, 53203) :




Section 2. The Academic Senate may assume such responsibilities and
perfora such functions as msy be requested of it by the
administration or Board of Trustecs.

(Code, 53205)

ARTICLE VII - Election

Section 1. All elections for Senators at Large and members of committees
responsible to the Senate shall be decided on the basis of
a plurality.

Section 2. At Large Senators

a. The Vice President shall solicit nomimations from the
faculty and then hold an election to determine who
shall serve as Senators at Large.

b. At Large Senstors shall be elected by secret ballot,
vith voting limited to those members ~* the certificated
staff eligible for election to the Academic Senate, from
the list of nominees by May 1,

c¢. At Large Senators shall assume their responsibilities at
the first regular general meeting in June,

d. At Large Senators shall be elected for two year terms ‘n
April of even nunbered years.

e. 1If, at any time, the seat of a Senator at Large is vacated
before his term expires, the Vice President shall hold a
special nomination and election to replace him,

Section 3. Committee elections and appointments shall take place at the
first regular meeting in October. Nominations shall take
place at least one week prior to the election.

Section 4. Standing committee elections and appointments shall take place
by the first regular meeting in June, Nominations shall take
place at least one week prior to the election. This shall
become effective in June, 1973.

Section 5, Pivision Representatives

a. Each division shall be responsible for the election of
one representative to the Academic Senate,

b, Division Representatives shall assumes their responsibilities
at the first regular meeting in June.

c. Division Representatives shall be elected for two year
terms in April of odd numbered years.

d, If, any time, the seat of a Division Representative is
vacated before his term expires, that division shall be
responsible for replacing him,
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ARTICLE VIII - Recall

Section 1,

Section 2,

At Large Senators

a. Ten percent or twenty members (whichever is smaller) of
the certificated staff eligible for election to the
Academic Senate may initiate the recall of an at large
senator by written petition to the Academic Senate.

b. An at large senator may be recalled by a tiro-third
majority vote of the certificated staff eligible for
election to the Academic Senate present at & special
meeting called for the purpose of voting on the recall.

c. The vote shall be by secret ballot at a special meeting
called within two weeks of the receipt of the petition
of recall and at least two school days after formal
announcement of the meeting.

Subject field representatives shall be recalled in accordance
with accepted democratic procedures established by the
Academic Senate and approved by the certificated staff
eligible for election to the Academic Senate,

ARTICLE IX - Officers

Section 1,

Section 2,

Section 3.

Section 4.

Section S.

The Academic Senate shall choose its President, Vice-President,
Treasurer, and Secretary from among the members of the Academic
Senate.,

Election shall be by secret ballot at the first regular .
general meeting in June. Nominations for each office shall be
followed by election before proceeding to the nomination and
election of the subsequent office, The order of offices for
election shall be vice-president, president, treasurer,
secretary,

Officers shall assume their responsibilities immediately upon
their election, The Vice-President shall conduct the rest of
the election immediately upon his election to office.

The term of office shall be for one year, No officer shall
succeed himself.

Duties of the President

a. The President shall appoint a Parlismentarian and supply
him with a copy of Robert's Rules of Order.

b. The President shall preside over meetings.
c. The President, in conjunction with the Academic Senate

Treasurer shall approve expenditures of funds which shall
have been contributed by the faculty.




d, The President or his designate shall, upon invitation,"
attend the meetings of the College President's Cabinet
and of the District Superintendent's Cabinet,

e. The President shall perform other duties as authorized
by the Academic Senate,

Section 6. Duties of the Vice-President

a. The Vice-President shall preside over meetings in the
absence of the President.

b. The Vice-~President shall conduct all elections.

¢. The Vice-President shall perform other duties as
authorized by the Academic Senate.

Section 7. Duties of the Treasurer

a, The Treasurer shall be responsible for handling all dues
of the organization, He shall deposit all dues and keep
records of all expenditures of the organization.

b. The Treasurer shall prepare a budget which shall be

approved by the Academic Senate. The budget shall be
prepared in June.

¢. The Treasurer shall handle all memberships in local,
state, and national professional organizations when
these organizations so request.

d. The Treasurer shall perform other duties as asuthorized
by the Academic Senate,

Section 8. Duties of the Secretary
a. The Secretary shall keep a record of the proceedings of
all meetings which shall be distributed to the faculty,
to the college administration, and to the Board of Trustees
through the District Superintendent's Office.
b, The Secretary shall be responsible for all correspondence.

c. The Secretary shall perform other duties as authorized
by the Academic Senate,

Section 9. Duties of Past=-President
The immediate past-president of the Senate shall ha considered
an officer of the Senate, His duties shall be to advise the

prcoidont of the senate and to serve as a member of the
executive committee and of the Senate. 3 .




ARTICLE X - Meetings

Section 1.

a. Meetings of the Academic Association shall be held as
deemed necessary by a majority of the Academic Senate
menbers or by the President of the Academic Senate.

b. Regular meetings of the Acadenmic Senate shall be held
during the first week of each month of the school year
unless vacation should prevent, In such a case, the
Senate shall meet during the following school week.

c. Special meetings may be called by the President of the
Academic Senate, or at the request of any three members
of the Senate. '

d. All meetings of the Academic Senate shall be open to
sny member of the faculty and, upon request to the

President of the Academic Semate, to any other imterested
parties,

e. The agenda of the Academic Senate shall be established
by its members,

£, Actions of the Academic Senate shall be in the form of
motions or resolutions approved by a majority of a
quorum of the membership present.

Section 2. Alternates

a. Each Senator is responsible for choosing an alternate for
each individual meeting he is unable to attend.

b. At Large Senators may select alternates from the Laculty
eligible for election to the Academic Semate.

¢, Division Representatives must select alternates from the
divisions they represent.

d. The President of the Senate shall call fcr the names of
alternates snd the Senators thay represent at the begin-
ning of each meeting.

e. If, during the course of a mseting, a Senator must be
replaced by an alternate, then the Senator must at that
time indicate this to the President.

£. An alternate shall assume all of the rights and privileges
of a Senator.
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Section 3.

Procedures

The Academic Senate shall of its own determination concern
itself with any or all of the following academic and pro=-
fessional matters and any other matters deemed importamt to
the welfare of the college.

a. Professional Rights and Responsibilities (e.g. academic
freedom, ethical standards.)

b, Professional Standards (e.g. credential requirements,
professional competence, accreditation.)

c. Professional Personnel Policies (e.g. recruiting, select-
ing, evaluating, assignment and teaching load, promotion,
retention of competent faculty, tenure; selection and
retention of admiuistrative personnel; and sabbatical
leaves.) '

d, Academic Policies (e.g. curriculum, adnissions, honors,
and degree requirements, retention of stulents.)

e, Student Personnel Policies (e.g., conduct, discipline,
intercollegiate activities.) ‘

f. Education Expenditures (e.g., library, audio-visual,
radio-television, instructional facilities, maintenance
of instructional and campus facilities.)

g. Institutional Philosophy (e.g., college goals and objec~
tives and relations with community.)

ARTICLE XI - Jisison

Section 1,

Section 2,

Section 3.

Section 4,

Section S.

.The President of the Academic Senate shall establish adequate

liaison between the Academic Senate and the administration of
Cypress College.

The President of the Academic Senate shall establish adequate
liaison between the Academic Senate, the Community College

District, North Orange County administration, and the Board
of Trustees.

The President of the Academic Senate shall establish adequate
liaison between the Academic Senate of Cypress College and the
academic senates of all junior colleges of the North Orange

County Community College District.

The President of the Academic Senate shall establish proper
liaison between the Academic Senate and the state and national
organizations such as, but not limited to, the AFT, CTA, FACCC,
the State Department of Education, the NEA, and the ASCCC,

The President of the Academic Senate shall establish proper
liaison with all other organizations as directed by the Academic
Senate.
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ARTICLE XII - Amendments

Section 1. Amendments to this Constitution may be proposed by one-third
of the Academic Senate or by ten percent of the certificated

staff eligible for election to the Academic Senate, whichever
is greater.

Section 2. All proposed amendments shall be submitted in writing to the
faculty at least one week prior to voting.

Section 3. Voting shall be by secret ballot.

Section 4. To be ratified, amendments must receive an affirmative vote
of at least two-thirds of the faculty members voting and of
the Board of Trustees.

ARTICLE XIII - Adoption
Section 1. This Constitution shall go irto effect immediately upon approval
by a two-thirds vote of the members of the faculty voting and

by the Board of Trustees,

Section 2. The Academic Senate shall assume its duties immediately upon
election.

ARTICLE 1 - Liaison
Section 1. Representatives to the College President's Cabinet

a., Two representatives to the College President's Cabinet
shall be appointed by the Academic Senate from among those
members of the certificated staff cligible for election
to the Academic Senate, to serve one year terms of office
with the right of succession; and the sppointments shall
be made annually in June.

b. If either duly appointed representative to the President's
Cabinet is a member of the Academic Senate, he remains as
such and retains all of the rights and privileges of a
Senator until his term as Senator expires.

c. 1If either duly appointed representative to the President's
Cabinet is not a member of the Academic Senate, he then
. becomes & non-voting member of the Acadenic Senate assum-
ing all of the rights and privileges of a Senator except
the rights to make motions, to second motions, and to vote
on motions of the Academic Senate.




Section 2.

~ Section 3.

Section 4,

Section 5,

Section 6.

Section 7,

Section 8,

Section 9.

Upon the direction of the Academic Senate, the Secretary shall
forward all specific recommendations to the President of the
College. '

If the President of the College approves the specific recom-
mendation, it shall become a regulation of the College and it
shall be recorded and published as such. If the President of
the College disapproves of the specific recommendations he
should notify the Academic Senate of his disapproval and the
reasons therefore. If the President of the College defers a
decision, he should not.fy the Academic Senate of his dispensa-
tion of the specific recommendation.

Receipt of all recommendations from the College administration
shall be acknowledged immediately and shall be placed on the
agenda of the Academic Senate's regular meeting., All such
recommendations shall be responded to within a period of ten
days. !

No member of the college administration shall be a member of
the Academic Senate unless specifically invited by direction
of the Academic Seriate. The rights and privileges of the
invited administrator(s) shall be determined by each Academic
Senate.

With the approval of the Academic Senate the President of the
Academic Senate shall invite a member(s) of the College admin-
istration to attend the meetings of any committee. The rights
and privileges of the administration shall be determined by
the Academic Senate.

The President of the Academic Senate shall request that a
mutually agreeable member of the Academic Senate shall be invited
by the Chancellor of the North Orange County Community College
District to be a member of the Chancellor's Cabinet. The rights

and privileges of said member shall be determined by the
District Chancellor.

Upon the direction of the Academic Senate, the Secretary shall
forwvard specific recommendations and reasons therefor to the
District Chancellor through the Cypress College President.

1f the District Chancellor enproves the specific recommenda-
tions, it shall become a regulation of the College and it shall
be recorded and published as such, If the District Chancellor
disapproves of the specific recommendation, he should notify
the Acaduwic Senate of his disapproval and the reasons therefor.
If the District Chancellor defers a decision, he should notify
the Academic Senate of his disposition of the specific recom-
mendation.




Section 10,

Section 11,

Section 12,

Section 13,

Section 4.

Section 15.

Section 16,

Section 17,

Section 1A.

Section 19.

Receipt of all recommendations from the District Administra-
tion shall be acknowledged immediately and shall be placed
on the agenda of the Academic Senate's next regular meeting.
All such recommendations shall be responded to within a
period of ten days.

Upon the direction of the Academic Senate, the President of
the Academic Senate shall invite a mutually agreeable member
of the District administration to attend the meetings of

the Academic Senate, The rights and privileges of the
attending administrator shall be determined by the Acadeamic
Senate.

With the approval of the Academic Senate, the President of
the Academic Senate shall invite a member of the District
Administration to attend the meetings of any committee. The
rights and privileges of the administration shall be deter-
mined by the Academic Senate and shall be communicated to
the administrator by the committee chairman involved.

Upon the direction of the Academic Senate, the Secretary of
the Academic Senate shall, after consultation with the
Cypress College Administration forward specific recommenda-
tions directly to the Chairman of the Board of Trustess of
the North Orange County Community College Diotrict for
presentation to the Board.

If the Board approves the specific recommendation, it shall
become a regulation of the College, and it shall be recorded
and published as such.

Upon the direction of the Academic Senate, the President of
the Academic Senate shall invite a trustee or trustees to
attend the meetings of the Academic Senate or any committee.
The rights and privileges of the said trustee or trustees
shall be determined by the Academic Senate.

If requested to do so by the Board of Trustees, the President
of the Acadenic Senate or his representative shall appear
before the Board of Trustees.

(OTHER JUNIOR COLLEGES WITHIN THE DISTRICT)

The Secretary of the Academic Senate shall send a copy of
the minutes of the Academic Senate and of all gensral meet-
ings of the Academic Association to the oocrotarioo of all
academic senates within the District.

All recommendations to the Board of Trustees shall be circu-
lated among all academic senates.

The Academic Senate shall appoint a liaison committee to meet -
with representatives of other academic senates within the
District vhenever it is deemed advisable.
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Section 20, The minutes of the Academic Senate shall be distributed to
each member of the full-time faculty and administration of
Cypress COllege.

Section 21, The Academic Senate shall determine the proper methods of
liaison between the Academic Association and all other groups
a8 outlined in the Constitution and shall have the respons-
ibility to see that adequate liaison is carried out.

Section 22, ASCCC Representative

a. A Cypress College representative to the Academic Senate
for California Community Colleges (ASCCC) shall be
elected by secret ballot, with voting limited to those
menbers of the certificated staff eligible for election
to the Academic Senate, to serve a three year tern of
office with the right of succession; and the election
shall take place by June 1, 1972, and triennially
thereafter.

b, If the duly elected ASCCC representative is a member of
the Academic Senate, he remains as such and retains all
of the rights and privileges of a Senator until his term
as Senator expires,

¢. If the duly elected ASCCC representative is not a member
of the Academic Senate, he then becomes a non-voting
member of the Academic Senate assuming all of the rights
and privileges of a Senator except the rights to make
motions, and to vote on motions of the Academic Senate,

ARTICLE II - ggorum

ARTICLE III - Rules of Procedure

Matters not specifically covered in the Constitution or By-laws shall be
governed by Robert's Rules of Order: Revised,

ARTICLE IV - Additions to the Agenda

After the agenda has been established, any proposed additions must be sub-
mitted to the President of the Academic Senate in writing. These may be
added to the agenda by a vote of three members of the Academic Senate or
ten percent, whichever is greater,
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