can be scheduled so as not to conflict with assigned duties. Similarly, the District may invite an
additional management employee to be present at all meetings and conferences. The District and
the Federation may also designate a substitute for the person identified as the responsible District
and Federation representative in this Article; however, that substitute must possess the authority

to resolve the dispute.

Section 9. Scheduling

All meetings and conferences will be held during the normal business day and shall be
scheduled, where possible, by the Dean, Mediator, or Vice President at hours that do not conflict
with the assigned duties of the Faculty Member(s) involved. In the event that the Dean,
Mediator, or Vice President schedules a meeting or conference which conflicts with the assigned
duties of the affected Faculty Member(s), the Faculty Member(s) will not suffer any loss of pay

as a result of attending such meeting or conference.

Section 10. Federation Complaint

If the Federation has a complaint concerning the application of the provisions of the
Agreement or Policy of the District, it shall provide written copies of such complaint to the
appropriate Vice President and the Director of Human Resources within ten (10) working days
from the date the Federation discovered or could have discovered the facts giving rise to the
Complaint. The Federation shall comply with the requirements set forth in this Article

commencing with Section 3.

Section 11. Multi Party Complaint

If a group of Faculty Members has the same or similar complaint, one Faculty Member
may file the complaint on that Faculty Member's own behalf as well as on the behalf of the other
Faculty Members similarly situated. The Faculty Member who files such a class or group
complaint shall first obtain the signatures of all the Faculty Members in the class or group who
thereby authorize and give their specific approval for the Faculty Member to process the
complaint on their behalf. Since all signatories shall be considered parties to the dispute and any
settlement that is reached, all of the Faculty Members shall be consulted by the Faculty Member

pursuing the complaint prior to the final approval of any agreement.
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Section 12. Initial Salary Placement

A Faculty Member who has a complaint concerning initial placement on the salary
schedule shall first discuss the issue with the Director of Human Resources, commencing with
Section 3 of this Article, within sixty (60) days from the beginning of employment, fiscal year or
academic year, as the case may be.

Section 13. Arbitration

Grievances that are not resolved pursuant to this Article and which the Federation, in its
sole discretion and exclusive right, desires to pursue further, shall be submitted for arbitration as
provided by this Section. The Federation shall give written notice to the President of its desire to
arbitrate the grievance within thirty (30) working days following receipt of the written notice per
Section 6 of the Article. Failure to file such a request within these time limits shall terminate this
process. The only matters that are subject to arbitration are those which constitute grievances
and have been processed in accordance with the previous sections of this Article. Any matter
that is excluded under Section 2 of this Article is also not subject to arbitration.

@ The parties shall agree on an arbitrator no later than ten (10) working days
following the District's receipt of the Federation's written notice desiring arbitration of the
grievance. If no agreement is reached between the parties within that period, they shall jointly
request that the Federal Mediation and Conciliation Service supply a panel of eleven (11) names
of potential arbitrators. The parties will remove from the panel any proposed arbitrator who is
not a member of the National Academy of Arbitrators. The parties shall then alternately strike
names of the modified panel list until one name remains. The party who strikes the first name
shall be determined by the flip of a coin.

(b) The function and purpose of the arbitrator is to resolve the disputed interpretation
of the terms actually found in this Agreement. Such resolution shall be based on the disputed
facts upon which the application of the provisions of this Agreement depend and considering the
intent of the parties when such provisions were agreed upon. The arbitrator shall have no
authority to alter, amend, add to, or subtract from the terms, conditions, or provisions of this
Agreement, and shall determine only whether or not there has been a violation of such terms,

conditions, or provisions as alleged in the grievance and what the appropriate remedy will be.
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(© The decision of the arbitrator as limited herein shall be final and binding upon the
parties to the dispute. No decision rendered by the arbitrator shall be retroactive beyond the
occurrence of the event giving rise to the grievance.

(d) The fees and expenses of the arbitration, including a reporter's transcript if the
arbitrator determines that a transcript is desirable, shall be paid equally by the parties. If the
arbitrator determines that a reporter's transcript is not desirable, the party ordering the transcript
shall pay the cost. Each party shall bear the expense of preparing for and presenting its own
case, except that the District shall grant released time without loss of compensation to the
grievant(s) and a representative of the Federation at the arbitration hearing. Hearings will be

scheduled, if possible, on District premises.

Section 14. Confidentiality

All supporting documents, communications, and records dealing with the processing of a
complaint, grievance, and arbitration as provided under the provisions of this Article shall be
considered confidential and filed separately from the personnel file of the parties involved, and
shall not be utilized in any evaluation or in providing any employment reference or

recommendation without the written consent of the parties.

Section 15. Prohibited Behavior

@ All employees of the District are expected and required to conduct themselves in
a manner which is appropriate to an academic environment and are not to engage in any
prohibited behavior — that is, behavior which is demeaning, offensive, intimidating, or physically
threatening to any other employee in the college community.

(b) If a Faculty Member has a complaint against another Faculty Member or a
classified employee of the District that such person has engaged in such prohibited behavior,
such Faculty Member shall discuss the matter with the appropriate Dean within ten (10) working
days. The Dean is responsible for promptly investigating the matter and taking appropriate
action concerning the matter. If the Faculty Member is still not satisfied, the Faculty Member
may proceed as set forth in Section 5 of this Article.

(© If the Faculty Member's complaint pertains to a Dean or other member of

management, the Faculty Member may discuss the matter with the appropriate Vice President,
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and/or may file a complaint in writing with the Director of Human Resources and the President
of the Federation. This complaint will invoke the Mediation process set forth in Section 5 of this
Article.

(d) It is not prohibited behavior for a Dean to admonish, either verbally or in writing,
a Faculty Member due to the Faculty Member's performance (or non-performance) of the Faculty
Member's duties and to warn the Faculty Member that continuation of the Faculty Member's
conduct may result in disciplinary or other adverse action against the Faculty Member, so long as
such statements by the Dean are made in a professional manner.

(e) The District has policies respecting sexual harassment and discriminatory
harassment, which policies are the exclusive procedures for allegations of such conduct.
Personal complaints pursuant to this Section involve allegations of prohibited behavior which are
not of such a nature as to invoke the established procedures of the sexual and/or discriminatory
harassment policies.

)] A personal complaint against Prohibited Behavior does not constitute a grievance
as defined in this Article and such an allegation may not be used as the sole basis for a grievance;

however, it may be cited as an aggravating factor to a grievance
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ARTICLE 23
WORK STOPPAGE

Apart from, and in addition to, existing legal restrictions upon work stoppages, the

Federation hereby agrees that neither it nor its officers or authorized agents or representatives
shall incite, encourage, or participate in any strike or refusal to perform services as provided in
this Agreement, or other work stoppage of any nature whatsoever, or any picketing of District
premises, except for picketing that is solely informational in nature, during the life of this
Agreement for any cause or dispute whatsoever or wheresoever located, including but not limited
to disputes which are subject to the Dispute Resolution Procedures, Article 22, disputes which
are specifically not subject to the grievance and arbitration provisions of Article 22, disputes
concerning matters not mentioned in this Agreement, disputes contending that the District has
committed unfair practices, and disputes with other labor organizations, persons or employers, or
jurisdictional disputes. In the event of any strike or refusal to perform services as provided in
this Agreement, or other work stoppage of any nature whatsoever or threat thereof, or any
picketing of District premises except for picketing that is solely informational in nature, the
Federation and its officers will do everything within their power to end or avert the same.

Any Faculty Member authorizing, or engaging in, or participating in, or encouraging, or
sanctioning, or recognizing or assisting in any strike, or refusal to perform services as provided
by this Agreement, or any work stoppage, or other concerted interference with District
operations in violation of this Article, or refusing to perform duly assigned services in violation
of this Article, shall not receive compensation for any period of time during which the Faculty
Member was assigned but failed to perform the required services to the District, and any such
Faculty Member may be subject to dismissal or suspension (subject to the provisions of the
Education Code), or may be subject to other disciplinary action. Such disciplinary action may
include denial of eligibility for a period not to exceed one (1) year of benefits or privileges
provided by this Agreement and not otherwise required by the Education Code. Any such action

shall be initiated by the District within thirty (30) days from the violation of this Article.
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ARTICLE 24
INSTRUCTIONAL TECHNOLOGY

Section 1. Definitions

@ Distance Education means instruction in which the instructor and student are
separated by distance and interact through the assistance of communication technology.

(b) A Work is any material which is eligible for copyright protection, including (but
not limited to): books, articles, dramatic or musical compositions, poetry, instructional materials
(e.g., scientific, logical, opinion or criticism), works of art or design, photographs or films, video
or audio recordings, computer software, architectural and engineering drawings, choreography.
A Work may be recorded in any enduring medium (e.g., print, manuscript, electronic storage
formats, optical, photosensitive film, etc.) or may exist in any tangible form (e.g., a sculpture,
painting, structure or building.

(©) An_Invention is any idea or discovery which is eligible for patent protection,
including (but not limited to) a device, process, design, model, strain or variety of any organism
or composition of matter.

(d) District _Support includes the use of district funds, personnel, facilities,

equipment, materials, or technology.

Substantial District Support is defined as support involving either (1) direct

costs to the District in excess of $2000 over and above any budget customarily provided for the
Faculty Member’s usual appointment or assignment, (2) indirect costs to the District (including
but not limited to salaries and wages) in excess of $5000 for District employees providing
secretarial, technical or creative services specifically for the project, or (3) the use of
exceptionally expensive District equipment or facilities (e.g., professional recording and filming
studio, professional television cameras and the like). A grant obtained through the initiative and
efforts of a Faculty member shall not be considered to have resulted from Substantial District
Support so long as the Faculty Member’s contributions exceed the District’s contributions.

(e A Work for Hire or Invention for Hire is one for which the Faculty Member is

specifically compensated to create. Works or Inventions for Hire include products resulting from
grants where the Faculty Member’s contributions were less than contributions from the District.

U] Proprietary Instructional Materials are those materials a Faculty Member

creates to perform his assignment more effectively for the benefit of the students, including (but
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not limited to): syllabi, lectures, student exercises, illustrations, recordings, multimedia programs
and tests. The Faculty member may use Instructional Materials in a traditional classroom or in
any form of Distance Education. These Proprietary Instructional Materials may be created using

the personal resources of the Faculty Member and/or resources provided by the District.

Section 2. Instructional Technology Decisions

The ElI Camino College Academic Senate has the primary responsibility for the
recommendations to the Board of Trustees regarding curriculum and matriculation issues. As
such, only those courses and programs approved through the agreed upon curriculum and
matriculation decision process will be delivered by Distance Education.

The Faculty of the District is primarily responsible for the decisions related to the use of
instruction technology in the courses and programs offered by the District.

The decision to offer any period of a course in distance mode shall be determined
according to Section V, “Faculty Selection and Course Scheduling” of the Distance Education
Guidelines.

Section 3. Access to Technology, Training and Support

The District has provided funds for Faculty training in the use of technology, and will
continue its support of continuing education for Faculty at no less than the level of funding

provided in Article 16, Section 2.

Section 4. Privacy, Staffing Levels, and General Health and Safety Issues

Faculty members are bound by the District’s e-mail, Internet and Network Use Policy
3610, a copy of which is attached hereto as Appendix E. The Board of Trustees may change this
Policy from time to time. If the Board changes the Policy in a manner which significantly
changes the rights of Faculty Members under this Agreement, the District and the Federation will
bargain the effects of such change.

There shall be no taping, televising, or recording of instruction without the knowledge
and written consent of the Faculty Member(s) involved, who also shall be advised of the

intended uses thereof.

126



Section 5. Distance Education

Compensation and workload (e.g., class size, class maximums) of Distance Education
courses will be equivalent to the corresponding traditional classes with the exception of those

stated in this Article. The normal class size for an instructional television class is 125.

Section 6 . Intellectual Property

Faculty who develop intellectual property with District support (as defined in Section
1(d) above, including but not limited to electronically posted notes, lectures, audio or videotaped
presentations, broadcasts, or multi-media or inter-active software, shall retain all ownership
rights to and control of such material, except that the District shall retain the right to use property
created with Substantial District Support (as defined in Section 1(d) above) for its own purposes
without payment of royalties or other consideration, and the Faculty Member shall provide
appropriate access to District personnel for faculty evaluation, program review and accreditation
purposes “Works or Inventions for Hire,” as defined in Section 1(e) above shall remain the

property of the district for all purposes.

Section 7. Joint Subcommittee on Technology - Working Conditions (JSTWC)

@ Within sixty days of the signing of the Agreement, the District and the Federation
will form a subcommittee to the ECC Technology Committee which shall be known as the Joint
Subcommittee on Technology - Working Conditions. The JSTWC shall consist of two members
chosen by the District and two members chosen by the Federation. It shall meet regularly
throughout the year. Either the Federation or the District may call a meeting within at least
seven (7) working days notice.

(b).  The purpose of the JSTWC will be to assure the working conditions within the
scope of negotiations remaining in place. In this regard, the Subcommittee will monitor changes
in the District’s use of technology in the academic program for the purpose of identifying any
significant impact of such changes on Faculty working conditions. The JSTWC shall report any
changes or potential changes in working conditions to the Federation and District with a copy of
such report to the ECC Technology Committee. Changes in working conditions will require the

parties, upon the request of either, to bargain the effects of such changes.
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ARTICLE 25
AGREEMENT CONDITIONS AND DURATION

Section 1. Sole Agreement

This Agreement when ratified and executed by each party hereto shall constitute the sole
agreement between them. Any modification or amendment of this Agreement must be made by

and between the parties hereto in writing and executed by each party hereto.

Section 2. District And Federation Obligations

Neither the District nor the Federation shall be bound by any requirement which is not
expressly and explicitly stated in this Agreement. Neither the District nor the Federation is
bound by any policies or past practices of the District or understandings with any employee
organization or council, unless such policies or past practices or undertakings are specifically
stated in this Agreement.

Section 3. Neqgotiating Obligation

This Agreement is intended to cover all matters relating to wages, hours, and all other
terms and conditions of employment. During the term of this Agreement, neither the District nor
the Federation will be required to meet and negotiate on any further matters affecting these or

any other subjects not specifically set forth in this Agreement.

Section 4. Savings Clause

If any provision of this Agreement is or shall be at any time contrary to law, then such
provision shall not be applicable, or performed, or enforced, except to the extent permitted by
law. Any substitute action which is not authorized by law shall be subject to meeting and
negotiating or consultation, as the case may be, with the Federation. In the event that any
provision of this Agreement is, or shall be, at any time contrary to law, all other provisions of

this Agreement shall continue in effect.

Section 5. Effective Date And Duration of the Agreement, and Reopener Provisions

(@) This Agreement shall be dated July 1, 2007, as a result of the duly ratified Tentative
Agreement dated July 20, 2007 as to Article 10 (Compensation) and Article 17
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(b)

(Insurance Benefits) only. In as much as the parties have continued to negotiate on
the remaining outstanding items following ratification of the Tentative Agreement
dated July 20, 2007, the remaining terms and conditions of this Agreement shall
become effective upon ratification by the parties through June 30, 2010, unless
otherwise specified. (See Article 10 and Article 17, Article 20 shall become
effective commencing with the 2008-2009 academic year.) In April 2010, both
parties shall provide written notice and a proposal to the other party of the nature of
the amendment sought to the current collective bargaining agreement. This notice
shall, in turn, be publicly sunshined on the agenda of the Board of Trustees in May
2010.

Avrticle 10 (Compensation) and Article 17 (Insurance Benefits) shall be reopened for
negotiations for calendar year 2009 and 2010 in the preceding September during the
term of this Agreement. This Agreement may also be reopened for negotiations or

consultation upon mutual agreement.

It is agreed:
EL CAMINO COLLEGE EL CAMINO COMMUNITY
FEDERATION OF TEACHERS COLLEGE DISTRICT

Local 1388, AFT, AFL/CIO

By:

By:

By:

By:
Sean Donnell Spencer Covert
Chief Negotiator Chief Negotiator
By:
Chris Jeffries Barbara Perez
Member, Negotiating Team Interim Associate Vice President, Human
Resources
By:
Karen Curtis Regina Smith

Member, Negotiating Team Member, Negotiating Team
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APPENDIX A
Position Description - Instructor
The primary duty of Instructors shall be to teach assigned courses under the supervision
of Divisional Deans. As an art and a learned profession, teaching imposes complex and diverse
obligations which vary both in importance and susceptibility to precise description. Nonetheless,
Instructors shall not be required to render services inappropriate to their credentials provided that
whenever feasible Instructors shall be assigned to teach courses within their area of professional
training and expertise. They shall, however, attempt to discharge the following responsibilities

at an optimum level of proficiency:

1. To help the students fulfill their maximum potential in mastering course content.
2. To instill in students a respect for excellence and a desire to pursue it.

3. To develop in the student a respect for differing points of view.

4. To maintain a thorough and up-to-date knowledge in the Instructor's regular

teaching field, to plan courses and to revise such plans when appropriate.

5. To maintain a fundamental knowledge of instructional materials and techniques,
and methods of student evaluation.

6. To maintain high standards of professional conduct and ethics appropriate to the
Instructor's professional position.

7. To adapt appropriate methods and materials of teaching to meet the needs of
students, consistent with the maintenance of quality education.

8. To teach courses in general conformity with official course outlines.

9. To provide students with written course objectives, with an explanation of grading
standards, and with periodic opportunities for the students to evaluate their progress based on
these objectives and standards.

10.  To maintain reasonable availability to students, including the maintenance of
office hours.

11.  Torespond to student inquiries, or to refer students to appropriate personnel when

solution of their problems requires it.
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12.  To support Student and Community Advancement activities through appropriate
participation, including club advisorship and/or acting as an advisor to student activities.

13.  To engage in no outside employment or other activities that will impair the
effectiveness of professional service and to desist from authorizing or permitting any commercial
exploitation of the Instructor's professional position.

14.  To adhere to class and examination schedules and to follow proper fiscal and
student accounting procedures.

15.  To maintain records required by the District and report grades and attendance in a
timely manner based on District procedures.

16.  To submit timely requests for necessary textbooks, materials, and equipment.

17.  To perform assigned committee work, including participation in program review
and the accreditation process, and to attend meetings called by the District, as long as such
obligations are reasonable.

18.  To take reasonable precautions against the theft, deterioration or destruction of
department facilities, equipment and supplies.

19.  To observe safety standards appropriate to his instructional obligations, and to
instruct students accordingly.

20.  To respect the academic freedom of students to express their opinions on
controversial matters germane to the subject matter of courses taught, subject only to the
maintenance of appropriate classroom decorum and the time constraints necessary to implement
the attainment of course objectives.

21.  To provide course syllabi to the Division Office.

Items 10, 12 and 17 are not applicable to Part-Time Faculty Members.
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APPENDIX A

Position Description - Counselor

A. The primary responsibility of Counselors shall be to provide such integrated
counseling services as will assist students and potential students in the processes of self-
understanding, planning, and decision-making. Counselors are assigned under the supervision of
designated Deans. Each Counselor will attempt to discharge the following responsibilities at an
optimum level of proficiency:

1. To assist students in assessing and developing their potential.

2. To assist students who present problems adversely affecting their personal and

academic attainment.

3. To refer students, when appropriate, to other Counselors and to other services on

and off campus for assistance.

4. To direct students to resources about College courses and program requirements

and other schools or colleges and to assist students in the interpretation and use of those

resources.

5. To assist students in selecting fields of concentration from the College
curriculum.

6. To assist Instructors in the solution of problems affecting students.

7. To maintain an up-to-date knowledge of counseling practices, methods and
techniques.

8. To maintain high standards of professional conduct and ethics appropriate to the

Counselor's professional position.

9. To perform assigned committee work, including participation in program review
and the accreditation process and attend meetings as assigned by the District, provided
such assignments are reasonable.

10.  To take reasonable precautions against the theft, deterioration or destruction of
department facilities, equipment and supplies.

11.  To maintain records and reports appropriate to the counseling function.
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12. To engage in no outside employment or other activities that will impair the
effectiveness of professional service and to refrain from authorizing or permitting any
commercial exploitation of the Counselor's professional position.

B. The Dean may also assign individual Counselors responsibilities which are
compatible with the Counselor's training and experience and which are pertinent to the needs of
the Division and the student from among the following:

1. To assist students in exploring careers, in developing an understanding of
the employment environment, and in implementing career decisions.

2. To counsel students during registration.

3. To assist in the preparation of curriculum guides and catalog materials, in

articulation with four year institutions and in fostering continuing relationships

with District high schools.

4, To assist in providing information about College programs to groups and

individuals in the community.
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APPENDIX A

Position Description - Librarian

A. The primary responsibility of Librarians shall be to assist students and the faculty
in the effective use of the library in support of the teaching function of the College. Librarians
are assigned under the supervision of the Director of Instructional Services. Each Librarian will
attempt to discharge the following responsibilities at an optimum level of proficiency:

1. To provide information to students and faculty on resources available in the

library or through other sources and assist in making those resources available.

2. To maintain high standards of professional conduct and ethics appropriate to the

Librarian's professional position.

3. To consult with Faculty Members on resource needs in their particular fields.

4. To perform assigned committee work, including participation in program review

and the accreditation process, and to attend meetings called by the District, so long as

such assignments are reasonable.

5. To maintain an up-to-date knowledge of library materials, methods and
techniques.
6. To take reasonable precaution against the theft, deterioration and destruction of

library facilities, equipment and materials.

7. To assist in the formulation and maintenance of necessary and reasonable rules
for library users.

8. To engage in no outside employment or other activities that will impair the
effectiveness of professional service and to refrain from authorizing or permitting any
commercial exploitation of the Librarian's professional position.

B. The Librarians, according to the experience and area of specialization, will

assume the following responsibilities as assigned by the Director of Instructional

Services.
1. To maintain the existing collection.
2. To develop and maintain a catalog which will give access to all materials in the

collection through subject classifications and bibliographic description.

3. To develop and maintain a collection of reference materials.
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4. To select and acquire new materials and incorporate them into the library

collection.
5. To develop and maintain a periodicals collection.
6. To provide instruction in the proper use of the library and its resources on a group

or individual basis.
7. To develop and maintain an effective and viable circulation system.

8. To publicize library resources and promote the use of the library.
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APPENDIX A

Position Description - Reqgistered Nurse/Nurse Practitioner/Physician Assistant

The primary responsibility of a Registered Nurse/Nurse Practitioner shall be to provide
health services and to maintain health center facilities for all students and employees as assigned.
Registered Nurse/Nurse Practitioners/Physician Assistant are assigned under the supervision of
the assigned management personnel and may be under the medical direction of a physician. A
Nurse Practitioner is a registered nurse who possesses additional preparation and skills in
physical diagnosis, psycho-social assessment, and management of health-illness needs in primary
health care, and who has been prepared in a program which conforms to board standards as
specified in Section 1484 of Nursing Practice Act. A Physician Assistant is certified by the
National Commission on Certification of Physician's Assistants. Each Registered Nurse/Nurse
Practitioner/Physician Assistant will attempt to discharge the following responsibilities at an
optimum level of proficiency:

1. To render first aid and emergency medical care to students and employees when
such services are necessary and requested, treat minor illness by standardized procedure, provide
follow-up when indicated, refer to appropriate providers and may provide medical care as
assigned, using protocols and physician consultation when appropriate.

2. To appraise health problems, collaborate with staff and physicians, counsel
individuals regarding health concerns, interact in crisis situations and make referrals when
necessary.

3. To perform health screening, administer TB testing, visual screening, blood
pressure testing, participate in work for communicable disease control and performs laboratory

tests as needed.

4. To work with counselors, faculty, and manage to provide health supervision for
students.
5. To plan and institutes clinical management of common minor acute problems, and

provide management of chronic stable problems, using protocols and physician consultation
when appropriate.
6. To provide appropriate education for prevention, rehabilitation, health

maintenance and treatment compliance.
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7. To prepare policies and protocols in collaboration with administration and
physician, including annual review and update of established protocols.

8. To act as advisor and/or change agent to provide more effective health care
delivery within the facility.

9. To Counsel students, parents, and college personnel and implements action plans
for eliminating, minimizing, or accepting health problems that may interfere with effective
learning by students.

10.  To maintain up-to-date knowledge of public health nursing materials, methods
and procedures.

11.  To take reasonable precautions against the theft, deterioration, or destruction of
health care facilities, equipment, and supplies.

12.  To keeps accurate and detailed records of all students requesting service using the
problem oriented method.

13.  To maintains high standards of professional conduct and ethics appropriate to the
Nurse's professional position.

14.  To perform assigned committee work, including participation in program review
and the accreditation process, and to attend meetings as called by the District, as long as such
obligations are considered reasonable.

15.  To engage in no outside employment or other activities that will impair the
effectiveness of professional service and refrains from authorizing or permitting any commercial
exploitation of the Registered Nurse/Nurse practitioner's or Physician Assistant's professional
position.

16. In addition to performing any or all of the above listed duties, a Nurse Practitioner
may provide additional medical services such as administration of routine physical examination
including OB/GYN; psychosocial assessments; provides direct primary care under the medical

direction of a physician.
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APPENDIX A

Position Description - Faculty Coordinator

Under the direction of the assigned administrator, the Faculty Coordinator is responsible
for the overall coordination of a project(s)/program(s) which requires knowledge of business,
instructional and/or student support services. Each Faculty Coordinator will attempt to discharge
the following responsibilities at an optimum level of proficiency:

1. To oversee, direct and coordinate the day to day functions of the
project(s)/program(s) as assigned.

2. To maintain current knowledge and understanding of curriculum, support
services, policies, laws, and regulations as mandated by State and Federal laws for the
project/program.

3. To provide leadership.

4. To be responsible for maintaining records and assisting in preparing budget as
may be required for such project(s)/program(s).

5. To evaluate support personnel and make staffing recommendations to the
assigned administrator.

6. To assess and evaluate in a timely manner the progress and benefit of such
project(s)/program(s).

7. To perform assigned committee work, including participation in program review
of the accreditation process, and, to attend meetings called by the District, as long as such
obligations are considered reasonable.

8. To participate in the assigned Division program review process.

A detailed list of duties is to be formulated by the Dean in conjunction with the Faculty
Coordinator. This list of duties is to be reviewed on a yearly basis with both parties. The student

contact duties should generally take precedence over coordinator duties.
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APPENDIX A

Position Description - Athletic Coaches

The primary duty of Athletic Coaches shall be to lead and supervise students in their
participation in intercollegiate athletic competition and to teach these students the special skills,
tactics and strategies required for the particular sport as well as sportsmanship, leadership and
concepts of working together as a team. Under the general direction of the Dean of Physical
Education and the Athletic Director, Athletic Coaches are responsible for the following:

1. To organize and coordinate of all aspects of practice and competition in regional
and state championship games.

2. To recruit District high school athletes in compliance with the rules and
regulations of the California Athletic Code.

3. To adhere to the District's rules and regulations in conformity with the
requirements of the California Athletic Code.

4. To organize team competition schedules for school and conference approval.

5. To coordinate equipment, supplies, meals, transportation, and travel requests and
prepare an annual budget.

6. To advise student-athletes regarding the registration process and work with
counselors regarding academic planning.

7. To work with the Athletic Trainer concerning fitness and conditioning for athletic
participation.

8. To coordinate sports brochures, news releases for the media, office records and
athlete information.

0. To supervise and coordinate the athletic team award banquets.

10.  To assist in college/community relations by developing coaching clinics,
invitationals, demonstrations, etc., for local high school athletes and coaches.

11. To perform assigned committee work, including participation in program review
of the accreditation process, and to attend meetings called by the District, as long as such
obligations are considered reasonable.

12. Participation in the Division program review process.
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APPENDIX A

Position Description - Clinical Psychologist

The primary responsibility of a Clinical Psychologist shall be to provide psychological
counseling to students for the purposes of resolving problems that interfere with personal and
academic success. Under the general direction of the Dean of Student Services, Clinical
Psychologists will assist students in the process of self-understanding. Clinical Psychologists are
assigned to be supervised by the Student Health Services Coordinator and may be under the
medical direction of a physician. Each Clinical Psychologist will discharge the following
responsibilities at an optimum level of proficiency:

1. To counsel students who present problems adversely affecting their personal and
academic attainment.

2. To provide basically well functioning students, in acute crises, with appropriate
techniques to deal with their problems.

3. To be aware of community resources, and refer students to other resources which
the Health Center may be unable to provide.

4. To lead wvarious groups, i.e., stress management, assertiveness training,
understanding anxiety, anger arrangement, dealing with substance abuse related problems, etc.

5. To provide consultation with faculty, counselors, clinical staff, and administration
regarding student problems.

6. To maintain up-to-date knowledge of psychological counseling practices,
methods, and techniques.

7. To maintain high standards of professional conduct and ethics appropriate to the
Clinical Psychologists professional position.

8. To take reasonable precautions against the theft, deterioration or destruction of
department facilities, equipment and supplies.

9. To maintain confidential records and reports appropriate to the clinical counseling

function.
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10.  To engage in no outside employment or other activities that will impair the
effectiveness of professional services and to refrain from authorizing or permitting any
commercial exploitation of the Clinical Psychologist’s professional position.

11.  To provide other psychological services as recommended by the supervising
Student Health Services Coordinator and the Dean of Student Services.

12.  To be evaluated according to Article 20.

13.  To participate in the Center and Division program review and accreditation
process.

14.  Clinical Psychologists will be involved in Student Health Services faculty
functions and activities as appropriate.

15.  To perform assigned committee work, including participation in program review
of the accreditation process, and, to attend meetings called by the District as long as such

obligations are considered reasonable.
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APPENDIX A

Position Description - Disabilities Specialist

The primary duty of Disabilities Specialists shall be to assist students with disabilities to
identify, request, and effectively utilize support services and accommodations to mitigate
educational limitations imposed by their verified disability. Disabilities Specialists are
assigned under the supervision of the Director of the Special Resource Center. Each
Disabilities Specialist will discharge the following responsibilities at an optimum level of
proficiency:

1.

To provide verification of disability via review of outside documentation, observation
or assessment of the student.

To determine eligibility for services and accommodations in accordance with Title 5
of the CA Education Code and other pertinent laws and guidelines, including but not
limited to the Americans with Disabilities Act, Rehabilitation Act of 1973 Sections
504 and 508, and the Chancellor’s Eligibility Model for Learning Disabilities
Services.

To record services, verification of disability and monitor student progress on Student
Educational Contract (SEC). To enter all contacts and services on the SEC in the
student’s Special Resource Center file, in accordance with MIS reporting deadlines.

To liaise with outside community agencies and other educational institutions
including high schools, community colleges, and universities.

To teach courses as assigned in general conformity with official course outlines; to
follow instructor duties and guidelines as posted in Instructor position description, as
appropriate.

To serve as a contact or advocate with other faculty and/or with other departments on
campus regarding issues of accommodations, physical and programmatic
accessibility.

To assist students with issues related to disability, such as accommodations, assistive
technology and support services.

To document all contacts and services including anecdotal reports in student’s file;
handle and maintain records in a confidential manner.

To increases the visibility and inclusion of students with disabilities in mainstream
campus activities.
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10.

11.

12.

13.

To refer students, when appropriate, to Counselors, other Disabilities Specialists, and
staff members, programs, and services on and off campus for assistance.

To perform assigned committee work, including participation in program review,
curriculum development and the accreditation process and attend meetings as
assigned by the District, provided such assignments are reasonable.
To maintain records and reports appropriate to the DSPS function.
To engage in no outside employment or other activities that will impair the

effectiveness of professional service and to refrain from authorizing or permitting any
commercial exploitation of the Disabilities Specialist professional position.
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APPENDIX B
Teaching Load

I. General

The normal teaching load (based on the EI Camino College traditional eighteen week
semester) shall be fifteen (15) lecture hours or equivalent, twenty (20), twenty-one (21), or
twenty-two (22) laboratory hours or equivalent, plus or minus one lecture hour or equivalent
laboratory hours. A teaching load exceeding sixteen (16) lecture hours, or equivalent, shall be
compensated at the overload hourly rate for load in excess of fifteen (15) lecture hours, or
equivalent, or may be balanced without additional compensation within the following semester
thereafter subject to approval of the District. A teaching assignment of less than fourteen (14)
lecture hours, or equivalent, shall be balanced the following semester or as soon as possible
thereafter subject to approval of the District, or may be equated by special assignment as
provided in Part IV of this policy.

I1l. Definition and Calculation of Teaching Load

A. The Dean shall determine combinations of courses falling within the range of 15
plus or minus one lecture or equivalent (93.33% to 106.67% inclusive). Such load will be
considered normal, and no balancing or overload pay will be required.

B. Loads falling at the same extreme end of the load-range should not be assigned in
successive semesters, except:

1. In departments where the 15 lecture hour load is not easily attainable and
where loads over consecutive semesters near the extremes of the range are desirable for
good instruction.

2. Where the Instructor requests to teach, over consecutive semesters, a

combination of courses which falls at the upper end of the range.

C. Load shall be calculated by the percentage method as follows:
hrs. lecture + hrs. lab X (100%) = % load
15 20 0r 21 or 22

Example: If an Instructor teaches 12 hours lecture, 6 hour laboratory, his load
would be:
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12 hrs. lecture + 6 hrs.lab X (100%) =107.27%
15 22

12 hrs. lecture + 6 hrs.lab X (100%) =108.57%
15 21

12 hrs. lecture + 6 hrs.lab X (100%) =110.00%
15 20

11l. Overloads and Underloads

A. Overloads are loads greater than 16 lecture hours or equivalent (greater than
106.67%) Underloads are loads less than 14 lecture hours or equivalent (less than 93.33%)

1. A one semester overload or underload may be assigned by the District in
an emergency, or if no other arrangement is desirable for good instruction. This kind of
overload or underload must be compensated for by balancing, or special assignment, as
described in C below.

2. An overload may be assigned if, before receiving an assignment, an
Instructor requests in writing to teach, without overload pay, a load that exceeds the load
range. Such overload must be approved by the Dean and the Vice President of Academic
Affairs. In no event shall such overload exceed 143.4%. This overload shall be
compensated for by load balancing. If denied, the Faculty Member will be provided with
a statement in writing giving the reason(s) for such denial.

3. An underload (less than 93.33%) may be assigned if an Instructor requests
such underload for personal reasons. The underload, if granted, must be compensated for
by reduced pay in the proportion which his teaching assignment bears to a full
assignment - a 100% load.

B. Except under extraordinary circumstances, an overload over the period of an
academic year (fall and spring semesters) shall be limited to the greater of a total load of 260%
over the two semesters, or one class each semester.

C. The methods of compensating for overloads and underloads will be the following:

145



1. Balancing
a. Balancing is a planned, recurrent scheduling of loads above 16 lecture-

hour equivalents (above 106.67%) and below 14 lecture-hour equivalents (below
93.33%).

For example, 18 lecture hours in a fall semester and 12 lecture hours in a spring
semester constitute a balanced load. Balancing is to be accomplished in
successive semesters if possible. Loads of two semesters will be considered
balanced if the sum of the percent loads for the two semesters falls within the
range of 186.67% - 213.33%.

b. If an unforeseen underload occurs (e.g., from the failure of a class to fill),
it should be compensated for by balancing with a subsequent overload, or by
special assignment.

C. If the balancing over a two-semester period cannot be planned to fall
within the range, but exceeds an average of 16 lecture hours or equivalent
(exceeds a total of 32 lecture hours or equivalent, 213.33%, for two semesters),
the percent above 200% will be paid as overload.

d. If the balancing over a two-semester period cannot be planned to fall
within the range, but is less than an average of 14 lecture hours or equivalent (the
sum of percentages for the two semesters is less than 186.67%), the percent below
200.00% may be compensated for by special assignment in the semester with the
lower load, or in each semester with the lower load, or in each semester if both are
underloads.

e. If unforeseen conditions make it impossible to adhere to the formulated
pattern in the second semester of a planned two-semester balanced load, the
compensation may be made by special assignment in the second semester or by
balancing carried over to the third semester.

2. Overload Pay

a. Loads totaling more than 16 lecture hours or equivalent (more than
106.67%) which do not fit under C.1 above (balancing) will be compensated for

by overload pay, which will be calculated as described below.
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b. Formula for overload pay calculation: The following formula (or
an equivalent method) shall be used to calculate the overload pay for each pay
period. The formula regards the overtime hours as those in excess of the 100%
load, when the overload and the 100% load are taken to consist of the same
relative proportion of lecture and laboratory percentages. It then considers the
overload hours so determined as equivalent clock hours. The overload pay is
based on the overload hourly rate, but it will be treated as contract pay to the
extent that it will be paid in four-week periods during the semester in which the
overload occurs and will not be subject to deductions as specified in Article 19,
Section 3.

Overload pay (in dollars for a 4-week period) =

4RPN

100 + P
Where P = the overload percentage in excess of 100%
Where R = the pay rate in dollars per hour for overtime hours

Where N = the total number of clock hours (with 50% credit
for special assignment hours) in the total load
Example: For illustration purposes, the overload hourly rate ®) for 1997-
1998 is $41.33 per hour; and if an Instructor were assigned a load of 120%
made up of 9 lecture hours and 12 laboratory hours (in courses where 20
laboratory hours equals a full load [9/15 + 12/20] X 100 = 120%) then this
would be an overload because it exceeds 106.67%; the overload percent, P
would be 20%; his total number of hours, N, would be 21; and overload
pay would be as listed below.
Overload pay + 4 ($41.33) (20) (21) =$578.62 per 4 wks.
120

1V. Special Assignment

A To calculate the percent load for special assignment, the number of weekly hours
of special assignment will be divided by forty (40) hours and the quotient multiplied by 100.
Example: If an Instructor has a special assignment that requires 8 hours per week of the
Instructor's time, the load factor will be equivalent to

8 X 100 = 20%.
40
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B. If an underload is not balanced by an overload, or if a balanced load is less than
28 lecture hours or equivalent over the two semesters (186.67%), the underload may be
compensated for by approved special assignment, such as Learning Resource Center
assignments, institutional research or departmental projects, arranged by the Dean and the
Instructor, with the approval of the Vice President - Academic Affairs.

C. To determine the number of hours of special assignment that is required to make
up the underload, the percentage of underload below a 100% load will be applied to forty (40)
hours per week. Example: If an Instructor has a load of 87.5%, then the underload is equivalent
to 12.5% so the special assignment time would equate to five (5) hours per week. (.125 X 40 =
5).
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APPENDIX C
EL CAMINO COMMUNITY COLLEGE DISTRICT
SALARY SCHEDULE FOR FACULTY MEMBERS
EMPLOYED ON ACADEMIC YEAR BASIS

Effective January 1, 2008
STEP CLASS | CLASS I CLASS 1l CLASS IV CLASS V

BACHELOR MASTERS MASTERS MASTERS DOCTORATE
DEGREE DEGREE 24 UNITS 48 UNITS

1

2

3

4 56,077 59,426 62,782 66,131 69,481

5 58,508 61,858 65,206 68,557 71,907

6 60,941 64,286 67,637 70,987 74,343

7 63,364 66,718 70,066 73,426 76,768

8 65,795 69,141 72,498 75,846 79,194

9 68,223 71,576 74,923 78,275 81,624
10 70,655 74,003 77,352 80,705 84,056
11 76,433 79,783 83,132 86,480
12 78,862 82,212 85,569 88,904
13 87,991 91,343
14 90,421 93,771
20 72,894 81,102 84,453 92,661 96,015
24 75,135 83,341 86,695 94,905 98,255
28 77,379 85,584 88,936 97,147 100,498

** Anniversary increment as provided by Article X, Section 18

30** 79,622 87,826 91,183 99,391 102,739
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APPENDIX C
EL CAMINO COMMUNITY COLLEGE DISTRICT
SALARY SCHEDULE FOR FACULTY MEMBERS
EMPLOYED ON FISCAL YEAR BASIS

Effective January 1, 2008
STEP CLASS | CLASS I CLASS I CLASS IV CLASS V

BACHELOR MASTERS MASTERS MASTERS DOCTORATE
DEGREE DEGREE 24 UNITS 48 UNITS

1

2

3

4 72,905 77,260 81,617 85,974 90,329

5 76,062 80,415 84,781 89,137 93,488

6 79,225 83,578 87,931 92,293 96,645

7 82,392 86,758 91,093 95,449 99,805

8 85,542 89,901 94,255 98,605 102,963

9 88,702 93,062 97,474 101,771 106,125
10 91,862 96,214 100,575 104,930 109,280
11 99,381 103,734 108,090 112,244
12 102,533 106,890 111,250 115,598
13 114,410 118,762
14 117,566 121,918
20 94,104 104,776 109,131 119,805 124,160
24 96,343 107,016 111,373 122,048 126,401
28 98,589 109,260 113,615 124,289 128,645

** Anniversary increment as provided by Article X, Section 18

30** 100,830 111,503 115,857 126,532 130,886
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APPENDIX D-1
EL CAMINO COMMUNITY COLLEGE DISTRICT
PART-TIME FACULTY SALARY SCHEDULE

Effective January 1, 2008

LECTURE Class | —BA Class 11 - MA
Step Stipend Hourly Stipend Hourly
1 1327 73.73 1406 78.13

2 1385 76.93 1464 81.33

3 1442 80.13 1521 84.53
4 1500 83.31 1579 87.72

5 1557 86.51 1636 90.91

6 1615 89.70 1694 94.11
LAB Class | - BA Class Il - MA
Step Stipend Hourly Stipend Hourly
1 1006 55.87 1066 59.20

2 1049 58.29 1109 61.63

3 1093 60.71 1153 64.05
4 1136 63.13 1196 66.47

5 1180 65.50 1240 68.88

6 1223 67.97 1284 71.31
ACTIVITY Class | - BA Class 11 - MA
Step Stipend Hourly Stipend Hourly
1 956 53.10 1013 56.28

2 997 55.41 1054 58.58
3 1039 57.71 1096 60.88
4 1080 60.00 1137 63.18
5 1122 62.31 1179 65.47

6 1163 64.61 1220 67.78
NON-INSTRUCTIONAL Class | - BA Class 1l - MA
Step Hourly Hourly

1 41.72 44.22
2 43.53 46.03
3 45.34 47.83
4 47.15 49.64
5 48.96 51.44
6 50.76 53.26
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APPENDIX D-2
EL CAMINO COMMUNITY COLLEGE DISTRICT

ANNUAL AND HOURLY SALARY SCHEDULE FOR
CHILD DEVELOPMENT CENTER TEACHERS

Effective: January 1, 2008

STEPS

CLASS EDUCATION A B c D E
1. No Degree 29,891 30,779 31,703 32,642 33,630
14.370 14.798 15.242 15.693 16.168

2. AA 35,707 36,763 37,883 39,005 40,190
17.167 17.674 18.213 18.752 19.322

3. BA 41,522 42,776 44,061 45,381 46,730
19.963 20.565 21.183 21.818 22.466

4, BA+24 47,375 48,790 50,307 51,804 53,370
22.776 23.457 24.186 24.906 25.659

The Lead Child Development Center Teacher will be paid $245 a month stipend in addition to the
appropriate salary on the Child Development Center Teacher Monthly Salary Schedule.
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RATE |

APPENDIX D-3
SPECIAL RATES OF PAY FOR FACULTY
Effective January 1, 2008
$60.18

Use for: Full-Time Faculty Substitute rate (Full-Time Faculty Substitute Rate for
continuous substitute instruction/teaching in excess of two (2) weeks shall be at Rate |
plus 15% of Rate I.).

RATE 11

Use for:

RATE 111

Part-Time Faculty Substitute rate.

Overload rate (Instruction only).

Clinical Psychologists

Preparation for and conduct of instructional courses, workshops or seminars.
Instructional services assigned by the District on days not otherwise required as
part of the Faculty Member’s contract of service.

Consulting services of a technical/complex nature in which the Faculty Member
coordinates or supervises the work of others, and/or has responsibility for
oversight, reporting or accountability of a particular project or function.

$45.14

Counselor, librarian, physician assistant, faculty coordinator, registered nurse and
nurse practitioner duties, all of which involve student contact, in excess of 40
hours/per week during the academic year. See Article X, Section 13.

Substitute rate for counselors, librarians and nurses.

Assisting in the development of curriculum and conduct of research, if expressly
approved in advance by the appropriate Vice President.

Administering or supervising assessment measures for students.

Conducting laboratory courses (e.g., computer laboratory, police and fire
academy).

Certificated Tutors

Instructor of record for non-credit courses.

$30.10

Use for: Special assignments not included in Rate I or 11, such as student

supervision (not as instructor of record.
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SALARY SCHEDULE FOR COACHING STIPEND
PER SEMESTER FOR ONE CLASS HOUR PER WEEK

APPENDIX D-4

(BASED ON 18-WEEK SEMESTER)

Effective January 1, 2008

FT

PT

FT Athletics

FT 2 Teams

PT Athletics
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$3,149 per year
$ 515 per week
$ 553 per week
$1,021 per week
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APPENDIX E
E-mail, Internet and Network Use Policy

1. Introduction

El Camino Community College (ECC) owns and operates a variety of computer systems
for use by its faculty, students and staff. ECC encourages the use of its computer systems for
education, academic development, public service and other educational purposes. When using
ECC’s computer systems, all users are required to abide by the rules of this Policy and use the
system in an ethical and lawful manner. Misuse may constitute a misdemeanor or felony under
state or local law and may result in the deprivation of network privileges and/or disciplinary
actions.

2. Policy Requisite

All users of EI Camino’s computing systems should read, understand and comply with the
terms outlined in this Policy, as well as any additional guidelines as approved by College Council.
By using any of these systems, users agree that they will comply with these policies. Users
understand and agree that the ECC’s role in managing these systems is only as an information
carrier and does not endorse any transmissions by the user.

3. Rights
These computer systems, facilities and accounts are owned and operated by ECC. These

procedures shall not be construed as a waiver of any rights of ECC, nor shall they conflict with
applicable law. The District is not responsible for the loss and/or corruption of information that
may be stored on ECC’s computing systems.

4, Authorized Use

Access and privileges on ECC’s computing systems are assigned and managed by the
administrator of the specific system. Eligible individuals may become authorized users of the
system and be granted appropriate access and privileges by following the approval steps
prescribed for that system.

An authorized ECC agent must approve all access to ECC’s computer resources, including
issuing of passwords. Users may not, under any circumstances, transfer or confer these privileges
to other individuals. The authorized user is responsible for the proper use of the system,
including any password protection.

5. Conditions of Use

The user agrees to maintain an environment in which access to all of ECC’s
computing resources is equitably shared between users. The administrator will set minimum
guidelines within which users are required to conduct their activities.

The user agrees to maintain an environment conducive to learning. Many of the ECC
computing systems provide access to outside networks, both public and private, which furnish
electronic mail, information services, bulletin boards and conferences, etc. Users are advised that
they may encounter material, which may be considered offensive or objectionable in nature or
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content. Users are further advised that ECC does not assume responsibility for the contents of
any of these outside networks.

The user agrees to comply with the acceptable use guidelines for whichever outside
networks or services they may access through ECC’s systems.

The user agrees to follow proper etiquette on outside networks. Documents regarding
etiquette are available through specified individual networks.

The user agrees that in the unlikely event that someone does transmit, or cause to be
transmitted, a message that is inconsistent with an environment conducive to learning or with a
misleading origin, the person who performed the transmission will be solely accountable for the
message, not ECC, which is acting solely as the information carrier.

The user agrees to report any possible security lapse on any system to the system
administrator. The system must not be used until the system administrator has investigated the
problem.

The user agrees not to use their knowledge of passwords or loopholes in computer security
systems to damage computing resources, obtain extra resources, take resources from another user,
gain unauthorized access to resources or otherwise make use of computing resources for which
proper authorization has not been given.

6. Prohibited Uses

Use of any ECC computer system for any of the following purposes is strictly prohibited.

An individual’s computer use privileges may be suspended immediately upon the
discovery of a violation of these privileges.

Violations of these policies will be dealt with in the same manner as violations of other
college policies.

The user agrees never to use the system to perform an illegal or malicious act. Any
attempt to increase the level of access to which the user is authorized, or to deprive other
authorized users access to any ECC computer system shall be regarded as a violation of this

policy.

(a) Copyright Infringement

Computer software, text, audio, image or video files, as well as computer programs
protected by copyright, cannot be copied from, into or by using campus-computing facilities
except as permitted by law or by the contract with the owner of the copyright. This means that
such computer and microcomputer software may only be copied in order to make back-up copies,
if permitted by the copyright owner. The number of copies and distribution of copies may not be
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done in such a way that the number of simultaneous users in a department exceed the number of
original copies purchased by the department.

(b) Defamation — Libel/Slander

Creation or transmission of any false statement, which tends to cause injury to one’s
reputation is strictly prohibited. Any user creating or transmitting defamatory statements shall
have sole liability for any damages resulting from such defamatory statement.

The user agrees never to attempt to transmit, or cause to be transmitted, any message in
which the origination is deliberately misleading (except for those outside services which may
conceal identities as part of the service).

(c) Obscene Material

Creating, transmitting, uploading or downloading obscene material is strictly prohibited
when using ECC computer systems. “Obscene matter” means matter which when taken as a
whole, the predominant appeal of which to the average person applying contemporary statewide
standards, is to prurient interest, and is matter which taken as a whole goes substantially beyond
customary limits of candor in description or representation of such matters; and is matter which
taken as a whole lacks significant literary, artistic, political, educational or scientific value. Any
user violating this provision may be subject to applicable criminal and civil penalties. Civil
liability shall be solely and exclusively with the user.

(d) Commercial Use

Commercial use of ECC computer systems is prohibited.

Additional prohibitions include harassment, solicitations, unauthentic identification
(logging on as someone else), unauthorized use of institutional signatures (college letterhead,
logos, etc.), network vandalism (introducing a virus to corrupt files), use of workstations
specifically reserved for an individual employee or group of employees or monopolizing access.

Liability for violations of prohibited uses shall remain solely and exclusively with the
user.

7. Accounts

Others should not use an account assigned to an individual without written permission of
the system administrator. The individual is responsible for the proper use of the account,
including password protection.

8. Confidentiality

Programs and files are confidential unless they have been made available, with written
permission, to other authorized individuals. When performing maintenance, every effort is made
to ensure the privacy of the user’s files. Violations of confidentiality should be reported to an
administrator.
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The system has the ability to read your mail, your own account and the system
administrator account. All reasonable attempts have been made to ensure the privacy of your
accounts and your electronic mail.

9. System Performance
No one should deliberately attempt to degrade the performance of the computer system or
to deprive authorized personnel of resources or access to any college computer system.

10. Unauthorized Access

Loopholes in computer security systems or knowledge of a special password shall not be
used to damage the computer system, obtain extra resources, take resources from another user,
gain access to systems or use systems for which proper authorization has not been given.

Users shall not provide security codes to other users.

Users shall not install executable files on network servers and shall not modify, delete or
otherwise alter server files or any data within those files without express authorization to do so.

ECC retains the right to revoke, amend or change the provisions of this policy.

Users who do not adhere to this policy may be subject to disciplinary action.
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APPENDIX F

Vocational Instructors Equivalency Table

CLASS | CLASS 11 CLASS 111 CLASS IV CLASS V
Valid California Valid BA + 5 yrs. MA Doctorate
Community College | California experience
Credential Community
College Credential
OR OR
AA + 6 yrs. AA + 6 yrs.
experience or Board | experience or
Approval Board Approval
Equivalency Equivalency
Qualifications -plus-
12 semester units
vocational teacher
training program
courses
OR
BA + 2 yrs.
experience

Note: To qualify as a vocational instructor, the Faculty Member must be assigned to teach in a
vocational subject field designated by the District and be assigned a teaching load of which 80%
or more of the courses assigned are in that subject field.
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APPENDIX G

List of Faculty Service Areas By Division

BEHAVIORAL & SOCIAL SCIENCES:

Discipline
Anthropology

Child Development

Economics

Ethnic Studies
Gerontology
History
Philosophy
Political Science
Psychology
Religious Studies
Sociology

Social Sciences

Women's Studies

FSA
Anthropology

Child Development

Economics

Ethnic Studies
Gerontology
History
Philosophy
Political Science
Psychology
Religious Studies
Sociology

Social Sciences

Women's Studies
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Competency
Hold a valid teaching

credential in that discipline, OR

Meet state minimum
qualifications in the
discipline, OR

Have been granted an equivalency
in the discipline.



BUSINESS:

Discipline

Accounting

Business
Management
Marketing
Business Education

Law

Computer Information
Systems

Office Technologies
Real Estate

Legal Assisting

COUNSELING:
Discipline

Counseling

ESA

Accounting

General Business

Law

*Computer Information
Systems

Office Technologies
Real Estate

Legal Assisting

FSA

Counseling
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Competency

Hold a valid teaching
credential in that
discipline, OR

Meet state minimum
qualifications in the
discipline, OR

Have been granted an
equivalency in the discipline.

*In addition, must
demonstrate skills by
work experience,
portfolio or
performance.

Competency



HEALTH SCIENCES AND ATHLETICS:

Discipline
Health
Physical Education

Recreation
Administration

Coaching
Athletic Training
Nursing

Nursing Science:
Clinical Practice

Health Care Ancillaries
Health Information Tech
Radiologic technology
Respiratory technician
Respiratory technologies

FSA
Health
Physical Education

Recreation

Coaching
Athletic Training

Nursing

Medical technologies
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FINE ARTS:
Discipline

Art Studio
Commercial Art

Dance

Folk Dance

Drama/Theater Arts

Stagecraft

Music

Commercial Music

Graphic Arts
Jewelry

Photography

Photographic Technology

Speech

FSA
Studio

Art History
Commercial Art

Dance
the discipline.

Folk Dance
History

Performance
Technical

Instrumental
Vocal
Theory
History
Graphic Arts
Jewelry

Photography

Speech
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Competency

Hold a valid teaching
credential in that
discipline, OR

Meet state minimum
qualifications in the
discipline, OR

Have been granted an equivalency in

In addition, must
demonstrate skills by
work experience,
portfolio or
performance.



HUMANITIES:

Discipline

English

ESL

Foreign Languages

Humanities
Journalism
Linguistics

Mass Communication
Reading

Public Relations

ESA Competency

English Hold a valid teaching
credential in that
discipline, OR

ESL Meet state minimum
qualifications in the
discipline, OR

Spanish Have been granted an
equivalency in the

French discipline.

German

Japanese

Italian

Latin

Russian

Humanities

Journalism

Linguistics

Mass Communication
Reading

Public Relations
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INDUSTRY & TECHNOLOGY:

Discipline
Administration of
Justice

Private Security

Air Conditioning
Refrigeration, heating

Architecture

Auto Body
Auto Mechanics

Cabinet Making
Carpentry

Construction Mgmt.
Construction Tech.

Building Codes & Regs.

Cosmetology

Computer Service Tech.

Electricity

Electro-Mechanical Tech.

Electronics
Robotics

Telecommunications Tech.

Emergency Medical
Technology

Fire Tech.

Drafting
Engineering Tech.
Environmental Tech
Industrial Tech.

FSA

Administration of
Justice

discipline, OR

Air Conditioning
Refrigeration, heating

Architecture

Auto Body
Auto Mechanics

Carpentry

Construction

Cosmetology

Electronics

Emergency Med. Tech.

Fire Technology

Environmental Tech
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Competency

Hold a valid teaching
credential in that

Meet state minimum
qualifications in the
discipline, OR

Have been granted an
equivalency in the
discipline.



INDUSTRY & TECHNOLOGY (Cont’d):

Discipline FSA Competency

Machine Tool Tech.
Manufacturing Tech.

Welding Welding
Family and Consumer Family & Consumer Have been granted an
Studies/Home Ec. Studies equivalency in the discipline

Fashion & related
Technologies

Culinary arts/food *For Biological Sciences,
Technology local qualifications will be used
Interior Design Interior Design

Ornamental

Horticulture Horticulture
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LEARNING RESOURCES:

Discipline

Special Education

Education

Instructional design/
Technology

Library Science
Library Technology

Mass Communication

Broadcasting Tech.
Media production

Sign language

ESA

Adaptive PE
Counseling of
students w/
disabilities
Speech & Lang.
disabilities
Education
Learning Skills*

Instructional design
Technology
Library

Mass Communication

Broadcasting Tech.

Sign Language
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Competency

Hold a valid teaching
credential in that
discipline, OR

Meet state minimum
qualifications in the
discipline, OR

Have been granted an
equivalency in the
discipline.

*In addition must have course work
in Developmental
Education.



MATHEMATICAL SCIENCES:

Discipline ESA Competency
Computer Science Computer Science Have been granted an
equivalency in the
discipline.
Engineering Engineering

Mathematics Mathematics
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NATURAL SCIENCES:

Discipline
Biological Sciences
Biology

Botany

Ornamental
Horticulture

Astronomy/Physics

Chemistry

Geography
Earth Sciences

ESA

Anatomy & Physiology

Horticulture

Astronomy

Chemistry

Geography
Earth Sciences
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Competency

Hold a valid teaching
credential in that
discipline, OR

Meet state minimum
qualifications* in
Microbiology the discipline, OR

Hold a valid teaching
Credential in that discipline, OR

Meet state minimum qualifications
In the discipline, OR

Have been granted an equivalency
in the discipline.



APPENDIX H

Catastrophic Iliness/Injury Leave Donation Plan

About the Plan

The purpose of this plan is to permit employees of the District to donate eligible credits to an
employee when that employee or a member of his or her family suffers from a catastrophic illness
or injury. The intent is:

to ensure that the employee continues to receive medical benefits during the recovery period.
to enable the employee to continue receiving the regular salary.
TO BEGIN THE PROCESS, a letter of request and medical verification must be sent to the Director
of Human Resources. Assuming all other conditions are met, the Director will initiate the "Call for
Donated Leave" or the Catastrophic Illness/Injury (CIl) Committee will approve Leave Bank
donations.

Guidelines for Donating Days

Any employee may donate accumulated leave, but MUST retain no fewer than thirty (30) days of
sick leave on record.

EXCEPTION: An employee who is retiring or terminating and wishes to donate unused sick
leave to a specific person or to the Leave Bank may do so without limitation.

Employees may donate accumulated vacation days with no restrictions.
All days donated are irrevocable.

Any unused donated days will revert to the Leave Bank for use by other catastrophically ill or
injured employees who request and are approved to use days from this bank.

Donated sick leave or vacation days are charged on the basis of day-for-day regardless of the
classification and/or salary of either the donee or the donor.

The Employee suffering from a catastrophic illness or injury:

Must have used all available forms of leave (sick leave or vacation.)

Must be incapacitated or absent for an extended period of time no fewer than thirty (30) consecutive
calendar days.

Must submit a letter to the Director of Human Resources requesting "Call for Donations.” An
authorized person other than the donee may request donated days.
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Must submit medical verification to the Director of Human Resources. The District may require
additional medical verification from a physician selected by the District and at the expense of the
District.

As required in Ed Code 87045, the District determines that the employee is unable to work due to
the catastrophic illness or injury.

May use donated days as half or whole days which may be used retroactively. There are two
choices regarding the method of using donated days:

Half day worked plus half day donated leave equals a portion of or full pay.
Half day leave only, resulting in full health benefits coverage and a portion of or half pay.

Must use all donated leave within a 12-month period after the donation. Leave days will be placed
in a special donated leave account for up to one year. If the employee returns to work and has a
reoccurrence of the same or related catastrophic illness or injury, after using any accumulated
vacation and/or sick leave accrued days, previously donated leave days may be used. After one
year, and in unusual circumstances, the CIl Committee may consider a request to extend the period
of up to one additional year.

If no reoccurrence of the catastrophic illness or injury occurs within one year of the date returned to
work, the unused donated days will revert to the District's Leave Bank.

Pledged donated days may be used only for the specified catastrophic illness or injury. A different
catastrophic illness or injury must be handled as a separate or second incident.

NOT COVERED: Stress related illness; elective surgery; normal pregnancy; worker's
compensation claims; disabilities resulting from alcoholism or drug addiction unless the drugs
are administered by a physician; intentionally self-inflicted injuries; pre-existing physical
maladies or normal illness such as colds, flu, allergies, headaches, etc.

Leave Bank
The District annually, or as needed, will promote a "Call for Donated Leave" for the Leave Bank.
In addition, the District will give each employee who terminates, resigns or retires, an opportunity

to donate unused vacation or sick leave to the Leave Bank.

Unused donated days reverting to the Leave Bank or days specifically donated to the Leave Bank
make up the Leave Bank.

Requests for Leave Bank days are subject to availability. The District is not responsible for filling
requests from the Leave Bank if no days are available.
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It is the responsibility of the employee or employee’s authorized person making the request to
submit sufficient information or explanations to the “CII” Committee for approval. Insufficient
information will be grounds for denial.

Submit requests for Leave Bank days directly to the Director of Human Resources who then will
determine eligibility and provide the “CII” Committee with appropriate information. The
Committee will review the request, but will not be given the name of the person making the request.
Confidentiality will be upheld and all efforts will be made to ensure the privacy of the employee
making the Leave Bank request.

Definitions

Catastrophic Illness or Injury: “CII” as defined in Ed Code 87045, a catastrophic illness or injury is
one that is expected to incapacitate the employee for an extended period of time or that incapacitates
a member of the employee’s family which incapacity requires the employee to take time off from
work for an extended period of time to care for that family member, and taking extended time off
from work creates a financial hardship for the employee because he or she has exhausted all sick
leave and other paid time off. Examples include life threatening injury or illness; cancer; AIDS,
heart surgery, stroke, etc.

Cll Committee: The Catastrophic Iliness/Injury Committee is comprised of representatives from
the Federation, ECCE, (POA and Management, and is chaired by the Director of Human Resources
or Designee as a non-voting member.

Call for Donations: The District will solicit requests for donations for either individual or Leave
Bank requests.

Duration: Per Ed Code 87045, all donated leave is available for a maximum of 12 months.

Eligible Leave Credits: Vacation leave or sick leave accredited to the donating employee.

Extension: In unusual circumstances and upon request, an additional one year of leave donations
may be considered.

Grievances: Nothing in this plan is grievable.

Individual Requests: Employees meeting conditions of this plan may request donations from the
general employee population.

Irrevocability: Once leave is donated, the donor cannot retrieve any portion of the donated leave.

Leave: Vacation or sick leave accrued to the donating employee. A donating employee must retain
no fewer than 30 days of sick leave on record to be eligible to donate sick leave days.
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Leave Bank: Unused donated days or days specifically donated to a general account. The Leave
Bank permits those employees who do not wish to request individual donations to do so privately
and anonymously.

Medical Determination: Ed Code 87045 requires medical verification of catastrophic illness or
injury from a physician.

Medical Verification: Ed Code 87045 requires that the District determine that the employee is
unable to work due to a catastrophic illness or injury.

Requests: Ed Code 87045 specifies that an employee who is suffering from a catastrophic illness or
injury must request that eligible vacation or sick leave be donated. Donations cannot be accepted or
approved without this request.
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APPENDIX H
Donation to Catastrophic Leave Bank

Upon my termination of employment from EI Camino College on :
I wish to donate all my remaining sick leave to the Catastrophic Bank.

Signature Date

Social Security Number

Date sent to payroll Date processed by payroll
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APPENDIX H
EL CAMINO COLLEGE
CATASTROPHIC ILLNESS/INJURY LEAVE DONATION FORM

INDIVIDUAL REQUEST FOR DONATIONS

of is eligible for participation in the District's
Catastrophic Illness/Injury Leave Donation Plan and is requesting donations at this time. If you
wish to donate sick leave and/or vacation days, please complete this form and submit to the
Human Resources Division.

RECOMMENDATION: Because the days you donate are irrevocable, the District cautions you
to carefully consider the number of days you are donating. The District recommends that if you
choose to donate, that you contribute only 1 or 2 days for any one request. The employee listed
above has the right to request donations again if he/she runs out of days from this request;
however, no employee is eligible for donated leave beyond 12 consecutive months (AB2007
compliance).

| understand the terms and conditions of Catastrophic lliness/Injury Leave Donation Plan, and

wish to contribute sick leave and/or vacation days as specified below.

Your Name: Social Security No.
(Please print your name) (Required)

NUMBER OF SICK LEAVE DAYS TO BE DONATED:
NUMBER OF VACATION DAYS TO BE DONATED:

| understand that this donation is irrevocable and that the amount indicated above will be
deducted from my accumulated sick leave or vacation days accordingly.

(Your signature)

(Date)

FOR OFFICE USE ONLY

DO N OT D ETAC H kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkhkkkkkkhkkkkkkkkkkk

HUMAN RESOURCES VERIFICATION:

PAYROLL VERIFICATION: Deduction of sick leave and/or vacation was made on
and credited to account.

(Date)
PLEASE RETURN ALL COPIES TO HUMAN RESOURCES

Distribution: White (Accounting), Pink (Donor), Yellow (Personnel)
2/25/08
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APPENDIX |

EL CAMINO COLLEGE
FEDERATION MEMBERSHIP DUES, REPRESENTATION SERVICE FEE

The Agreement between EI Camino Community College District and EI Camino College Federation of Teachers,
Local 1388, AFT, AFL-CIO, provides that each faculty member covered by the Agreement must pay either
Federation membership dues or a representation service fee. Each faculty member is required to fill out and
return this form to Human Resources.

Listed below are the options available in regard to Federation membership dues/representation service fees. You
must select one option, and indicate if you wish to pay dues/fees in one lump sum or have dues/fees deducted from
your paycheck on a tenthly basis. This authorization will remain in effect until revoked in writing.

OPTION |

|:| | AM HEREBY APPLYING TO BECOME A MEMBER OF THE FEDERATION.
Check one below:

4. Withhold my annual dues from my paychecks, on a tenthly basis.

5. 1 will pay the annual dues amount directly to the Federation within thirty days of the start of my assigned duties
with the College.

OPTIONIII

|:| | DO NOT WISH TO BECOME A MEMBER OF THE FEDERATION.
Check one below:

6. Withhold my reduced representation service fee from my paychecks on a tenthly basis.
7. 1 will pay the annual reduced representation service fee directly to the Federation.

SUPPORT THE FEDERATION’S COMMITTEE ON POLITICAL EDUCATION

I hereby authorize the following deduction (payable tenthly) from my salary:

[]$5.00 []$7.00 []$10.00

This authorization is signed freely and voluntarily and not out of any fear of reprisal and I will not be favored or
disadvantaged because | exercise this right. Contributions or gifts to ECCFT-COPE are not deductible as charitable
contributions for federal income tax purposes. Employees are welcome to contribute more or less than the designated
amount. This voluntary authorization may be revoked at any time by notifying ECCFT of the desire to do so.

Date Signature Social Security #
Print Name Division
Phone: Office Home (If you want released to the Federation.)

Distribution: White - Employee, Pink - Personnel file, Yellow — Federation
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APPENDIX J
Faculty Observation Report

activities effectively.
Comments:

EVALUATEE: SEMESTER
EVALUATOR: DATE OBSERVED
CLASS/STUDENTS OBSERVED
*Needs * .
Satisfactory Improvement Unsatisfactory
1. Shows currency and depth of knowledge of
subject.
Comments:
2. Organizes classroom

. Adapts appropriate methods

and materials of teaching

to meet the needs of students
consistent with the maintenance
of quality education.
Comments:

. Answers students' questions

appropriately and respectfully.
Comments:

. Material taught in class is appro-

priate to the course description.
Comments:

. Provides information to students
concerning course objectives, methods
of evaluation, and grading policies.

Comments:

TO EVALUATOR:
TO EVALUATEE:

TO Dean:

OVERALL RATING:

[] Satisfactory [ ] Needs Improvement [ ] Unsatisfactory

check here: []

Make 2 copies of this completed report and provide one to Evaluatee and one to Dean. If you desire a
conference, check here:
If you desire a conference to discuss your self-evaluation, your student evaluations, or this evaluation,

If a conference is necessary per the Agreement or if you request a conference, check here:[]

*Any "Needs Improvement" or "Unsatisfactory" ratings must include comments to identify specific problems. (Attach sheet if necessary.)

Distribution: Original-Employee Canary-Division Pink-Human Resources
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APPENDIX J
Dean's/Supervisor's Evaluation Form

EVALUATEE: SEMESTER
EVALUATOR: DATE:
*Needs
Satisfactory Improvement *Unsatisfactory

1. Participates in college committee work/activities.
Comments:

2. Participates in professional activities.
Comments:

3. Conforms to official course outline of record and
provide course syllabi.
Comments:

4. Keeps office hours.
Comments:

5. Adheres to class meeting and final examination
schedules.
Comments:

6. Maintains official college records.
Comments:

7. Observes safety standards.
Comments:

OVERALL RATING:

[ ] Satisfactory [ ] Needs Improvement [ ] Unsatisfactory

TO EVALUATEE: If you wishl:t? have a conference to discuss this evaluation, your self-evaluation, your student evaluations, or your peer evaluation,
check here

TO Dean OR Supervisor: If a conference is necessary per the Agreement or if you request a conference with the evaluatee, check here:[]

Any "Needs Improvement" or "Unsatisfactory" ratings must include comments to identify specific problems. (Attach sheet if necessary.)

Distribution: Original-Employee Canary-Division Pink-Human Resources
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APPENDIX J

Conference Report For Faculty
DIVISION OF

has been evaluated in accordance with
Acrticle 22 of the Agreement between EI Camino Community College District and the EI Camino
College Federation of Teachers and is considered to have an overall rating of:

satisfactory
in need of improvement
unsatisfactory

Summary of conference (to be completed by the evaluator) and to include

1. SELF EVALUATION

2. OBSERVATION REPORT

3. STUDENT SURVEY RESULTS

4. DEAN'S EVALUATION (when required)

Panel Member(s):(Please print.) Signature(s): Date:

I have reviewed the above CONFERENCE REPORT FOR FACULTY. My signature does
not necessarily indicate my agreement with the evaluation. | understand that | may submit a
written statement within a calendar week to be attached and forwarded with this report.

Signature of Evaluatee Date:

Evaluator(s) please provide signed copies to the following:

1- Evaluatee 2-Dean 3 -Human Resources
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APPENDIX J

Self-Evaluation Report
(Report is due 1 week prior to Evaluation Conference)

NAME: DATE:

The self-evaluation report should include but may not be limited to the following areas:

1) Objectives for the continued improvement of instruction and student learning outcomes
based on the job description, (Appendix A) 2) the results of the student survey, a self-
examination of teaching effectiveness, effective encouragement of student success and effective
encouragement of student course completion, 3) professional growth activities, including any
conferences or workshops attended by the evaluatee, 4) copies of course syllabi which include
the contract Faculty Member’s classroom policies, grading procedures, and course content
timeline, 5) College committees on which the evaluatee is serving or has served since the last
evaluation, and 6) the extent to which objectives for the improvement of instruction and student
learning outcomes from the last report were met. Additional pages may be attached.

I. OBJECTIVES FOR THE CONTINUED IMPROVEMENT OF INSTRUCTION AND

STUDENT LEARNING OUTCOMES:

Il. ANALYSIS OF STUDENT SURVEY:

I11. PROFESSIONAL GROWTH:

IV. ANALYSIS OF PREVIOUS OBJECTIVES FOR THE IMPROVEMENT OF
INSTRUCTION AND STUDENT LEARNING OUTCOMES:
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APPENDIX J

Student Survey of Instructor Effectiveness
DIVISION OF

Directions: Please mark the response which is closest to your opinion. If you feel you cannot answer, or
the question is not applicable, mark answer "E." Use a number 2 lead pencil only. ANSWER THE
QUESTIONS ONLY. DO NOT PUT ANY OTHER MARKS ON THE ANSWER SHEET.

The response choices for each question are:

> wn

10.
11.
12.

A - Strongly Agree

B - Agree

C - Disagree

D - Strongly Disagree

E - No opinion or Not applicable

The objectives for the course have been made clear.

Agreement exists between stated course objectives and what is actually taught.

The instructor explains how student work is to be evaluated.

The instructor seems concerned about student progress and gives help when needed.

The instructor uses class time effectively.

The instructor is well-prepared for each class.

The instructor makes use of appropriate examples or illustrations to help clarify the material.
In this class | feel free to ask questions.

The instructor exhibits a personal interest in the subject matter of the course.

The instructor inspires my confidence in his knowledge of the subject matter of the course.

The instructor maintains reasonable availability to students, including scheduled office hours.

In my opinion, the instructor is accomplishing the objectives of the course.

[PLEASE NOTE: ADDITIONAL QUESTIONS MAY BE ADDED TO INCLUDE SPECIAL
CIRCUMSTANCES IN DIFFERENT DIVISIONS ]
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APPENDIX K
FACULTY COMPUTER USE AGREEMENT

The ElI Camino Community College District provides computers to its full-time teaching faculty for institutional
purposes. The goal in providing this resource is to promote educational excellence through the use of technology to
foster innovation, creativity and efficiency. Participating faculty may be asked to complete an evaluation survey
indicating ways in which the use of this computer has allowed them to better support instruction. The faculty
member agrees to take reasonable measures to protect the College District’s property and agrees by affirmation to
the following conditions:

1.

2.

Date

At the issuance of the computer, | will attend an orientation for the safe use of my computer.

While on campus | accept personal responsibility for the laptop computer should the computer be lost,
stolen or severely damaged due to my negligence.

I also accept complete liability any time | take the computer off campus. In the event that | am determined
to be liable for a laptop computer that is lost, stolen or severely damaged, the laptop computer will be
replaced, at the discretion of the District, for a fee not to exceed $350.

A procedure to arbitrate disputes arising over application of this agreement will be established jointly with
the District and EI Camino College Federation of Teachers.

| agree to exercise care and caution when downloading file information. Certain files may carry computer
viruses which may damage the computer’s software and operation.

I understand that computers are provided to support the educational mission of the College District.
Incidental personal use of the computer must not interfere with this educational mission.

I understand that | will be personally liable for any of my own actions which violate copyright laws, illegal
use of copyrighted material or other illegal use, such as harassment and installation of non-licensed
software.

The computer (laptop or desktop), and its replacement, if applicable, remains the property of the College
District. 1 agree to surrender the computer upon retirement, resignation, termination or change to a non-
teaching assignment. Failure to comply with the College District’s demand for the return of the computer
will be considered an unlawful taking of College District property and will result in disciplinary action
and/or criminal prosecution.

Signature

Printed Name

Office use only

Distribution: Original — Human Resources Canary — Information Systems Technology Pink — Faculty Member copy
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APPENDIX L
INSURANCE BENEFITS COMMITTEE GUIDELINES

1. Membership in the Insurance Benefits Committee includes three (3) Faculty
Members designated by the Federation, three (3) members designated by the exclusive
representative for classified employees, one (1) member designated by the Police Officer’s
Association (POA), and six (6) members designated by the President of the College, one of
whom, the Vice President of Administrative Services or Designee, is appointed as Committee
Chairperson. Each organization is entitled to designate an alternate member, and the President
may designate two (2) alternate members. Such alternate members are to serve in the event any
of the designated persons are unable for any reason to serve.

2. All designated appointees by the named organizations and all designated
appointees designated by the President of the College shall have an equal voice in the
proceedings of the Committee and shall be full participants therein.

3. The Committee shall employ such consultants and experts as it deems
appropriate.

4. The Committee’s costs of operation shall be borne by the District.

5. Any Committee recommendation for changes in insurance benefits must be
approved in writing by ten (10) of the members of the Committee.

6. All additions to, deletions from or changes to the Committee’s bylaws must be

approved in writing by ten (10) of the members of the Committee, including at least one Faculty
Member voting for approval.
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APPENDIX M-1
TENURE-TRACK FACULTY HIRING PROCEDURES

NOTE:  The Superintendent/President is responsible for the implementation of the hiring
procedures as jointly agreed upon by the Academic Senate and the Board of Trustees
in accordance with the Education Code, Section 87360, in AB 1725.

1. Definition of Terms

“VP” is Vice President.

“Position(s)” refers to both new and replacement position(s).
“ASC” is Academic Senate Council

“AAQ” is Affirmative Action Officer.

“AAR” is Affirmative Action Representative.

moow>>

2. Position Identification Process
A.  The appropriate VP will initiate the position identification process in a timely basis.
B. Division Approval

1. Positions to be requested are identified jointly by the division Dean and full-
time faculty.

a. Input will be requested from each division by the appropriate VP before
proposals for new or replacement positions are submitted by the Deans to
the appropriate VP. This input should come from existing, division
advisory committees or a committee consisting of the Dean and all
interested faculty in the division.

b. All pertinent data shall be reviewed by the division advisory committee
and made available to any faculty member requesting it.

C.  Campus-Wide Approval
1. A joint Academic Senate/administration committee will be convened by the
appropriate VP for final identification of positions recommended for
announcement. The composition of this committee will be at least 50% appointed
by the ASC.

2. New and anticipated replacement positions identified for the following fall are to
be approved before the winter recess.
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D.

Unanticipated positions will be filled only on a temporary basis not to exceed 1 year.

3. Screening Committee

A.

Selection

The division Dean or designee will be initially responsible for identifying the
members of the screening committee in compliance with Section 111-B.

Composition

1.

2.

Division Dean or designee

Where there is a director with specific program responsibility over the position to
be hired, he/she will either be the Dean’s designee or a voting member of the
committee.

3 or more tenured faculty from the discipline or from the division if not enough
faculty are available from the discipline. These committee members shall be
approved by a majority of the tenured faculty in the discipline.

1 tenured faculty member from outside the division who is approved by the
President of the ASC or designee.

1 non-voting AAR appointed by the AAO in consultation with the President of
the ASC or designee. Every attempt will be made to have a faculty AAR serve on
every faculty screening committee. However, in the event no faculty member is
available, either a representative from management or classified staff will be
appointed.

The division Dean or designee will normally serve as the committee chair subject
to the approval of the committee. The committee may select an alternate chair in
consultation with the appropriate VP. The responsibilities of the chair include,
but are not limited to the following:

a. Follow procedures specifically outlined in the Federation contract and the
AB 1725 Hiring Procedures.

b. Forward to Human Resources the names of the committee members and the
name of the chair.

c. Work with committee members’ schedules to call timely meetings and
accommodate faculty teaching schedules where possible.

185



d. Assure that the paper screening, preliminary interview and final interview
calendar is completed and forwarded to Human Resources in a timely
manner.

e. Review committee members’ responsibilities, screening procedures,
affirmative action guidelines and conditions of privacy and confidentiality.

f. Arrange for appropriate training in the area of screening procedures and/or
affirmative action if necessary.

g. Coordinate the development and dissemination of the interview questions
and activities (if appropriate), and paper screening criteria, with the
committee and forward to Human Resources.

h. Secure applicant packets from Human Resources in a timely manner.

i. Review Human Resources Procedures enclosed with the applicant packets
and share appropriate procedures with committee.

J. After candidates are selected for interviews, coordinate initial phone
contacts with potential candidates, send follow-up confirmation letters and
develop interview schedule.

k. Complete reference checks, coordinate with Human Resources to verify
qualifications and salary placement, notify interviewees of final selection
status and prepare appropriate documents for the final interview.

I.  Upon completion and agreement on the candidate to be selected, the chair
and/or the Dean will extend an offer to the selected candidate and apprise
the committee and Human Resources of the outcome and to reconvene the
committee if necessary.

m. Notify interviewees not selected.
n. Return applicant packets, with all completed forms and committee
members’ notes, to Human Resources no later than 2 weeks after the final

interviews are completed.

0. Appropriate clerical support will be provided to the designated chair by the
division.

7. At the discretion of the faculty in the discipline, non-faculty may be appointed
with voting or non-voting status.
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8. The majority of committee members shall be tenured faculty from the discipline
or from the division, if not enough faculty are available from the discipline.

9. The requirement for faculty to be tenured may be waived when deemed necessary
by a majority of tenured faculty in the discipline or in the division if no tenured
faculty are available from the discipline.

4.  Job Announcement
A.  Job announcements will:

1. Be developed by the faculty of the discipline and the division Dean or designee in
consultation with the Director of Human Resources and/or the AAO. A
standardized form provided by Human Resources will be used, with blanks for
areas which may vary depending on the nature of the position.

2. Include sufficient detail so as to clarify:

a. Minimum qualifications.

b. Desirable qualifications.

c. Departmental needs.

d. Type of activity (if appropriate) required during the interview.
e. Tentative interview week(s).

f. The interview expenses the college will/will not pay.

3. Be circulated within 20 working days after positions are identified.

B.  Prior to finalizing the job announcement, the screening committee must determine the
following items:

1. Paper screening criteria. In addition to qualifications stated on the job
announcement, paper screening criteria may include:

a. Training and/or work experience.
b. Recency of training and/or work experience.

c. Evidence of updating of skills.
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d. Teaching experience.
e. Continued professional growth.
2. Tentative interview week(s).
5. Application Period

A. Announced positions will be actively advertised for 40 working days prior to the
screening committee’s selection of candidates to interview; however, the position
may remain open until filled.

B. Applications of candidates determined to be qualified, once filed, are valid for any
opening in the discipline for two academic years starting with the one in which the
position is to be filled. Implementation of this item is subject to adequate resources
and staff. At such time procedures will be developed jointly with all appropriate
constituencies.

C. During the application period, the screening committee will:
1. Develop interview questions.

2. Develop a description of the activity (if appropriate) to be requested of each
interviewee. A teaching demonstration is required for all teaching positions.

D. The questions and activities will be forwarded to the Director of Human Resources
for review.

6. Screening Process
A. Screening

1. Contingent upon funding, Human Resources will prescreen the applications
for all minimum qualifications. Human Resources will also screen for all
required materials, which include the application form, the highest degree
transcripts, and the resume. Human Resources will notify the chair that the
completed application packets on individual applicants who meet the
minimum qualifications are available for screening.

2. Prior to the committee’s screening of applications, the AAO must prescreen
the applications to certify either that the applicant pool is sufficiently diverse
or that sufficient effort has been made to obtain an appropriate applicant pool
in accordance with the District’s Affirmative Action Plan.
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If the applicant pool is not certified for screening, the AAO must present
written justification to the screening committee.

In the event that there is a determination that the applicant pool lacks
sufficient diversity, the AAO will meet with the screening committee and the
Director of Human Resources to discuss the problem and determine the next
step(s) in reannouncement.

B. Timelines for Review of Applications

1.

Applications are to be forwarded by Human Resources to the AAO within
7 working days of the end of the advertising period.

The AAO will have 5 working days to review the diversity of the
applicant pool and, if approved, forward the applications to the screening
committee. In the absence of the AAO, the Director of Human Resources
will make the determination.

All committee members must review the applications before the meeting
to select the interviewees and will have a minimum of 5 and a maximum
of 7 working days in which to do so. If over 60 applications are received
the screening committee may elect to extend the screening period a
maximum of an additional 7 working days.

The committee in consultation with the AAR/AAO will agree as to which
candidates to interview and schedule interviews (according to the job
announcement) within 2 weeks after the applications are available for
review.

C. Evaluation of Candidates

1.

Screening committee members must be present for all interviews to
participate in the committee decision.

Committee members will document the screening/interview/evaluation
process as specified by Human Resources.

Evaluation of the candidates may be based on:
a. Knowledge of subject area.

b. Communication ability (written and verbal as applicable).
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7. Final Selection Process

g.

Ability to stimulate interest in the discipline among community
college students.

Teaching ability.

Ability to work with students of widely diverse backgrounds and
abilities.

Experience.

Ability and willingness to contribute to the college community.

Candidates will be chosen by the screening committee and sent to the final
selection committee. They may be sent in ranked order at the screening
committee’s discretion. If fewer than 3 acceptable candidates are
identified, justification must be provided by the screening committee.

The Dean or designee and a committee member selected by the screening
committee will jointly check the references of the top candidates.

Candidates interviewed for a full-time position but not hired may, at the
discretion of the screening committee, be hired for an adjunct or full-time
temporary faculty position based on the interview for the full-time
position.

A Composition of Final Selection Committee

1. President

2. 1 or 2 Vice Presidents

3. Dean or designee or direction (whichever served on the screening
committee) as determined by the screening committee.

4. 2 faculty members from the screening committee, selected by the
screening committee.

5. 1 non-voting affirmative action representative.

B. Selection of Final Candidate(s)
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After an open and collaborative assessment of each candidate, the
committee will select the candidate(s) to recommend to the Board of
Trustees. At some point in the discussion of the screening committee’s
ranking of the candidates will be reviewed.

The selected candidate(s) will be recommended to the Board of Trustees
by the Superintendent/President.

In the event the Superintendent/President cannot support the
recommendation of the final selection committee or if no selection is
made, a joint meeting will be held between the Superintendent/President
and the *screening committee to determine the alternative.

8. Affirmative Action

A

The procedures detailed in this document include steps required for compliance
with the District’s Affirmative Action Plan.

Responsibilities (not included above) of the AAO as they pertain to the faculty
hiring procedures are:

1. Serve as a resource regarding legal aspects to the AARs and of the
Screening committees.

2. Validate that each member of the screening committee has
completed the specified in-service training in compliance with the
District’s Affirmative Action Plan.

3. Review and validate the hiring process with the AAR.

4, Provides the AAR and the screening committee with general ethnic
and gender statistics of the applicant, interview, and final selection
pools. No information will be provided by individual applicant
name.

C. The responsibilities (not included above) of the AAR are to:

1. Work with the AAO to determine if the applicant pool represents
diversity.

2. Serve as a resource to the screening committee regarding
appropriate methods of screening and interviewing.
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9.

D.

3. Advise the screening committee of inconsistencies or inappropriate
screening or interviewing activities.

4, Consult with the AAO regarding unresolved problems relating to
potential violations.

In the event the AAO determines that there is a violation of affirmative

action procedures in the screening or interview process:

1. The AAO will meet with the appropriate VP and in writing notify
the screening committee of the violation and that the process will
be temporarily stopped.

2. Within 5 working days a meeting will be held to review the alleged
violation.
3. The Superintendent/President, with the recommendation of the

AAO, will make the final determination regarding the
continuation, revision or termination of the process.

4, Justification for terminating or altering the process will be given to
the screening committee.

Review and Revision

A

Any exceptions to the procedures stated in this document require mutual
agreement among the ASC, the Federation and the Administration

Resolution of a unique situation not covered by the procedures will require
joint agreement among the ASC, the Federation, and the Administration.

Review and revision will be done at the request of the ASC, the
Federation, or the Administration.

Revisions must be mutually agreed upon by all parties; until such
agreement is reached, the current procedures will remain in effect.

The President of the ASC, the President of the Federation and/or the
District, in consultation with the Superintendent/President, may
temporarily suspend the hiring process. Immediately upon suspension of
the process a joint committee of the ASC, the Federation, and the
administration will be formed to review any allegations and make a
recommendation to the Superintendent/President. The
Superintendent/President with the recommendation of the committee, will
make the final determination regarding the continuation, revision, or
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termination of the process. Justification for terminating or altering the
process will be given to the screening committee.
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NOTE:

APPENDIX M-2

ADJUNCT FACULTY HIRING PROCEDURES

The Superintendent/President is responsible for the implementation of the hiring
procedures as jointly agreed upon by the Academic Senate and the Board of Trustees
in accordance with the Education Code, Section 87360, in AB 1725.

1. Definition of Terms

moow

“VP” is Vice President.

“Position(s)” refers to both new and replacement position(s).
“ASC” is Academic Senate Council.

“AAQ” is Affirmative Action Officer.

“AAR” is Affirmative Action Representative.

2. Position Identification Process

A

Full-time faculty within the discipline shall be given the opportunity to meet with
the Dean and/or Associate Dean to discuss anticipated positions and desired
numbers of sections for each course. During this discussion availability of overload
assignments for full-time faculty will also be discussed. Based on this discussion a
list of positions recommended for announcement will be forwarded to the Vice
President for approval. These procedures are to augment and clarify procedures
delineated in the Federation contract — not supersede it.

Sections not assigned to full-time or current part-time faculty are to be identified
and announced before the semester schedule of classes is due.

Disciplines which have a high demand for adjunct faculty will establish a candidate
pool from which emergency hires can take place.

3. Screening Committee

A

Selection of Committee

The division Dean or designee will be initially responsible for identifying the
members of the screening committee in compliance with Section I111-B.

Composition of Screening Committee

1. Division Dean or designee.
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Where there is a director with specific program responsibility over the position
to be hired he/she will either be the Dean’s designee or a voting member of the
committee.

Tenured faculty from the discipline shall determine the faculty representation
on the screening committee. The screening committee shall have at least one
faculty member from the discipline or from the division if not enough faculty
are available from the discipline.

The division Dean or designee will normally serve as the committee chair
subject to the approval of the committee. The committee may select an
alternate chair in consultation with the appropriate VP. The responsibilities of
the chair include, but are not limited to the following:

a. Follow procedures specifically outlined in the Federation contract and the
AB 1725 Hiring Procedures.

b. Forward to Human Resources the names of the committee members and
the name of the chair.

c.  Work with committee members’ schedules to call timely meetings and
accommodate faculty teaching schedules where possible.

d. Assure that the paper screening, preliminary interview and final interview
calendar is completed and forwarded to Human Resources in a timely
manner

e. Review committee members’ responsibilities, screening procedures,
affirmative action guidelines and conditions of privacy and confidentiality.

f.  Arrange for appropriate training in the area of screening procedures and/or
affirmative action if necessary.

g. Coordinate the development and dissemination of the interview questions
and activities (if appropriate), and paper screening criteria, with the
committee and forward to Human Resources.

h.  Secure applicant packets from Human Resources in a timely manner.

i.  Review Human Resources Procedures enclosed with the applicant packets
and share appropriate procedures with committee.
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After candidates are selected for interviews, coordinate initial phone
contacts with potential candidates, send follow-up confirmation letters and
develop interview schedule.

Complete reference checks, coordinate with Human Resources to verify
qualifications and salary placement, notify interviewees of final selection
status and prepare appropriate documents for final interview.

Upon completion and agreement on the candidate to be selected, the chair
and/or the Dean will extend an offer to the selected candidate and apprise
the committee and Human Resources of the outcome and to reconvene the
committee if necessary.

Notify interviewees not selected.
Return applicant packets, with all completed forms and committee
members’ notes, to Human Resources no later than 2 weeks after the final

interviews are completed.

Appropriate clerical support will be provided to the designated chair by
the division.

At the discretion of the faculty in the discipline, non-faculty may be appointed
with the voting or non-voting status.

The requirement for faculty to be tenured may be waived when deemed
necessary by a majority of tenured faculty in the discipline or in the division if
no tenured faculty are available from the discipline.

4. Job Announcement

A. Job announcements will:

1.

Be developed by the faculty of the discipline and the division Dean or designee
in consultation with the Director of Human Resources and/or the AAO. A
standardized form provided by Human Resources will be used, with blanks for
areas which may vary depending on the nature of the position.

Include sufficient detail so as to clarity:

oo

Minimum qualifications.

Desirable qualifications.

Departmental needs.

Type of activity (if appropriate) required during the interview.
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5. Application Period

A. Announced positions will be actively advertised for 20 working days prior to
the screening committee’s selection of candidates to interview; however, the
position may remain open until filled.

B. Applications of candidates determined to be qualified, once filed, are valid for
any opening in the disciplines for two academic years starting with the one in
which the position is to be filled. Implementation of this item is subject to
adequate resources and staff. At such time procedures will be developed
jointly with all appropriate constituencies.

C. During the application period, the screening committee will:

1.  Develop paper screening criteria. In addition to qualifications stated on
the job announcement, paper screening criteria may include:

Training and/or work experience.

Recency of training and/or work experience.
Evidence of updating of skills.

Teaching experience.

Continued professional growth.

Poo0 o

2. The questions and activities will be forwarded to the Director of Human
Resources for review.

6. Screening Process
A. Prescreening

1. Every attempt will be made by the AAO and Human Resources to obtain a diverse
applicant pool.

2. Contingent upon funding, Human Resources will prescreen the applications for all
minimum qualifications. Human Resources will also screen for all required
materials which include the application form, the highest degree transcripts, and
the resume. Human Resources will notify the chair that the completed application
packets on individual applicants who meet the minimum qualifications are
available for screening.

B. Timelines for Review of Applications
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1. Applications are to be forwarded by Human Resources to the AAO within 7

working days of the end of the advertising period.

The AAO will have 5 working days to review the diversity of the applicant pool
and forward the applications to the screening committee. In the absence of the
AAO, the Director of Human Resources will forward the applications to the
screening committee.

All committee members must review the applications before the meeting to select
the interviewees and will have a minimum of 5 and a maximum of 7 working day
sin which to do so. If over 60 applications are received the screening committee
may elect to extend the screening period a maximum of an additional 7 working
days.

The committee will agree as to which candidates to interview and schedule
interviews (according to the job announcement) within 2 weeks after the
applications are available for review.

C. Evaluation of Candidates

1.

Screening committee members must be present for all interviews to participate in
the committee decision.

Committee members will document the screening/interview/evaluation process as
specified by Human Resources.

Evaluation of candidates may be based on:
a. Knowledge of subject area.
b. Communication ability (written and verbal as applicable).

c. Ability to stimulate interest in the discipline among community college
students.

d. Teaching ability.
e. Ability to work with students of widely diverse backgrounds and abilities.
f.  Experience.

g. Ability and willingness to contribute to the college community.
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Selection of Final Candidate(s)

1. After an open and collaborative assessment of each candidate, the committee will
select the candidate(s) to be recommended to the Board of Trustees by the
Superintendent/President.

2. The Dean or designee will check the references of the top candidate(s) prior to
recommendation to the Board of Trustees.

7. Affirmative Action

A

The procedures detailed in this document include steps required for compliance with
the District’s Affirmative Action Plan.

Responsibilities (not included above) of the AAO as they pertain to the faculty hiring
procedures are:

1. To assign an AAR to the screening committee when appropriate.

2. Serve as a resource regarding legal aspects to the screening committees.

3. Validate that each member of the screening committee has completed the
specified in-service training in compliance with the District’s Affirmative Action
Plan.

4. Review and validate the process.

Provide the screening committee with general ethnic gender statistics of the applicant,

interview and final selection pools. No information will be provided by
individual applicant name.

C. The responsibilities (not included above) of the AAR (if assigned) are to:

1. Work with the AAO to determine if the applicant pool represents diversity.

2. Serve as a resource to the screening committee regarding appropriate methods of

screening and interviewing.

3. Advise the screening committee of inconsistencies or inappropriate screening or

interviewing activities.

4. Consult with the AAO regarding unresolved problems relating to potential violations.
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9.

D. In the event the AAO determines that there is a violation of affirmative action procedures in
the screening or interview process:

1. The AAO will meet with the appropriate VP and in writing notify the screening
committee of the violation and that the process will be temporarily stopped.

2. Within 5 working days a meeting will be held to review the alleged violation.

3. The Superintendent/President, with the recommendation of the AAO, will make the
final determination regarding the continuation, revision, or termination of the process.

4. Justification for terminating or altering the process will be given to the screening
committee.

8. Emergency Hires

A. When there is insufficient time for the ordinary hiring process, an emergency hire may be
done according to procedures established by the faculty of the discipline in consultation with the
Dean.

B. In the event of an emergency hire, regular adjunct faculty hiring procedures must be
accomplished for the following semester.

Review and Revision

A. Any exceptions to the procedures stated in this document require mutual agreement among the ASC, the
Federation and the administration.

B Resolution of a unique situation not covered by the procedures will require joint agreement among the
ASC, the Federation and the administration.

C. Review and revision will be done at the request of the ASC, the Federation or the administration.

D. Revisions must be mutually agreed upon by all parties; until such agreement is reached, the current
procedures will remain in effect.

E. The President of the ASC, the President of the Federation, and/or the District, in consultation with the
Superintendent/President, may temporarily suspend the hiring process. Immediately upon suspension of the
process a joint committee of the ASC, the Federation and the administration will be formed to review any
allegations and make a recommendation to the Superintendent/President. The Superintendent/ President, with
the recommendation of the committee, will make the final determination regarding the continuation, revision,
or termination of the process. Justification for terminating or altering the process will be given to the screening
committee.
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APPENDIX N
EL CAMINO COMMUNITY COLLEGE DISTRICT
Human Resources

TO: All Employees (excluding Casual & Student Employees)
FROM: Human Resources
SUBJECT: INFORMATION UPDATE

For the purpose of updating the information below, all employees must complete and return this form to Human
Resources. Note: THIS FORM MUST BE COMPLETED IN ITS ENTIRETY AS IT REPLACES ALL FORMER
COPIES SUBMITTED.

NAME:

Last First Middle
ADDRESS:

Number Street

City State Zip Code
HOME TELEPHONE: ( ) [ ] DO NOT RELEASE

Your home telephone number will be provided to the respective employee organization unless you request exclusion. If
you do not want your home telephone number released, please indicate in the section next to your number.

PLEASE INDICATE: FULL-TIME |:| PART-TIME |:|
POSITION TITLE: Last 4 digits of Social Security#
DIVISION: EXTENSION:

* * * * * * * * * * * * * * * * * * * * * * * * * * * *

IN CASE OF ACCIDENT OR SERIOUS ILLNESS - NOTIFY:

NAME: RELATIONSHIP
ADDRESS:

HOME PHONE: WORK PHONE:

MY PERSONAL PHYSICIAN IS:

DOCTOR: PHONE:

IF UNABLE TO REACH PRIVATE PHYSICIAN, MY CHOICE OF HOSPITAL IS:

NAME, CITY & PHONE
SIGNATURE: DATE:
(PLEASE RETURN ALL COPIES TO HUMAN RESOURCES)

Human Resources - White Division - Canary Campus Police - Pink 3/07
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