AGENDA
SAN MATEO COUNTY COMMUNITY COLLEGE DISTRICT
REGULAR MEETING OF THE BOARD OF TRUSTEES
August 14, 2013, 6:00 p.m.
District Office Board Room, 3401 CSM Drive, San Mateo, CA 94402
NOTICE ABOUT PUBLIC PARTICIPATION AT BOARD MEETINGS
The Board welcomes public discussion.
 The public’s comments on agenda items will be taken at the time the item is discussed by the Board.
 To comment on items not on the agenda, a member of the public may address the Board under “Statements from the
Public on Non-Agenda Items;” at this time, there can be discussion on any matter related to the Colleges or the
District, except for personnel items. No more than 20 minutes will be allocated for this section of the agenda. No
Board response will be made nor is Board action permitted on matters presented under this agenda topic.
 If a member of the public wishes to present a proposal to be included on a future Board agenda, arrangements should
be made through the Chancellor’s Office at least seven days in advance of the meeting. These matters will be heard
under the agenda item “Presentations to the Board by Persons or Delegations.” A member of the public may also
write to the Board regarding District business; letters can be addressed to 3401 CSM Drive, San Mateo, CA 94402.
 Persons with disabilities who require auxiliary aids or services will be provided such aids with a three day notice. For
further information, contact the Executive Assistant to the Board at (650) 358-6753.
 Regular Board meetings are tape recorded; tapes are kept for one month.
Government Code §54957.5 states that public records relating to any item on the open session agenda for a regular board
meeting should be made available for public inspection. Those records that are distributed less than 72 hours prior to the
meeting are available for public inspection at the same time they are distributed to the members of the Board. The Board
has designated the Chancellor’s Office at 3401 CSM Drive for the purpose of making those public records available for
later inspection; members of the public should call 650-358-6753 to arrange a time for such inspection.

6:00 p.m.

ROLL CALL

Pledge of Allegiance
DISCUSSION OF THE ORDER OF THE AGENDA
MINUTES
13-8-1

Approval of the Minutes of the Regular Meeting of July 24, 2013

STATEMENTS FROM EXECUTIVES AND STUDENT REPRESENTATIVES
STATEMENTS FROM THE PUBLIC ON NON-AGENDA ITEMS
NEW BUSINESS
13-8-1A

Approval of Personnel Actions: Changes in Assignment, Compensation, Placement,
Leaves, Staff Allocations and Classification of Academic and Classified Personnel

Approval of Consent Agenda
All items on the consent agenda may, by unanimous vote of the Board members present, be approved by one motion after
allowing for Board member questions about a particular item. Prior to a motion for approval of the consent agenda, any
Board member, interested student or citizen or member of the staff may request that an item be removed to be discussed in
the order listed, after approval of remaining items on the consent agenda.

13-8-1CA

Approval of Community College League of California (CCLC) and California Community
College Athletic Association (CCCAA) Membership Dues, 2013-14

Other Recommendations
13-8-100B

Approval of Additional Funding for the Employee Second Loan Program

13-8-101B

Approval of Revisions to Board Policies, Chapter 7

13-8-102B

Approval of Letter from the Board of Trustees Regarding Advanced Placement Test
Scores at Mills High School

13-8-103B

Approval of Construction Consultants

COMMUNICATIONS
STATEMENTS FROM BOARD MEMBERS
RECESS TO CLOSED SESSION
1. Closed Session Personnel Items
A. Administrative Appointment, Reappointment, Assignment and Reassignment: Cañada
College – Dean of Planning, Research, & Institutional Effectiveness, President’s Office;
Skyline College – Director of Retail, Hospitality and Tourism Center, Instruction Office;
Interim Director of Workforce Development, Instruction Office
B. Public Employment: Cañada College – Psychology Instructor, Humanities & Social Science;
Librarian, Vice President of Instruction (2 positions); District Office – Facilities Manager
(Skyline), Facilities/Public Safety; Facilities Manager (CSM), Facilities/Public Safety; IT
Support Technician II, Information Technology Services; Skyline College – Office Assistant II,
Counseling Services
C. Public Employee Discipline, Dismissal, Release
D. Establishment of Equivalency to Minimum Qualifications
2. Conference with Labor Negotiator
Agency Negotiator: Harry Joel
Employee Organizations: AFT, AFSCME and CSEA
CLOSED SESSION ACTIONS TAKEN
ADJOURNMENT

Minutes of the Regular Meeting of the Board of Trustees
San Mateo County Community College District
July 24, 2013, San Mateo, CA
The meeting was called to order at 6:05 p.m.

Board Members Present: President Karen Schwarz, Vice President Patricia Miljanich, Trustees Richard Holober
and Dave Mandelkern, Student Trustee David Latt
Others Present:

Chancellor Ron Galatolo, Executive Vice Chancellor Kathy Blackwood, Skyline College
Vice President of Instruction Sarah Perkins, College of San Mateo Vice President of Student
Services Jennifer Hughes, Cañada College President Larry Buckley, District Academic
Senate President Diana Bennett

Pledge of Allegiance
DISCUSSION OF THE ORDER OF THE AGENDA
President Schwarz announced that minutes from three Board meetings, along with one personnel item, were deferred due
to a lack of a quorum within District boundaries at the July 10 Study Session. These action items will be considered first.
DEFERRED BUSINESS
Minutes
It was moved by Vice President Miljanich and seconded by Trustee Mandelkern to approve the minutes of the regular
meeting of June 17, 2013. Regarding the discussion on international education (page 5), Trustee Holober said he believed
it was reported that the agreement with Tianhua University is not going forward. Chancellor Galatolo said the District
still maintains a Memorandum of Understanding with Tianhua University, but there is no current activity because the
university did not get enough students to enroll. After this discussion, the motion carried, all members voting “Aye.”
It was moved by Vice President Miljanich and seconded by Trustee Mandelkern to approve the minutes of the special
meeting of June 19, 2013. The motion carried, all members voting “Aye.”
It was moved by Vice President Miljanich and seconded by Trustee Holober to approve the minutes of the special
meeting of June 20, 2013. The motion carried, all members voting “Aye.”
Other Deferred Recommendation
RECOMMENDATION FOR ADMINISTRATOR EMPLOYMENT CONTRACT RENEWALS (13-7-2A)
It was moved by Vice President Miljanich and seconded by Trustee Holober to approve the recommendation as detailed
in the report. The motion carried, all members voting “Aye.”
STATEMENTS FROM EXECUTIVES
Skyline College Vice President Perkins said the College hosted a delegation from the United Arab Emirates in June; they
are exploring possible partnerships that would work through the Center for International Trade Development. Jeff
Duncan-Andrade will be the guest speaker for Skyline College’s opening day; he has appeared on TEDx with his lecture
“Growing Roses in Concrete.” Skyline College will hold its first annual Success Summit on September 21 through a
joint partnership with San Bruno and surrounding communities. Skyline College issued 1,150 degrees and certificates in
May, which is a record number. Students who earned certificates were invited to participate in the commencement
ceremony for the first time. Skyline College held many summer programs, including the Green Energy Camp and the
Jump Start program, both of which bring high school students to the campus.
College of San Mateo Vice President Hughes said the College hosted one day of the Valor Games, which provide
disabled veterans an opportunity to participate in paralympic sports. Staff of the Veterans Resource and Opportunity
Center assisted with the facilitation of the event. More than 40 faculty, staff and students participated in College of San
Mateo’s activities at the County Fair, including entertainment on stage and information tables. College of San Mateo held
its Classified Appreciation Luncheon and Service Awards on July 17, at which employees with 10, 15, 20 and 30 years
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of service were honored. The barbecue was catered by Pacific Dining. Managers assisted with serving classified staff and
with clean up after the event.
Cañada College President Buckley introduced Gregory Anderson, the new Vice President, Instruction. Dr. Anderson
most recently served as Dean of Learning Resources at De Anza College. Cañada College hired four new faculty
members and will hold interviews for two interim librarians next week. Professor Amelito Enriquez presented a paper at
the American Society for Engineering Education Conference; the paper received the Best Paper Award from the TwoYear College Division. The paper focused on the importance of retention at the first and second levels. President Buckley
said the National Science Foundation has provided 111 scholarships to Cañada College STEM students over the last four
years and those students have retention rates that are three times higher than the average community college student.
Cañada College participated in the Redwood City Fourth of July parade with a float and a booth on Main Street.
President Buckley said summer enrollments are up at Cañada College and, more importantly, the load factor is also
higher. The efficiency factor is over 525; President Buckley said he believes this is because of the large number of online
courses offered during the summer.
Executive Vice Chancellor Blackwood said the financial aid refunding and payment plan processing by Sallie Mae was
purchased by Higher One, which will not keep the Sallie Mae refunding plan in place through the next academic year.
Because the District does not want students to have to change their systems in the middle of an academic year, the
decision was made to drop Higher One starting with the fall semester. The District will be taking the financial aid back
in-house. The District is making an extensive effort to encourage students to have bank accounts so that they can use
direct deposit. Letters or emails were sent to 15 local banks, inviting them to staff tables at the three Colleges during the
two weeks before and the first week of school; the banks are enthusiastic and will be ready to open accounts for any
student who wishes to do so. Chancellor Galatolo reminded the Board that Higher One was in the news within the past
year for charging fees to students for their financial aid. The Board had asked if the District used Higher One. They were
informed that the District used Sallie Mae.
District Academic Senate President Bennett said the Performance Evaluation Task Force (PETF) is performing beta
testing this summer on the student evaluation form for all online courses. She said this will provide information to help
assure that the form is viable for both face-to-face and online instruction. President Bennett thanked PETF faculty
members Tania Beliz, Nina Floro, Elizabeth Terzakis and Lezlee Ware, along with administrators Regina Stanback
Stroud and Harry Joel.
STATEMENTS FROM THE PUBLIC ON NON-AGENDA ITEMS
None
NEW BUSINESS
APPROVAL OF THE MINUTES OF THE STUDY SESSION OF JULY 10, 2013 (13-7-4)
It was moved by Trustee Mandelkern and seconded by Trustee Holober to approve the minutes of the study session of
July 10, 2013. The motion carried, all members voting “Aye.”
APPROVAL OF PERSONNEL ACTIONS: CHANGES IN ASSIGNMENT, COMPENSATION, PLACEMENT,
LEAVES, STAFF ALLOCATIONS AND CLASSIFICATION OF ACADEMIC AND CLASSIFIED
PERSONNEL (13-7-1A)
It was moved by Vice President Miljanich and seconded by Student Trustee Latt to approve the actions in Board Report
No. 13-7-1A. The motion carried, all members voting “Aye.”
APPROVAL OF RESOLUTION NO. 13-9 REGARDING EMPLOYER PAID MEMBER CONTRIBUTIONS
TO THE CALIFORNIA STATE TEACHERS’ RETIREMENT SYSTEM (13-7-3A)
It was moved by Vice President Miljanich and seconded by Trustee Mandelkern to adopt Resolution 13-9. The motion
carried, all members voting “Aye.”
APPROVAL OF CONSENT AGENDA
President Schwarz said the Consent consists of the following reports:
13-7-1CA

Approval of Budgetary Transfers for the Period Ending May 31, 2013 and Adoption of
Resolution No. 13-10 Authorizing Budget Transfers for 2012-13
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13-7-2CA
13-7-3CA

Disposition of District Records
Declaration of Surplus Property

It was moved by Vice President Miljanich and seconded by Trustee Holober to approve the items on the consent agenda.
The motion carried, all members voting “Aye.”
Other Recommendations
APPROVAL OF 2013 SELF EVALUATION REPORTS – CAÑADA COLLEGE, COLLEGE OF SAN MATEO
AND SKYLINE COLLEGE (13-7-1B)
It was moved by Vice President Miljanich and seconded by Student Trustee Latt to approve the reports as detailed in the
report. Vice President Perkins said the Colleges are pleased to present the final reports for accreditation by the
Accrediting Commission for Community and Junior Colleges (ACCJC). She said the reports were posted on each
College’s website last Friday and are available to the public.
Trustee Mandelkern said a question was raised at the July 10 study session about the wording on Student Learning
Outcomes in the College of San Mateo report. Vice President Hughes said the report was corrected based on the Board’s
recommendation. Trustee Mandelkern asked if Cañada College had added any areas of potential improvement to its
report; Vice President Richards said no additions were made. Trustee Mandelkern noted that the signed certification page
was not included in the Skyline College report; Vice President Perkins said it will be presented for signature tonight and
will be added to the report.
Student Trustee Latt said students attending the District Student Council meeting on Monday expressed confidence in the
accreditation of the Colleges.
Vice President Hughes publicly recognized and commended recently retired Dr. Susan Estes who served as Accreditation
Liaison Officer at College of San Mateo and did an outstanding job.
Vice President Miljanich said she appreciates the hard work done by everyone and said she feels confident about the
outcome. She said the District is fortunate to have a high caliber of faculty, staff and students who contributed. President
Schwarz agreed, stating that the District is fortunate to have the best and brightest.
After this discussion, the motion carried, all members voting “Aye.”
ADOPTION OF RESOLUTION NO. 13-11 FOR THE REORGANIZATION OF THE PACIFICA SCHOOL
DISTRICT, JEFFERSON UNION HIGH SCHOOL DISTRICT, SAN BRUNO PARK ELEMENTARY
SCHOOL DISTRICT, AND SAN MATEO UNION HIGH SCHOOL DISTICT (13-7-100B)
It was moved by Trustee Holober and seconded by Vice President Miljanich to approve the adoption of Resolution No.
13-11. The motion carried, all members voting “Aye.”
ADOPTION OF RESOLUTION NO. 13-2 (AMENDED) ELECTING TO RECEIVE TAX REVENUE
PURSUANT TO FORMER HEALTH AND SAFETY CODE SECTION 33676 (a) (2), MILLBRAE (13-7-101B)
It was moved by Vice President Miljanich and seconded by Trustee Holober to approve the adoption of Resolution No.
13-2 (Amended). The motion carried, all members voting “Aye.”
ADOPTION OF RESOLUTION NO. 13-12 ENDORSING IMMIGRATION REFORM AND ADOPTION OF A
FEDERAL DREAM ACT (13-7-102B)
It was moved by Vice President Miljanich and seconded by Trustee Holober to approve the adoption of Resolution No.
13-12. Vice President Miljanich said she believes it is important to support these efforts. President Schwarz said she was
given a sample resolution at a Bay 10 dinner; she thanked staff for tailoring the resolution to reflect the values of the
District. Trustee Mandelkern said he believes all students, regardless of their documentation status, should have the
opportunity to achieve their educational goals. He said he does not believe in holding children responsible for any actions
their parents may or may not have taken. He said there are many students who have spent the majority or all of their lives
in this country, have attained high school degrees, are going on to college, and will become productive members of
society in the United States. Trustee Mandelkern said he believes they should be supported and encouraged in that
activity and that is why he is strongly in favor of this resolution. President Schwarz concurred. She said she had the
privilege of serving on a scholarship committee in the past and witnessed the heartbreak of some students who had come
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to the point of attending college and were stopped because of their status. After this discussion, the motion carried, all
members voting “Aye.” A copy of the resolution will be sent to elected representatives.
ADOPTION OF RESOLUTION NO. 13-13 REGARDING BOARD ABSENCE
It was moved by Vice President Miljanich and seconded by Trustee Mandelkern to approve the adoption of Resolution
No. 13-13. The motion carried, with Trustee Holober abstaining and all other members voting “Aye.”

ACCEPTANCE OF GRANT FUNDS FROM THE CALIFORNIA COMMUNITY COLLEGES
CHANCELLOR’S OFFICE, ECONOMIC AND WORKFORCE DEVELOPMENT DIVISION DEPUTY
SECTOR NAVIGATOR: RETAIL HOSPITALITY/TOURISM/LEARN & EARN SECTOR, AND
AUTHORIZATION TO EXECUTE GRANT AGREEMENT (13-7-104B)
It was moved by Trustee Mandelkern and seconded by Student Trustee Latt to accept the grant funds as detailed in the
report. The motion carried, all members voting “Aye.”
ACCEPTANCE OF GRANT FUNDS FROM THE CALIFORNIA COMMUNITY COLLEGES
CHANCELLOR’S OFFICE, ECONOMIC AND WORKFORCE DEVELOPMENT DIVISION DEPUTY
SECTION NAVIGATOR: GLOBAL TRADE & LOGISTICS SECTOR, AND AUTHORIZATION TO
EXECUTE GRANT AGREEMENT (13-7-105B)
It was moved by Vice President Miljanich and seconded by Trustee Mandelkern to accept the grant funds as detailed in
the report. The motion carried, all members voting “Aye.”
INFORMATION REPORTS
REVISIONS TO BOARD POLICIES AND ADMINISTRATIVE PROCEDURES, CHAPTER 7 (13-7-2C)
A report was presented by Cañada College Vice President of Student Services Robin Richards, College of San Mateo
Vice President of Student Services Jennifer Hughes, and Skyline College Vice President of Student Services Joi Blake.
They discussed the background that led to the decision to revise Chapter 7 in a systematic manner and the participatory
governance process that was employed to make sure that the policies and procedures were well-vetted. A graph was
included in the board report which is useful in tracking changes, additions and deletions while reviewing the policies and
procedures. The revisions will be presented for Board action at the August 14 meeting.
Trustee Holober asked if the rankings for priority registration, as listed in Administration Procedure 7.38.1, are based on
the Education Code or other law. Vice President Richards said enrollment priorities are defined in Title 5.
Trustee Mandelkern thanked the group for separating policies and procedures. He said it is the Board’s role to set policy,
with the expectation that administration will implement procedures to carry out the policies. President Schwarz thanked
everyone involved for their hard work and noted that it was done quickly and efficiently.
COMMUNICATIONS
President Schwarz said that since the last regular meeting, the Board received one email regarding KCSM-TV. A letter
was sent on behalf of the Board to College of the Canyons Chancellor Dianne Van Hook congratulating her for her 25
years of service at the College.
STATEMENTS FROM BOARD MEMBERS
Vice President Miljanich said she and Barbara Christensen attended the San Mateo County Board of Supervisors meeting
yesterday. One of the issues discussed was transportation and Measure A funds that could be used for Paratransit. Vice
President Miljanich said that, with scarce resources, it is critical to make sure the District’s interests are considered.
Student Trustee Latt said a District Student Council meeting was held on Monday. The Council is currently reviewing its
bylaws that were written last year and will allow newly elected members to provide input. One of the goals of the
Council is to have a Districtwide student event; some ideas suggested to date include inviting candidates for the Board of
Trustees to meet with students on campus and a Districtwide Movie Fest. Student Trustee Latt said he will attend an
Associated Students of College of San Mateo event this week and will attend the Student Trustee Workshop in August.
He said he is running for the position of student member of the California Community College Trustees (CCCT) Board
of Directors.
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Trustee Holober said he appreciates President Buckley’s report regarding the load factor and applauds the numbers
achieved.
Trustee Holober said he received a letter via email which was addressed to President Schwarz; copies were sent to
District administrators. The letter was signed by 32 Cañada College employees and one Skyline College employee. It
expressed concerns and allegations regarding Trustee Holober’s and Trustee Mandelkern’s conduct at the June 17
meeting of the Board. Trustee Holober said he discussed the issue of responding to the letter with Chancellor Galatolo.
He said that, as the Colleges face accreditation, he was concerned with the tone of the letter and did not want to add to
any issues by responding. Chancellor Galatolo did not believe that responding to the letter was a concern. Trustee
Holober said he informed President Schwarz of his intention to respond.
Trustee Holober said he responded to those who signed the letter and invited them to meet with him. Through President
Buckley, he arranged to have a classroom at Cañada College made available for two meeting dates to accommodate
different schedules. The meetings dates were last Thursday at 1:00 p.m. and today at 4:00 p.m. Two signers attended the
meeting today and one responded that he would be out of town but appreciated the invitation.
Trustee Holober said he believes the allegations of misconduct by himself and Trustee Mandelkern are serious matters.
He said he believes that anyone has a right and duty to confront his accusers and have them provide evidence to back up
their accusations. He said he is very disappointed that most of the signers of the letter did not respond or come to meet
with him.
Trustee Mandelkern said he has not yet responded to the letter but intends to do so. He said he is disappointed in the ad
hominem attack on Trustee Holober and himself. He said that name calling and accusatory attacks are rarely successful
strategies.
Trustee Mandelkern said two items in the news could have an effect on the District:
1. The Lawyers’ Committee for Civil Rights has engaged with the Sequoia Union High School District regarding the
district’s policy of at-large elections. The concern is that the community of East Palo is underrepresented and they
would like to see a change in the way trustees are elected to better provide representation.
2. An article that Trustee Holober forwarded to the Board, and a number of other recent articles, regarding Udacity and
the concept of Massive Open Online Courses (MOOCs) in relation to the pilot project at San Jose State University.
Trustee Mandelkern said that as discussions continue regarding MOOCs and distance learning, the Board should be
aware of what is occurring with the San Jose State University experiment.
Trustee Mandelkern said he looks forward to attending the Districtwide Opening Day event and the New Faculty
Luncheon at College of San Mateo.
President Schwarz said she forwarded the article on MOOCs at San Jose State University to Chancellor Galatolo and
asked him to share his response. Chancellor Galatolo said he was surprised by the article, which reported that San Jose
State had dropped a number of the Udacity courses and that there was a high failure rate in final exams. He said he spoke
with San Jose State President Mo Qayoumi on another topic approximately one and one-half weeks prior to the article
being published. President Qayoumi reported that the Udacity pilot was going well, with tens of thousands taking
courses, and that they were expanding the courses. Trustee Holober said the article reported that students taking forcredit courses number in the hundreds; he said there may be a two-track program and the problem may be occurring with
the students taking the for-credit courses. Chancellor Galatolo said he will seek clarification from President Qayoumi and
will keep the Board informed.
President Schwarz said she attended the Foundation meeting and reported that they are working on the annual campaign.
President Schwarz said she had the impression from the accreditation reports that the procedures for evaluating faculty
were complete. District Academic Senate President Bennett said the procedures are not complete but are being worked
on and evidence of progress can be shown for accreditation. President Schwarz said she and Vice President Miljanich
will attend the CSEA Convention. President Schwarz congratulated Vice Chancellor Harry Joel on his upcoming
marriage.
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RECESS TO CLOSED SESSION
President Schwarz announced that during Closed Session, the Board will (1) consider the personnel items listed as 1A,
1B and 1C on the printed agenda and (2) hold a conference with agency labor negotiator Harry Joel; the employee
organizations are AFSCME, AFT and CSEA.
President Schwarz said the next meeting of the Board will be a regular meeting on August 14 at 6:00 p.m. in the District
Board Room. There will be only one meeting in August.
The Board recessed to Closed Session at 7:20 p.m. and reconvened to Open Session at 8:40 p.m.
CLOSED SESSION ACTIONS TAKEN
President Schwarz reported that at the Closed Session just concluded, the Board considered the personnel items listed on
the printed agenda and voted 4-0 to approve the items listed as 1A, 1B and1C.
ADJOURNMENT
It was moved by Trustee Mandelkern and seconded by Vice President Miljanich to adjourn the meeting. The motion
carried, all members voting “Aye.” The meeting was adjourned at 8:45 p.m.

Submitted by

Ron Galatolo, Secretary
Approved and entered into the proceedings of the August 14, 2013 meeting.
Patricia Miljanich
Vice President-Clerk

President’s Report to the Board of Trustees

Dr. Regina Stanback Stroud

Skyline College Campus View from Building 8
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Skyline College Completes a Successful
Summer Session
This summer, Skyline College served more than
6,738 students in its summer session from June 3rd through
August 9th. The number of summer classes offered remained the
same as the previous summer session in 2012 thanks to support
from Measure G funds.
The JumpStart program designed for High School students was also
a success, with coordinators reporting that many students now see
themselves and college material as a result of the program and are
motivated to work hard and complete high school.
Jump Start is a six-week summer program designed to help high
school students with college potential to upgrade their skills in
English, math, critical thinking, and college success.

Jeff Duncan-Andrade to Speak on
Opening Day,
August 16, 2013
President Regina Stanback
Stroud is pleased to host a
distinguished and
inspirational guest speaker
for Skyline College’s upcoming Opening Day Ceremonies: Jeff Duncan-Andrade,
Ph.D. His innovative work
has

brought Dr. Duncan-Andrade to
the forefront of current discussions on pedagogy.

Jeff is an Associate Professor of Raza Studies and Education
Administration and Interdisciplinary Studies. In addition to these
duties, he continues as a high school teacher in East Oakland where
for the past 18 years he has
practiced and studied the use of critical pedagogy in urban schools.
He currently teaches English at Mandela High School in East
Oakland. Before joining the faculty at SFSU, Duncan-Andrade
taught English and coached in the Oakland public schools for 10
years, and completed his doctoral studies at the University of
California, Berkeley. Duncan-Andrade has lectured around the
world about the elements of effective teaching in schools serving
poor and working class children. He works closely with teachers,
school site leaders, and school district officials nationally, and as far
abroad as Brazil and New Zealand, to help them develop classroom
practices and school cultures that foster self-confidence, esteem,
and academic success among all students.
His research interests and publications span the areas of urban
schooling and curriculum change, urban teacher development and
retention, critical pedagogy, and cultural and ethnic studies. He
has authored numerous journal articles and book chapters on the
conditions of urban education, urban teacher support and
development, and effective pedagogy in urban settings (see
http://cci.sfsu.edu/taxonomy/term/68) that have been published
in leading journals such as Harvard Educational Review and
Qualitative Studies in Education. He recently completed two books,
The Art of Critical Pedagogy: Possibilities for Moving from Theory
to Practice in Urban Schools and What a Coach Can Teach a
Teacher, with Peter Lang Publishing. These books focus on effective
pedagogical strategies for urban schools. He is currently completing
his third book on the core competencies of highly effective urban
educators with Routledge Press.
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Fall 2013 Enrollment Campaign
Get Ready for “X-Treme Saturday”
Saturday, August 17th
Skyline College is launching a new effort in order to drive
enrollment at the college. Part of the campaign consists of X-Treme
Saturday an event to be held on August 17th. X-Treme Saturday is
a special event designed to streamline the matriculation process
which targets prospective fall students in the 18 to 28 age range.
Saturday, August 17th, the One-Stop Center will be going X-Treme
offering assessment testing, orientation, meetings with a counselor
to develop an educational plan and registering for classes, all in one
day!
The campaign also includes a postcard mailing to advertise
X-Treme Saturday to over 10,000 prospective students in the area,
a customized web page, on-air advertising on Wild 94.9 and a
Facebook contest in partnership with Wild 94.9. Another aspect of
the enrollment campaign includes messaging targeting current and
prospective part-time students through the first two weeks of
classes to convert more students to full-time. The hook offers the
top 10 reasons a student should attend full-time at Skyline College.
Enrollment Services has created checklists for particular
populations of students such as veterans, international students, etc.
who may be transferring to Skyline College from other schools in
order to ease the transition.
The second annual Welcome Week will launch on August 19th,
the first day of school, including events all week such as a BBQ, an
on-site appearance by the radio sataion Wild 94.9, an Ice Cream
Social and many other activities to roll out the red carpet for new
students.
We hope new students will become engaged in the life of the
campus and immediately feel like a part of the Skyline College
family!

get in, get out,
get on your way!

President’s Report to the
SMCCCD Board of Trustees
President Michael Claire ~ August 14, 2013
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Sixty-one new international students arriving from as far as Mongolia and
Uzbekistan, and as near as Canada, excitedly began their academic careers at
CSM by attending the two-day International Student Orientation. The students
from 18 different countries were welcomed to the college by Vice President
of Student Services Jennifer Hughes and Dean of Enrollment Services Dr.
Henry Villareal. Coordinated by Project Director Patty Kwok and Program
Services Coordinator Mario Mihelcic of the International Student Center (ISC),
the orientation introduced the new students to the campus, college academics,
and student life. Student services representatives shared information about
the Learning Center, Center for Student Life, Health Services Center, and
campus safety. Workshops were provided to help students understand the U.S.
educational system, what the U.S. classroom experience is like, and how to use
WebSMART. This year’s orientation also offered an optional field trip to Hillsdale
Shopping Center where students had the opportunity to learn firsthand how
to use SamTrans and Caltrain as well as explore the mall.
The ISC is expecting an additional 20 students to arrive to the college during
the beginning of August. The total number of international students enrolled
for fall 2013 is estimated at more than 190. (Article contributed by Mario Mihelcic)
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Pathway to College: Connecting the Dots to Success
“It definitely took the fear and anxiety out of going to a new school
for the first time, and I understand the different responsibilities
that were not present in high school.”
The previous comment made by one of the twenty-nine new
college students who recently completed Pathway to College,
2013, CSM’s two-week summer bridge program. Pathway is
designed to improve student preparation in basic skills, math
and English and ease first-time college students’ transition
to CSM.

Photos courtesy of Ron Andrade

level or as close to transfer-level as possible. (Statewide basic
skills research and CSM’s student success data make it clear
that the longer the students’ path to completion the lower
their chances of obtaining a degree or transferring to a fouryear college of university.) Overall, of the twenty-five students
who retook the math placement test, fifteen (52%) placed at
least one math level higher. All students in the 2013 Pathway
program initially placed into basic skills math and/or English.

The program incorporates ALEKS (Assessment and Learning
in Knowledge Spaces) instructional software, peer tutoring,
team building activities, and specialized math instruction
to reduce math anxiety. Furthermore, the curriculum
demonstrates successful reading habits by incorporating
Reading Apprenticeship techniques. In fall 2013 and spring
2014, Pathway students continue with peer mentors in the
Learning Center’s pilot S.M.A.R.T. program. In their second
year, Pathway students can become peer mentors themselves.

Pathway to College, 2013, was made possible through the
collaboration of faculty, staff, students, and administrators.
Among those who provided leadership for the program were
Jennifer Mendoza, director of the Learning Center; Cheryl
Gregory, professor of mathematics; Autumn Newman,
assistant professor of English; Ron Andrade, Learning Center
program coordinator; James Carranza, professor of English;
and members of the Basic Skills Initiative Committee.

The Pathway model prepares students to reassess their math
skills so they have an opportunity to begin college at transfer-

Football Field Gets Upgrade for 2013 Season
This summer, CSM’s football field was replaced with a
Hellas turf field after it was determined the previous
field was no longer safe and had reached the extent of its
lifespan. According to Dean Andreas Wolf, “In my role as
athletic director for CSM, we seek only the best products to
complement our outstanding coaching staff and foster the
development of our student-athletes. Through a long process
of data gathering and research, our decision to replace
our football field with Hellas will be instrumental to our
continued success. What helped seal the deal was learning
that most prestigious professional and collegiate institutions
in the nation utilize Hellas fields.” It is the same field that
UC Berkeley recently installed and it’s also the same as the

Photo courtesy of Andreas Wolf

fields that Baylor University and the Dallas Cowboys play on.
The bulldogs will host its home opener on September 14
against Chabot College. (Article contributed by Andreas Wolf)
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Welcome Day Preps Incoming Freshmen
The Center for Student Life and Leadership Development is hosting its annual Welcome Day for new students and their
families on Friday August 16. Those who attend will learn what to expect as a new college students at CSM and where to
find resources around campus. The day begins with a complimentary pancake breakfast and is followed by campus tours,
presentations about student services and tips for success, a visit to the bookstore to purchase textbooks (to avoid the
inevitable lines of the first week of school) and the opportunity to pick up student ID cards.

Great Turnout for Concurrent Enrollment Night
A crowd of more than 175 high school students and their
parents showed up for CSM’s Concurrent Enrollment Night,
an orientation about the popular high school program. The
presentation included course prerequisites, textbooks,
study tips, transcript requests and student life. Concurrent
Enrollment Night is offered three times a year, a week before
the beginning of each semester and summer session.
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College Partners with Local Arts Organizations - Create Opportunities for Art Students

Photo courtesy of Peninsula Museum of Art website

Starting this fall, CSM students in two-dimensional (2-D)
art classes will find new opportunities to participate in
professional artists practices. Assistant Professor of Art
Rebecca Alex has developed partnerships between the college
and four important local arts organizations: the Peninsula
Museum of Art in Burlingame, City Arts of San Mateo, the
Peninsula Arts Council and the Manor House in Belmont.
CSM’s 2-D art students will be able to use exhibit space at
City Arts and the Manor House, which will be invaluable
for students to engage in professional artist practices such
as creating work and a portfolio for an exhibit, framing,
hanging a show, advertising and marketing. The Peninsula
Museum of Art, a new 18,000 sq. ft. museum showcasing
regional and national artists, will provide opportunities for
students to intern and learn all aspects of the business of art,
including working with a non-profit organization, staffing the

galleries and store, becoming
trained docents, helping artists
in their studios and cataloguing
the permanent collection. The
Peninsula Arts Council offers
an online artist registry where
artists can showcase their work
as well as present numerous
other ways for art students at
CSM to connect with artists and
arts organizations throughout Photo courtesy of CSM art website
the country. In addition, CSM’s
2-D Department plans to co-host workshops, lectures and
other arts-related events with all of these organizations.
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Kudos
~ Assistant Professor of Electronics Steve Gonzales (photo)
has so impressed PG&E by his commitment to the Electrical
Power Systems Program and the quality of student he
graduates, that the company offered him a paid “externship”
for the summer. So for eight weeks Steve has been
shadowing real electronics technicians, gas line operators,
corporate trainers, etc. The result will be someone who can
tell students - “this is really how it happens - I know. I did
the work.”
CSM’s Electronics Department established the Electrical
Power Systems Program in 2009-10 in partnership with PG&E,
EBMUD and SFPUC. Since the program’s launch, graduates
have been hired by PG&E, San Francisco Muni, SamTrans,
Tesla, Loral Space and Satellite Systems, Lawrence Livermore
Labs, Mother’s Cookies, BART and many other companies.
(Photo by Gino Degrandis)

(Article contributed by Kathy Ross)

~ Professor of Film David Laderman has published an
article in an anthology titled Open Roads, Closed Borders:
The Contemporary French-Language Road Movie, from
Intellect Press (May 2013). The book includes essays by an
international array of scholars. Laderman’s piece focuses
on the break-out film from the mid-1990s by the highly
acclaimed Dardenne Brothers, La Promesse, a film dealing
with human trafficking, immigration, and a volatile fatherson dynamic.
~ Boston Red Sox starting outfielder and CSM alum Daniel
Nava was the subject of a feature article in the San Francisco
Examiner, “Patience pays off for Red Sox’s Nava,” on July 13,
2013. The complimentary article recounts Nava’s untraditional
and sometimes difficult path to the major leagues and the
success he has experienced with the Red Sox. One of Nava’s
recent career highlights came on April 20, according to the
article, “In the Red Sox first home game after the Boston
Marathon bombing, Nava hit the game-winning home run for
a 4-3 win over the Kansas City Royals which sent the Fenway
Park crowd into pure delirium.” Nava credits CSM Baseball
Coach Doug Williams with providing the foundation for
preparing him for NCAA Division I level competition. Williams
is also quoted in the piece. The entire article can be viewed
at sfexaminer.com/sanfrancisco/patience-pays-off-for-redsoxs-nava/Content?oid=2510790.

Photo courtesy of David Laderman

5

Student Success Story: Robertino San Diego
B.A., UC Berkeley, Economics
Carlmont High School graduate Robertino San Diego says
CSM was the foundation that made it possible for him to
earn a BA degree in economics from UC Berkeley. “Choosing
a university is a major decision and I wanted to get it right.
CSM gave me the opportunity to make that decision while I
completed all of the coursework I needed to transfer.”
While at CSM, Robertino discovered what he considers a
valuable campus resource–the students. He credits his
peers for playing an important role in helping him become
a successful student; they provided good advice and were
very supportive. To further his connection with students, he
participated in student government serving as vice president
of the Associated Students of CSM and also joined the
Transfer Club and Filipino Club.
“My peers at CSM inspired me to be a better student and set
goals that at one time seemed unattainable. This support
network of students played a major role in the success I had
at CSM. Furthermore, I fulfilled my transfer requirements with
relative ease because the college offered a good selection of
courses, small-size classes and most of all, great professors.”
Robertino says that at CSM he honed his study skills and
received strong academic preparation that led to success
at the university level. He explains, “It was not my original
intent to attend Berkeley but the opportunities at CSM made
me want to strive to transfer to an excellent university. The
college set the bar higher than anything I expected.”
Photo by Alexis Madayag

Following two years at UC Berkeley, Robertino became a
member of the university’s class of 2013. For his first venture
into the working world he landed a summer internship
at Yahoo! For the next few years, he plans to gain more
work experience in finance, marketing or consulting before
applying to a top-tier graduate school to earn an MBA.

For students thinking about attending CSM, Robertino shares
advice similar to what he received from his peers, “Take the
opportunities that you are given and strive to reach your
goals. CSM can make it happen.”
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Inside Cañada

Featuring the people, programs, and activities that shape Cañada College
A Monthly Report for the San Mateo County Community College District Board of Trustees
Po Tong to Teach
Mathematics
Tong was an adjunct
who has extensive
experience in the
electronics industry.

Attila Elteto Teaches
Students to Reach to
the Stars
Elteto has been hired to
teach astronomy. He
moves to the Peninsula
from Connecticut where
he’s been teaching at the
University of
Connecticut and
Naugatuck Valley
Community College.
Page 2

Page 2
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Mike Reynoso Named
Head Basketball Coach
Reynoso has served as
an assistant at Cañada
and was the head coach
at Woodside H.S.

CWA Program Inspires
Students to Achieve
Working adults find
their place in college
and dream about higher
degrees.

Rad Tech Graduates a
Class of 18
Students will begin
taking national exams
in an improving job
market.

Page 2

Page 3

Page 4

Comparing Fibre Arts in
Indigenous Peoples
Jessica Einhorn is
studying similarities
with Mono Lake people
and Australians.

Page 4

Word Jam
Continues
to Grow
Students are flocking to Word Jam. Now in its third
Fall session, the program has grown from 35 students to more than 60.
The free, noncredit, one week program helps students develop reading and writing strategies to
succeed in college. It is targeted to English as a Second Language learners and students in pre-transfer
level English and Reading. It was held last week in
the school library.
“I’m hoping we can offer an evening session of
Word Jam in the future,” said program coordinator
Julie Wilson, a resident of East Palo Alto. “Many,
many students who I’ve talked with express an
interest in attending, but the morning schedule is a
challenge for them.”
As part of the program, students learn the expectations of their English, Reading, or ESL course, be-

Cañada College Board of Trustees Report

Julie Wilson has overseen the continued growth of the Word Jam program.
come familiar with Cañada resources, and practice
college-level reading and writing strategies. More
than 70 percent of the students entering Cañada test
at remedial levels in reading and writing and are
not academically prepared for transfer-level
coursework.

To participate in the program, students must be
registered in the district and enrolled in any English,
Reading, or ESL course.
The program is funded by Measure G, the parcel tax
that provides vital funding for the county’s three
colleges.
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Mike Reynoso Named Po Tong Hired to
Colts Basketball Coach Teach Mathematics

Attila Elteto to Teach
Astronomy at Cañada

Mike Reynoso has been named the new head coach
of the Cañada College men’s basketball team. Reynoso, who has served the past two seasons as the
team’s associate head coach, takes over for Matt
Stanley, who was recently named head coach at
Foothill College.

Attila Elteto has been hired as a new full-time faculty member in the Science & Technology Division.
He will teach astronomy and physics.

“We are very excited about what Mike Reynoso
stands for and feel the program will continue to be
filled with ‘high character’ student-athletes that
represent Cañada College so well,” said Cañada
College Athletic Director Mike Garcia.
Reynoso, 29, is well known for developing skills in
his players and his ability to scout and assess player
talent. He has been a scout for the Santa Cruz Warriors (NBA D-League for the Golden State Warriors)
for the past season. “I pride myself on constantly
learning more about the game and teaching it to
others,” he said.
Reynoso has also been part of the coaching staff for
a United States team composed of some of the top
17-and-under high school athletes in the nation. On
this team, Reynoso has coached Jared Sullinger
(Boston Celtics), Aaron Craft (Ohio State), Travice
Trice Jr., (Michigan State), Stevie Taylor (Ohio State),
and J.D. Weatherspoon (Toledo).
Before arriving at Cañada, Reynoso spent four years
as the head coach at Woodside High School where
he built the program into an annual league championship contender. Under his leadership, the Wildcats had a pair of 15-win seasons in his final two
years and they made the Central Coast Section
playoffs both years. His experience at Woodside
High School led him to develop a philosophy of
physical basketball, which he’ll bring to Cañada.
“That’s part of who I am,” he said. “I’m going to
bring that style to Cañada.”
His experience at Woodside High School and his
past two years with Cañada will also help Reynoso
on the recruiting trail. “I have feelers out to many
guys,” he said. “I want guys who fit the culture. It
doesn’t matter what they did last year. If they fit the
mold, we want to have them.”
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Po Tong, a veteran of the electronics industry, has
been hired to teach mathematics at Cañada College.
He will join the Science & Technology Division as a
full-time faculty member.
Tong worked in the electronics industry for 25 years,
developing mathematical algorithms and integrated
circuits for broadband communications. He was
elected Fellow of the Institute of Electrical and Electronics Engineers in 1997 for his contribution to the
development and commercialization of the technology.
Tong received his bachelor’s and master’s degrees
in mathematics from the University of Hong Kong
and his PhD in Applied Mathematics from UC Berkeley.
Four years ago, Tong made a career change and
began teaching. He was working at Cañada as an
adjunct professor before being hired full-time.
“Being a first generation immigrant and the first
generation in my family to attend college, I share
the same background as many community college
students,” he said. “During the past four years, I
have enjoyed the small college atmosphere at
Cañada. I appreciate the opportunity for personal
interaction with the diverse population of the college. I want to use my passion in mathematics and
my extensive engineering experience to mentor and
motivate our STEM students.”
Cañada student Rita Melgar can vouch for Tong’s
understanding of students from diverse backgrounds. She moved to the United States from El
Salvador in 2007 and began studying computer
science and mathematics at Cañada in 2010. “I’ve
had many incredible professors at Cañada, but the
one I respect and admire the most is Professor Tong.
He was my Math 120 teacher and he recommended
that I visit the Learning Center to begin tutoring
other students in math. He is the reason I found my
passion, not just for math but also for teaching, and
why I am pursuing a double major.”
Tong and his family have lived in Los Altos since
1996. “My wife and I are strong supporters of public
education,” he said.

Most recently, Elteto has been teaching astronomy at
the University of Connecticut and Naugatuck Valley
Community College. He completed his Bachelor’s
Degree in Astronomy at Cornell University and
earned a PhD in Astrophysical and Planetary Science at the University of Colorado at Boulder. After
deciding his real passion was in education, Elteto
returned to school and earned a Master’s Degree in
Education from the University of New Haven.
Elteto said he’s been teaching astronomy for more
than 10 years, although much of it was public outreach rather than formal classes.
“I am especially excited when I have some powerful
tools I can use, because most of the public gets very
excited and awed when they look through a telescope, even just a small one, or see the ‘sky’ rotate in
a planetarium,” he said.
Elteto said he was attracted to the job at Cañada
because it emphasized the need for teaching astronomy labs. “I’m very excited about the opportunity
to teach astronomy hands-on,” he said. “In addition,
(Cañada College) President (Larry) Buckley assured
me that the college is looking to expand its STEM
disciplines in coming years, and he was excited to
learn my interest in expanding on the astronomy
curriculum, and possibly conducting astronomy
outreach at the college.”
Buckley said Elteto’s approach to teaching will
make him an asset to Cañada’s faculty. “Attila went
back to school to earn a master’s degree to become a
better teacher,” Buckley said. “He understands that
students today learn differently than they did even
10 years ago. They are going to enjoy his classes.”
Elteto said that even at the 101 level, astronomy is
an exciting way to draw students towards science.
“Many students enter my classes thinking it may
just be straight lectures with lots of pretty pictures,”
he said. “Instead, my mission is to use the context of
astronomy to teach student the skills and tools of
science in general.”

Canada College Board of Trustees Report
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The College
for Working
Adults is
Changing
Lives
Students who had never attended college or had dropped
out are now motivated to earn a
bachelorʼs degree.
San Francisco’s Michael Piccoli, Menlo Park’s Stephanie
Culberson, and San Jose’s Sandra Floyd didn’t know each
other but they all had something in common – they wanted
to earn a college degree without leaving their jobs.
They came from very different backgrounds but each has
found success in the College for Working Adults Program at
Cañada
College. The
intensive pro
gram began
in 2011 and
allows students to
attend
classes one
night a week
and on
Saturdays.
Students
earn a degree in
Interdisciplinary
Studies with
an emphasis
Sandra Floyd
in Social and
Behavioral
Science and/
or Humanities. It prepares students for a variety of careers
related to education, law, social work, business, and politics. The program is funded through Measure G, the parcel
tax passed by San Mateo County voters in 2010.
Enrollment in the popular program continues to grow
under David Johnson, Dean of Humanities and Social
Sciences. There were 27 students who enrolled the first Fall
cohort in 2011. That grew to 31 students in 2012 and this
year there are 48 students enrolled and that could grow to
as high as 60.
“I like the fact that the curriculum is set, we’re guaranteed
entry into the classes, and we take the classes together as a
cohort,” Piccoli said. “The fact that the curriculum is pre-
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planned to help you obtain your associate’s degree is great.
There’s no thinking involved about what classes you need
to take to fulfill your degree requirements.”
Floyd, a mother of four who works for the County of San
Mateo, said she was thankful she didn’t have to stress about
which classes to take. “The selling point for me was that I
could work full-time and go to school full-time because the
professors were being hand-picked for this program and
they understood we were working adults with families and
responsibilitie.”
Piccoli, 42, who lives with his partner in San Francisco and
commutes daily to Palo Alto to work at the Stanford Neiman Marcus store, said he was looking for a change and
knew he needed a college degree to make that happen. “I
don’t like retail but I do like the creativity of style and
fashion,” he said. “Working in Palo Alto, it’s easy for me to
attend classes at Cañada on my way home to San Francisco.”
When he’s finished with the College for Working Adults,
Piccoli will transfer to San Francisco State University and
pursue a Bachelor’s Degree in Business Administration
with a concentration in marketing. “That’s the ultimate goal
and it’s very doable for me now because I’ve been in school
for a while,” he said. “I want to pursue a job or career in
marketing, public relations, or as a creative director.”
Culberson, who works as an administrative associate in the
Stanford University School of Business Marketing and
Communications, said she watched as many of her coworkers were pursuing degrees and she was about to become an
empty-nester as her 28-year-old daughter had enlisted in
the army.

G

E

“Going through the program with a cohort definitely has its
advantages,” she said. “We formed study groups and,
although everyone has their own learning style, we exchanged ideas which benefited all of us in different ways.”
Floyd, who hadn’t been in school for 22 years, was also part
of that first
cohort. She
said the
beginning
of the
program
was a little
nerve
racking but
it became
easier as
she met
classmates.
“The cohort allows
you to
meet and
bond with
people you
Stephanie Culberson
might have
never had
the opportunity to meet. I personally have made friendships with some of my classmates that will remain even
after we move on from this program.”
Culberson said the support provided at Cañada has made
the program much easier. “It’s designed for working adults
and for the most part, the administrators and staff have a
clear understanding of the resources we need to succeed.”

The first cohort of students in the CWA Program will graduate in May.
“I had no college credit and had not attended school in over
20 years,” she said. “College was always something I
wanted to do and I was eager to try it out.” Two years ago,
Culberson enrolled in the first student cohort for the College for Working Adults. Now she’s entering her final year
of studies.

Piccoli agreed. “The professors understand we are working
adults and they are supportive. They listen to our concerns
regarding scheduling and workload. That’s very important.”
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Judith Maxwell Greig (far right), President of Notre Dame de Namur University in Belmont, receives a warm ovation from faculty, staff, and administrators during a luncheon held last week on the Cañada campus. Top administrators, staff, and faculty from NDNU were invited to Cañada to meet with President Buckley’s
cabinet before a larger contingent of Cañada employees joined for lunch. NDNU is the largest University Center partner.

A Graduating Class of 18 Radiologic Technology
Students Were Honored at a Ceremony July 27

Anthropology Professor Jessica Einhorn Studies
Traditional Fibre Arts of Australia and California

Classic Rock Cover Band, Radar Love, and Santana Tribute Band, Chameleon, Highlight A&O

After spending 25 months learning radiographic
positioning, how to manage quality control in imaging equipment, and assisting and performing radigraphic examinations as part of their clinicals, a
class of 18 students graduated from Cañada’s Radiologic Technology program on Saturday, July 27.

Anthropology Professor Jessica Einhorn has spent
the past several months studying indigenous fibre
artists in Northern Australia and comparing their
work and traditions to the native North Fork Mono
people of California.

Get ready to rock ‘n roll at this year’s Arts & Olive
Festival.

“They received their radiologic technologist certificate, fluoroscopy certificate, venipuncture certificate, and the women in the program received a certificate in mammography,” said Rafael Rivera, Professor of Radiologic Technology.
Over the next three weeks, the graduates will begin
taking their American Registry of Radiologic Technologists examination to prepare to enter the workforce.
“The job market is improving for radiologic technologists,” Rivera said. “I will conduct a job placement survey over the next six months and that will
give us a better idea of where our students received
jobs.”
The Radiologic Technology Program at Cañada has
been graduating x-ray technologists in San Mateo
County since 1970. Students are educated in patient
care, radiation safety, radiation protection, image
and film processing, anatomy, physiology, patient
positioning and examination techniques.
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“This year I have been honored to learn from indigenous fibre artists in Central California and
Northern Australia that make baskets, belts, and
necklaces,” she said. “My interest lies in a crosscultural comparison between common indigenous
struggles in today’s world to pass on their traditions
to the next generation through these objects.”
Einhorn said North Fork and Pintupi people taught
her about their traditional food, plants, hunting and
gathering locations, and deep cultural and socioeconomic roots of a practice that is part of not only
their religious belief system, but of one that forms
the core of their ethnic identity.
“To do this research as a participant observer, I lived
in Alice Springs, Haasts Bluff, and Amata in Australia and in Coarsegold in California,” she said. “This
experience has had an extreme impact on my life,
and I look forward to discussing the challenges and
knowledge I’ve gained with my future students.”
In April, Einhorn presented a paper at the Society
for American Archaeology describing her research.

If you are a fan of Styx, Heart, REO Speedwagon,
Cheap Trick, Pat Benatar and Fleetwood Mac you’ll
love Radar Love. The six-piece band with three lead
vocalists specialize in covering the greatest hits of
the ‘70s and ‘80s.
Chameleon is one of the Bay Area’s premier Carlos
Santana tribute bands. With their fiery guitar work,
driving rhythm section, and dazzling percussion,
they capture the true feel and spirit of these classic
songs.
“These bands will be a great addition to the Arts &
Olive Festival entertainment lineup,” said Mike
Tyler, coordinator of the festival’s entertainment.
“Radar Love features excellent musicians and a
great catalog of classic rock standards that everyone
will enjoy.”
Tyler said Chameleon, which has played at the
Naggiar Vineyards and Winery, Nevada County
Fair, and local clubs, has a strong following in the
Bay Area.
Tyler’s band, the Bartron Tyler Trio, is also scheduled to perform instrumental rock. Two dance companies will perform between musical sets.
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TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Harry W. Joel, Vice Chancellor, Human Resources and Employee Relations,
(650) 358-6767

APPROVAL OF PERSONNEL ITEMS
Changes in assignment, compensation, placement, leaves, staff allocations and classification of academic and classified
personnel:
A. REASSIGNMENT
Cañada College
Diana Espinoza Osuna

Retention Specialist

Humanities & Social Science

Reassigned through the hiring process from a 10-month Staff Assistant position (Grade 21 of Salary Schedule 60) into
this full-time, 12-month position at Grade 24 of the same salary schedule, effective August 1, 2013. The position was
Board approved on June 17, 2013.
College of San Mateo
Roger Perez-Vaughan

Program Services Coordinator

Counseling Services

Reassigned through the hiring process from a full-time, 12-month Office Assistant II position (Grade 18 of Salary
Schedule 60) into this full-time, 12-month position at Grade 27 of the same salary schedule, effective July 15, 2013,
replacing Krystal Romero who was reassigned.
Carol Ullrich

Program Services Coordinator

Counseling Services

Reassigned from a temporary full-time, 12-month Program Services Coordinator position (Grade 27 of Salary
Schedule 60) into this full-time, 12-month position on the same salary schedule, effective August 8, 2013, replacing
Christopher Rico who was reassigned.
Skyline College
Alana Utsumi

Program Services Coordinator

Science/Math/Technology

Reassigned through the hiring process from a part-time (67%), 12-month Office Assistant II position (Grade 18 of
Salary Schedule 60) into this full-time, 12-month position at Grade 27 of the same salary schedule, effective August
15, 2013, replacing Tiffany Reardon who resigned.
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B. TRANSFER

College of San Mateo

Karen Sukle

Office Assistant II

Counseling Services

Reassigned through the hiring process from a part-time (48%), 12-month Office Assistant II position (Grade 18 of
Salary Schedule 60) at Cañada College into this equivalent full-time, 12-month position, effective August 1, 2013.
C. PHASE-IN RETIREMENT
Skyline College
Katharine Harar

Professor, Communication Studies

Language Arts/Learning Resources

Recommend approval of participation in the Phase-In Retirement Program, effective August 15, 2013. Confirmation
of employee eligibility and final approval of the employee’s proposed workload reduction is managed by the State
Teachers Retirement System.
D. CHANGES IN STAFF ALLOCATION
Cañada College
Recommend a change in staff allocation to reduce one full-time, 12-month Staff Assistant position (Grade 21 of
Classified Salary Schedule 60) in the Business Division (Middle College) to a part-time (48%), 10-month position.
E. SHORT-TERM, NON-CONTINUING POSITIONS
The following is a list of requested classified short-term, non-continuing services that require Board approval prior to
the employment of temporary individuals to perform these services, pursuant to Assembly Bill 500 and its revisions to
Education Code 88003:
Location

Division/Department

No. of
Pos.
1

District

Facilities Planning,
Maintenance &
Operations

Cañada

Vice President of Student
Services/Student Support
& TRIO

1

Cañada

Vice President of Student
Services/Student
Activities

1

Cañada

Vice President of
Instruction/Kinesiology
& Athletics

1

Start and End Date
8/15/2013

10/1/2013

Services to be performed

Program Services Coordinator:
Support the Energy Management
Coordinator with sustainability districtwide initiatives to be implemented.
8/15/2013 6/30/2014 Program Services Coordinator:
Coordinate the Beating the Odds, Veterans,
and Financial Literacy programs, as well as
events and activities for TRIO students.
8/15/2013 12/31/2013 Student Life & Leadership Assistant
(48%):
Provide administrative and clerical support
for the Student Activities Office.
8/15/2013 12/31/2013 Division Assistant (48%):
Provide administrative and clerical support
for the Kinesiology and Athletics
Department.

BOARD REPORT 13-8-1A

3

Skyline

Enrollment Services

1

Skyline

Enrollment Services/
Admissions & Records

1

8/15/2013 12/31/2013 Retention Specialist (48%):
Coordinate the Outreach program, assist
with planning and coordination of student
recruitment, special events, tours, and other
programs to support student outreach.
8/15/2013 12/31/2013 Program Services Coordinator (48%):
Serve as advocate to Veteran students,
coordinate and schedule workshops, make
referrals, track and monitor student
progress, prepare program reports, and
conduct outreach activities.

San Mateo County Community College District

August 14, 2013
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TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Kathy Blackwood, Executive Vice Chancellor, 358-6790

APPROVAL OF COMMUNITY COLLEGE LEAGUE OF CALIFORNIA (CCLC) AND
CALIFORNIA COMMUNITY COLLEGE ATHLETIC ASSOCIATION (CCCAA)
MEMBERSHIP DUES, 2013-14

The Community College League of California (CCLC) was formed in 1990 as the result of the merger of
the California Association of Community Colleges (CACC), the California Community College Trustees
(CCCT), and the Chief Executive Officers of the California Community Colleges. The CCLC staff
provides assistance to its members in the areas of education services, research and policy analysis,
governmental relations, communications, athletics and association operations as well as facilitation of
Board retreats and sponsorship of workshops and seminars.
The District has been a member in good standing of the CCLC since its inception in 1990 and was a
member of the CACC and CCCT for many years prior to the merger.
The CCLC assesses its dues annually in conjunction with the dues for the California Community College
Athletic Association (CCCAA) which is a part of the CCLC. For 2013-14, the total being assessed by
CCLC/CCCAA for the District’s annual membership is $44,174.
Payment of the CCLC portion of the dues ($28,599) is prorated among the Board of Trustees, the
Chancellor’s Office, and the three Colleges. Payment of the CCCAA portion of the dues ($15,575) is
prorated among the three Colleges only.
RECOMMENDATION
It is recommended that the Board of Trustees approve payment of Community College League of
California membership dues, including dues for the California Community College Athletic Association,
in the amount of $44,174 for 2013-14.

San Mateo County Community College District

August 14, 2013

BOARD REPORT NO. 13-8-100B

TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Barbara Christensen, Director of Community/Government Relations 574-6560

APPROVAL OF ADDITIONAL FUNDING FOR THE
EMPLOYEE SECOND LOAN PROGRAM

For the past twelve years, the District has provided a second loan program in order to help employees
purchase a home in the Bay Area. To date, the District has made 21 loans; nine of these loans have been
paid back for a total return to the District of $95,798 which represents a 18.74% return on investment.
Currently, the District’s portfolio of loans is valued at $775,577.
Recently, there has been an increase in the number of employees seeking to purchase a home. The
District administration believes that the remaining funds in the program will be loaned out in the near
future and is seeking an additional allocation for this program.
Following are the terms of the loan program:
 Ten year loan; maximum loan amount is $50,000; restricted to owner-occupied homes.
 Loans are available for all regular employees and to adjuncts who have been continuously
employed for three years or six semesters.
 Employees who currently are under federal or state mandated wage garnishment or who are
involved in progressive disciplinary procedures are not be eligible to participate in the program.
 The program prohibits the use of loans that have negative amortization, pre-payment penalties,
and shorter term interest-only options. Variable rate loans are normally not allowed without the
express written consent from the District.
 Interest and payment free for five years.
 Beginning in year six, interest is calculated at the 11th district rate plus 2.5%for the term of the
loan, paid monthly.
 When the employee sells or refinances the home, leaves District employment or at the end of the
10 year term of the loan, the employee is required to pay a “deferred interest payment that is
calculated as:
 Establish the sale or appraised value of the home.
 Subtract from that amount the original sales price plus closing costs and the cost of
improvements paid by the employee.
 Multiply that by the District’s share which is calculated as: District loan amount divided
by purchase price.
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Loan can be called or converted to the current market rate (at the District’s discretion) if the
employee leaves College District employment.
Employees must meet the following program underwriting matrix:

Low FICO
Score range*
640
660
680
720

High FICO
Score
range*
659
679
719
850

Employee
Share of Down
Payment
Required
20%
15%
10%
5%

CLTV
including
SMCCCD
Loan
80%
85%
90%
95%

Homebuyer
Education
Requirement
Yes
Yes
Yes
Yes

RECOMMENDATION
It is recommended that the Board authorize an additional $1 million from the post-retirement fund for the
program.

*The payment behavior of consumers in relation to FICO scores has been tracked very closely by the
three major credit agencies. For example, there is a 1 in 40,000 chance that a borrower with a 720+ FICO
score will be late or default on their payment versus a 1 in 4 chance for borrower with a 580 or less FICO
score.

San Mateo County Community College District

August 14, 2013

BOARD REPORT NO. 13-8-101B
TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Joi Blake, Vice President, Student Services, Skyline College
Jennifer Hughes, Vice President, Student Services, College of San Mateo
Robin Richards, Vice President, Student Services, Cañada College
APPROVAL OF REVISIONS TO BOARD POLICIES, CHAPTER 7

Background:
As required by the state and accreditation, the district/colleges need to have Board Policies and Administrative
Procedures, and the Board must review these documents at least every six years. Board Policy 2.06, “Board
Policy and Administrative Procedures,” outlines this process. Specifically, two excerpts from BP 2.06 are:
1. The policies adopted by the Board for the District have been written to be consistent with the provisions of
law, but do not encompass all laws relating to the District’s activities. All District employees shall be
expected to know and shall be held responsible for observing all provisions of law pertinent to their
activities as District employees.
7. Administrative procedures implementing Board-adopted policies shall be developed by designated
administrators subject to approval of the Chancellor. Procedures shall be consistent with and not in
conflict with policies adopted by the Board.
What was done? The Vice Presidents of Student Services at the three colleges reviewed all Chapter 7 Student
Services Policies and Procedures, comparing them with the model policies and procedures developed by the
Community College League of California (CCLC)1. For each Board policy and administrative procedure, an
action was identified. These actions included:
 No Change: no change required – the policy matched well with CCLC
 Delete Board Policy: there was a need to completely delete the existing policy and replace with a new
policy
 Revise Board Policy: there was a need to adjust the policy
 Delete Board Policy and move to Procedures: the content of the policy belonged in procedures
 Draft New Procedure: there was no existing procedure
Why the complete revision? The complete revision of the Chapter 7 Board Policies and Procedures was made
for two key reasons:
1) Some Board Policies = Procedures: There are some Board policies that were actually administrative
procedures rather than policy and these required major adjustments.
2) Missing Procedures: Most of the Board policies did not have procedures associated with them, and
these needed to be developed.

1

Note: The district subscribes to the CCLC Policy and Procedure Service where policies and procedures are created and
reviewed by legal counsel to assure we are compliant with Title 5 and the Education Code. Many colleges throughout the
state have completely revised their policies and procedures to mirror them.
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It was important for consistency to systematically review all of the policies and make the needed changes in
one document so it was clearer for the review process.
Review Process:
The proposed Board policies and administrative procedures have been reviewed page by page by numerous
campus groups at the three Colleges as well as three District committees. Recommendations have been made
by these groups and incorporated into the final document.
The Enrollment Services Committee (ESC), which has representatives from all three Colleges and District
staff, has reviewed the final edition by incorporating comments received from the various meetings. The
thorough reviews of Chapter 7 were conducted by the following groups:
Cañada
 Student Services Council: February 13, 2013
 College Planning & Budgeting Council: February 20, 2013
CSM




Student Services Council: February 5, 2013
Student Services Administrators: February 11, 2013
College Council: February 6, March 20, 2013

Skyline
 President’s Cabinet: February 6, 2013, March 13, 2013
 Management Council: February 12, 2013
 Student Services Leadership Team: February 26, 2013
 College Governance Council: February 27, 2013
Districtwide Committees
 Enrollment Services Committee (ESC): February 8, March 1, and March 29, 2013 - This group had
extensive discussions as they implement most of the administrative procedures.
 Financial Aid Steering Committee: January 29, 2013 – Reviewed the financial aid policy and
procedure.
 District Participatory Governance Council (DPGC): May 6 (first review) and May 20 (action) – (Note
for the DPGC, Board policies are the only items this group recommends. Administrative procedures
were sent to this group for information.)
Specific Program Review: In addition, College staff in various programs at the three Colleges (e.g.
Admissions, Counseling, DSPS, EOPS, Financial Aid, and International Students Program) reviewed their
sections for consistency among the three Colleges.
Vice President Review and Revision: The Vice Presidents of Student Services reviewed and consolidated
the recommended changes received into the final document.
Presentation to Board of Trustees:
Chapter 7 policies and procedures were presented to the Board of Trustees at their July 24th meeting for first
reading.
(Note: The Board of Trustees only approves policies, but they are being provided with a copy of the
administrative procedures to help them understand how the Colleges will implement the policies.)
RECOMMENDATION
It is recommended that the Board approve the revisions to Chapter 7 Board Policies as shown on the attached.
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POLICIES
7.00 Student Services NO CHANGE
7.01 Admissions and Concurrent Enrollment (BP
5010) REVISED
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PROCEDURES
7.01.1 Admission of Students (AP 5010) NEW
7.01.2 Admission of Concurrent Enrollment High
School Students, Middle College High School
Students, Other Young Students, and Nonimmigrant Visitor Students (AP5011) NEW
7.01.3 International Students (AP 5012) NEW

7.02 Residence Determination (BP 5015) NO
CHANGE
7.03 Eligibility Requirements for Admission of
International Students-DSGC (DELETE; Move
to New Procedure 7.01.3)
7.05 Admission of Non-immigrant Visitors
(DELETE; Move to New Procedure 7.01.2)
7.07 Non-resident Student Tuition Fees
(DELETE)
7.07 Non-resident Student Tuition Fees (BP5020)
NEW
7.09 Withholding of Student Records (BP 5035)
REVISED
7.20 Student Equity (BP 5300) NO CHANGE

7.01.4 Students in the Military (AP 5013) NEW
7.02.1 Residence Determination (AP 5015) NEW

7.07.1 Non-resident Student Tuition Fees (AP
5020) NEW
7.09.1 Withholding of Student Records (AP 5035)
NEW
7.20.1 Student Equity (AP 5300) NEW

7.22 Student Credit Card Marketing (BP 5570)
NO CHANGE
7.23 Athletics (BP 5700) NO CHANGE

7.22.1 Student Credit Card Marketing (AP 5570)
NEW
7.23.1 Athletics (AP 5700) NEW

7.26 Prevention of Identity Theft in Student
Financial Transactions (BP 5800) NO CHANGE
7.28 Student Records, Directory Information, and
Privacy (BP 5040) NEW

7.26.1 Prevention of Identity Theft in Student
Financial Transactions (AP 5800) NEW
7.28.1 Student Records, Directory Information,
and Privacy (AP 5040) NEW
7.28.2 Student Records: Challenging Content and
Access Log (AP 5045) NEW

7.28 Student Records, Directory Information, and
Privacy (DELETE; Create new policy)
7.35 Academic Standards
(DELETE; Move to New Procedure 6.21.1)
7.37 Open Enrollment (BP 5052) NO CHANGE

7.37.1 Open Enrollment (AP 5052) NEW

7.38 Enrollment Priorities (BP 5055) NEW

7.38.1 Enrollment Priorities (AP 5055) NEW

7.39 Student Success (BP 5050) NEW

7.39.1 Student Success (AP 5050) NEW

7.39 Matriculation (DELETE; Create new policy)
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7.40 Counseling and Advising Services (BP
5110) NEW
7.40 Counseling and Advising Services
(DELETE; Create new policy)
7.41 Disabled Students Programs and Services
(BP 5140) REVISED
7.42 Extended Opportunities Programs and
Services (EOPS) (BP 5150) REVISED
7.43 Student Financial Aid Programs (BP 5130)
NO CHANGE
7.44 Student Health and Psychological Services
(BP 5200) NO CHANGE
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7.40.1 Counseling and Advising Services (AP
5110) NEW

7.41.1 Disabled Students Programs and Services
(AP 5140) NEW
7.42.1 Extended Opportunities Programs and
Services (AP 5150) NEW
7.43.1 Student Financial Aid Programs (AP 5130)
NEW
7.44.1 Student Health and Psychological Services
(AP 5200) NEW
7.44.2 Student Accident Insurance (BP 5205)
NEW

7.45 Transfer Center (BP 5120) NO CHANGE

7.44.3 Communicable Disease (AP 5210) NEW
7.45.1 Transfer Center (AP 5120) NEW

7.48 Child Development Centers REVISED

7.48.1 Child Development Centers NEW

7.56 Collection of Delinquent Loans and Other
Financial Obligations NO CHANGE
7.60 Student Organizations and Activities (BP
5400) REVISED

7.60.1 Student Organizations and Activities (AP
5400) NEW

7.61 Financial Responsibilities: Student Body
Associations and Organizations (BP 5420)
REVISED
7.62 Associated Students Election
(BP 5410) NO CHANGE
7.63 Off-Campus Student Organizations (BP
5510)
NEW
7.67 Sexual Harassment Involving Students (BP
3430) REVISED
7.69 Student Conduct (BP 5500) REVISED

7.61.1 Financial Responsibilities: Student Body
Associations and Organizations (AP 5420) NEW

7.69.1 Student Disciplinary Procedures (AP 5520)
REVISED
7.69.2 Student Disciplinary Sanctions NEW

7.70 Student Disciplinary Sanctions (DELETE;
Move to New Procedure, 7.69.2)
7.73 Student Grievances and Appeals (BP 4231)
REVISED

7.73.1 Student Grievances and Appeals (AP 5530)
NEW

5
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No change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.00

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.00 Student Services
Revision Date: 5/09; Reviewed xx/xx
___________________________________________________________________________________
Colleges of the San Mateo County Community College District shall maintain an organized and
comprehensive program of student services to assist students in realizing their individual potential. Services
shall be designed to facilitate registration of students at District Colleges, to advise them of educational and
career opportunities, to insure their welfare while attending the Colleges, and to encourage their participation
in District and College governance as well as in student activities and other campus programs.
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Revised

CHAPTER 7: Student Services
BOARD POLICY NO. 7.01 (BP 5010)

BOARD POLICY
San Mateo County Community College District
BP 7.01 Eligibility Requirements for Admission of Students Admissions and
Concurrent Enrollment
Revision Date:
5/12; xx/xx
Policy References: Education Code Sections 48800, 48800.5, 76000, 76001, 76002 and 76038.; Labor Code
Section 3077; U.S. Department of Education regulations on the Integrity of Federal
Student Financial Aid Programs under Title IV of the Higher Education Act of 1965, as
amended; 34 Code of Federal Regulations Section 668.16(p)
___________________________________________________________________________________
Subject:

1. The Dean of Enrollment Services shall be responsible for coordinating the admission process of
students, including student eligibility.
1. Any individual applying for admission to any College of the District must The District shall admit
students who meet one of the following requirements and be who are capable of profiting from the
instruction offered:
a. Be a graduate of a high school. Be a person over the age of 18 and possessing a high
school diploma or its equivalent. The District shall in its discretion, or as otherwise
federally mandated, evaluate the validity of a student’s high school completion. The
Chancellor College President or designee shall establish procedures for evaluating the
validity of a student’s high school completion.
b. Be a non-high school graduate who is 16 or 17 years of age, who has passed the
California High School Proficiency Examination or completed the G.E.D. Examination
Series with a minimum score of 50 on any one test and an average of 55 or more for all
tests.
c. Be 18 years of age or older and, in the judgment of the President of the College or
designee, be capable of profiting from the instruction offered. Such persons shall be
admitted as provisional students, and thereafter shall be required to comply with the
District’s rules and regulations regarding scholastic achievement and other standards to
be met by provisional or probationary students as a condition of being readmitted in any
succeeding semester.
c. Be an apprentice as defined in Section 3077 of the Labor Code.
d. Be a high school student (grades 9-12) whose admission as a part-time (as defined in
Education Code, Section 48800) or full time student (as defined in Education Code Section
48800.5) is recommended for advanced scholastic or vocational courses by his/her high school
principal, or designee, and approved by the President of the College or designee. Any student
enrolled in grades 9-12 may attend fall, spring and summer sessions. Any student whose age
or class level is equal to grades 9-12 is eligible to attend as a special full-time student or parttime student.
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BP 7.01 Admissions and Concurrent Enrollment (continued)
i.

The Chancellor College President or designee shall establish procedures regarding
ability to benefit and admission of high school or younger students.

ii.

Denial of Requests of Admission
1. If the President of the College or designee deems that a high school
student does not demonstrate the ability to profit from the advanced
scholastic or vocational courses recommended by the high school
principal, or designee, the President of the College will provide a
recommendation to the Board of Trustees to deny the student’s admission
as a special full time or part time student.
2. The Board of Trustees will review the College President’s
recommendation. If the Board of Trustees denies a request for special full
time or part time enrollment by any student, to include a student who is
identified as highly gifted, the Board of Trustees will record its findings
and the reason for denying the request in writing within sixty (60) days.
3. The written recommendation and denial shall be issued at the next
regularly scheduled Board of Trustees meeting that occurs at least thirty
(30) days after the student submits the request to the District.

2. The District may deny or place conditions on a student’s enrollment upon finding out that the
applicant has been expelled within the preceding five years or is undergoing expulsion procedures
in another California community college district, and that the applicant continues to present a
danger to the physical safety of the students and employees of the District.
3. The Chancellor or designee shall establish procedures regarding compliance with statutory and
regulatory criteria for concurrent enrollment.
4. The College President or designee shall establish procedures regarding evaluation of requests
for special full time or part time enrollment by a pupil who is identified as highly gifted.
5. Claims for state apportionment submitted by the district based on enrollment of high school
pupils shall satisfy the criteria established by statute and any applicable regulations of the Board
of Governors.
6. The District shall in its discretion, or as otherwise federally mandated, evaluate the validity of a
student’s high school completion. The College President shall establish procedures for
evaluating the validity of a student’s high school completion.
7. The District will not provide any commission, bonus, or other incentive payment based directly or
indirectly on success in securing enrollments or financial aid to any persons or entities engaged in
any student recruiting or admission activities or in making decisions regarding the award of
student financial assistance. This paragraph shall not apply to the recruitment of foreign students
residing in foreign countries who are not eligible to receive federal student assistance.
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BP 7.01 Admissions and Concurrent Enrollment (continued)
3.

Admission to the College may be granted or denied within the framework of existing education
and administrative codes and District/College policies.

4. Colleges of the District shall admit transfers from other collegiate institutions. If such transfer
students are academically deficient, they may be admitted, but upon admission are subject to the
academic standards of the District applied to all coursework completed at any of the Colleges in
the District.
5. Each College shall admit students who are not residents of the State of California. These students
shall be required to pay non-resident tuition.
6. In all impacted programs and other programs and classes requiring special screening, the final
selection of students will be the prerogative of the appropriate College staff.
a. Criteria to be used in establishing priority admittance to these programs and classes shall
include a review of all applicable academic prerequisites, required college-level work,
standard testing, interview, and evidence the persons meets health requirements.
b. The District has the primary responsibility for providing educational opportunities for
residents of the District. Therefore, priority in admission to these programs shall be given
to District residents.
7. Information regarding admission policies and procedures shall be maintained in the college
catalogs.

8
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.01.1 (AP 5010)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
AP 7.01.1 Admission of Students
xx/xx
Education Code Section 76000, 76001, 76002 and 76038; U.S. Department of
Education regulations on the Integrity of Federal Student Financial Aid Programs
under Title IV of the Higher Education Act of 1965, as amended;34 Code of
Federal Regulations Section 668.16(p)
_____________________________________________________________________
Subject:
Adoption Date:
Policy References:

1. The College President or designee shall be responsible for coordinating the admission process of
students, including student eligibility.
2. Any individual applying for admission to any College of the District must meet one of the following
requirements and be capable of profiting from the instruction offered:
a. Be a person over the age of 18 and possessing a high school diploma or its equivalent. The
District shall in its discretion, or as otherwise federally mandated, evaluate the validity of a
student’s high school completion. The Vice President of Student Services shall be
responsible for evaluating the validity of a student’s high school completion if the college
or the United States Department of Education has reason to believe that the high school
diploma is not valid or was not obtained from the entity that provides secondary school
education.
b. Be a non-high school graduate who is 16 or 17 years of age, who has passed the California
High School Proficiency Examination or completed the G.E.D. Examination Series with a
minimum score of 50 on any one test and an average of 55 or more for all tests.
c. Be an apprentice as defined in Section 3077 of the Labor Code.
d. Be a high school student (grades 9-12) whose admission as a part-time (as defined in
Education Code, Section 48800) or full time student (as defined in Education Code Section
48800.5) is recommended for advanced scholastic or vocational courses by his/her high school
principal, or designee, and approved by the President of the College or designee. Any
student enrolled in grades 9-12 may attend fall, spring and summer sessions.
3. The District may deny or place conditions on a student’s enrollment upon finding out that the
applicant has been expelled within the preceding five years or is undergoing expulsion procedures
in another California community college district, and that the applicant continues to present a
danger to the physical safety of the students and employees of the District.
4. Each College shall admit students who are not residents of the State of California. These students
shall be required to pay non-resident tuition. Further information regarding the admission
procedures for non-residents is found in AP 7.02.1
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AP 7.01.1 Admission of Students (continued)
5. In all impacted programs and other programs and classes requiring special screening, the final
selection of students will be the prerogative of the appropriate College staff. Criteria to be used in
establishing priority admittance to these programs and classes shall include a review of all
applicable academic prerequisites, required college-level work, standard testing, interview, and
evidence the persons meets health requirements.
6. Information regarding admission policies and procedures shall be maintained in the college
catalogs.
7. The District will not provide any commission, bonus, or other incentive payment based directly or
indirectly on success in securing enrollments or financial aid to any persons or entities engaged in
any student recruiting or admission activities or in making decisions regarding the award of
student financial assistance. This paragraph shall not apply to the recruitment of foreign students
residing in foreign countries who are not eligible to receive federal student assistance.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.01.2 (AP 5011)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:

Adoption Date:
Policy References:

AP 7.01.2 Admission of Concurrent Enrollment High School Students, Middle
College High School Students, Other Young Students, and Non-immigrant
Visitor Students
xx/xx
Education Code Sections 48800, 48800.5, 76001, and 76002

Admission of Concurrent Enrollment of High School, Middle College High School, and Other
Young Students
1. To be considered for admittance as a special part-time student, the student must meet the eligibility
standards as established in Education Code Sections 48800 and 76001.
Admission is subject to seat availability. The student must submit:
a. application for admission;
b. program request form;
c. written and signed parental or guardian consent;
d. written and signed approval of his/her principal. A parent or guardian of a pupil who is not
enrolled in a public or private school may petition directly without the signature of a
principal.
2. To be considered for admission as a special full-time student, the student must meet the eligibility
standards as established in Education Code Section 48800.05.
Admission is subject to seat availability. The student must submit:
a. district application for admission;
b. written and signed parental or guardian consent;
c. written and signed acknowledgment of his/her principal. A pupil who is not enrolled in a
public or private school does not need to provide written acknowledgment from his/her
school principal;
3. To be considered for admission as a special summer session student, the student must meet the
eligibility standards as established in Education Code Section 76001.
The student must submit:
a. district application for admission;
b. written and signed parental or guardian consent;
c. written and signed approval of his/her principal that the student has availed himself/herself
of all opportunities to enroll in an equivalent course at his/her school of attendance; and
demonstration that the student has adequate preparation in the disciplines to be studied, if
needed.
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AP 7.01.2 Admission of Concurrent Enrollment High School Students, Middle College High School
Students, Other Young Students, and Non-immigrant Visitor Students (continued)
4. All required documents shall be sent to the Admissions Office.
5. Special part-time students may enroll in up to, and including, 11.5 units per semester, or the
equivalent thereof, at the community college.
High School Students:
For students attending high school, the Vice President of Student Services or designee may
review the materials, and, if needed, may determine if the student has the abilities and sufficient
preparation to benefit from instruction at a community college. The decision of the Vice
President of Student Services or designee shall be final. This determination may be done by one
or more of the options listed below:
 a review of the materials submitted by the student;
 meeting with the student and his/her parent or guardian;
 consideration of the welfare and safety of the student and others; and/or
 consideration of local, state, and/or federal laws.
Middle and Lower School Students:
For students attending middle and lower schools, the determination shall be made by the Vice
President of Student Services or designee. The school must provide transcripts and a letter signed
by the principal indicating how in his or her opinion the student can benefit from instruction. The
Vice President of Student Services or designee may determine if the student has the abilities and
sufficient preparation to benefit from instruction at a community college, and that the student's
safety and that of others will not be affected. The decision of the Vice President of Student
Services or designee shall be final. Once a decision has been made, the student, his/her parent or
guardian and the school principal shall be informed of the decision. This determination may be
done by applying one or more of the following criteria:
 a review of the materials submitted by the student;
 a review of the student’s placement tests;
 meeting with the student and his/her parent or guardian;
 consultation with appropriate division deans
 consideration of the welfare and safety of the student and others;
 consideration of local, state, and/or federal laws;
 review of the content of the class in terms of sensitivity and possible effects on the
minor;
 requirements for supervision of the minor; and/or
 times the class(es) meet and the effect on the safety of the minor.
6. If a request for special part-time or full-time enrollment is denied for a pupil who has been
identified as highly gifted, the Board of Trustees shall provide written findings and reasons for the
denial within 60 days. A recommendation regarding the request for admission, and the denial
shall be submitted to the Board of Trustees at a regularly scheduled meeting that falls at least 30
days after the request for admission has been submitted.
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AP 7.01.2 Admission of Concurrent Enrollment High School Students, Middle College High School
Students, Other Young Students, and Non-immigrant Visitor Students (continued)
7. Students will be granted college credit for all coursework that is successfully completed. Students
may request that an official transcript be sent to their high school registrar to be considered toward
high school graduation.
8. Special part-time or fulltime students shall be assigned a lower enrollment priority, except for
students attending a middle college high school program if the student is seeking to enroll in a
course that is required for the student’s middle college high school program, to ensure they do not
replace regularly admitted students. The priority registration dates are set for each registration
cycle by an established District committee.
9. The Vice President of Student Services or designee maintains records of enrollment for of special
part-time and fulltime students for state apportionment purposes.
10. In order to claim apportionment for K-12 students, the following criteria are met:
a. The class is open to the general public
b. The class is advertised as open to the general public in one or more of the following:
i. The college catalog
ii. The regular schedule of classes
iii. An addenda to the catalog or schedule
11. If the decision to offer a class, other than a contract education class, on a high school campus is
made after publication of the regular schedule of classes, and the class is only advertised to the
general public through electronic media, the class must be advertised for a minimum of 30
continuous days prior to the first meeting of the class.
12. If the class is offered on a high school campus, the class may not be held during the time the
campus is closed to the general public, as defined by the school Board of Trustees.
13. If the class is a physical education class, no more than 10 percent of the enrollment of the class
may consist of special part-time or full time students, unless it is a contract education course for
which the district does not claim apportionment.
Admission of Non-immigrant Visitors
1. Non-immigrant visitors who are precluded from establishing domicile in the United States in
accordance with the Immigration and Nationality Act, the California Education Code, and the
California Code of Regulations, Title 5, may enroll in any College in the District as a nonresident. Applicants in this status must:
a. Meet all applicable general admission requirements as set forth in Board Policy, 7.01,
Eligibility Requirements for Admission of Students.
b. Present evidence, if conflicting information has been submitted, that the passport and
Visa are dated to permit study for the duration of the program of study for which
enrollment is being requested.
c. Enrollment may be subject to Visa limits on units.
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AP 7.01.2 Admission of Concurrent Enrollment High School Students, Middle College High School
Students, Other Young Students, and Non-immigrant Visitor Students (continued)
2. Non-immigrant visitors holding a B-1 or B-2 Visa, except concurrent enrollment students, are not
eligible to enroll in credit classes at any College in the District.
3. A student holding an F-1 visa with an I-20 issued by another educational institution, or the
dependent of a student in that category, may be admitted as a part-time student not to exceed six
units each semester.
4. Non-immigrant visitors who are eligible to establish domicile in the United States in accordance
with the Immigration and Nationality Act, the California Education Code, and the California
Code of Regulations, Title 5, may be admitted to any of the Colleges in the District without
restriction and shall be eligible to establish residency. AB 540 students who have attended high
school in California for three or more years and have graduated or attained the equivalent prior to
the start of the term are exempt from paying the non-resident tuition, but will not be classified as
California residents.
5. All non-immigrant visitors shall be subject to residency classification in accordance with the
California Education Code, and the California Code of Regulations, Title 5. Students classified as
non-residents will be required to pay non-resident tuition.
6. The various visa types are summarized in the below table. Students with any of these visa types
are not eligible to establish residency.
Class of Non-immigrant
A
Foreign Government Official
C
Transit
C-1/D
Combination transit/crew member (indiv. iss.)
D-Crewlist
Crew member (individual issuance) and Crewlist Visas
E
Treaty trader or investor
F
Student
G
Representative/Staff of international organization
H
Temporary worker and Trainee
I
Representative of Foreign Information Media
J
Exchange visitor
K
Fiance(e) of U.S. citizen
L
Intracompany Transferee
M
Vocational student
N
Certain Relatives of SK Special immigrants
NAFTA
NAFTA Professional
NATO
NATO Official
O
Person with extraordinary ability in the Sciences, Arts, Education, Business, or Athletics
P
Athlete, Artist or Entertainer
Q
International Cultural Exchange Program Participant
R
Person in a Religious Occupation
S
Informant Possessing Information on Criminal Activity or Terrorism
T
Victim of a Severe form of Trafficking in Persons
U
Victim of Criminal Activity
V
Spouse/Child of Lawful Permanent Resident Awaiting Availability of Immigrant Visa
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New Procedure; Delete Board
Policy 7.03; Replaced with
new procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.01.3 (AP 5012)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
Adoption Date:
Policy References:

AP 7.01.3 International Students
xx/xx
Education Code Sections 76141 and 76142; Title 5 Section 54045; Title 8, U.S.
Code Sections 1101. et seq.

The District adheres to all federal requirements regarding the admission of international students,
including the submission by students of all required immigration documentation.
1. An international student is defined as one who is in the United States on a valid and current student
visa.
2. International students must meet the following requirements for admission by deadlines established
each semester:
a. Satisfy all requirements for college required by U.S. Customs and Immigration Service.
b. Provide verification of being in compliance with all applicable rules of the U.S Customs and
Immigration Service, with respect to an existing F-1 (student) visa, when transferring from a
United States educational institution.
c. Offer evidence of a standard degree of academic aptitude reflecting good academic standing
equivalent to an American high school education (normally a C or 2.00 average or better.)
d. Demonstrate proficiency in the use of the English language by submitting a minimum score
of 480 (paper based), 160 (computer based), or 56 (internet based) on TOEFL, or 5.5 on
ILETS to demonstrative ability to benefit from instruction.
e. Present evidence of sufficient funds to cover tuition fees and living expenses while attending
the College.
f. Provide proof, before registration, of medical insurance coverage or enroll in a medical
insurance plan provided for international students by the San Mateo County Community
College District.
3. A student holding an F-1 visa with an I-20 issued by another educational institution, or the dependent
of a student in that category, may be admitted as a part-time student not to exceed six units each
semester. Students must present documentation from the institution issuing the 1-20 that the student
has permission to enroll in another educational institution.
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AP 7.01.3 International Students (continued)
4. All international students will be required to pay non-resident tuition, as outlined in Board Policy
7.07, Non-resident Tuition Fees and Administrative Procedures, 7.07.01, Non-resident Tuition,
including the Capital Outlay Fee.
5. All international students are required to complete a minimum of 12 units of class work each semester
to maintain their status. During the last semester of attendance, international students are not required
to complete a minimum of 12 units. Those who fail to complete the required units are out of status
and may be required to return to their home country.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.01.4 (AP 5013)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.01.4 Students in the Military
Adoption Date:
xx/xx
Policy References: Education Code Sections 68074, 68075, and 68075.5; Title 5 Sections 55023, 55024
54041, 54042, 54050, and 58620 Military and Veterans Code Section 824
_____________________________________________________________________________________
Residence Determinations for Military Personnel and Dependents
1. A student who is a member of the armed forces of the United States stationed in California on
active duty, except a member of the armed forces assigned for educational purposes to a statesupported institution of higher education, is entitled to resident classification. Such student shall
retain resident classification in the event that the member of the armed forces is thereafter
transferred on military orders to a place outside of California or thereafter retires from active
duty, so long as the student remains continuously enrolled in the District.
2. An undergraduate student who is a natural or adopted child, stepchild, or spouse who is a
dependent of a member of the armed forces of the United States stationed in this state on active
duty shall be entitled to resident classification. Such student shall retain resident classification if
he/she is thereafter transferred on military orders to a place outside of California, so long as the
student remains continuously enrolled in the District.
3. A student who was a member of the armed forces of the United States stationed in California on
active duty for more than one year immediately prior to being discharged from the armed forces
is entitled to resident classification for the length of time he or she lives in California after being
discharged up to the minimum time necessary to become a resident.
4. A parent who is a federal civil service employee and his/her natural or adopted dependent
children are entitled to resident classification if the parent has moved to this state as a result of a
military mission realignment action that involves the relocation of at least 100 employees. This
classification shall continue until the student is entitled to be classified as a resident, so long as
the student continuously attends an institution of public higher education.
5. A student claiming the residence classifications provided for in this procedure must provide a
statement from the student’s commanding officer or personnel officer providing evidence of the
date of the assignment to California, and that the assignment to active duty in California is not for
educational purposes. A student claiming the residence classifications provided for here for the
dependent of military personnel shall provide a statement from the military person’s commanding
officer or personnel officer that the military person’s duty station is in California on active duty as
of the residence determination date, or has been transferred outside of California on active duty
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AP 7.01.4 Students in the Military (continued)
after the residence determination date, or that the military person has retired from active duty
after the residence determination date. (Title 5 Sections 54041 and 54042)
Withdrawal Policies for Members of the Military
A student who is a member of an active or reserve United States military service and who receives orders
compelling a withdrawal from courses shall be permitted to withdraw upon verification of such orders. A
withdrawal symbol may be assigned which may be a “W” or a “MW.” Military withdrawal shall not be
counted in progress probation, dismissal calculations, or in calculating the permitted number of
withdrawals. In no case may a college require a student who is required to report for military duty to
withdraw from a course by a specified date in order to receive a full refund of the tuition and fees the
student paid to the college for the academic term in which the student was required to report for military
service.
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No change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.02 (BP 5015)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.02 Residence Determination
Revision Date:
5/09; Reviewed xx/xx
Policy References: Education Code Sections 68040, 68041, 68079 and 76140; Title 5, Sections 54000
et seq.
___________________________________________________________________________________
1. Students shall be classified at the time of application for admission as a resident or a nonresident
student.
2. A resident is any person who has been a bona fide resident of California for more than one year on
the residence determination date. The residence determination date shall be the day immediately
preceding the first day of a semester or session for which the student applies to attend.
3. A student who is a full-time employee of the District or who is a child or spouse of a full-time
employee of the District shall be classified as a resident until s/he has resided in the State the
minimum time necessary to become a resident.
4. Residence classification shall be made for each student at the time application for admission is
accepted and whenever a student has not been in attendance for more than two semesters. A student
previously classified as a nonresident may be reclassified as of any residence determination date.
5. The Vice President of Student Services or a designee shall evaluate information presented by an
applicant for admission and make determination of residence. The student shall have the right to
appeal residency determination in accordance with Rules and Regulations, Section 7.73.
6. The Chancellor or designee shall develop procedures to assure that residence determinations are made
in accordance with Education Code and Title 5 regulations.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.02.1 (AP 5015)
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
Adoption Date:
Policy References:

AP 7.02.1 Residence Determination
xx/xx
Education Code Sections 68000 et seq. and 68130.5; Title 5 Sections 54000 et seq.

Residence Classification
1. Residency classifications shall be determined for each student at the time of each registration and
whenever a student has not been in attendance for more than one year. Residence classifications
are to be made in accordance with the following provisions:
a. A residence determination date is that day immediately preceding the first day of
instruction for any term during which the student proposes to attend.
b. Residence classification is the responsibility of the Admissions Office
2. Students must be notified of residence determination within 14 calendar days of submission of
application.
Rules Determining Residence
1. A student who has resided in the state for more than one year immediately preceding the
residence determination date is a resident.
2. A student who has not resided in the state for more than one year immediately preceding the
residence determination date is a nonresident.
3. The residence of each student enrolled in or applying for enrollment in any class or classes
maintained by this District shall be determined in accordance with the Education Code which
states that every person has, in law, a residence. In determining the place of residence, the
following rules are to be observed:
a. Every person who is married or eighteen years of age, or older, and under no legal
disability to do so, may establish residence.
b. A person may have only one residence.
c. A residence is the place where one remains when not called elsewhere for labor or other
special or temporary purpose and to which one returns in seasons of repose.
d. A residence cannot be lost until another is gained.
e. The residence can be changed only by the union of act and intent.
f. A person may establish his or her residence. A spouse’s residence shall not be derivative
from that of his or her spouse.
g. The residence of the parent with whom an unmarried minor child maintains his/her place
of abode is the residence of the unmarried minor child. When the minor lives with neither
parent, the minor's residence is that of the parent with whom the last place of abode was
maintained, provided the minor may establish his/her residence when both parents are
deceased and a legal guardian has not been appointed.
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AP 7.02.1 Residence Determination (continued)
h. The residence of an unmarried minor who has a parent living cannot be changed by the
minor's own act, by the appointment of a legal guardian, or by relinquishment of a
parent's right of control.
Determination of Resident Status
1. A resident is a student who has been a bona fide resident of the state for one year prior to the
residence determination date. A bona fide resident is a person whose residence is in California as
determined above except:
a. A student who is a minor and remains in this state after the parent, who was previously
domiciled in California and has established residence elsewhere, shall be entitled to retain
resident classification until attaining the age of majority and has resided in the state the
minimum time necessary to become a resident, so long as continuous attendance is
maintained at an institution.
b. A student who is a minor and who provides evidence of being entirely self-supporting
and actually present in California for more than one year immediately preceding the
residence determination date with the intention of acquiring a residence therein, shall be
entitled resident classification until he/she has resided in the state the minimum time
necessary to become a resident.
c. A student who has not been an adult for one year immediately preceding the residence
determination date for the semester for which the student proposes to attend an institution
shall have the immediate pre-majority-derived California residence, if any, added to the
post-majority residence to obtain the one year of California residence.
d. A student holding a valid credential authorizing service in the public schools of this state,
who is employed by a school district in a full-time position requiring certification
qualifications for the college year in which the student enrolls in an institution, shall be
entitled to resident classification if each student meets any of the following requirements:
i. He/she holds a provisional credential and is enrolled in courses necessary to
obtain another type of credential authorizing service in the public schools.
ii. He/she holds a credential issued pursuant to Education Code Section 44250 and
is enrolled in courses necessary to fulfill credential requirements.
iii. He/she is enrolled in courses necessary to fulfill the requirements for a fifth year
of education prescribed by subdivision (b) of Education Code Section 44259.
iv. A student holding a valid emergency permit authorizing service in the public
schools of this state, who is employed by a school district in a full-time position
requiring certification qualifications for the academic year in which the student
enrolls at an institution in courses necessary to fulfill teacher credential
requirements, is entitled to resident classification only for the purpose of
determining the amount of tuition and fees for no more than one year. Thereafter,
the student’s residency status will be determined under the other provisions of
this procedure.
e. A student who is a full-time employee of the California State University, the University
of California or a community college, or of any state agency or a student who is a child or
spouse of a full-time employee of the California State University, the University of
California or a community college, or of any state agency may be entitled to resident
classification, until the student has resided in the state the minimum time necessary to
become a resident.
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AP 7.02.1 Residence Determination (continued)
f.

g.

h.

i.

j.
k.

l.

m.

n.

A student who is a natural or adopted child, stepchild, or spouse who is a dependent of a
member of the armed forces of the United States stationed in this state on active duty
shall be entitled to resident classification. If the member of the armed forces of the
United States later transfers on military orders to a place outside this state, or retires as an
active member of the armed forces of the United States, the student dependent shall not
lose his/her resident classification, so long as he/she remains continuously enrolled in the
District.
A student who is a member of the armed forces of the United States stationed in this state
on active duty, except a member of the Armed Forces assigned for educational purposes
to a state-supported institution of higher education, is entitled to resident classification
only for the purpose of determining the amount of tuition and fees. If the student later
transfers on military orders to a place outside this state, the student shall not lose his/her
resident classification, so long as he/she remains continuously enrolled in the District.
A student who was a member of the armed forces of the United States stationed in this
state on active duty for more than one year immediately prior to being discharged from
the armed forces is entitled to resident classification for the length of time he/she lives in
this state after being discharged up to the minimum time necessary to become a resident.
A student who is a minor and resides with his or her parent in a district or territory not in
a district shall be entitled to resident classification, provided that the parent has been
domiciled in California for more than one year prior to the residence determination date
for the semester, quarter or term for which the student proposes to attend.
A student who is a Native American is entitled to resident classification for attendance at
a community college if the student is also attending a school administered by the Bureau
of Indian Affairs located within the community college district.
A student who is a federal civil service employee and his or her natural or adopted
dependent children are entitled to resident classification if the parent has moved to this
state as a result of a military mission realignment action that involves the relocation of at
least 100 employees. This classification shall continue until the student is entitled to be
classified as a resident, so long as the student continuously attends an institution of public
higher education.
A student who resides in California and is 19 years of age or under at the time of
enrollment, who is currently a dependent or ward of the state through California's child
welfare system, or was served by California's child welfare system and is no longer being
served either due to emancipation or aging out of the system, may be entitled to resident
classification until he/she has resided in the state the minimum time necessary to become
a resident.
A student who lives with a parent who earns a livelihood primarily by performing
agricultural labor for hire in California and other states, and the parent has performed
such labor in this state for at least two months per year in each of the two preceding
years, and the parent resides in this District and the parent of the student has claimed the
student as a dependent on his state or federal personal income tax return if he/she has
sufficient income to have personal income tax liability shall be entitled to resident
classification.
Any students who are U.S. citizens, permanent residents of the U.S., and visitors who are
not nonimmigrants (including those who are undocumented), may be exempt from paying
nonresident tuition if they meet the following requirements:
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AP 7.02.1 Residence Determination (continued)
i.
ii.
iii.
iv.
v.

high school attendance in California for three or more years;
graduation from a California high school or attainment of the equivalent thereof;
registration or enrollment in a course offered by any college in the district for any
term commencing on or after January 1, 2002;
completion of a questionnaire form prescribed by the Chancellor and furnished by the
district of enrollment, verifying eligibility for this nonresident tuition exemption; and
in the case of a student without lawful immigration status, the filing of an affidavit
that the student has filed an application to legalize his/her immigration status, or will
file an application as soon as he or she is eligible to do so.

Right To Appeal
1. Students who have been classified as non-residents have the right to a review of their
classification (Title 5 Section 54010 (a)). Any student, following a final decision of residence
classification by the Admission Office, may make written appeal to the Vice President of Student
Services or his/her designee within 30 calendar days of notification of final decision by the
college regarding classification.
Appeal Procedure
1. The appeal is to be submitted to the Admissions Office which must forward it to the Vice
President of Student Services or his/her designee within five working days of receipt. Copies of
the original application for admission, the residency questionnaire, and evidence or
documentation provided by the student, with a cover statement indicating upon what basis the
residence classification decision was made, must be forwarded with the appeal.
2. The Vice President of Student Services or his/her designee shall review all the records and have
the right to request additional information from either the student or the Admissions Office.
3. Within 30 calendar days of receipt, the Vice President of Student Services or designee shall send
a written determination to the student. The determination shall state specific facts on which the
appeal decision was made.
Reclassification
1. A student previously classified as a non-resident may be reclassified as of any residence
determination date. A residence determination date is that day immediately preceding the opening
day of instruction for any session during which the student proposes to attend.
2. Students requesting to petition their residency classification must submit a residency questionnaire
to the Admissions Office prior to the semester for which reclassification is to be effective.
Extenuating circumstances may be considered in cases where a student failed to petition for
reclassification prior to the residency determination date. In no case, however, may a student
receive a non-resident tuition refund after the date of the first census.
3. Written documentation may be required of the student in support of the reclassification request.
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AP 7.02.1 Residence Determination (continued)
4. Determination of financial independence is not required for students who were classified as nonresidents by the University of California, the California State University, or another community
college District (Education Code Section 68044).
5. A student shall be considered financially independent for purposes of residence reclassification if
the applicant meets all of the following requirements:
a. Has not and will not be claimed as an exemption for state and federal tax purposes by
his/her parent in the calendar year prior to the year the reclassification application is made;
b. Has not lived and will not live for more than six weeks in the home of his/her parent
during the calendar year the reclassification application is made.
6. A student who has established financial independence may be reclassified as a resident if the
student has met the requirements of Title 5 Sections 54020, 54022, and 54024. Failure to satisfy
all of the financial independence criteria listed above does not necessarily result in denial of
residence status if the one year requirement is met and demonstration of intent is sufficiently
strong.
7. Financial dependence in the current or preceding calendar year shall weigh more heavily against
finding California residence than financial dependence in the preceding second and third calendar
years. Financial dependence in the current or preceding calendar year shall be overcome only if
(1) the parent on whom the student is dependent is a California resident, or (2) there is no evidence
of the student's continuing residence in another state.
8. The Vice President of Student Services or designee will make a determination, based on the
evidence and notify the student not later than 14 days of receipt of the petition for reclassification.
The student may appeal following the procedures outlined above.
Non-Citizens
1. The District will admit any non-citizen who is 18 years of age or older or a high school graduate.
2. If non-citizens are present in the United States illegally or with any type of temporary visa, they
will be classified as non-residents and charged non-resident tuition unless they meet the
exceptions contained below.
3. If, for at least one year and one day prior to the start of the semester in question, a non-citizen has
possessed any immigration status that allows him/her to live permanently in the United States and
she or he meets the California residency requirements, the student can be classified as a resident.
4. Any students who are U.S. citizens, permanent residents of the U.S., and visitors who are not
nonimmigrants (including those who are undocumented), may be exempt from paying
nonresident tuition if they meet the following requirements:
a. high school attendance in California for three or more years;
b. graduation from a California high school or attainment of the equivalent thereof;
c. registration or enrollment in a course offered by any college in the district for any term
commencing on or after January 1, 2002;
d. completion of a questionnaire form prescribed by the Chancellor and furnished by the
district of enrollment, verifying eligibility for this nonresident tuition exemption; and
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AP 7.02.1 Residence Determination (continued)
e. in the case of a student without lawful immigration status, the filing of an affidavit that
the student has filed an application to legalize his/her immigration status, or will file an
application as soon as he or she is eligible to do so.
5. The initial residency classification will be made at the time the student applies for admission.
Students may file residency questionnaire forms through the third week of the semester to request
a review of their residency status. Final residency determination is made by the Vice President of
Student Services or his/her designee. The decision of the Vice President of Student Services is
final.
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Delete Policy; create new procedure
7.01.3

CHAPTER 7: Student Services
BOARD POLICY NO. 7.03 (BP 5015)

BOARD POLICY
San Mateo County Community College District
Subject:
7.03 Eligibility Requirements for Admission of International Students
Revision Date:
5/12
Policy References: Education Code Sections 76141 and 76142; Title 5 Section 54045.5; Title 8, U.S.C.
Section1101, et seq.
___________________________________________________________________________________
1. An international student is defined as one who is in the United States on a valid and current student
visa. Students who live outside the United States and who take only online courses may not need a
visa as determined by the Deans of Enrollment Services.
2. The following are the admission requirements for international students. International students must:
a. Satisfy all requirements for college required by U.S. Immigration and Customs Enforcement.
b. Provide verification of being in compliance with all applicable rules of the Immigration and
Customs Enforcement Service, with respect to an existing F-1 (student) visa, when
transferring from a United States educational institution.
c. Demonstrate proficiency in the use of the English language to a degree which will enable
them to benefit from instruction.
d. Offer evidence of a standard degree of academic aptitude and achievement equivalent to an
American high school education with recommending grades.
e. Meet any standards of health specifically set forth by Federal, State, or local authorities.
f. Demonstrate ability to support self while in College.
g. Generally, not have previously completed a level of education (college degrees, etc.) that
exceeds that being sought at the District College.
3. A student holding an F-1 visa with an I-20 issued by another educational institution, or the dependent
of a student in that category, may be admitted as a part-time student not to exceed six units each
semester.
4. All international students will be required to pay non-resident tuition. [See Rules and Regulations,
Section 8.74 (5)]
5. All international students will be required to pay an International Student Health Insurance fee for
each semester or session of attendance. This fee will be waived for international students who present
proof of enrollment in a personal health insurance plan valid in California with an appropriate level of
coverage.
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Delete Policy: Create new procedure
7.01.2

CHAPTER 7: Student Services
BOARD POLICY NO. 7.05 (BP 5010)

BOARD POLICY
San Mateo County Community College District
Subject:
7.05 Admission of Non-immigrant Visitors
Revision Date:
7/11
Policy References: Education Code, Sections 68040, 76140 Title 5, Sections 54000, 54045, et seq.
___________________________________________________________________________________
1. Non-immigrant visitors who are precluded from establishing domicile in the United States in
accordance with the Immigration and Nationality Act, the California Education Code, and the
California Code of Regulations, Title 5, may enroll in any College in the District as a non-resident.
Applicants in this status must:
a. Meet all applicable general admission requirements as set forth in Rules and Regulations,
Section 7.01.
b. Present evidence that the passport and Visa are dated to permit study for the duration of
the program of study for which enrollment is being requested.
c. Enrollment may be subject to Visa limits on units.
2. Non-immigrant visitors holding a B-1 or B-2 Visa are not eligible to enroll in credit classes at any
College in the District.
3. A student holding an F-1 visa with an I-20 issued by another educational institution, or the dependent
of a student in that category, may be admitted as a part-time student not to exceed six units each
semester.
4. Non-immigrant visitors who are eligible to establish domicile in the United States in accordance with
the Immigration and Nationality Act, the California Education Code, and the California Code of
Regulations, Title 5, may be admitted to any of the Colleges in the District without restriction and
shall be eligible to establish residency. AB 540 students who have attended high school in California
for three or more years and have graduated or attained the equivalent prior to the start of the term are
exempt from paying the non-resident tuition, but will not be classified as California residents.
5. All non-immigrant visitors shall be subject to residency classification in accordance with the
California Education Code, and the California Code of Regulations, Title 5. Students classified as
non-residents will be required to pay non-resident tuition.
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CHAPTER 7: Student Services
BOARD POLICY NO. 7.07 (BP 5020)

BOARD POLICY
San Mateo County Community College District
Subject:
7.07 Non-resident Student Tuition Fees
Revision Date:
10/09
Policy References: Education Code Sections 68050, 68051, 68052, 68130, 76130, 76141; Title 5
Section 54045.5
___________________________________________________________________________________
1. Tuition Fees
a. A tuition fee shall be charged each non-resident student. Each student shall pay tuition for the
number of units in which enrolled unless specifically required otherwise by law.
b. The Board shall establish fees in compliance with California Education Code, Title 5 and the
California Community College Attendance Accounting Manual.
c. The Chancellor or designee shall establish procedures regarding collection, waiver, and
refunds of non-resident tuition.
d. Collection of tuition fees at each College shall be the responsibility of the Cashier's Office.
2. The Chancellor is authorized to implement a capital outlay component to the nonresident tuition to be
charged only to persons who are both citizens and residents of foreign countries. The Board finds and
declares that this fee does not exceed the amount expended by the District for capital outlay in the
preceding year divided by the total FTES in the preceding fiscal year.
a. Students who would otherwise be charged this fee shall be exempt if they demonstrate that
they are a victim of persecution or discrimination in the country of which they are a citizen
and resident, or if the demonstrate economic hardship.
b. Students shall be deemed victims of persecution or discrimination if they present evidence
that they are citizens and residents of a foreign country and that they have been admitted to
the United States under federal regulations permitting such persons to remain in the United
States.
c. Students shall be deemed to have demonstrated economic hardship if they present evidence
that they are citizens and residents of a foreign country and that they are receiving Temporary
Assistance for Needy Families Program, Supplemental Income/State Supplementary benefits,
or general assistance.
3. Payment of Fees
a. The non-resident tuition fee for the number of units for which the student is registering is due
and payable in full at the time of registration. If it is determined by the Vice President of
Student Services or designee that, for reasons beyond his/her control, a student is not able to
make full payment of the fee at the time of registration, the following deferred payment
schedule may be utilized:
i. One-third of the total tuition shall be paid at the time of registration.
ii. The balance shall be paid prior to November for Fall semester, prior to April for
Spring semester, and two weeks after the date of registration for Summer Session.
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iii. A student who has a tuition fee balance from a previous semester or session shall not
be allowed to complete registration for any other semester or session.
4. Residence Classification
Residence classification shall be made for each student at the time the application is accepted for
admission and whenever a student has not been in attendance for more than one semester. The
Vice President of Student Services, or designee, shall be responsible for notifying each student who
has been classified a non-resident not later than fourteen (14) calendar days after the beginning of the
semester/session for which the student has applied or fourteen (14) calendar days after the student's
application is received, whichever is later.
a. A non-resident student who was incorrectly classified as a resident and who is attending a
class or classes is required to pay the non-resident tuition fee upon notification of the error.
Failure to make proper payment may result in cancellation of the student's registration.
Notification shall consist of written notice from the College to the student. The student shall
have the right to appeal the residency determination in accordance with Rules and
Regulations, 7.73.
5. Admission by Misinformation
a. A non-resident student who has been admitted to a class or classes without payment of the fee
because of misinformation submitted by him/her during registration shall be subject to
disciplinary action and excluded from such class or classes until a payment program is agreed
upon by the student and the designated manager. For the purpose of this rule only, such
notification may be given at any time during the period of enrollment. Unless a payment
program is agreed to by the student and the designated manager, the student shall not be
readmitted during the semester or session from which s/he was excluded, nor shall s/he be
admitted to any following session or semester until all previously incurred tuition obligations
are met. The student may appeal this action in accordance with Rules and Regulations, 7.73.
b. The District shall vigorously pursue collection of non-resident fees and shall, when
necessary, initiate legal action to collect such fees.
6.

Non-resident Tuition Fee Waiver
a. The College may waive non-resident tuition fees which were not collected as a result of the
College's error and not through the fault of the student or if collection of such a fee would
cause the student undue hardship in accordance with regulations and definitions adopted by
the State.
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New Policy; Deleted Prior Policy

CHAPTER 7: Student Services
BOARD OF POLICY NO. 7.07 (BP 5020)

BOARD POLICY
San Mateo County Community College District
BP 7.07 Non-resident Student Tuition Fees
xx/xx
Education Code Sections 68050, 68051, 68130, 68130.5, and 76141;
Title 5 Section 54045.5
_____________________________________________________________________
Subject:
Adoption Date:
Policy References:

1. Nonresident students shall be charged nonresident tuition for all units enrolled, unless specifically
required otherwise by law.
2. Not later than February 1 of each year, the Chancellor or designee shall bring to the Board of
Trustees for approval an action to establish nonresident tuition for the following fiscal year. The
fee shall be calculated in accordance with guidelines contained in applicable state regulations
and/or the California Community College Attendance Accounting Manual.
3. The College President or designee shall establish procedures regarding collection, waiver, and
refunds of nonresident tuition.
4. The Chancellor or designee is authorized to implement a capital outlay fee to be charged only to
persons who are both citizens and residents of foreign countries. The Board of Trustees finds and
declares that this fee does not exceed the amount expended by the district for capital outlay in the
preceding year divided by the total FTES in the preceding fiscal year.
5. Students who would otherwise be charged this fee shall be exempt if they demonstrate that they
are a victim of persecution or discrimination in the country of which they are a citizen and
resident, or if they demonstrate economic hardship.
6. Students shall be deemed victims of persecution or discrimination if they present evidence that
they are citizens and residents of a foreign country and that they have been admitted to the United
States under federal regulations permitting such persons to remain in the United States. Students
shall be deemed to have demonstrated economic hardship if they present evidence that they are
citizens and residents of a foreign country and that they are receiving Temporary Assistance for
Needy Families Program, Supplemental Income/State Supplementary benefits, or general
assistance.
7. Non-resident high school concurrent students are not charged non-resident fees, regardless of the
number of units they enroll in.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.07.1 (AP 5020)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.07.1 Non-resident Student Tuition Fees
Adoption Date:
xx/xx
Policy References:
Education Code Sections 68130.5 and 76140 et seq.; Title 5 Section 54045.5
____________________________________________________________________________________
1. Non-resident students shall be charged non-resident tuition for all units enrolled, except for any
students, other than non-immigrant visitors under 8 U.S. Code Section 1101(a)(15), who meet the
following requirements:
a. high school attendance in California for three or more years;
b. graduation from a California high school or attainment of the equivalent thereof;
c. registration or enrollment in a course offered for any term commencing on or after January 1,
2002;
d. completion of a questionnaire form prescribed by the State Chancellor’s Office verifying
eligibility for this non-resident tuition exemption; and
e. in the case of a student without lawful immigration status, the filing of an affidavit that the
student has filed an application to legalize his/her immigration status, or will file an
application as soon as he/she is eligible to do so;
f. reside in California.
2. The College may exempt from all or part of the fee for any non-resident who is both a citizen and
resident of a foreign country provided that the non-resident has demonstrated financial need for the
exemption and not more than ten percent (10%) of the non-resident international students are
exempted.
3. The non-resident tuition fee shall be set not later than February 1 of each year. The Chancellor or
designee shall bring to the Board of Trustees for approval an action to establish non-resident tuition
for the following year.
4. The calculation of the non-resident tuition fee shall be calculated in accordance with guidelines
contained in applicable state regulations and/or the California Community College Attendance
Accounting Manual.
5. The calculation of the non-resident tuition fee will reflect the expense of education in the preceding
year and reflect the fees in contiguous districts.
6. The College assesses a $10 processing fee (plus an additional $50 processing fee for non-resident
tuition) if a refund is issued a student withdrawing from all classes. For all classes dropped after the
established deadline, fees are not refundable unless an action of the College (e.g., class cancellation)
that prevents a student from attending class. Further information regarding the Credit and Refund
Policy can be found in the College Catalogs and websites.
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Revisions
CHAPTER 7: Student Services
BOARD POLICY NO. 7.09 (BP 5035)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.09 Withholding of Student Records
Revision Date:
5/09; xx/xx
Policy References: Title 5, Section 59410
___________________________________________________________________________________
1. Students or former students who have been provided with written notice that they have failed to pay
their proper financial obligations to the district shall have grades, transcripts, enrollment verifications,
and diplomas and degrees withheld.
2. Any items held, shall be released when the student satisfactorily resolves the financial obligation.
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New procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.09.1 (AP5035)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.09.1 Withholding of Student Records
Adoption Date:
xx/xx
Policy References: Title 5, Section 59410
_____________________________________________________________________
1. The College will withhold grades, transcripts, enrollment verifications, diplomas and degrees, and
registration privileges from any student or former student who fails to pay a financial obligation
to the District. The student shall be given written notification and the opportunity to explain if
the financial obligation is in error.
2. The definition of financial obligation shall include, but is not limited to:
a.
b.
c.
d.
e.
f.

student fees;
obligations incurred through the use of facilities;
equipment or materials;
library fines; unreturned library books;
materials remaining improperly in the possession of the student; and/or
any other unpaid obligation a student or former student owes to the District.

A financial obligation does not include any unpaid obligation to a student
organization.
3. Unpaid student accounts are reviewed regularly and a bill is sent electronically to the student
requesting payment. In addition, student account information is available through WebSMART.
Students requesting to appeal a financial obligation must do so in writing to the College Business
Office.
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No Change

CHAPTER 7: Student Services
BOARD OF POLICY NO. 7.20 (BP 5300)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.20 Student Equity
Revision Date:
1/10; Reviewed xx/xx
Policy References: Education Code Sections 66030; 66250, et seq.; 72010 et seq.; Title 5 Section 54220
___________________________________________________________________________________
The Board of Trustees is committed to assuring student equity in educational programs and College
services. Each College shall establish a student equity plan that meets the Title 5 standards for such a
plan.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE 7.20.1 (AP 5300)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.20.1 Student Equity
Adoption Date:
xx/xx
Policy References: Education Code Sections 66030, 66250 et seq., and 72010 et seq.;
Title 5 Section 54220
_____________________________________________________________________________________
1. Each College has a student equity plan. The plan is filed as required to the California Community
Colleges Chancellor’s Office, following approval by the Board of Trustees.
2. The development of the student equity plan includes the following:
a. active involvement of appropriate groups on campus;
b. involvement by appropriate people from the community who can articulate the perspective
and concerns of historically underrepresented groups;
c. campus-based research as to the extent of student equity;
d. institutional barriers to equity;
e. goals for access, retention, degree and certificate completion, English as a Second
Language (ESL) and basic skills completion, and transfer for each historically
underrepresented group;
f. activities most likely to be effective to attain the goals, including coordination of existing
student equity related programs;
g. sources of funds for the activities in the plan;
h. a schedule and process for evaluation of progress towards the goals;
i. an executive summary that describes the groups for whom goals have been set, the goals,
the initiatives that the College will undertake to achieve the goals, the resources budgeted
for that purpose, and the College official who can be contacted for further information.
3. The Student Equity Plan shall be developed, maintained, and updated under the supervision of the
College President or designee.
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No change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.22 (BP 5570)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.22 Student Credit Card Marketing
Revision Date:
1/10; Reviewed xx/xx
Policy References: Title 5 Section 54400; Civil Code Section 1747.02(m); Education Code Sections
99030 and 99040.
___________________________________________________________________________________
Marketing for student credit cards is prohibited at all three Colleges, the District Office and other
facilities operated by the District.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE 7.22.1 (AP 5570)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.22.1 Student Credit Card Marketing
Adoption Date:
xx/xx
Policy References: Education Code Section 99030; Title 5 Section 54400; Civil Code Section
1747.02(m)
Student credit card marketing is prohibited on any of the Colleges of the San Mateo County Community
College District and the District Office. Financial literacy, including credit card and debt education, is
offered to students during financial aid orientation and other college orientations and workshops.

38

BOARD REPORT NO. 13-8-101B

No change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.23 (BP 5700)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.23 Athletics
Revision Date:
1/10; Reviewed xx/xx
Policy References: Education Code Sections 78223, 66271.6, 66271.8, 67360 et seq.
___________________________________________________________________________________
1. The District shall offer an organized program for men and women in intercollegiate athletics. The
program shall not discriminate on the basis of gender in the availability of athletic opportunities.
2. The Chancellor shall assure that the athletics program complies with federal and state law, the
California Community College Athletic Association (CCCAA) and Sports Guides, and the Coast
Conference Constitution regarding student athlete participation.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.23.1 (AP 5700)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.23.1 Athletics
Adoption Date:
xx/xx
Policy References: Education Code 66271.6, 66271.8, 67360 et seq.; Title IX, Education Amendments
of 1972
1. As part of the overall mission of the District and respective Colleges, athletics is designed to provide
an environment that stresses critical thinking and skill development while encouraging personal
growth, discipline, assertiveness, persistence, honesty, sensitivity and emotional control.
2. The goals and practices of the athletic programs are to:
a. sponsor intercollegiate competitive sports in accordance with the Education Code, Title V,
Title IX, conference rules and the State Athletic Constitution and Bylaws;
b. foster broad programs of men’s and women’s intercollegiate athletics that are consistent with
students educational objectives with an emphasis on retention, completion and matriculation;
c. encourage excellence in performance by all participants in intercollegiate athletics, as well as
recognize the link that exists between academic scholarship and athletic achievement;
d. not allow the recruitment of out-of-state student-athletes as specified in the State Athletic
Constitution and Bylaws;
e. direct recruiting efforts toward student-athletes residing in San Mateo County and support the
right of student-athletes to attend their school of choice and participate in all activities within
the conditions specified by the State Athletic Constitution and Bylaws;
f. and maintain or increase balanced athletic program offerings for both men and women as
student, budget and community interest will allow.
3. The colleges offer the following sports:
a. Cañada College: Women’s Golf, Women’s Volleyball, Men’s and Women’s Soccer, Men’s
Basketball and Baseball
b. College of San Mateo: Men’s and Women’s Cross Country, Football, Women’s Water Polo,
Women’s Basketball, Baseball, Men’s and Women’s Swimming, Softball, and Men’s and
Women’s Track and Field
c. Skyline College: Men’s and Women’s Soccer, Women’s Volleyball, Wrestling, Men’s and
Women’s Basketball, Women’s Badminton and Baseball
4. Teams are open to all students who have not exhausted their eligibility at the community college
level. Teams may be added or discontinued as deemed appropriate by the Colleges. As a multicollege district, students are allowed to attend one college and participate in athletics at another
college as long as they meet all applicable requirements.
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AP 7.23.1 Athletics (continued)
5. Participation Requirements
Student-Athletes are required to complete the following in order to participate:
a. Form 1, Student Eligibility Report, identifying whether this is the student’s first or second
season of competition in this sport or any sport, and if the student has attended and / or
participated in athletics at any other college or university. The Form 1 also includes a
required signature from the student regarding the rules and regulations related to competition
and eligibility.
b. Form 2, Student Athlete Transfer Form, required to be sent to any college or university the
student had attended to verify if the student had attended the college or university, the
student’s status at that college or university, and if the student had participated in athletics at
that college or university.
c. Form C, Out of Recruitment Area Student Contact Record, certifying that the student had
chosen the college without prior contact by members of the staff or persons representing the
College. This form is required for any student who participates from outside the District
designated recruiting boundaries.
d. Pre-Participation Medical Screening Evaluation and all applicable medical, insurance, waiver
and consent forms designed to insure the safe and effective participation of the student in the
athletic program.
e. Student Athlete Declaration of Eligibility Form asking the student to declare and verify that
she/he does not fall under the provisions set forth in Section 67362 of the California
Education Code.
6. Initial Eligibility Certification
Once the aforementioned requirements are complete, the coach will prepare a roster to be submitted
to the athletic director to evaluate each student athlete relative to regulations governing athletic
competition at the California community college level. The evaluation includes determining:
a. the number of units the student is actively and continuously enrolled in (minimum of 12
required);
b. the student is enrolled in the appropriate VARS class;
c. the status of the student’s Student Education Plan (SEP);
d. the recruiting area high school of the student (In-District, Recruiting Area In-State, Out-ofState);
e. the enrolled and completed units to ensure they meet the requirements of Bylaw 1 of the
State Athletic Constitution and Bylaws;
f. whether a Form 2, Student Athlete Transfer Form, from another college or university has
been received and what impact that information has regarding eligibility;
g. whether transcripts are available to certify the requirements of Bylaw 1 of the State Athletic
Constitution and Bylaws; and,
h. if the student has successfully completed all the participation requirements.
7. Initial Evaluation
After this initial evaluation, the athletic director and coach will sign the Form 1.
a. Students who are deemed eligible by the athletic director and coach have their Form 1’s and
all supporting documentation forwarded to the designated assistant who enters their names on
the Form 3, Team Eligibility Form, and into Banner as designated student athletes.
b. Once finalized the Form 3 is:
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AP 7.23.1 Athletics (continued)
i. sent electronically to the California Community College Athletic Association
(CCCAA);
ii. copied along with the Form 1 and mailed to the conference commissioner;
iii. copied and given to the head coach, equipment technician and athletic trainer; and
iv. saved electronically and given to the athletic director.
c. A random sampling of Form 1’s will be reviewed by Admissions staff each semester to verify
that the residency status of the student application matches the information provided on the
Form 1.
Any student who is certified for eligibility after the initial submission of the Form 3 may be added at
that time, provided they complete all the steps for participation and initial eligibility certification.
8. Continuing Eligibility Certification:
Per CCCAA rules, weekly certification of all sports in season for compliance with Bylaw 1.3.1 is
completed on Monday. The designated athletic administrator receives this eligibility report. For those
students who do not meet the tenets of Bylaw 1.3.1, as discovered during this weekly check, the
athletic administrator must determine if the student-athlete participated in any contests or dates, while
under unit requirement standards. Students who did not participate in any contests or dates are
ineligible to participate further until they meet unit standards. For those students who did participate in
contests or dates while under required unit limits, they will be penalized as described under Bylaw
1.4.2, D. Continuing eligibility information is disseminated to the appropriate coach, student athlete,
athletic trainer and equipment technician as deemed appropriate by the athletic administrator.
9. Final Eligibility Certification
At the end of the season, the coach and athletic administrator review the Form 3. The coach certifies
that only students on the Form 3 have participated and notes which students have used a season of
eligibility under CCCAA rules. The athletic director then forwards this participation record to the
designated assistant who completes the Form 3 indicating those students who have and have not
participated and submits it electronically to the conference commissioner. Once approved by the
conference commissioner, copies are given to the head coach and placed with the original Form 1’s and
supporting documentation. A paper and electronic copy of the final Form 3 is kept on file by the athletic
director.
10. Form Location
All information required for each student’s eligibility is filed in program folders and kept in a lockable
file cabinet in the division office during the season of sport. After the season, all records are cataloged
and locked in the Athletic Director’s office. Those cataloged files are kept for five years. Copies of the
Form 3 are kept on file 15 years.
11. Student Conduct
Students enrolled in the colleges of the District are expected to conduct themselves as responsible
citizens and in a manner compatible with the colleges function as educational institutions. Students are
subject to civil authority and to specific regulations established by each college in the district. Athletes
are also responsible for abiding by the decorum standards established by the CCCAA related to their
participation in athletics.
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AP 7.23.1 Athletics (continued)
If students violate the Student Code of Conduct, they may be subject to the following disciplinary
actions:
a. Warning
b. Temporary Exclusion
c. Suspension
d. Censure
e. Cancellation of Registration
f. Disciplinary Probation
g. Expulsion
Student athletes who violate the Student Conduct Code are subject to disciplinary action as outlined in
Board Policy 7.69 and Administrative Procedures 7.69.1 and 7.69.2.
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CHAPTER 7: Student Services
BOARD POLICY NO. 7.26 (BP 5800)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.26 Prevention of Identity Theft in Student Financial Transactions
Revision Date:
5/10; Reviewed xx/xx
Policy References: 15 U.S. Code Section 1681m (e); Fair and Accurate Credit Transactions Act
___________________________________________________________________________________
The District is required to identify, detect and respond to patterns, practices, or specific activities (“Red
Flags”) that could indicate identity theft of students’ financial transactions. This is due to the fact that the
District serves as a creditor in relation to its students. The District shall develop procedures to implement
an Identity Theft Prevention Program (ITPP) to control reasonably foreseeable risks to students from
identity theft.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.26.1 (AP 5800)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.26.1 Prevention of Identity Theft in Student Financial Transactions
Adoption Date:
xx/xx
Policy References: 15 U.S. Code Section 1681m(e) (Fair and Accurate Credit Transactions Act (FACT
ACT or FACTA)
______________________________________________________________________
1. The Purpose of the Identity Theft Prevention Program
The purpose of this Identity Theft Prevention Program (ITPP) is to control reasonably foreseeable
risks to students from identity theft, by providing for the identification, detection, and response to
patterns, practices, or specific activities (“Red Flags”) that could indicate identity theft.
2. Definitions
a. “Identity theft” is a fraud attempted or committed using identifying information of another
person without authority.
b. A “creditor” includes government entities who defer payment for goods (for example,
payment plans for bookstore accounts or parking tickets), issued loans or issued student debit
cards. Government entities that defer payment for services provided are not considered
creditors for purposes of this ITPP.
c. “Deferring payments” refers to postponing payments to a future date and/or installment
payments on fines or costs.
d. A “covered account” includes one that involves multiple payments or transactions.
e. “Person” means any individual who is receiving goods, receives a loan, and/or is issued a
debit card from the District and is making payments on a deferred basis for said goods, loan,
and/or debit card.
3. Detecting “Red Flags” For Potential Identity Theft
Detection or discovery of a “Red Flag” implicates the need to take action under this ITPP to help
prevent, detect, and correct identity theft.
4. Risk Factors for Identifying “Red Flags” include:
a. the types of covered accounts the District offers or maintains;
b. the methods the District provides to open the District’s covered accounts;
c. the methods the District provides to access the District’s covered accounts;
d. the District’s previous experience(s) with identity theft.
5. Sources of “Red Flags” include:
a. incidents of identity theft that the District has experienced;
b. methods of identity theft that the District identifies that reflects changes in identity theft risks;
c. guidance from the District’s staff who identify changes in identity theft risks.
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AP 7.26.1 Prevention of Identity Theft in Student Financial Transactions (continued)
6. Categories of “Red Flags”
a. Alerts, Notifications, or Warnings from a Consumer Reporting Agency:
i.
A fraud or active duty alert is included with a consumer report the District receives as
part of a background check.
ii.
A consumer reporting agency provides a notice of credit freeze in response to a
request for a consumer report.
iii.
A consumer reporting agency provides a notice of address discrepancy. An address
discrepancy occurs when an address provided by a student substantially differs from
the one the credit reporting agency has on file. See Section (5)(i) for specific steps
that must be taken to address this situation.
iv.
A consumer report indicates a pattern of activity that is inconsistent with the history
and usual pattern of activity of an applicant, such as:
1. A recent and significant increase in the volume of inquiries;
2. An unusual number of recently established credit relationships
3. A material change in the use of credit, especially with respect to recently
established credit relationships; or
4. An account that was closed for cause or identified for abuse of account
privileges by a creditor or financial institution.
b. Suspicious Documents:
i.
Documents provided for identification appear to have been forged or altered.
ii.
The photograph or physical description on the identification is not consistent with the
appearance of the applicant or customer presenting the identification.
iii.
Other information on the identification is not consistent with information provided by
the person opening a new covered account or customer presenting the identification.
iv.
Other information on the identification is not consistent with readily accessible
information that is on file with the District, such as a signature card or a recent check.
v.
An application appears to have been altered or forged, or gives the appearance of
having been destroyed or reassembled.
c. Suspicious Personal Identifying Information:
i.
Personal identifying information provided is inconsistent when compared against
external information sources used by the District. For example:
1. The address does not match any address in the consumer report; or
2. The Social Security Number (SSN) has not been issued, or is listed on the
Social Security Administration’s Death Master File.
ii.
Personal identifying information provided by a person is not consistent with other
personal identifying information provided by the person. For example, there is a lack
of correlation between the SSN range and date of birth.
iii.
Personal identifying information is associated with known fraudulent activity as
indicated by internal or third-party sources use by the District. For example:
1. The address on an application is the same as the address provided on a
fraudulent application; or
2. The phone number on an application is the same as the phone number
provided on a fraudulent application.
iv.
Personal identifying information provided is of a type commonly associated with
fraudulent activity as indicated by internal or third-party sources used by the District.
For example:
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AP 7.26.1 Prevention of Identity Theft in Student Financial Transactions (continued)

v.
vi.
vii.
viii.
ix.

1. The address on an application is fictitious, a mail drop, or a prison; or
2. The phone number is invalid, or is associated with a pager or answering
service.
The SSN provided is the same as that submitted by other persons currently being
served by the District.
The address or telephone number provided is the same or similar to the account
number or telephone number submitted by an unusually large number of other
persons being served by the District.
The person opening the covered account fails to provide all required personal
identifying information on an application or in response to notification that the
application is incomplete.
Personal identifying information provided is not consistent with personal identifying
information that is on file with the District.
The person opening the covered account cannot provide authenticating information
beyond that which generally would be available from a wallet or consumer report.

d. Unusual Use Of – Or Suspicious Activity Relating To – A Covered Account:
i.
A new covered account is used in a manner that is commonly associated with known
patterns of fraud patterns. For example, a person makes a first payment, but there are
no subsequent payments made.
ii.
A covered account is used in a manner that is not consistent with established patterns
of activity on the account. For example, there is:
1. Nonpayment when there is no history of late or missed payments; or
2. A material change in electronic fund transfer patterns in connection with a
payment.
iii.
A covered account that has been inactive for a reasonably lengthy period of time is
suddenly used or active.
iv. Mail sent to the person holding the covered account is returned repeatedly as
undeliverable although transactions continue to be conducted in connection with
person’s covered account.
v.
The District is notified that the person is not receiving paper account statements.
vi.
The District is notified of unauthorized transactions in connection with a person’s
covered account.
e. Notices From Customers/Persons, Victims of Identity Theft, Law Enforcement
Authorities, or Other Businesses About Possible Identity Theft in Connection with
Covered Accounts:
The District is notified by a person with a covered account, a victim of identity theft, a law
enforcement authority, or any other person, that it has opened a fraudulent account for a
person engaged in identity theft.
7. Measures to Detect “Red Flags”
The District shall do the following to aid in the detection of “Red Flags”:
a. When a new covered account is open, the District shall obtain identifying information about, and
information verifying the identity of, the student or other person seeking to
open a covered account. Two forms of identification shall be obtained (at least one of which
must be a photo identification). The following are examples of the types of valid identification
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that a person may provide to verify the identity of the person seeking to open the covered
account:
i. valid state-issued driver’s license,
ii. valid state-issued identification card,
iii. current passport,
iv. a Social Security Card,
v. current residential lease,
vi. copy of a deed to the person’s home or invoice/statement for property taxes.
b. Persons with covered accounts who request a change in their personal information on file, such as
a change of address, will have the requested changes verified by the District. The person shall
provide at least one written form of verification reflecting the requested changes to the personal
information. For example, if an address change is requested, then documentation evidencing the
new address shall be obtained. If a phone number change is requested, then documentation
evidencing the new phone number, such as a phone bill, shall be obtained.
8. Preventing and Mitigating Identity Theft
One or more of the following measures, as deemed appropriate under the particular circumstances,
shall be implemented to respond to “Red Flags” that are detected:
a. Monitor the covered account for evidence of identity theft;
b. Contact the person who holds the covered account;
c. Change any passwords, security codes, or other security devices that permit access to a
covered account;
d. Reopen the covered account with a new account number;
e. Not open a new covered account for the person;
f. Close an existing covered account;
g. Not attempt to collect on a covered account or not sell a covered account to a debt collector;
h. Notifying law enforcement;
i. Where a consumer reporting agency provides an address for a consumer that substantially
differs from the address that the consumer provided, the District shall take the necessary
steps to for a reasonable belief that the District knows the identity of the person for whom
the District obtained a credit report, and reconcile the address of the consumer with the
credit reporting agency, if the District establishes a continuing relationship with the
consumer , and regularly, and in the course of business, provides information to the credit
reporting agency; or
j. Determine that no response is warranted under the particular circumstances.
9. Updating the ITPP
The District shall update this ITPP on an annual basis to reflect changes in risks to persons with
covered accounts, and/or to reflect changes in risks to the safety and soundness of the District from
identity theft, based on the following factors:
a. The experiences of the District with identity theft;
b. Changes in methods of identity theft;
c. Changes in methods to detect, prevent and mitigate identity theft;
d. Changes in the types of covered accounts that the District maintains;
e. Changes in the business arrangements of the District, including service provider
arrangements.
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10. Methods for Administering the ITPP
a. Oversight of the ITPP : Oversight by the District’s Chief Technology Director shall include:
i. Assigning specific responsibility for the ITPP’s implementation;
ii. Reviewing reports prepared by the staff regarding compliance of the ITPP; and
iii. Approving material changes to the ITPP as necessary to address changing
identity theft risks.
b. Reports
i.
In General. Staff responsible for the development, implementation, and
administration of this ITPP shall report to the Board of Trustees on an annual
basis.
ii.
Contents of Report. The report shall address material matters to the ITPP and
evaluate the following issues: the effectiveness of the policies and procedures in
addressing the risk of identity theft in connection with opening new covered
accounts and with respect to existing covered accounts; service provider
arrangements; significant incidents involving identity theft and management’s
response; and recommendations for material changes to the ITPP.
iii.
Oversight of Service Provider Arrangements. Whenever the District engages a
service provider to perform an activity in connection with one or more covered
accounts the District shall take steps to ensure that the activity of the service
provider is conducted in accordance with reasonable policies and procedures
designed to detect, prevent, and mitigate the risk of identity theft. To that end,
the District shall require our service contractors, by contract, to have policies and
procedures to detect relevant “Red Flags” that may arise in the performance of
the service provider’s activities, and either report the “Red Flags” to the District,
or to take appropriate steps to prevent or mitigate identity theft.
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New Policy: Note More
Restricted Directory Information

CHAPTER 7: Student Services
BOARD POLICY NO. 7.28 (BP 5040)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.28 Student Records, Directory Information, and Privacy
Adoption Date:
xx/xx
Policy References: Education Code Sections 76200 et seq.; Title 5 Sections 54600 et seq.
_____________________________________________________________________________________
1. The College President shall assure that student records are maintained in compliance with applicable
federal and state laws relating to the privacy of student records.
2. The College President may direct the implementation of appropriate safeguards to assure that student
records cannot be accessed or modified by any person not authorized to do so.
3. Any currently enrolled or former student of the District has a right of access to any and all student
records relating to him or her maintained by the District.
4. No District representative shall release the contents of a student record to any member of the public
without the prior written consent of the student, other than directory information as defined in this
policy and information sought pursuant to a court order or lawfully issued subpoena, or as otherwise
authorized by applicable federal and state laws.
5. Students shall be notified of their rights with respect to student records, including the definition of
directory information defined below, and that they may limit the information.
6. Federal and State laws provide that the college may release certain types of “Directory Information”
unless the student submits a request, in writing to the Registrar that certain or all such information is
not be released without his/her consent. Directory information shall include:
a. Student’s name and dates of attendance.
b. Student participation in officially recognized activities and sports including weight, height
and high school of graduation of athletic team members.
c. Degrees and awards received, including honors, scholarship awards, athletic awards and
Dean’s List recognition.
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New Procedure; Note More
Restricted Directory Information

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.28.1 (AP 5040)

ADMINISTRATIVE PROCEDURES
San Mateo County Community College District
Subject:
AP 7.28.1 Student Records, Directory Information, and Privacy
Adoption Date:
xx/xx
Policy References: Education Code Sections 71091 and 76200 et seq.; Title 5 Sections 54600 et seq.;
U.S. Patriot Act; Civil Code Section 1798.85
______________________________________________________________________
1. A cumulative record of enrollment, scholarship, and educational progress shall be kept for each
student.
2. Release of Student Records: No instructor, official, employee, or Board of Trustees member shall
authorize access to student records to any person except under the following circumstances:
a. Student records shall be released pursuant to a student's written consent.
b. Students are required to submit a request form to Admissions. A log of all requests for
student information will be maintained in the Admissions and Records Office. “Directory
information” may be released in accordance with the definitions in Board Policy 7.28,
Student Records, Directory Information and Privacy.
c. Currently enrolled students may request that “Directory Information” be withheld by
notifying the Registrar in writing.
d. Student records shall be released pursuant to a judicial order or a lawfully issued subpoena
signed only by a judge. If the subpoena does not accompany a written release of information
by the student, he/she will be notified in writing by certified mail of the request for records. A
period of 10 days must elapse before records may be released in order to allow the student to
seek legal representation to quash the motion if so desired.
e. Student records shall be released pursuant to a federal judicial order that has been issued
regarding an investigation or prosecution of an offense concerning an investigation or
prosecution of terrorism.
f. Student records may be released to employees of the District or other officials only when they
have a legitimate educational interest to inspect the record. A log of such requests shall be
maintained in the Admissions and Records Office.
g. Student records may be released to authorized representatives of the Comptroller General of
the United States, the Secretary of Education, an administrative head of an education agency,
state education officials, or their respective designees or the United States Office of Civil
Rights, where that information is necessary to audit or evaluate a state or federally supported
educational program or pursuant to federal or state law. Exceptions are that when the
collection of personally identifiable information is specifically authorized by federal law, any
data collected by those officials shall be protected in a manner that will not permit the
personal identification of students or their parents by other than those officials, and any
personally identifiable data shall be destroyed when no longer needed for that audit,
evaluation, and enforcement of federal legal requirements. Vice President of Student Services
or designee is responsible for the security and privacy of such records. A log of such requests
shall be maintained in the Admissions and Records Office.
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h. The Vice President of Student Services or designee is responsible for providing information
and updating procedures.
i. Student records may be released to officials of other public or private schools or school
systems, including local, county or state correctional facilities where education programs are
provided, where the student seeks or intends to enroll or is directed to enroll. The release is
subject to the conditions in Education Code Section 76225. The Vice President of Student
Services or designee is responsible for the security and privacy of such records. A log of
such requests shall be maintained in the Admissions and Records Office.
j. Student records may be released to agencies or organizations in connection with a student's
application for, or receipt of, financial aid, provided that information permitting the personal
identification of those students may be disclosed only as may be necessary for those purposes
as to financial aid, to determine the amount of the financial aid, or conditions that will be
imposed regarding financial aid, or to enforce the terms or conditions of financial aid. The
Dean of Enrollment Services or designee is responsible for the security and privacy of such
records. A log of such requests shall be maintained in the Admissions and Records Office.
k. Student records may be released to organizations conducting studies for, or on behalf of,
accrediting organizations, educational agencies or institutions for the purpose of developing,
validating, or administrating predictive tests, administering financial aid programs, and
improving instruction, if those studies are conducted in such a manner as will not permit the
personal identification of students or their parents by persons other than representatives of
those organizations and the information will be destroyed when no longer needed for the
purpose for which it is conducted. The Dean of Enrollment Services or designee is
responsible for the security and privacy of such records.
l. Student records may be released to appropriate persons in connection with an emergency if
the knowledge of that information is necessary to protect the health or safety of a student or
other persons, subject to applicable federal or state law. The Dean of Enrollment Services or
designee is responsible for the security and privacy of such records.
m. The following information shall be released to the federal military for the purposes of federal
military recruitment: student names, addresses, telephone listings, dates and places of birth,
levels of education, degrees received, prior military experience, and/or the most recent
previous educational institutions enrolled in by the students.
n. Students who are minors who are enrolled at the College are considered college students and
records cannot be shared with parents or guardians without the written permission of the
student.
3. Charge for Transcripts or Verifications of Student Records: A student/former student shall be
entitled to two free copies of the transcript of his/her record or to two free verifications of various
student records. Additional copies shall be made available to the student, or to an addressee
designated by him/her, at the rate of $5.00 per copy. Students may request expedited processing of a
transcript for an additional charge of $10.00.
4. Electronic Transcripts: The District has implemented a process for the receipt and transmission of
electronic student transcripts which is contingent upon receipt of sufficient funding.
5. Use of Social Security Numbers: The District shall not do any of the following:
a. Publicly post or publicly display an individual’s social security number;
b. Print an individual’s social security number on a card required to access products or services;
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c. Require an individual to transmit his/her social security number over the internet using a
connection that is not secured or encrypted;
d. Require an individual to use his/her social security number to access an Internet Web site
without also requiring a password or unique personal identification number or other
authentication devise; or
e. Print an individual’s social security number that is visible on any materials that are mailed to
the individual, except the following:
 official transcript
 1098 tax forms
 materials used to establish, amend, or terminate an account, contract, or policy
 materials used to confirm the accuracy of the social security number
6. If the District has, prior to January 1, 2004, used an individual’s social security number in a manner
inconsistent with the above restrictions, it may continue using that individual’s social security number
in that same manner only if:
a. The use of the social security number is continuous;
b. The individual is provided an annual disclosure that informs the individual that he/she has the
right to stop the use of his/her social security number in a manner otherwise prohibited;
c. The District agrees to stop the use of an individual’s social security number in a manner
otherwise prohibited upon a written request by that individual;
d. No fee shall be charged for implementing this request; and the District shall not deny services
to an individual for making such a request.
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CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.28.2 (AO 5045)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
Adoption Date:
Policy References:

AP 7.28.2 Student Records: Challenging Content and Access Log
xx/xx
Education Code Sections 76222 and 76232; Title 5 Section 54630

1. Challenging Content: Any student may file a written request with the Vice President of Student
Services or designee to correct or remove information recorded in his or her student records that the
student alleges to be:
a. inaccurate;
b. an unsubstantiated personal conclusion or inference;
c. a conclusion or inference outside of the observer's area of competence; or
d. not based on the personal observation of a named person with the time and place of the
observation noted.
2. Within 30 days of receipt of the request, the Vice President of Student Services or designee shall meet
with the student and the employee who recorded the information in question, if any, if the employee
is presently employed by the District. The Vice President of Student Services or designee shall then
sustain or deny the allegations.
3. If the Vice President of Student Services or designee sustains any or all of the allegations, he/she shall
order the correction or removal and destruction of the information. If the Vice President of Student
Services or designee denies any or all of the allegations and refuses to order the correction or removal
of the information, the student, within 30 days of the refusal, may appeal the decision in writing to the
Board of Trustees.
4. Within 30 days of receipt of an appeal, the Board of Trustees shall, in closed session with the student
and the employee who recorded the information in question, determine whether to sustain or deny the
allegations. If the Board of Trustees sustains any or all of the allegations, it shall order the Vice
President of Student Services or designee, to immediately correct or remove and destroy the
information. The decision of the Board of Trustees shall be final.
5. If the final decision is unfavorable to the student, the student shall have the right to submit a written
statement of his/her objections to the information. This statement shall become a part of the student's
record until the information objected to is corrected or removed.
6. Whenever there is included in any student record information concerning any disciplinary action, the
student shall be allowed to include in such record a written statement or response concerning the
disciplinary action.
7. Whenever there is included in any student record information concerning any disciplinary action in
connection with any alleged sexual assault or physical abuse, or threat of sexual assault, or any
conduct that threatens the health and safety of the alleged victim, the alleged victim of that sexual
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assault or physical abuse shall be informed within three days of the results of the disciplinary action
and the results of any appeal. The alleged victim shall keep the results of that disciplinary action and
appeal confidential.
8. Access Log
A log or record shall be maintained for each student's record that lists all persons, agencies, or
organizations requesting or receiving information from the record and their legitimate interests. The
listing need not include any of the following:
a. Students seeking access to their own records;
b. Parties to whom directory information is released;
c. Parties for whom written consent has been executed by the student;
d. Officials or employees having a legitimate educational interest;
e. The log or record shall be open to inspection only by the student and appropriate college
staff, and to the Comptroller General of the United States, the Secretary of Education, an
administrative head of an education agency, and state educational authorities as a means of
auditing the operation of the system.
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new policy 7.28

CHAPTER 7: Student Services
BOARD POLICY NO. 7.28 (BP 5040)

BOARD POLICY
San Mateo County Community College District
Subject:
7.28 Student Records, Directory Information, and Privacy
Revision Date:
5/09
Policy References: Education Code Sections 76200, 76210, 76220 76221, 76222, 76232-76234, 76240,
67242, 76243; Title 5 Sections 54600 et seq.
___________________________________________________________________________________
1.

2.

The Family Educational Rights and Privacy Act (FERPA) and the California Education Code require
educational institutions to provide a student access to official educational records directly related to
the student and to provide an opportunity for a hearing to challenge such records on the grounds that
they are inaccurate. In addition, the law specifies that a College must obtain the written consent of
the student before releasing personally identifiable information from records to other than a specified
list of persons and agencies and that these rights extend to present and former students of the
College.
a)

Educational student records generally include documents and information related to admission,
enrollment in classes, grades, matriculation, and related academic information. Educational
records are more fully defined by the Education Code.

b)

The Dean of Enrollment Services/Admissions and Records at each College, or the designee of
the responsible Vice President, is designated “Records Officer” as required by the Act.

c)

A student’s educational record shall be made available for inspection and review by the student,
during working hours, within five working days following completion and filing of a request
made with the Records Officer.

d)

If a student wishes to challenge any information in his/her educational record, the student shall
review the matter with the Records Officer. During the informal proceedings, the Records
Officer may make adjustments or changes to correct factual errors.

e)

If these informal proceedings do not settle the dispute regarding the student’s record, the student
may submit a request in writing to the responsible Vice President. The Vice President will
assign the matter within ten working days to a “Hearing Officer.”

f)

The Hearing Officer will set a date for a hearing, at the conclusion of which s/he will render a
decision to the President of the College, who will determine what action is to be taken. This
decision may be appealed by the student in accordance with Rules and Regulations, Section 7.73
and the California Education Code.

Federal and State laws provide that the College may release certain types of “Directory Information”
unless the student submits a request, in writing, to the Records Officer that certain or all such
information is not to be released without his/her consent. “Directory Information” in the San Mateo
County Community College District includes: student’s name and city of residence, email address,
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participation in recognized activities and sports, dates of enrollment, degrees and awards received,
the most recent previous educational agency or institution attended, and height and weight of
members of athletic teams.
3.

Students shall be notified of their legal rights regarding access to student records through publication
of this policy in College Catalogs and Schedules of Classes.

4.

Each College shall maintain a log in the Office of Enrollment Services/Admissions and Records for
each student’s record which lists all persons, agencies, or organizations requesting or receiving
information from the record, in accordance with the California Education Code.

5.

A copy of District policy, the Family Educational Rights and Privacy Act, appropriate sections of the
California Education Code, and other pertinent information and forms shall be available in the office
of the Records Officer.

6.

A fee established by the Board of Trustees shall be charged for furnishing copies of records, except
that the first two copies of a transcript shall be furnished without charge.
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Delete Policy; Moved to Procedure
6.21.1
CHAPTER 7: Student Services
BOARD POLICY NO. 7.35 (BP 4240)

BOARD POLICY
San Mateo County Community College District
Subject:
7.35 Academic Standards
Revision Date: 6/10
___________________________________________________________________________________
All academic standards shall conform to the education and administrative codes of the State of California
and shall include procedures whereby students may petition a College Academic Standards Committee
for reinstatement in College in the event of their failure to maintain the required standards.
The withdrawal section of the policy has been moved to Grading and Academic Symbols: Withdrawal
1. Withdrawal
a. A student may withdraw from a semester-length class during the first four weeks of instruction
and no notation will be made on the student’s academic record. In courses of less than a regular
semester’s duration, a student may withdraw prior to the completion of 30 percent of the period
of instruction and no notation will be made on the student’s record.
b. Thereafter, a student may withdraw from a semester-length class, whether passing or failing, at
any time through the last day of the fourteenth week of instruction and a “W” grade shall be
authorized after the faculty member has been informed. In courses of less than a regular
semester’s duration, a student may withdraw prior to the completion of 75 percent of the period
of instruction and a “W” grade shall be authorized after the faculty member has been informed.
c. The academic record of a student who remains in class beyond the time periods set forth above
must reflect an authorized symbol other than “W” [see Section 6.21]. However, after the end of
the fourteenth week (or after 75 percent of the period of instruction in courses of less than a
regular semester’s duration), withdrawal may be authorized in the case of extenuating
circumstances. Extenuating circumstances are defined as case of accident, illness, or other
circumstances beyond the control of the student. In such cases, the student must submit a petition
in accordance with established College procedures and must consult with the faculty member.
Approved withdrawal, under the conditions set forth, shall be recorded as a “W.”
d. “Military Withdrawal” occurs when a student who is a member of the active or reserve United
States military service receives orders necessitating a withdrawal from classes. Upon verification
of such orders, the withdrawal symbol of “MW” shall be assigned. Military Withdrawals shall
not be counted in “satisfactory progress” probation and dismissal calculations.
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e. A student failing to follow established withdrawal procedures may be assigned an “F” grade by
the faculty member.
f.

A student may appeal a decision regarding withdrawal in accordance with Rules and Regulations,
Section 7.73.

2. Inclusion/Exclusion of Units Attempted
a. The determination of the applicability of the policy on academic probation and dismissal will be
based on the inclusion of:
i.
ii.
iii.

All units in which the student has been officially enrolled, except those in which the
student has been assigned a grade or non-evaluative symbol of “W,” “MW,” “CR,”
“NC,” “I,” “RD,” or “IP” when computing grade point average.
All units in which the student has been officially enrolled, except those in which the
student has been assigned a non-evaluative symbol of “MW,” “RD,” or “IP” when
applying the satisfactory progress rule.
All SMCCCD units in which the student has been enrolled will be utilized in
determining the applicability of the policy on academic probation and dismissal.
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No change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.37 (BP 5052)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.37 Open Enrollment
Revision Date:
5/09; Reviewed xx/xx
Policy References: Title 5 Sections 51006, 58106, 58108
___________________________________________________________________________________
1. All courses, course sections and classes of the District shall be open for enrollment to any person who
has been admitted to the Colleges of the District, unless specifically excepted by statute or regulation.
2. Enrollment may be subject to any priority system that has been established.
3. Enrollment may also be limited to students meeting properly validated prerequisites and co-requisites,
or due to other practical considerations such as exemptions set out in statute or regulation.
4. The Chancellor shall assure that this policy is published in the College Catalogs and Schedules of
Classes.
5. The Chancellor or designee shall establish procedures defining enrollment priorities, limitations, and
processes for student challenge, which comply with Title 5 regulations.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.37.1 (AP 5052)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
AP 7.37.1 Open Enrollment
Adoption Date:
xx/xx
Policy References: Education Code Sections 66025.8 and 66025.9
Title 5 Sections 51006, 58106, 58108
______________________________________________________________________________ _____
1. All courses of the District shall be open to enrollment in accordance with BP 7.37 and a priority
system consistent with AP 7.38.1 titled Enrollment Priorities. Enrollment may be limited to students
meeting properly validated prerequisites and co-requisites, or due to other non-evaluative, practical
considerations as determined by the college.
2. No student is required to confer or consult with or required to receive permission to enroll in any
class offered by the District, except as provided for in AP 7.38.1 titled Enrollment Priorities and other
district programs which require special admissions (e.g. allied health programs).
3. Students are not required to participate in any pre-registration activities not uniformly required, and
no registration procedures are used that result in restricting enrollment to a specialized clientele,
except as provided for in AP 7.38.1 titled Enrollment Priorities and certain designated programs (e.g.
allied health.)
4. A student may challenge an enrollment limitation on any of the following grounds:
a. The limitation is unlawfully discriminatory or is being applied in an unlawfully
discriminatory manner;
b. The District is not following its enrollment procedures;
c. The basis for the limitation does not in fact exist
5. Students wishing to challenge enrollment limitations should contact the appropriate division at the
college.
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CHAPTER 7: Student Services
BOARD POLICY NO. 7.38 (BP 5055)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.38 Enrollment Priorities
Adoption Date:
xx/xx
Policy References: Title 5 Sections 51006, 58106, 58108
_____________________________________________________________________________________
The Chancellor shall establish procedures defining enrollment priorities, limitations, and processes for
student challenge, which shall comply with Title 5 regulations.
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CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.38.1 (AP 5055)
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.38.1 Enrollment Priorities
Adoption Date:
xx/xx
Policy References: Education Code Sections 66025.8 and 66025.9;
Title 5 Sections 58106 and 58108
1. Enrollment in courses and programs may be limited to students meeting properly established
prerequisites and co-requisites, or the criteria for admissions to certain designated programs. [See BP
and AP 4260 titled Prerequisites and Co-requisites]
2. The District will provide priority registration for students who enroll in a community college for the
purpose of degree or certificate attainment, transfer to a four-year college or university, or career
advancement.
3. Students will have the following registration priority, in the order of priority listed below:
a. Group 1: Students who have completed orientation, assessment, developed student education
plans, and are in good standing (defined as not on academic or progress probation for two
consecutive terms and has not earned 100 degree applicable units)are eligible as a member of
the armed forces or a veteran pursuant to Education Code section 66025.8 or as a foster youth
or former foster youth pursuant to Education Code section 66025.9;
b. Group 2: Students who have completed orientation, assessment, developed student education
plans, and are in good standing (defined as not on academic or progress probation for two
consecutive terms and has not earned 100 degree applicable units) and are eligible and
receiving services through Disabled Student Programs and Services, Extended Opportunity
Programs and Services, or CalWORKs;
c. Group 3: Continuing student athletes, honors program students, members of the Associated
Students, and international students who have completed orientation, assessment, and
developed student education plans and are in good standing (defined as not on academic or
progress probation for two consecutive terms and has not earned 100 degree applicable units);
d. Group 4: Continuing students, including continuing Middle College High School students
and Priority Enrollment Program students who have completed orientation, assessment, and
developed student education plans (except Middle College High School students who do not
complete a college student education plan) and are in good standing (defined as not on
academic or progress probation for two consecutive terms and has not earned 100 degree
applicable units);
e. Group 5: New students who have completed orientation, assessment and developed student
educational plans and Middle College High School students;
f. Group 6: All other continuing students, including continuing concurrent enrollment students;
g. Group 7: All other students, new and returning, those with greater than 100 units and those on
probation.
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4. Registration priority specified above shall be lost at the first registration opportunity after a student:
a. Is placed on academic or progress probation or any combination thereof as defined in these
Board Policy and Administrative Procedure 4250 for two consecutive terms; or
b. Has earned one hundred (100) or more degree-applicable semester or quarter equivalent units
at the District.
5. For purposes of this section a unit is earned when a student receives a grade of A, A-, B+, B, B-, C+,
C, D+, D, D- or P as defined in Board Policy and Administrative Procedure 4230. This 100-unit limit
does not include units for non-degree applicable English as a Second Language or basic skills courses
as defined by the Vice President, Instruction or for students enrolled in high unit majors or programs
as designated by the Vice President, Instruction.
6. The District shall notify students who are placed on academic or progress probation, of the potential
for loss of enrollment priority. The district shall notify the student that a second consecutive term on
academic or progress probation will result in the loss of priority registration as long as the student
remains on probation. The District shall notify students or who have earned 75 percent or more of the
unit limit, that enrollment priority will be lost when the student reaches the unit limit.
7. Appeal of Loss of Enrollment Priority
a. Students may appeal the loss of enrollment priority when the loss is due to extenuating
circumstances. Extenuating circumstances are verified cases of accidents, illnesses or other
circumstances beyond the control of the student, or when a student with a disability applied
for, but did not receive a reasonable accommodation in a timely manner. The Vice President
of Student Services or designee will determine the appeal in his/her sole discretion.
b. The District will ensure that these procedures are reflected in course catalogs and that all
students have appropriate and timely notice of the requirements of this procedure.
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New Policy 7.39; Replaces
old 7.39 (Matriculation)
CHAPTER 7: Student Services
BOARD POLICY NO. 7.39 (BP 5050)

BOARD POLICY
San Mateo County Community College District

Subject:
BP 7.39 Student Success
Adoption Date:
xx/xx
Policy References: Education Code Sections 78210 et seq.; Title 5 Sections 55500 et. seq.
_____________________________________________________________________________________
1. The District shall provide matriculation services to students for the purpose of furthering equality of
educational opportunity and academic success. The purpose of matriculation is to bring the student
and the District into agreement regarding the student’s educational goal through the District’s
established programs, policies, and requirements.
2. The College President shall establish procedures to assure implementation of matriculation services
that comply with the Title 5 regulations.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.39.1 (AP 5050)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.39.1 Student Success
Adoption Date:
xx/xx
Policy References:
Education Code Sections 78210 et seq.; Title 5 Sections 55500 et seq.
____________________________________________________________________________________
1. Student Success brings the student and the District into agreement regarding the student’s educational
goal through the District’s established programs, policies, and requirements. The agreement is
implemented by means of the student educational plan.
2. New, non-exempt students, as part of the Student Success Act, are required to participate in
orientation, assessment and advising. New students may petition to be exempted from these services.
3. Each student, in entering into an educational plan, will do all of the following: (See Note)
a. express at least a broad educational intent upon admission
b. declare a specific goal no later than the term after which the student completes 15 semester
units of degree applicable credit coursework
c. diligently attend class and complete assigned coursework
d. complete courses and maintain progress toward an educational goal
e. cooperate in the development of the student educational plan
4. Student Success services include, but are not limited to, all of the following:
a. Processing of the application for admission
b. Orientation and outreach services designed to provide to students, on a timely basis,
information concerning campus procedures, academic expectations, financial assistance, and
any other appropriate matters
c. Assessment and counseling services upon enrollment, which shall include, but not be limited
to, all of the following:
i.
Administration of assessment instruments to determine student competency in
computational and language skills
ii.
Assistance to students in the identification of aptitudes, interests and educational
objectives, including but not limited to, associate of arts degrees, transfer for
baccalaureate degrees, and vocational certificates and licenses
iii.
Evaluation of student study and learning skills
iv.
Referral to specialized support services as needed, including but not limited to,
federal, state, and local financial assistance; health services; campus employment
placement services, extended opportunity programs and services; campus child care
services programs that teach English as a second language; and disabled student
services
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AP 7.39.1 Student Success (continued)
v.

Advisement concerning educational, academic, career interests and goals, and course
selection

vi.

Post-enrollment evaluation of each student’s progress, and required advisement or
counseling for students who are enrolled in remedial courses, who have not declared
an educational objective as required, or who are on academic probation

5. The District shall not use any assessment instrument except one specifically authorized by the Board
of Trustees of Governors of the California Community Colleges.
Note: This section will change as the Title 5 regulations regarding the new Student Success Act are
revised.
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Delete old policy; establish
new Board Policy 7.39
CHAPTER 7: Student Services
BOARD POLICY NO. 7.39 (BP 5050)
BOARD POLICY
San Mateo County Community College District
Subject:
7.39 Matriculation
Revision Date:
7/09
Policy References: Education Code Sections 78210 et seq; Title 5 Section 55500
____________________________________________________________________________
1. Matriculation is the process which brings the College and a student who enrolls for credit into an
agreement for the purpose of developing and realizing the student's educational objective. The
agreement acknowledges responsibilities of both parties to enable students to attain their objectives
efficiently through the College's established programs, policies, and requirements. All students,
except those exempted on the basis of locally established criteria (e.g., holders of A.A. /A.S. or higher
degrees), are expected to complete matriculation requirements.
2. In accordance with the California Code of Regulations, Title 5, the College provides matriculation
services organized in several interrelated components:
a. Admissions: Collects and analyzes information on each applicant, identifies students needing
special services, and assists students to enroll in a program of courses to attain their
educational goals.
b. Skills Assessment and Placement Testing: Measures students' abilities in English, reading,
mathematics, and learning and study skills and assesses students' interests and values related
to the world of work. In addition to helping students with course selection, assessment results
are used to determine honors eligibility and for referral to specialized support services.
c. Orientation: Acquaints students with College facilities, special programs and services, as well
as academic expectations and procedures.
d. Advisement/Counseling and Course Selection: A process in which students meet with a
counselor/advisor to develop an individual educational plan, choose specific courses, and
update their plans periodically.
e. Student Follow Up: Ensures that the academic progress of each student is regularly
monitored, with special efforts made to assist students who have not determined an
educational goal, who are enrolled in pre-collegiate basic skills courses, and/or who have
been placed on academic probation.
3. Each matriculated student is expected to:
a. Express at least a broad educational intent at entrance and be willing to declare a specific
educational goal following the completion of 15 semester units of degree-applicable credit
coursework.
b. Attend classes regularly and complete assigned coursework.
c. Cooperate in the development of a student educational plan within 90 days after declaring a
specific educational goal and subsequently abide by the terms of this plan or approved
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BP 7.39 Matriculation (continued)
revision thereof, making continued progress toward the defined educational goal. The College
may withhold matriculation services from students failing to cooperate in meeting the above
expectations.
4. Each matriculated student is entitled to:
a. Participate in the process of developing his/her student educational plan. A student who
believes the College has not afforded him/her the opportunity to develop or implement this
plan may file a complaint with the appropriate College manager.
b. Be given equal opportunity to engage in the educational process regardless of sex, marital
status, disability, race, color, religion, or national origin. A student who alleges s/he has been
subject to unlawful discrimination may file a grievance with the appropriate College
manager.
c. Challenge any prerequisite, using established procedures through appropriate channels, on
one or more of the following grounds:
i.
the prerequisite is not valid because it is not necessary for success in the course
for which it is required;
ii.
the student has the knowledge or ability to succeed in the course despite not
meeting the prerequisite; or
iii.
the prerequisite is discriminatory or is being applied in a discriminatory manner.
d. Obtain a waiver from the appropriate College manager of any prerequisite or corequisite
course for a particular term because the course is not available during that term.
e. Request a waiver of any matriculation requirement on the basis of extraordinary
circumstances by using established procedures through appropriate channels.
f. Review the matriculation regulations of the California Community Colleges and exemption
criteria developed by this District and file a complaint when s/he believes the College has
engaged in any practice prohibited by these regulations. The regulations are available and
complaints may be filed in the office of the appropriate College manager.
5. Alternative matriculation service are available for students who require special accommodations in
the educational setting:
a. Students with physical, visual, communication, or learning disabilities are advised to contact
the office of the appropriate College manager.
b. Students with difficulty in reading, writing, math, and other basic skills are advised to contact
the office of the appropriate College manager.
c. Students who speak English as their second language may contact the office of the
appropriate College manager.
6. Any student who wishes to challenge any requirement of matriculation should contact the office of
the Vice President of Student Services.
7. Each College shall establish procedures to assure implementation of matriculation services that
comply with Education Code and Title 5 regulations.
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New Policy 7.40; replaces
old Policy 7.40

CHAPTER 7: Student Services
BOARD POLICY NO. 7.40 (BP 5110)

BOARD POLICY
San Mateo County Community College District

Subject:
7.40 Counseling and Advising Services
Adoption Date:
xx/xx
Policy References: Education Code Section 72620; Title 5 Section 51018
_____________________________________________________________________________________
1. Counseling services are essential to support students as they connect, enter, progress, and complete
their educational goals that align with the educational mission of the District.
2. The College President or designee shall assure the provision of counseling services including
academic, career, and personal counseling that is related to the student's education.
3. Counseling shall be required for all first time students seeking a degree, certificate, or transfer. In
addition, students on academic or progress probation will be required to utilize counseling services.

70

BOARD REPORT NO. 13-8-101B

New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.40.1 (AP 5110)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.40.1 Counseling and Advising Services
Adoption Date:
xx/xx
Policy References: Education Code Section 72620 AND 72621; Title 5 Section 51018
______________________________________________________________________________
1. Services: The counseling services available in the District’s counseling program include, but are not
limited to, in-person, online, workshop based, and counselor/instruction collaborations:
a. Academic counseling, in which the student is assisted in assessing, planning, and
implementing his/her immediate and long-range academic goals;
b. Career counseling, in which the student is assisted in assessing his/her aptitudes, abilities, and
interests, and is provided career and educational planning and information regarding college
major pathways, and current and future employment trends and opportunities;
c. Personal counseling, in which the student is assisted with personal, family, or other social
concerns, when that assistance is related to the student’s education;
d. Coordination with the counseling aspects of other services to students which exist on campus,
including but not limited to, those services provided in programs for students with special
needs, skills testing programs, financial assistance programs, and job placement services.
2. Confidentiality
a. Confidentiality of Counseling Information: Information of a personal nature disclosed by a
student in the process of receiving counseling from a counselor is confidential, and shall not
become part of the student record without the written consent of the person who
disclosed the confidential information.
b. Disclosure: However, the information shall be disclosed when permitted by applicable law,
including but not limited to disclosure as necessary to report child abuse or neglect; reporting
to the President of the College or designee or other persons when the counselor has reason to
believe that disclosure is necessary to avert a clear and present danger to the health, safety, or
welfare of the student or other persons living in the college community; reporting information
to the President of the College or other persons as necessary when the student indicates that a
crime involving the likelihood of personal injury or significant or substantial property losses
will or has been committed; reporting information to one or more persons specified in a
written waiver by the student.

71

BOARD REPORT NO. 13-8-101B

CHAPTER 7: Student Services
BOARD POLICY NO. 7.40 (BP 5110)
Delete policy
BOARD POLICY
San Mateo County Community College District
Subject:
7.40 Counseling and Advising Services
Revision Date:
5/09
Policy References: Education Code Section 72620; Title 5 Section 51018
___________________________________________________________________________________
1. Counseling services are an essential part of the educational mission of the District. In accordance
with District and State policies, the Colleges shall establish an organized, integrated, and
comprehensive program of academic, career, and personal counseling/advising services.
2. Counseling shall be required for all first-time students enrolled for more than six (6) units, and highly
recommended for students enrolled provisionally, and for students on academic or progress probation.
3. Counseling and Advising services may include:
a. Providing assistance in establishing and/or clarifying educational and career goals.
b. Providing assistance to students in program planning.
c. Providing counseling/advising services with respect to skills assessment and placement
testing.
d. Providing career and transfer information for students.
e. Providing counseling support for students with problems relating to pursuit of their
educational objectives.
f. Providing counseling/advising services for students with special needs (e.g., re-entry
students, international students, etc.).
g. Providing other counseling/advising services as may be required to meet the needs of the
students.
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Minor Revisions
CHAPTER 7: Student Services
BOARD POLICY NO. 7.41 (BP 5140)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.41 Disabled Students Programs and Services (DSPS)
Revision Date:
10/12; xx/xx
Policy References: Education Code Sections 67310 and 84850; Title 5 Sections 56000 et seq. and
56027
___________________________________________________________________________________
1. Students with disabilities shall have the right to be reasonably accommodated pursuant to federal and
state requirements in all applicable programs in the District.
2. The Disabled Students Programs and Services (DSPS) program shall be the primary provider for
support programs and services that facilitate equal educational opportunities for disabled students
who can benefit from instruction as required by Federal and State laws.
3. DSPS services shall be available to students with verified disabilities. These services shall be based
on students’ educational limitations resulting from the disability. The services to be provided include,
but are not limited to: reasonable accommodations, academic adjustments, accessible facilities and
equipment, instructional programs, rehabilitation counseling, and academic counseling.
4. Students with disabilities are not required to participate in the Disabled Students Programs and
Services program.
5. The District shall respond in a timely manner to accommodation requests involving academic
adjustments. The Chancellor or designee shall establish a procedure to implement this policy which,
at a minimum, provides for an individualized review of each such request, and permits interim
decisions on such requests pending final resolution by the appropriate administrator or designee.
6. The Chancellor shall assure that the DSPS program conforms to all requirements established by the
relevant law and regulations.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.41.1 (AP 5140)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.41.1 Disabled Students Programs and Services (DSPS)
Revision Date:
xx/xx
Policy References: Education Code Sections 67310 and 84850; Title 5 Sections 56000 et seq. and
56027
__________________________________________________________________________________
1. The District maintains a plan for the provision of programs and services to disabled students designed
to assure that they have access to District classes and programs. DSPS is the primary vehicle by
which the District accommodates students with disabilities .
2. Programming within this unit provides for the following:
a. procedure for timely response to accommodation requests involving academic adjustments
which, at a minimum, provides for an individualized review of each such request, and permits
interim decisions on such requests pending final resolution by the appropriate administrator
or designee;
b. long-range goals and short term objectives for the program;
c. definitions of disabilities and student eligibility;
d. support services and instruction that is provided;
e. verification of disability and determination of educational limitation;
f. student rights and responsibilities;
g. student educational contract or plan that is developed by a designated person in consultation
with the student;
h. academic accommodations;
i. provisions for course substitution and waivers;
j. staffing; and
k. advisory committee.
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Minor Revisions

CHAPTER 7: Student Services
BOARD POLICY NO. 7.42 (BP 5150)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.42 Extended Opportunities Programs and Services (EOPS)
Revision Date:
5/09; xx/xx
Policy References: Education Code 69640-69656; Title 5 Sections 56200 et seq.
___________________________________________________________________________________
1. Support services and programs that are in addition to traditional students services programs shall be
provided in order to assist students who have language, social, and economic disadvantages to
succeed academically in the District.
2. The Extended Opportunity Pprograms and Services (EOPS) is established to assist students achieve
their educational objectives and goals by providing services that may include, but are not limited to,
recruitment, orientation, assessment, tutorial services, counseling and advising, and financial aid.
3. The Chancellor shall assure that the EOPS program conforms to all requirements established by the
relevant law and regulations.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.42.1 (AP 5150)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.42.1 Extended Opportunity Programs and Services (EOPS)
Adoption Date:
xx/xx
Policy References: Education Code 69640-69656; Title 5 Sections 56200 et seq.
_____________________________________________________________________________________
Extended Opportunity Programs and Services (EOPS):
The EOPS program was established by Senate Bill 164 which encouraged community colleges to develop
programs and services “over, and above, and in addition to” the regular educational programs of the
college to meet the unique educational needs of students.
Eligibility Criteria for EOPS:
Students may be eligible for EOPS if they are California residents and are eligible for a Board of
Governor’s Grant A or B, and meet one of the following criteria:
1. Do not qualify for minimum level mathematics, reading or writing courses as required for an
Associate Degree;
2. Did not graduate from high school or did not obtain a General Education Diploma (GED);
3. Graduated from high school with less than a 2.5 grade point average;
4. Previously enrolled in remedial education courses in high school;
5. An emancipated foster youth.
Additional eligibility requirements include:
1. Enrollment in 12 or more units; with some approved exceptions;
2. Not have completed more than 70 degree applicable units;
3. Having not been served by EOPS for more than six (6) consecutive semesters.
Student Responsibilities:
Students served by EOPS are required to have:
1. An EOPS application;
2. An educational plan;
3. A mutual responsibility contract (MRC);
4. Three (3) contacts with a counselor each term;
5. Maintain academic progress toward a certificate, associate degree, or transfer goal.
Criteria for Direct Aid:
The criteria to receive a full book voucher determined by each college utilizing college specific
established criteria.
Staffing and Program Management:
The EOPS Program will have the following program components/ functions:
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AP 7.42.1 Extended Opportunities Programs and Services (continued)
1. Management Services Component that includes program administration and support functions,
management information and evaluation functions and program eligibility determination functions.
2. Outreach, Registration, and Orientation Component that includes recruitment functions and services
such as EOPS program orientation, outreach to community, registration assistance, etc.
3. Instructional Development and Services Component that may include campus tutoring and EOPS
book service program.
4. Counseling Services Component that may include academic, transfer, career/vocational and personal
counseling, college testing/assessment services, academic progress monitoring, and peer advisor
services.
5. Special Activities Component that may include coordination/liaison functions with schools and
community agencies, support of cultural enrichment, academic recognition, and graduation
assistance. The District authorizes the use of public funds for the purchase of food and beverages for
non-employees, including students, for yearly EOPS and CARE district sponsored student programs
including, but not limited to, the awards and graduation recognition programs.
6. Direct Aid Service Component that may include book vouchers, grants, bus passes, semester starter
kits, PTK membership fee, and commencement fee.
7. Staff Development and Training Component that includes program staff development, regional
meetings, state conferences, and college in-service functions.
Advisory Committee:
An EOPS Advisory Committee will be appointed by the President of the College upon recommendation
of the EOPS Director. The purpose of the advisory committee is to assist the college in developing and
maintaining effective extended opportunity programs and services. The Advisory Committee will meet at
least once during each academic year.
Objectives and Data Collection:
The EOPS program will establish program objectives, collect student data including EOPS Student
Learning Outcome Assessment, maintain student database and files. Review and evaluation of the
programs and services includes end of semester student survey, services utilized, graduation and transfer
rates, submission of MIS report, and annual program plan and year-end report.
CARE (Cooperative Agencies Resources for Education)
CARE is a student support program to assist single parents on CalWORKs or Temporary Assistance to
Needy Families (TANF) to become successful students and find meaningful employment.
Eligibility requirements for CARE:
1. Must first qualify for services from EOPS
2. Must be at least 18 years old
3. Must be single head of household parent according to the county
4. The student themselves or on behalf of their dependent children must be receiving cash aid benefits
through CalWORKs or Temporary Assistance to Needy Families (TANF) program
5. Must have at least one child under 14 years old
Students served by CARE are required to have (in addition to all EOPS requirements):
1. Agency Certification Form – verifying from the county that the student is the head of household and
receiving cash aid
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AP 7.42.1 Extended Opportunities Programs and Services (continued)
2.
3.

EOPS/CARE application
Child Care Student Agreement form, if they are requesting child care assistance from CARE

The CARE program will have the following program components/functions (which are in addition to
EOPS):
1. Management Services Component that includes program administration and support functions,
management information and evaluation functions and program eligibility determination functions.
2. Orientation Component that includes CARE program orientation.
3. Special Activities Component that may include support of workshops or activities from which the
student derives educational benefit.
4. Direct Aid Service Component that may include child care reimbursement, additional book service,
grants, transportation assistance, school supplies, on-campus meal cards, and course required
materials.
5. Child Care – if students are eligible for CalWORKs, they must receive assistance from those agencies
first, CARE pays last (no double funding). Hours reimbursed are limited to the amount of units the
student is taking and depending on funding. Timesheets must be turned in on time each month to get
reimbursement check for current month.
If the EOPS book voucher does not cover all of the students books, then CARE can cover the difference,
if funding is available.
CARE can assist with purchasing required materials needed for a class.
The criteria to receive the CARE grant (depending on if funding is available) is to apply for Financial Aid
and have unmet need.
Transportation assistance may be given to CARE students in the form of gas vouchers and/or bus passes,
depending on funding. Additional school supplies may be given to CARE students at orientation,
depending on funding. Meal cards for on campus may be given to CARE students, depending on funding.
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No Change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.43 (BP 5130)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.43 Student Financial Aid Programs
Revision Date:
10/12; Reviewed xx/xx
Policy References: Education Code Section 76300; 20 U.S. Code Sections 1070 et seq.; 34 CFR Section
668; U.S. Department of Education regulations on the Integrity of Federal Student
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as
amended
___________________________________________________________________________________
1. The District shall participate in federal, state, and local financial aid programs approved by the
Board of Trustees. Financial aid programs, including but not limited to loans, scholarships, grants and work
programs, shall be implemented to assist students who, without financial assistance, might be denied
a college education. All financial aid programs will adhere to guidelines, procedures and standards
issued by the funding agency, and incorporate federal, state, and other applicable regulatory
requirements, including District Rules and Regulations.
2. The Executive Vice Chancellor shall have the responsibility for insuring the overall coordination of
District and College financial aid programs with respect to accounting, record-keeping, and reporting
functions.
3. The Chancellor shall establish, publicize, and apply satisfactory academic progress standards for
participants in the Title IV student aid programs.
4. The District Financial Aid Steering Committee shall function as a coordinating body between District
Information Technology Services and College Financial Aid Offices. The Committee shall be
responsible for insuring that appropriate procedures, policies, and printed materials are used to
implement District financial aid programs.
5. Responsibility for the Financial Aid Program at each College shall rest in the Office of the Vice
President, Student Services with operational responsibility designated to the Director of Financial
Aid. The Vice President shall insure that College programs are operated in accordance with Federal
and State laws and regulations and District Rules and Regulations. The Vice President or the Director
of Financial Aid will also insure that funds are distributed in accordance with approved criteria and
that required records relating to eligibility and disbursement are maintained to verify the equitable
and effective utilization of available funds.
6. Consistent with the applicable federal regulations for federal financial aid, the District shall not
engage in “substantial misrepresentation of 1)the nature of its educational program, 2) the nature of
its financial charges, or 3) the employability of its graduates.
7. The Chancellor or designee shall establish procedures for regularly reviewing the District’s website
and other informational materials for accuracy and completeness and for training District employees
and vendors providing educational programs, marketing, advertising, recruiting or admission services
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BP 7.43 Student Financial Aid Programs (continued)
concerning the District’s educational programs, financial charges, and employment of graduates to
ensure compliance with this policy.
8. The Chancellor or designee shall establish procedures wherein the District shall periodically monitor
employees’ and vendors’ communications with prospective students and members of the public and
take corrective action where needed.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.43.1 (AP 5130)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.43.1 Student Financial Aid Programs
Adoption Date:
xx/xx
Policy References: Education Code Section 76300; 20 U.S. Code Sections 1070 et seq.; 34 CFR Section
668; U.S. Department of Education regulations on the Integrity of Federal Student
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as
amended
1. Financial Aid Programs
Financial Aid programs offered usually include:
a. Board of Governors Fee Waiver
b. Cal Grants
c. Federal Pell Grants
d. Federal Direct Student Loan Program
e. Federal Supplemental Educational Opportunity Grant
f. Federal Work Study
g. Scholarships
2. Misrepresentation
a. Misrepresentation is defined as any false, erroneous, or misleading statement that the
District, a representative of the District, or a service provider with which the District has
contracted to provide educational programs, marketing, advertising, recruiting, or
admissions services, makes directly or indirectly to a student, prospective student, a member
of the public, an accrediting agency, a state agency, or the United States Department of
Education.
b. A misleading statement includes any statement that has the likelihood or tendency to deceive
or confuse. If a person to whom the misrepresentation was made could reasonably be
expected to rely, or has reasonably relied, on the misrepresentation, the misrepresentation
would be substantial. This procedure does not apply to statements by students through social
media outlets or by vendors that are not providing covered services, as reflected herein.
3. Financial Aid Guidelines and Program Oversight
Written procedures and guidelines are maintained in the SMCCCD Financial Aid Policies and
Procedures Manual. This manual provides comprehensive procedural information in the following
areas:
a. Application procedures
b. Student eligibility
c. Deadlines
d. Payment procedures
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e.
f.
g.
h.

Overpayment recovery
Accounting requirements
Satisfactory academic progress
Misrepresentation
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No Change
CHAPTER 7: Student Services
BOARD POLICY NO. 7.44 (BP 5200)

BOARD POLICY
San Mateo County Community College District

Subject:
Revision Date:
Policy Reference:

BP 7.44 Student Health and Psychological Services
5/09; Reviewed xx/xx
Education Code Section 76401

___________________________________________________________________________________
Student Health and Psychological Services shall be provided in order to contribute to the educational aims
of students by promoting physical and emotional well being through health oriented programs and
services.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.44.1 (AP 5200)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
Adoption Date:
Policy Reference:

AP 7.44.1 Student Health and Psychological Services
xx/xx
Education Code Sections 76401 and 76355; Title V 54702

1. Student health services shall be provided in order to contribute to the educational aims of students by
promoting physical and emotional well-being through health oriented programs and services. The
Student Health Fee paid at registration may be used to provide any of the following services for
students:
a. Clinical Care Services: assessment, intervention, and referral for health services, first aid and
basic emergency care, health appraisal, communicable disease control.
b. Mental Health Services: short-term psychological counseling, crisis management, psycheducation training, outreach activities, and mental health. Psychological counseling includes:
mental health assessment; stress management; mood and anxiety issues; relationship
difficulties; trauma related conditions, and other mental health related issues.
c. Support Service: A variety of services supporting the clinical and mental health efforts
including, but not limited to: maintenance of health records in a confidential and ethical
manner, laboratory, radiology, and/or pharmacy services.
d. Special Services: health education and promotion, teaching and research, student insurance
programs, and environmental health and safety, including illness and injury prevention
programs.

BOARD REPORT NO. 13-8-101B

84

New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.44.2 (AP 5205)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
Adoption Date:
Policy Reference:

AP 7.44.2 Student Accident Insurance
xx/xx
Education Code Section 72506; Title V 54702

_____________________________________________________________________________________
The District shall assure that students are covered by accident insurance in those instances required by
law or contract.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.44.3 (AP 5210)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.44.3 Communicable Disease
Adoption Date:
xx/xx
Policy Reference: Education Code Section 76403
__________________________________________________________________________________
1. The College health services will cooperate with local health officers in measures necessary for the
prevention and control of communicable diseases in students.
2. The Colleges will comply with any immunization program required by State Department of Health
Services regulations.
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No Change
CHAPTER 7: Student Services
BOARD POLICY NO. 7.45 (BP 5120)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.45 Transfer Center
Revision Date:
7/09; Reviewed xx/xx
Policy References: Title 5 Section 51027; Education Code Section 66720-66744
___________________________________________________________________________________
1. The District incorporates as part of its mission the transfer of students to baccalaureate level
institutions. The District further recognizes that students who have historically been underrepresented
in transfer to baccalaureate level institutions are a special responsibility.
2. The Chancellor shall assure that Transfer Center plans are implemented at each of the Colleges that
identify appropriate target student populations, are designed to increase the transfer applications of
underrepresented students and comply with law and regulations.
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New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.45.1 (AP 5120)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.45.1 Transfer Center
Adoption Date:
xx/xx
Policy References: Title 5 Section 51027; Education Code Section 66720-66744
___________________________________________________________________________________
1. The District has a transfer center plan that complies with the requirements of Title 5. The plan identifies
appropriate target student populations and is designed to increase the transfer applications of
underrepresented students among transfer students.
2. Plan components include:
a. Services to be provided to students Facilities
b. Staffing
c. An advisory committee
d. Evaluation and reporting
e. Transfer path requirements for each articulated baccalaureate major
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Revised; moved portion to new
procedure 7.48.1

CHAPTER 7: Student Services
BOARD POLICY NO. 7.48

BOARD POLICY
San Mateo County Community College District

Subject:
Revision Date:
Policy Reference:

BP 7.48 Child Development Centers
5/09; xx/xx
Title 5 Division 1, Chapter 19 and 19.5, Sections 18000 through 18434

___________________________________________________________________________________
1. The San Mateo County Community College District Child Development Centers operate on the
premise that:
a. Young children can benefit from high quality early care and education programs designed
to meet their developmental needs while their parents are pursuing educational goals and
working.
b. Early childhood education students, nursing students, and students from other
instructional departments, enrolled in degree and certificate programs, benefit from the
opportunity to observe/participate in a high quality, model setting.
2. Admissions, Enrollment, and Eligibility Criteria
In order to receive subsidized child care, student-parents must meet the eligibility criteria included in
regulations set by the Child Development Division of the California Department of Education.
MOVED FROM POLICY TO NEW PROCEDURE 7.48.1
a. First priority will be given to continuing low-income students who maintain eligibility
based on CDE CDD regulations, are registered in a course of study leading to
employment and, if applicable, are working. Second priority will be given to new and/or
returning low-income students who meet the eligibility criteria based on CDE CDD
regulations, are registered in a course of study leading to employment and, if applicable,
are working.
b. Student-parents who do not qualify for subsidized child care, as well as faculty and staff,
may enroll and pay a full tuition fee as space is available.
c. When available spaces have been filled, an eligibility list will be established for
subsidized child care in accordance with CDE CDD regulations which specify that
priority be given to the lowest income family on the eligibility list. For non-subsidized
child care, a waiting list will be established with priority given based on the date a family
was placed on the waiting list.
3. Determination of Eligibility, Fees and Satisfactory Progress Standards
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BP 7.48 Child Development Centers (continued)
a. Eligibility for subsidized child care is determined on the basis of a family’s need for
care and their gross monthly income in relation to family size. Need for care is
determined based on a parent’s schedule of classes, study time, hours of employment
and travel time to and from class and work.
b. Fees for subsidized child care are determined based on a family fee scale provided by
CDE CDD.
c. To maintain eligibility for subsidized child care, student-parents must make
satisfactory progress toward the attainment of their vocational goal (cumulative GPA
of 2.0 or better). In addition, student-parents are required to notify the Child
Development Center Coordinator within 5 days if they withdraw from a class or
change hours or days of employment.

90

BOARD REPORT NO. 13-8-101B

New Procedure

CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.48.1

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
Adoption Date:
Policy Reference:

AP 7.48.1 Child Development Centers
xx/xx
Title 5 Division 1, Chapter 19 and 19.5, Sections 18000 through 18434

___________________________________________________________________________________
1. Admissions, Enrollment, and Eligibility Criteria
In order to receive subsidized child care, student-parents must meet the eligibility criteria included in
regulations set by the Child Development Division of the California Department of Education.
a. First priority will be given to continuing low-income students who maintain eligibility based
on CDE CDD regulations, are registered in a course of study leading to employment and, if
applicable, are working. Second priority will be given to new and/or returning low-income
students who meet the eligibility criteria based on CDE CDD regulations, are registered in a
course of study leading to employment and, if applicable, are working.
b. Student-parents who do not qualify for subsidized child care, as well as faculty and staff, may
enroll and pay a full tuition fee as space is available.
c. When available spaces have been filled, an eligibility list will be established for subsidized
child care in accordance with CDE CDD regulations which specify that priority be given to
the lowest income family on the eligibility list. For non-subsidized child care, a waiting list
will be established with priority given based on the date a family was placed on the waiting
list.
2. Determination of Eligibility, Fees and Satisfactory Progress Standards
a. Eligibility for subsidized child care is determined on the basis of a family’s need for care and
their gross monthly income in relation to family size. Need for care is determined based on a
parent’s schedule of classes, study time, hours of employment and travel time to and from
class and work.
b. Fees for subsidized child care are determined based on a family fee scale provided by CDE
CDD.
c. To maintain eligibility for subsidized child care, student-parents must make satisfactory
progress pursuant to Education Code and Title 5 regulations related to the Department of
Education Child Development Division funding terms and conditions and program
requirements.
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No Change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.56

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.56 Collection of Delinquent Loans and Other Financial Obligations
Revision Date: 5/09; Reviewed xx/xx
___________________________________________________________________________________
1. Federal loans shall be collected in accordance with current Federal and District guidelines.
2. College emergency loans which become delinquent shall be collected by each College in an
appropriate manner as determined by that College in accordance with the law and District guidelines.
3. The Colleges shall withhold grades, transcripts, diplomas, and/or registration privileges, or any
combination thereof, from any student or former student who has failed to repay a loan or meet any
other financial obligation to the District or College. The student must be notified in writing of the
delinquency prior to taking such action. Restrictions will be lifted when the financial obligation has
been met satisfactorily.
4. Exceptions to the restrictions set forth in [3] above may be authorized by the Vice President, Student
Services in cases of unique or extraordinary circumstances beyond the control of the student.
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Revised; moved portion of
policy to Procedure 7.60.1

CHAPTER 7: Student Services
BOARD POLICY NO. 7.60 (BP 5400)

BOARD POLICY
San Mateo County Community College District
BP 7.60 Student Organizations and Activities
5/12; xx/xx
Education Code Sections 76060 and 76062; 34 Code of Federal Regulations
Section 668.46(b)(7)
___________________________________________________________________________________
Subject:
Revision Date:
Policy References:

1. The students of the District are authorized to organize a student body associations. The Board of
Trustees hereby recognizes that those associations as the Associated Students of the District:
Skyline College: Associated Students of Skyline College (ASSC)
College of San Mateo: Associated Students of College of San Mateo (ASCSM)
Cañada College: Associated Students of Cañada College (ASCC)
2. The Associated Students organization is recognized as the official voice for the students in district
[and college] decision-making processes. It may conduct other activities as approved by the College
President or designee. The Associated Students activities shall not conflict with the authority or
responsibility of the Board of Trustees or its officers or employees.
3. The Associated Students shall conduct itself in accordance with state laws and regulations and
administrative procedures established by the College President or designee.
4. The Associated Students shall be granted the use of District premises subject to such administrative
procedures as may be established by the College President or designee. Such use shall not be
construed as transferring ownership or control of the premises.
5. The SMCCCD Public Safety Department does not provide law enforcement service to off-campus
organizations nor are activities off-campus recognized by District authority.

Moved to Administrative Procedure 7.60.1
1. The students of the District are authorized to organize student body associations. The Board of
Trustees hereby recognizes those associations at the three Colleges as the Associated Students.
2. Membership in student organizations is open to all students. Denial of membership in any
organization or of participation in any activity on the basis of age, gender, marital status, disability,
race, color, sexual orientation, religion, national origin, or other similar factors is specifically
prohibited. Membership in secret societies is prohibited.
3. The Associated Students organization is recognized as the official voice of the students in the District
and the College decision-making processes.
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BP 7.60 Student Organizations and Activities (continued)
4. The Associated Students organization may conduct such activities as are consistent with the purposes
of the organization, the educational and social goals of the College, and approved policies and
procedures of the District and the College.
a. All activities shall be appropriately supervised by a member of the staff or by a person
designated by the Vice President, Student Services.
b. Activities involving field trips or excursions shall be subject, as appropriate, to the same
regulations as for required and non-required field trips.
c. Activities shall be designed to minimize the possibility of degrading, disgracing, or injuring
any person or persons.
d. Distribution and posting of materials shall be subject to District and College policies and
procedures.
5. The District shall cooperate with local law enforcement agencies in the event that any criminal
activity by students occurs when a recognized student organization officially meets at an off-campus
location.
6. The Associated Students organization shall be granted the use of District premises subject to such
administrative procedures as may be established by the Chancellor or designee. Such use shall not be
construed as transferring ownership or control of the premises. When College facilities are used, the
organization shall assume liability for all charges incurred as well as property damage.
7. Student clubs and organizations operate under the auspices of the Associated Students.
8. The Associated Students organization operates under the auspices of Student Services at each
College.

94

BOARD REPORT NO. 13-8-101B

New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.60.1 (BP 5400)
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
Adoption Date:
Policy References:

AP 7.60.1 Student Organizations and Activities
xx/xx
Education Code Sections 76060 and 76062; 34 Code of Federal Regulations
Section 668.46(b)(7)

1. The students of the District are authorized to organize student body associations. The Board of
Trustees hereby recognizes one association at each of the three Colleges as the Associated Students as
follows:
Skyline College: Associated Students of Skyline College (ASSC)
College of San Mateo: Associated Students of College of San Mateo (ASCSM)
Cañada College: Associated Students of Cañada College (ASCC)
2. Membership in student organizations is open to all students. Denial of membership in any
organization or of participation in any activity on the basis of age, gender, marital status, disability,
race, color, sexual orientation, religion, national origin, or other similar factors is specifically
prohibited. Membership in secret societies is prohibited.
3. The Associated Students organization is recognized as the official voice of the students in the District
and the College decision-making processes.
4. The Associated Students organization may conduct such activities as are consistent with the purposes
of the organization, the educational and social goals of the College, and approved policies and
procedures of the District and the College.
a. All activities shall be appropriately supervised by a member of the staff or by a person
designated by the Vice President, Student Services.
b. Activities involving field trips or excursions shall be subject, as appropriate, to the same
regulations as for required and non-required field trips.
c. Activities shall be designed to minimize the possibility of degrading, disgracing, or injuring
any person or persons.
d. Distribution and posting of materials shall be subject to District and College policies and
procedures.
5. The District shall cooperate with local law enforcement agencies in the event that any criminal
activity by students occurs when a recognized student organization officially meets at an off-campus
location.
6. The Associated Students organization shall be granted the use of District premises subject to such
administrative procedures as may be established by the Chancellor or designee. Such use shall not be
construed as transferring ownership or control of the premises. When College facilities are used, the
organization shall assume liability for all charges incurred as well as property damage.
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AP 7.60.1 Student Organizations and Activities (continued)
7. Student clubs and organizations operate under the auspices of the Associated Students.
8. The Associated Students organization operates under the auspices of Student Services at each
College.
9. Both day and evening student representatives shall be encouraged to participate in student
organizations and activities.
10. A governing body shall be elected that shall keep an account of its meetings, expenditures,
authorizations and policies established.
11. A simple majority of the elected voting members of the Associated Students Organization governing
body shall constitute a quorum.

96

BOARD REPORT NO. 13-8-101B

Minor Edit
CHAPTER 7: Student Services
BOARD POLICY NO. 7.61 (BP 5420)

BOARD POLICY
San Mateo County Community College District
7.61 Financial Responsibilities: Student Body Associations and Student
Organizations
Revision Date:
6/11; xx/xx
Policy References: Education Code Sections 76063-76065
___________________________________________________________________________________
Subject:

1. The Associated Students Organization funds shall be maintained in accordance with the following
requirements:
a. Associated Students organization financial records, fund books, and procedures are subject to
annual audit.
b. Reports of the annual audit of Associated Students funds shall be prepared in conjunction
with the annual audit of District funds and submitted to the Board of Trustees.
c. Audit information, except that containing personnel or other confidential information, shall
be released to the Associated Students by the Business Office.
d. Associated Students funds shall be deposited with and disbursed by the Business Office.
e. The funds shall be deposited, loaned, or invested in authorized financial institutions.
2. All funds shall be expended consistent with procedures as may be established by the Associated
Students and subject to the approval of each of the following individuals:
a. The Chancellor or designee.
b. The officer or employee of the District who is the designated advisor of the particular student
body organization.
c. A student representative of the student body organization.
Approval shall be obtained each time, before any funds may be expended.
3. All funds and expenditures shall be processed pursuant to the Associated Students procedures which
are located in 7.61(1).
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.61.1 (BP 5420)
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
Adoption Date:
Policy References:

AP 7.61.1 Financial Responsibilities: Student Body Associations and Student
Organizations
xx/xx
Education Code Sections 76063-76065

___________________________________________________________________________
1. Associated Student Funds are maintained in accordance with the following procedures:
a. Associated Student Organization Fund books, financial records and procedures are subject to
annual audit.
b. Reports of the annual audit of A. S. funds are submitted to the district office.
c. Audit information, except that containing personnel or other confidential information, shall
be released to the Associated Students by the Chief Financial Officer or designee.
d. Associated Student funds shall be deposited with and disbursed by the district’s Controller.
2. The funds shall be deposited, loaned or invested in any of the following:
a. Deposits in trust accounts of the centralized State Treasury System pursuant to Government
Code Sections 16305 - 16305.7 or in a bank or banks whose accounts are insured by the
Federal Deposit Insurance Corporation.
b. Investment certificates or withdrawable shares in state-chartered savings and loan
associations and savings accounts of federal savings and loan associations, if the associations
are doing business in this state and have their accounts insured by the Federal Savings and
Loan Insurance Corporation and if any money so invested or deposited is invested or
deposited in certificates, shares, or accounts fully covered by the insurance.
c. Purchase of any of the securities authorized for investment by Government Code Section
16430 or investment by the Treasurer in those securities.
d. Participation in funds that are exempt from federal income tax pursuant to Section 501(c)(3)
of the Internal Revenue Code and that are open exclusively to nonprofit colleges, universities,
and independent schools.
e. Investment certificates or withdrawable shares in federal or state credit unions, if the credit
unions are doing business in this state and have their accounts insured by the National Credit
Union Administration and if any money so invested or deposited is invested or deposited in
certificates, shares, or accounts fully covered by the insurance.
f. Investment of money in permanent improvements to any community college District property
including, but not limited to, buildings, automobile parking facilities, gymnasiums,
swimming pools, stadia and playing fields, where those facilities, or portions thereof, are used
for conducting student extracurricular activities or student spectator sports, or when those
improvements are for the benefit of the student body.
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AP 7.61.1 Financial Responsibilities: Student Body Associations and Student Organizations
3. All funds shall be expended subject to such procedures as may be established by the Associated
Students subject to the approval of each of the following three persons. Approval shall be obtained
each time before any funds may be expended:
a. the Vice President of Student Services or designee;
b. the officer or employee of the District who is the designated advisor of the particular student
body organization; and
c. a representative of the student body organization.
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No Change
CHAPTER 7: Student Services
BOARD POLICY NO. 7.62 (BP 5410)

BOARD POLICY
San Mateo County Community College District

Subject:
Revision Date:
Policy Reference:

BP 7.62 Associated Students Election
6/11; Reviewed xx/xx
Education Code Section 76061

___________________________________________________________________________________
1. The Associated Students shall conduct elections to elect officers at least once each academic year
consistent with Education Code Section 76061 and the Associated Students Constitution and Bylaws.
2. The Associated Students may fill vacancies as stipulated in the Associated Students Constitution and
Bylaws.
3. Any student seeking election as an officer in the Associated Students shall meet the following
requirements:
a. The student shall be enrolled in the District at the time of candidacy, time of election and
throughout his or her term of office in the minimum required number of units as required by
each College.
b. The student shall meet and maintain – at the time of candidacy, time of election and
throughout his or her term of office – the minimum standards of scholarship established and
published in the College catalog and the Associated Students election packet, including the
minimum grade point average (2.00 minimum GPA) and the satisfactory completion rate
(50% or more of all units completed with grades of A, A-, B+, B, B-, C+, C, D or P).
c. Any student elected as an officer in the Associated Students shall meet the requirements as
stated in the respective Associated Students Constitution and Bylaws and published in the
College catalog and Associated Students election packet.
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New Policy
CHAPTER 7: Student Services
BOARD POLICY NO. 7.63 (BP 5510)

BOARD POLICY
San Mateo County Community College District
BP 7.63 Off-Campus Student Organizations
xx/xx
Education Code Sections 76060 and 76062; 34 Code of Federal Regulations
Section 668.46(b)(7)
_____________________________________________________________________________________
Subject:
Adoption Date:
Policy References:

The San Mateo County Community College District Campus Safety Department does not provide law
enforcement services to off-campus organizations nor are activities off-campus recognized by District
authority.
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Minor Change

CHAPTER 7: Student Services
BOARD POLICY NO. 7.67 (BP 3430)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.67 Sexual Harassment Involving Students
Revision Date: 5/09; xx/xx
References:
Education Code Sections 212.5, 66252 and 66281.5
___________________________________________________________________________________
It is the policy of the San Mateo County Community College District to prohibit, in any and all forms, the
sexual harassment of its students and staff. Sexual harassment of students by other students, staff or
members of the public while on district property or and/or the harassment of staff by students or members
of the public while on district property is considered intolerable behavior that will be investigated and
acted upon immediately.
According to both State and Federal laws and guidelines issued by the Equal Employment Opportunity
Commission (EEOC), sexual harassment is a form of discrimination. Sexual harassment is misconduct
that can change the course of careers, disrupt the climate of an entire class, affect academic performance,
and undermine the integrity of educational relationships. It is an abuse of power which confuses the
boundaries of personal and professional roles and breaches trusting relationships which should exist
among members of the College community.
1. It is the policy of the San Mateo County Community College District to provide its students with
a learning environment free of sexual harassment and intimidation. This policy addresses
interactions between a student and faculty, staff members, or other students. Because of the
seriousness of these matters, the District will make every effort to assure that sexual harassment
does not occur and will take disciplinary actions up to and including dismissal or expulsion for
policy violation. It is the responsibility of each District employee and student to maintain a level
of conduct that is in compliance with District policy.
2. For purposes of this policy, sexual harassment is defined as unsolicited and unwelcome sexual
advances, requests for sexual favors, and/or other verbal, physical, or visual conduct of a sexual
nature which occur under any of four circumstances:
a. Submission is made, either explicitly or implicitly, a term or condition of admission to or
retention in a course or program;
b. Submission or rejection by a student is used as a basis for grading, enrollment, or other
educational decisions affecting the student;
c. Submission or rejection by a student affects negatively a student's class performance,
opportunity to benefit from class participation, or constitutes a disruption of the learning
process;
d. Such conduct creates, encourages, or condones an intimidating, hostile, or otherwise
offensive environment for learning and/or teaching.
3.

Sexual harassment includes, but is not limited to, the following:
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BP 7.67 Sexual Harassment Involving Students (continued)
a. Making unsolicited written, graphic, verbal and/or physical contact with sexual
overtones. Written examples: suggestive or obscene letters, notes, invitations, or
electronic communications (e.g. text messages, emails, videos.) Graphic examples:
prurient display of objects, pictures, cartoons, or posters. Verbal examples: derogatory
comments, slurs, jokes, innuendos and epithets. Physical examples: indecent exposure,
lewd acts, assault, touching, gestures, impeding or blocking movement.
b. Continuing to express sexual interest after being informed that the interest is unwelcome.
(Mutual attraction is not considered sexual harassment.)
c. Making reprisal, or implied threats of reprisal, following a negative response. This can
include denial of, or actually withholding, support or opportunities normally provided in
the form of counseling or other services, suggesting the assignment of a poorer grade
than earned.
d. Engaging in implicit or explicit coercive sexual behavior which has the effect of
controlling, influencing, or affecting the enrollment, grade, academic success, and/or
learning environment of any student.
e. Offering favors or preferential treatment such as: assignment of better grades than earned;
opportunities for extra credit; recommendations, favorable assigned duties or shifts; or
other benefits in exchange for sexual favors.
4. Complaint Procedures
a. Staff to Student or Student to Student
i. If a student complainant feels that a specific act or environment is offensive and
in violation of this policy, the complainant should first notify the offender in an
effort to stop the offensive behavior. If the behavior does not stop, or the
complainant does not wish to confront the offender directly, the student should
notify the Vice President, Student Services or designee.
ii. Once received, the complaint will be investigated and acted upon in accordance
with District Rules and Regulations. The Office of Personnel Services will be
notified of all claims of sexual harassment at the time the complaint is received.
Investigations involving faculty or staff members will be coordinated by the
Office of Personnel Services Vice Chancellor of Human Resources and
Employee Relations.
b. Student to Faculty/Staff
i. If a faculty or staff member is the complainant and feels that a specific act
committed or environment created by a student is offensive and in violation of
this policy, the complainant should first notify the offender in an attempt to stop
the behavior.
ii. If the behavior continues, the complainant will then notify the Vice President,
Student Services or designee. Such continued behavior constitutes a disruption of
the learning and teaching environment.
iii. Once received, the complaint will be investigated and acted upon in accordance
with District Rules and Regulations. The Office of Personnel Services will be
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BP 7.67 Sexual Harassment Involving Students (continued)
iv. notified of all claims of sexual harassment at the time the complaint is received.
Investigations involving faculty or staff members will be coordinated by the
Office of Personnel Services Vice Chancellor of Human Resources and
Employee Relations.
c. In accordance with the guidelines on sexual harassment of the Equal Employment
Opportunity Commission, the District intends: 1) to raise the subject of sexual
harassment affirmatively in formal staff training and other arenas; 2) to express strong
disapproval for the inappropriate behavior; and 3) to implement this policy fully.
d. District employees or students found to be in violation of this policy may be subject to
full disciplinary measures up to and including dismissal or expulsion, as appropriate,
pursuant to any and all established District procedures.
e. For represented employees, any action taken in response to a complaint under this policy
is subject to the provisions of collective bargaining agreements. Upon request by the
collective bargaining units, the District will negotiate any issues related to the complaints
or investigations under this policy that are mandatory subjects for bargaining.
f. Non- represented employees found to be in violation of this policy may be subject to full
disciplinary measures up to and including dismissal or expulsion, as appropriate, pursuant
to any and all established District procedures.
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Revised

CHAPTER 7: Student Services
BOARD POLICY NO. 7.69 (BP 5500)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.69 Student Conduct
Revision Date:
5/12; xx/xx
Policy References: Education Code Sections 66250 et seq., 66300, 66301 and 76030 et seq.;
Government Code Sections 12926.1 and 12940 et seq.; Accreditation Standard
II.A.7.b
___________________________________________________________________________________
A. Students enrolled in the Colleges of the District are expected to conduct themselves as responsible
citizens and in a manner compatible with the District and College function as an educational
institution. Students who violate this code of conduct may be subject to disciplinary action as defined
in Procedure 7.69.2 and also to civil authority.
B. The following actions are prohibited and may lead to appropriate disciplinary action:
1. Continued disruptive behavior, continued willful disobedience, habitual profanity or vulgarity,
the open and persistent defiance of the authority of, or persistent abuse of, College/District
personnel, or violating the rights of other students.
2. Assault, battery or any threat of force or violence to a student or District/College personnel on
District/College premises or at any time or place while under the supervision of District/College
personnel.
3. Causing, attempting to cause, or threatening to cause physical injury or threat of force or violence
to the person, property or family of any member of the College community, whether on or off
College/District premises as defined below, except in self defense.
4. Aiding or abetting, as defined in Section 31 of the Penal Code, the infliction or attempted
infliction of physical injury to another person.
5. Harassing, intimidating or threatening a student who is a witness in a school disciplinary
proceeding, administrative proceeding or law enforcement investigation for the purpose of
preventing the student from being a witness or retaliation for being a witness.
6. Causing or attempting to cause, threatening to cause or participating in an act of hate violence, as
defined in Education Code Section 233(e).
7. Engaging in intimidating conduct or bullying against another student through words or actions,
including direct physical contact; verbal assaults, such as teasing or name-calling; social isolation
or manipulation; and cyberbullying.
8. Engaging in physical or verbal disruption of instructional or student services activities,
administrative procedures, public service functions, or authorized curricular or co-curricular
activities or prevention of authorized guests from carrying out the purpose for which they are on
campus.
9. Terroristic threats against school officials, students or school property as defined in Education
Code Section 48900.7(b).
10. Theft of, damage to, or threat of damage to property belonging to or located on College/District
controlled property or facilities, or to the private property located on College/District premises.
11. Knowingly receiving stolen property belonging to the College District.
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BP 7.69 Student Conduct (continued)
12.
13.
14.
15.
16.
17.
18.

19.
20.

21.

22.
23.
24.

25.
26.

27.
28.
29.

Participation in hazing.
Unauthorized entry into, or use of, or misuse of College/District owned or operated facilities.
Forgery, alteration, or misuse of College/District documents, records, or identification.
Misrepresentation of oneself or of an organization as an agent of the College/District.
Dishonesty (such as cheating, plagiarism, or knowingly furnishing false information to the
College and its officials).
Infringement or violation of copyright laws.
Disorderly conduct or lewd, indecent, or obscene conduct or expression or habitual profanity or
vulgarity; any expression which is obscene, libelous or slanderous according to current legal
standards or which so incites students as to create a clear and present danger of the commission of
unlawful acts, or the substantial disruption of the orderly operation of the Community College on
any College/District-owned or controlled property or at any College/District-sponsored or
supervised function.
Extortion or breach of the peace on College/District property or at any College/District-sponsored
or supervised function.
Unlawful use, sale, possession, offer to sell, furnishing, or being under the influence of any
controlled substance (listed in the California Health and Safety Code), alcohol, or an intoxicant of
any kind, or a poison classified by laws defining controlled substances while on College/District
property, or at College/District functions; or unlawful possession of, or offering, arranging or
negotiating the sale of any drug paraphernalia.
Possession, sale, use, or otherwise furnishing of explosives, dangerous chemicals, deadly
weapons or other dangerous objects on College/District property or at a College/District function
without prior authorization of the Chancellor, College President, or authorized Designee.
Possession of an imitation firearm, knife or explosive on College/District property with the intent
to threaten, frighten or intimidate.
Willful or persistent smoking in any area where smoking has been prohibited by law or by
regulation of the College/District.
Failure to satisfy College/District financial obligations.
Failure to comply with directions of College/District officials, faculty, staff, or campus security
officers who are acting within the scope of their employment. Continued and willful
disobedience or open and persistent defiance of the authority of College/District personnel
providing such conduct as related to District/College activities or College attendance or on
College/District property.
Failure to identify oneself when on College/District property or at a College/District-sponsored or
supervised event, upon request of a College/District official acting in the performance of his/her
duties.
Stalking, defined as a pattern of conduct by a student with intent to follow, alarm, or harass
another person, and which causes that person to reasonably fear for his or her safety, and where
the student has persisted in the pattern of conduct after the student has been told to cease the
pattern of conduct. Violation of a restraining order shall constitute stalking under this policy.
Gambling: Betting, wagering or selling pools; playing card games for money; using District
resources (telephones, computers, etc.) to facilitate gambling.
Committing sexual harassment as defined by law or by District policies and procedures.
Engaging in harassing or discriminatory behavior based on nationality, religion, age, gender,
gender identity, gender expression, race or ethnicity, medical condition, genetic information,
ancestry, sexual orientation, marital status, physical or mental disability, or on any basis
prohibited by law.
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30. Persistent, serious misconduct where other means of correction have failed to bring about proper
conduct or where the presence of the student causes a continuing danger to the physical safety of
students or others.
31. Violation of other applicable Federal, State and Municipal statutes and District and College rules
and regulations in connection with attendance at programs or services offered by the
College/District or while on College/District property or at College/District sponsored activities.
32. Unauthorized computer usage, including: unauthorized entry into a file to use, read, or change the
contents, or for any other purpose; unauthorized transfer of a file; unauthorized use of another
individual’s identification and password; use of computing facilities to interfere with the work of
another student, faculty member, or District official; use of computing facilities to send obscene
or abusive messages; use of computing facilities to interfere with the normal operations of
District computing.
C. Actions:
Students who engage in any of the above are subject to the procedures outlined in AP 7.69.1 and the
sanctions included in 7.69.2.
D. Definitions: When used in this policy:
1. Student – any person taking or auditing classes at a College in the District or who has been
admitted to any of the Colleges within the District.
2. District premises – any building or grounds owned, leased, operated, controlled or supervised by
the District.
3. District or School Property – includes both personal and real property owned or controlled by the
District.
4. District or College sponsored activity – any activity on or off the District or College premises that
is directly initiated or supervised by the District or a District organization
5. Weapon – any object or substance designed or used to inflict a wound or cause injury
6. Reckless – conduct which one should reasonably be expected to know would create a substantial
risk of harm to a person or property or which would otherwise be likely to result in interference
with normal College/District sponsored activities
7. Will and Shall – are used in the imperative sense.
E. Disciplinary Action while criminal charges are pending:
Students may be accountable both to law enforcement and to the District for acts that constitute
violations of law and of this policy. Disciplinary action at the College/District will normally proceed
during the pendency of criminal proceedings, and will not be subject to challenge on the ground that
criminal charges involving the same incident have been dismissed or reduced.
F. No student shall be suspended from a College unless the conduct for which the student is disciplined
is related to College/District activity or attendance. Any violation of law, ordinance, regulation or
rule regulating or pertaining to, the parking of vehicles, shall not be cause for removal, suspension, or
expulsion of a student.
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CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.69.1 (AP 5520)
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
7.70.1 AP 7.69.1 Student Disciplinary Sanctions Procedures
Revision Date:
12/12; xx/xx
Policy Reference : Education Code Section 66300, 72122, 76030 et seq.
These procedures are designed to provide uniform standards to assure due process rights that are
guaranteed by federal and state constitutions when a student is charged with a violation of the San Mateo
County Community College Student Code of Conduct, as defined in Board Policy 7.69 and 7.70. This
procedure will be used in a fair and equitable manner and not for purposes of retaliation. It is not intended
to substitute for criminal or civil procedures that may be initiated. All proceedings held in accordance
with these procedures shall relate only to an alleged violation of established standards. There is a
difference between expulsion and non-expulsion processes and these are both outlined in this procedure.
These procedures are specifically not intended to infringe in any way on the rights of students to engage
in free expression as protected by the state and federal constitutions,and by Education Code Section
76120, and will not be used to punish expression that is protected.
Disciplinary Officer: Each College President will designate an administrator to serve as the College’s
Disciplinary Officer. The Disciplinary Officer shall be responsible for investigating and processing the
alleged violation of the Student Code of Conduct.
I. Non-Expulsion Disciplinary Process
Step 1. Incident Occurs
Within twenty (20) days from the time that the Disciplinary Officer is informed of allegations which may
constitute a violation of the Student Code of Conduct, the Disciplinary Officer shall conduct a factfinding investigation to determine whether to pursue an Administrative Conference or a Student
Disciplinary Hearing.
For the purpose of evaluating whether the student’s conduct is a violation of the Student Code of
Conduct, no consideration shall be given to the student’s actual or perceived disability unless such
disability is being asserted by the student as a defense to, in mitigation of a potential violation.
Immediate Interim Suspension: In cases where the alleged violation is deemed by the Disciplinary Officer
to pose an imminent threat to the health and safety of the college community, the student may be
suspended immediately pursuant to Education Code Section 66017, provided that a reasonable
opportunity is afforded a suspended person for a hearing within ten (10) days.
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Step 2. Administrative Conference or Student Disciplinary Hearing
Based on the review of the alleged code of conduct violations, the Disciplinary Officer shall determine if
the matter goes to an Administrative Conference or to a Student Disciplinary Hearing.
Administrative Conference
The Disciplinary Officer shall schedule a meeting with the student involved to inform the student of the
alleged offense. The student will be notified of charges/alleged violations and the basis for the charges.
Based on the information at the Conference, the Disciplinary Officer may either dismiss the charges for
lack of merit or notify the student of one or more disciplinary actions being taken (described in Step 3).
The student may request the opportunity for a Student Disciplinary Hearing.
Student Disciplinary Hearing
Hearing Notice: A notice of the hearing will be sent to the student and shall specify the date, time, and
place of the hearing, a statement of the charges against the student, and the date, time, and location that
the tangible evidence will be made available for inspection. A copy of the disciplinary procedures shall
also be enclosed.
Student Disciplinary Board: The Disciplinary Board shall include: one (1) student selected from the
pool submitted by the Associated Student Organization governing body, one (1) faculty member selected
from the pool submitted by the Academic Senate and one (1) staff member from a pool submitted by
CSEA and the Management Group. A Judicial Officer will also be appointed to assure the process is
followed.
No person shall serve as a member of the Disciplinary Board if that person has been personally involved
or could otherwise not act in a neutral manner. The student may request the names of the Disciplinary
Board members and may challenge for cause any member of the Disciplinary Board by addressing the
challenge to the Disciplinary Board Chairperson, who shall determine whether the cause for
disqualification has been shown.
The scope of the duties of the Disciplinary Board is to weigh the evidence presented in relation to the
alleged violation and, based on the evidence, submit a recommendation to the Disciplinary Officer
regarding the student’s responsibility for violations of the Code of Conduct.
Formal Hearing Process:
 Absence of the Student: The hearing shall proceed in the absence of the student.
 Chairperson: Prior to the hearing, the Board shall select a Chairperson. The chairperson shall preside
over the hearing.
 Behavior: Disruptive behavior will not be tolerated and will result in exclusion of individuals.
 Hearing Process: A document describing the process for conducting disciplinary hearings will be
distributed to all members of the Disciplinary Board. The Judicial Officer will assure the process is
followed.
 Charges: The Chairperson shall distribute copies of the charges and incident reports to the members
of the Board, read the charges aloud, and ask the student if the charges have been received.
 Representation: The disciplinary hearing is an internal due process hearing conducted by the colleges
of the San Mateo County Community College District. Parties are not allowed to be represented by
legal counsel at any time during the hearing process.
 Participants: A student may be accompanied by a person of his or her choice who is an observer only.
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Each person present will be asked to identify themselves by name.
Witnesses: Each side shall be entitled to call witnesses. All witnesses shall be excluded from the
hearing process except when testifying.
The Disciplinary Board may accommodate concerns for the personal safety, well-being, and/or fears
of confrontation of the accused student and/or witnesses during the hearing if direct confrontation of
witnesses creates an unreasonable risk of psychological or physical harm. Accommodations of such
concerns may be addressed by providing separate facilities, providing participation by telephone,
videophone, videoconferencing, videotape, audio tape, written statement, or other means, as
determined in the judgment of the Disciplinary Officer. Any testimony of a witness that is not subject
to the direct examination of an accused student shall only be admitted if the witness signs under
penalty of perjury that the testimony is true and accurate.
Plea: The student shall admit or deny responsibility for each charge. If the student admits each charge
and wishes to present no evidence of mitigating circumstances or other defense, the Board shall retire
to make its decision. If the student denies any or all of the charges, or wishes to present evidence of
mitigating circumstances, the hearing shall proceed.
Recording: The hearing may be recorded by the college and shall be the only recording made. The
recording shall remain the property of the college. If recorded, no witness who refuses to be recorded
may be permitted to give testimony. Committee deliberations shall not be recorded.
Information: Formal rules of evidence shall not apply. All relevant information is admissible,
including but not limited to testimony of witnesses, physical objects, police or security officer reports,
photographs, and copies of documents. Any and all information will be entered for the record.
Disciplinary Board Deliberation: The Disciplinary Board shall retire to deliberate in closed session
with only the members of the Board and the Judicial Officer present. The Disciplinary Board shall
reach its decision based only upon the evidence presented and shall not consider matters outside of
the record. The Board shall recommend disciplinary sanctions to the Disciplinary Officer based upon
its findings.

Step 3. Disciplinary Action(s) Recommended
If a student is found responsible for violating the Student Code of Conduct, either through the
Administrative Conference or Disciplinary Hearing process, one or more of the following types of
disciplinary actions may be recommended.







Warning: An oral statement to the student that he/she is violating the Student Code of Conduct; that
continuation or repetition of the conduct may be cause for further disciplinary action.
Reprimand: A written notice of violation of the Student Code of Conduct.
Disciplinary Probation: Formal written notice by the Disciplinary Officer of violation of the Student
Code of conduct which includes exclusion from participation in specified activities or locations for a
period not to exceed one (1) calendar year. Further violation of the Student Code of Conduct will
result in more severe sanctions.
Restitution: Formal action by the Disciplinary Officer to require the reimbursement for damage to or
misappropriation of property. This may take the form of appropriate service or other compensation.
Removal from classes/program/activity: (Note: This disciplinary action may occur at any time.)
Exclusion of a student by an instructor or an administrator from a class and/or facility for the day of
the offense and/or the next class meeting or day. An instructor removing a student from class shall
make written report or meet with the appropriate Division Dean and/or Disciplinary Officer to discuss
the cause for the removal. Any college instructor, for good cause, may remove a student from the
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classroom for the day of the incident and the next regular class meeting. For removal from class, the
following process should be followed:
1. Before ordering the removal of any student from class, the instructor shall first give or make
reasonable efforts to give the student an oral or written notice of the reasons for the proposed
removal.
2. Immediately following the removal from class, the instructor shall document the removal and
notify the Division Dean and/or Disciplinary Officer of the action.
3. If the student is a minor, the parents or legal guardian shall, within 48 hours, be notified in
writing by the Disciplinary Officer.
Suspension: Exclusion of the student from all colleges, programs, and activities in the District for a
definite period of time. An administrative hold shall be placed on the student’s electronic record, but
shall not be reflected on the academic transcript.
Expulsion: Exclusion of a student by the Board of Trustees from all colleges, programs and activities
in the District for an indefinite time period, including all rights and privileges. If an expulsion is
recommended, the process in section II, Expulsion Disciplinary Process, should be followed.

Any level of sanction may also include a behavioral contract, community service, and/or any other
directives to make amends and/or reduce the likelihood of repeating prohibited behavior.
Step 4. Written Decision
1. Within five (5) days following receipt of the Disciplinary Board's recommendation, the Disciplinary
Officer shall make a written decision.
2. The Disciplinary Officer may adopt the recommendations made or make changes.
3. The Disciplinary Officer should then promptly send a copy of the decision to the student by certified
mail. A copy will also be sent to the College President. If the student is a minor, the report shall be
sent to the parent or guardian. If the recommended disciplinary action is expulsion, the
recommendation for this action will be made to the Board of Trustees. Expulsion proceedings will be
completed upon action by the Board of Trustees.
4. A student may appeal the decision using the process outlined in Step 5.
5. The College President shall notify the District Chancellor of any decision to suspend a student.
6. Disciplinary Records: The Disciplinary Officer shall maintain all records of a disciplinary hearing.
Disciplinary files shall be retained for at least five (5) years from the time of a final determination.
Step 5. Appeal to the College President
1. A student may appeal to the College President within two (2) days of the delivery of the decision to
the student. Such appeals shall be in writing and shall be delivered to the College President. Because
suspended students are not allowed on District property, such appeals shall be submitted in writing by
email or letter to the College President within two days after receipt of the written decision.
2. The student may request the College President to review findings or a sanction recommended as a
result of the Student Disciplinary Hearing only if it addresses either 1) due process or 2) new
information.
 Due Process: Specific instances or conduct that the accused student claims resulted in a Student
Disciplinary Hearing that was not conducted fairly in light of the charges and information
presented, and that denied the student a reasonable opportunity to prepare and to present a
response to the allegations.
 New Information: If there is new information sufficient to alter a factual finding or
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recommendation not brought out in the original hearing, because such information was not known
to the student at the time of the original Student Disciplinary Hearing. Information shall not be
considered “new information” if the student could have learned of the information by avenues
reasonably available to him/her.
3. The decision on appeal shall be reached within five (5) days after receipt of the appeal documents.
Copies of the College President's appeal decision shall be sent to the student and the Chairperson of
the Disciplinary Board.
Step 6. Appeal to the Chancellor
1. The student may appeal, in writing, to the Chancellor within five (5) calendar days after receipt of the
decision of the President of the College. The Chancellor, or his/ her designee, shall provide the
student with a hearing, if requested, and shall review the appeal. A written notice of the decision of
the Chancellor shall be provided to the student within ten (10) calendar days of the review of the
student’s written appeal. The student shall be advised in writing of his/her further rights of appeal.
2. The student may request the Chancellor to review findings or a sanction recommended as a result of
the Student Disciplinary Hearing only if it addresses either 1) due process or 2) new information.
 Due Process: Specific instances or conduct that the accused student claims resulted in a
Student Disciplinary Hearing that was not conducted fairly in light of the charges and
information presented, and that denied the student a reasonable opportunity to prepare and to
present a response to the allegations.
 New Information: If there is new information sufficient to alter a factual finding or
recommendation not brought out in the original hearing, because such information was not
known to the student at the time of the original Student Disciplinary Hearing. Information
shall not be considered “new information” if the student could have learned of the
information by avenues reasonably available to him/her.
3. The decision on appeal shall be reached within five (5) days after receipt of the appeal documents.
Copies of the Chancellor's appeal decision shall be sent to the student and the Chairperson of the
Disciplinary Board.
Step 7. Appeal to the Board of Trustees
The student may appeal, in writing, to the Board of Trustees within five days after receipt of the decision
of the Chancellor. The Board of Trustees shall provide the student with a hearing, if requested, and shall
review the appeal. A written notice of the decision of the Board of Trustees shall be mailed to the student
and to appropriate staff members, within twenty (20) calendar days following the review. The decision of
the Board of Trustees is final.
II. Expulsion Disciplinary Process
Students who have been accused of violating the Code of Conduct go through the Steps 1-4 listed above.
If, in Step 3, the recommendation is for Expulsion, the following describes the additional process for that
sanction.
Expulsion of a student is the indefinite termination of student status and all attending rights and
privileges. Expulsion of a student is accomplished by action of the Board of Trustees on recommendation
of the College President and the Chancellor. An expelled student shall not be allowed to register in any
subsequent semester without the approval of the College President. The process is as follows:
a. The College President shall forward to the Chancellor a letter of recommendation for expulsion which
includes a brief statement of charges and a confidential statement of background and evidence
relating to the charge(s).
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b. The Chancellor shall review the recommendation for expulsion with the Office of County Counsel.
c. The Chancellor, as Secretary for the Board of Trustees, shall forward a letter to the student by
certified mail advising him/her of the charges and the intention of the Board of Trustees to hold a
closed session to consider his/her expulsion. Unless a student requests a public hearing in writing at
least 48 hours prior to the scheduled hearing, the hearing shall be conducted in closed session.
d. The student is entitled to be present during presentation of the case and may be accompanied by a
representative. If the student chooses to be represented by an attorney, the student must so notify the
Chancellor no later than five working days prior to the hearing. The student has the right to examine
any materials upon which charges against him/her are based, and shall be given the opportunity to
present his/her evidence refuting the charges to the Board of Trustees. The student or his/her
representative may cross-examine any witness. The district bears the burden of proof.
e. The report of final action taken by the Board of Trustees in public session shall be made a part of the
public record and forwarded to the student. Other documents and materials shall be regarded as
confidential and will be made public only if the student requests a public hearing.
III. Definitions:
Party – The student or any persons claimed to have been responsible for the student's alleged grievance,
together with their representatives. "Party" shall not include the Grievance Hearing Committee or the
College Grievance Officer.
Student – A currently enrolled student, a person who has filed an application for admission to the college,
or a former student. A grievance by an applicant shall be limited to a complaint regarding denial of
admission. Former students shall be limited to grievances relating to course grades to the extent permitted
by Education Code Section 76224(a).
Respondent – Any person claimed by a grievant to be responsible for the alleged grievance.
Judicial Officer – Member of the Student Disciplinary Board responsible for ensuring that the Formal
Hearing process is followed according to established procedures.
Day – Unless otherwise provided, day shall mean a day during which the college is in session and regular
classes are held, excluding Saturdays and Sundays.
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CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.69.2
ADMINISTRATIVE PROCEDURE
San Mateo County Community College District

Subject:
AP 7.69.2 Student Disciplinary Sanctions
Adoption Date:
xx/xx
Policy Reference : Education Code Section 76030 et seq.
_____________________________________________________________________________________
1. The rights and responsibilities of students are not fundamentally different from those of other
members of the community. District officials administer the academic community under statutory
authority in accordance with the directions of the Board of Trustees. Discipline is administered
outside of civil authority or concurrent with civil authority in matters which affect the academic
community.
2.

Students charged with misconduct may be subject to the following sanctions:
a. Warning: An oral statement to the student that he/she is violating the Student Code of
Conduct; that continuation or repetition of the conduct may be cause for further disciplinary
action. This action may be taken by any faculty or staff or by the Disciplinary Officer when
the case is referred to him/her.
b. Reprimand: A written notice by the Disciplinary Officer of violation of the Student Code of
Conduct. A reprimand may include the possibility of more severe disciplinary sanctions in
the event of future infractions of the Student Code of Conduct.
c. Disciplinary Probation: Formal written notice by the Disciplinary Officer of violation of the
Student Code of Conduct which includes exclusion from participation in specified activities
or locations for a period not to exceed one (1) calendar year. Further violation of the Student
Code of Conduct will result in more severe sanctions.
d. Restitution: Formal action by the Disciplinary Officer to require the reimbursement for
damage to or misappropriation of property. This may take the form of appropriate service or
other compensation.
e. Removal from Classes/Facility: Exclusion of a student by an instructor or an administrator
from a class and/or facility for the day of the offense and/or the next class meeting or day. An
instructor removing a student from class shall make written report or meet with the College
Disciplinary Officer to discuss the cause for the removal. After-the-fact review by the
College President or designee shall occur if the student alleges in writing that an instructor or
administrator has abused his/her administrative discretion.
Any College instructor, for good cause, may remove a student from the classroom for the day
of the incident and the next regular class meeting.
i.
Before ordering the removal of any student from class, the instructor shall first give
or make reasonable efforts to give the student an oral or written notice of the reasons
for the proposed removal.
ii.
Immediately following the removal from class, the instructor shall document the
removal and notify the Division Dean and/or Disciplinary Officer of the action.
iii.
If the student is a minor, the parents or legal guardian shall be notified in writing by
the Disciplinary Officer as soon as possible and the parent will be asked to attend a
conference regarding the removal.
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f.

Suspension: Action by the College President to exclude the student from all Colleges and
District/College programs and activities for a definite period of time. This action shall be
posted on the student’s electronic record, but shall not be reflected on the academic transcript.
This does not prohibit, where an interim suspension is required in order to protect lives or
property and to insure the maintenance of order, an interim suspension pending a hearing,
provided that a reasonable opportunity for a hearing be afforded a suspended person within
ten (10) instructional days.
Suspension for more than ten days may have impact on a student’s financial aid eligibility or
financial aid award.

g. Expulsion: Action by the Board of Trustees to terminate student status in the District
indefinitely. The Board of Trustees may expel a student for good cause when other means of
correction fail to bring about proper conduct or when the presence of the student causes a
continuing danger to the physical safety of the students or others.
Final action by the Board of Trustees shall be taken by the Board of Trustees at a public
meeting. Action to expel a student will be posted on the academic transcript.
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CHAPTER 7: Student Services
BOARD OF TRSTEES POLICY NO. 7.70

BOARD POLICY
San Mateo County Community College District
Subject:
7.70 Student Disciplinary Sanctions
Revision Date:
1/10
Policy Reference : Education Code Section 76030 et seq.
1. The rights and responsibilities of students are not fundamentally different from those of other
members of the community. District officials administer the academic community under statutory
authority in accordance with the directions of the Board of Trustees. Discipline is administered
outside of civil authority or concurrent with civil authority in matters which affect the academic
community.
2.

Students charged with misconduct may be subject to the following sanctions:
a. Warning: An oral statement to the student that he/she is violating the Student Code of
Conduct; that continuation or repetition of the conduct may be cause for further disciplinary
action. This action may be taken by any faculty or staff or by the Disciplinary Officer when
the case is referred to him/her.
b. Reprimand: A written notice by the Disciplinary Officer of violation of the Student Code of
Conduct. A reprimand may include the possibility of more severe disciplinary sanctions in
the event of future infractions of the Student Code of Conduct.
c. Disciplinary Probation: Formal written notice by the Disciplinary Officer of violation of the
Student Code of Conduct which includes exclusion from participation in specified activities
or locations for a period not to exceed one (1) calendar year. Further violation of the Student
Code of Conduct will result in more severe sanctions.
d. Restitution: Formal action by the Disciplinary Officer to require the reimbursement for
damage to or misappropriation of property. This may take the form of appropriate service or
other compensation.
e. Removal from Classes/Facility: Exclusion of a student by an instructor or an administrator
from a class and/or facility for the day of the offense and/or the next class meeting or day. An
instructor removing a student from class shall make written report or meet with the College
Disciplinary Officer to discuss the cause for the removal. After-the-fact review by the
President/designee shall occur if the student alleges in writing that an instructor or
administrator has abused his/her administrative discretion.
Any College instructor, for good cause, may remove a student from the classroom for the day
of the incident and the next regular class meeting.


Before ordering the removal of any student from class, the instructor shall first
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give or make reasonable efforts to give the student an oral or written notice of the
reasons for the proposed removal.

f.



Immediately following the removal from class, the instructor shall document the
removal and notify the Division Dean and/or Disciplinary Officer of the action.



If the student is a minor, the parents or legal guardian shall be notified in writing
by the Disciplinary Officer as soon as possible and the parent will be asked to
attend a conference regarding the removal.

Suspension: Action by the President to exclude the student from all Colleges and
District/College programs and activities for a definite period of time. This action shall be
posted on the student’s electronic record, but shall not be reflected on the academic transcript.
This does not prohibit, where an interim suspension is required in order to protect lives or
property and to insure the maintenance of order, an interim suspension pending a hearing,
provided that a reasonable opportunity for a hearing be afforded a suspended person within
ten (10) instructional days.
Suspension for more than ten days may have impact on a student’s financial aid eligibility or
financial aid award.

g. Expulsion: Action by the Board of Trustees to terminate student status in the District
indefinitely. The Board of Trustees may expel a student for good cause when other means of
correction fail to bring about proper conduct or when the presence of the student causes a
continuing danger to the physical safety of the students or others.
Final action by the Board of Trustees shall be taken by the Board of Trustees at a public
meeting. Action to expel a student will be posted on the academic transcript.
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CHAPTER 7: Student Services
BOARD POLICY NO. 7.73 (BP 4231)

BOARD POLICY
San Mateo County Community College District
Subject:
BP 7.73 Student Grievances and Appeals
Revision Date:
7/11; xx/xx
Policy References: Education Code Section 76224
___________________________________________________________________________________
1. The San Mateo County Community College District shall establish and maintain a uniform system of
student grievances and appeals for non-grade related disputes, which shall afford procedural due
process to students in the review and appeal of College and District decisions or actions.
2. An explanation of the procedures for submitting student grievances and appeals shall be made
available to students in the Student Handbook of each College and shall set forth the appropriate
procedure at the respective College, District, and Board of Trustees levels.
3. In order that the student may have the opportunity to appeal a decision not satisfactorily resolved at
the initial level, other than an appeal regarding a grade received in a course or a parking citation, the
steps outlined below may be taken. At any time during the progress of the procedure outlined below,
informal resolution of the problem may be sought by mutual agreement. For grade grievances, refer to
B, Grade Grievances. For parking citations, refer to C, Parking Citation Appeals.
A. Academic (Excluding Grade) and Non-Academic Grievances and Appeals
Step 1 – College Level
a. Before initiating formal appeal procedures, the student shall attempt to resolve the dispute
informally with the appropriate staff member at the point of initial decision. If the dispute is
not resolved, the student may initiate a formal appeal with the Vice President of Student
Services and must do so within one (1) year of the incident on which the grievance is based
or within one (1) year after the student learned of the basis for the grievance. The Vice
President of Student Services shall advise the student, within five (5) days, of his or her rights
and responsibilities, assist the student in the final preparation of the grievance and determine
whether the grievance will be remanded to a hearing of the Grievance Committee or reviewed
with an appointed mediator. Specific information regarding timelines for grievances
remanded to the Grievance Committee is outlined in the Student Grievances and Appeals
Procedures, 7.73.1. The Vice President of Student Services will ensure that a student filing a
grievance and the Grievance Committee members are provided copies of grievance
procedures, including timelines.
b. Appeal to the College President
i.

If the College President has been previously involved in the decision or action under
appeal, the student may proceed directly to Step 2 (Appeal to the Chancellor).
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ii.

In the event that the dispute has not been resolved during the course of earlier appeal
procedures, the student may appeal in writing to the College President within five (5)
days after receipt of the decision made in response to the initial appeal. The College
President shall provide the student with a hearing, if requested, and shall review the
appeal. A written notice of the College President’s decision shall be provided to the
student within ten (10) days of the hearing by the College President.

Step 2 – Appeal to the Chancellor
If a dispute has not been resolved at the College level, the student may appeal, in writing, to the
Chancellor within five (5) days after receipt of the decision of the College President. The
Chancellor, or his/her designee, shall provide the student with a hearing, if requested, and shall
review the appeal. A written notice of the decision of the Chancellor shall be provided to the
student within ten (10) days of the review of the student’s written appeal.
Step 3 – Board of Trustees Level
a. If the dispute has not been resolved during the course of earlier procedures, the student may
appeal in writing to the Board of Trustees within five (5) days after receipt of the decision of
the Chancellor.
b. The Board of Trustees shall provide the student with a hearing, if requested, and shall review
the appeal. A written notice of the decision of the Board of Trustees shall be mailed to the
student and to appropriate staff members within twenty (20) days following the hearing. The
decision of the Board of Trustees is final.
B. Grade Grievances
Grades can only be grieved according to the criteria outlined in Education Code 76224.
Before initiating formal appeal procedures, the student shall attempt to resolve the grade dispute
informally with the instructor. If the dispute is not resolved, the student may initiate a grade
grievance with the appropriate division dean. If the grievance is not resolved at the division dean
level, the student may appeal to the Vice President, Instruction. The decision of the Vice
President on grade-related grievances is final. There is a deadline of one (1) year from the date
that the grade is posted for a student to initiate a grade change.
C. Parking Citation Appeals
Appeals for parking citations must be directed to the Redwood City Courthouse.
Parking citations may be contested by completing a request online by visiting
http://www.pticket.com/csm/. Anyone may contest a citation within 21 calendar days of the issue
date of your citation. Once on the site, select where the citation was issued (Cañada, CSM or
Skyline). The appeal will start with a "1st Level Initial Review". There is no fee to contest the
citation at this level. Request a "1st Level Initial Review" by following the instructions below:
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1. Enter the citation # and press SEARCH. If the citation qualifies for an appeal, a CONTEST
ONLINE link to the contesting form will appear to the right of the citation number.
2. Indicate the reason(s) why the citation was issued in error.
3. Include any documentation to support the claim
4. Include the citation or reminder notice
5. Include full name
6. Include mailing address
7. Make copies of all documents for your records (documents will not be returned)
8. Mail all information to: Office of Parking Violations, SMCCD, College of San Mateo,
PO Box 9003, Redwood City, CA 94065-9003
The student, staff, or person will receive a written response from the citation processing agency
reflecting the results of the appeal.
If the individual is dissatisfied with the results of the appeal, the individual may obtain an
administrative hearing. The directions for obtaining an administrative hearing are included on the
written response to the citation appeal. A written response from the citation reflecting the results
of the administrative hearing will be provided by the processing agency..
If dissatisfied with the outcome of the administrative hearing the individual a hearing before a
judge can be obtained. The directions for obtaining a judicial hearing are included on the written
response to the administrative hearing.
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New Procedure
CHAPTER 7: Student Services
ADMINISTRATIVE PROCEDURE NO. 7.73.1 (AP 5530)

ADMINISTRATIVE PROCEDURE
San Mateo County Community College District
Subject:
AP 7.73.1 Student Grievances and Appeals
Revision Date:
xx/xx
Policy References: Education Code Section 76224(a); Title IX, Education Amendments of 1972
___________________________________________________________________________________
Students are encouraged to pursue their academic studies and become involved in other college sponsored
activities that promote their intellectual growth and personal development. The college is committed to
the concept that, in the pursuit of these ends, students should be free of unfair and improper actions on the
part of any member of the academic community. If, at any time, a student feels that he or she has been
subject to unjust actions or denied his or her rights, redress can be sought through the filing of a
grievance, or an appeal of the decision/action taken in response to a grievance, within the framework of
policy and procedure set forth below.
Informal Resolution: Initial College Review
Each student who has a grievance shall make a reasonable effort to resolve the matter on an informal
basis prior to pursuing a formal grievance which includes a grievance hearing, and shall attempt to solve
the problem with the person with whom the student has the grievance, that person’s immediate
supervisor, or the local college administration. The student may also seek the assistance of a friend in
attempting to resolve a grievance informally.
The chart below summarizes the appropriate college channels to be utilized by any student wishing to
seek redress. For further information concerning any aspect of student grievances or rights of appeal,
students should contact the Office of the Vice President, Student Services. Students may elect to grieve
any decisions or actions taken. All grievances, or appeals of the decision/action taken in response to a
grievance, will be dealt with in a timely manner.

Informal Student Grievance Procedure
Area
First Level of action
Second Level of action
Instructor
Division Dean
Academic Matters:
Grades1, Testing, Class Content,
Assignments, Attendance,
Prerequisite Challenge
Admissions/Late Withdrawal
Dean, Enrollment Services
Vice President, Student Services
Discrimination Matters
Vice Chancellor, Human
Chancellor
Resources
Fee Payments or Refunds
Lead Cashier
Director, Business Services
(Canada and Skyline)
Vice President Student Services
(CSM)
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Financial Aid
Academic or Progress Dismissal
Registration
Residency Determination
Security Public Safety and
Parking
Sexual Harassment
Student Records
Time, Place and Manner
Waiver of Academic
Requirements

Director of Financial Aid
Dean, Enrollment Services
Registrar
Registrar
Supervisor, Campus Public
Safety
Vice Chancellor, Human
Resources
Registrar
Coordinator of Student Activities
DSPS Director

Dean, Enrollment Services
Vice President, Student Services
Dean, Enrollment Services
Dean, Enrollment Services
Director, Campus Public Safety
Chancellor
Dean, Enrollment Services
Vice President, Student Services
Vice President, Student Services

Note: At Canada College, the Dean of Counseling serves as the Dean of Enrollment Services.
Section A: Formal Process for Academic and Non-Academic Grievances (excluding grade
grievances)
Note: For grade grievances, see Section B, Process for Grade Grievances
Step 1. Filing a Grievance
a. Any student who believes, after the informal process, that he or she continues to have a grievance
shall file a Statement of Grievance available on the college website or from the Office of the Vice
President, Student Services. The form shall be filed with the Grievance Officer (Vice President,
Student Services) within one year of the incident on which the grievance is based). In presenting a
grievance, the student shall submit a written statement to include, where appropriate, the following
information:
1. A statement describing the nature of the problem and the action which the student desires
taken.
2. A statement of the steps initiated by the student to resolve the problem by informal means.
3. A description of the general and specific grounds on which the grievance is based.
4. A listing, if relevant, of the names of all persons involved in the matter at issue and the times,
places, and events in which each person so named was involved.
b. The Statement of Grievance must be filed whether or not the student has already initiated efforts at
informal resolution, if the student wishes the grievance to become official.
Step 2. Review of Grievance
Within five days following receipt of the Statement of Grievance Form, the Vice President, Student
Services shall advise the student of his or her rights and responsibilities under these procedures. In
general, the requirements for the Statement of Grievance to present sufficient grounds for a hearing shall
be based on the following:
 The statement contains facts which, if true, would constitute a grievance under these procedures;
 The grievant is a student which includes applicants and former students;
 The grievant is personally and directly affected by the alleged grievance;
 The grievance was filed in a timely manner; The grievance is not clearly frivolous, clearly without
foundation, or clearly filed for purposes of harassment.
 For a grade grievance, the grade given to a student shall be the grade determined by the instructor. In
the absence of mistake, fraud, bad faith or incompetency (according to Education Code 76224) the
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grade issued by the instructor may not be changed. The appropriate Division Dean and Vice
President, Instruction will assist in determining if the student’s grievance meets the criteria
established by the Education Code. For the specific steps for filing grade grievances, see Section B,
Grade Grievances.
If at the end of 10 days following the student's first formal meeting, there is no informal resolution of the
complaint which is satisfactory to the student, the student shall have the right to request a grievance
hearing. The hearing will be scheduled within 14 days following the decision to grant a Grievance
Hearing. All parties to the grievance shall be given not less than 4 days notice of the date, time and place
of the hearing.
Step 3. Grievance Hearing Process
Grievance Committee
Membership: The Grievance Committee shall consist of one faculty member, one staff member and one
student. Faculty members for the pool will be identified by the Academic Senate, students will be
identified by the Associated Students and staff members will be identified by CSEA and the Management
Group. No person shall serve as a member of a Grievance Committee if that person has been personally
involved in any matter giving rise to the grievance, has made any statement on the matters at issue, or
could otherwise not act in a neutral manner. Any party to the grievance may challenge for cause any
member of the hearing committee prior to the beginning of the hearing by addressing a challenge to the
Vice President, Student Services.
Grievance Officer: The Vice President, Student Services shall appoint a staff member to serve as the
Grievance Officer for the Grievance Committee. This individual shall not serve as a member nor vote.
The Grievance Officer shall serve to assist all parties and the Grievance Committee to facilitate a full, fair
and efficient resolution of the grievance.
Hearing Process
a. Prior to the scheduled Grievance Hearing, the Grievance Committee shall meet in private and
without the parties present to select a chair and review the grounds for a hearing.
b. The members of the Grievance Committee shall be provided with a copy of the grievance and any
written response provided by the respondent before the hearing begins.
c. Each party to the grievance may call witnesses and introduce oral and written testimony relevant
to the issues of the matter.
d. Any relevant information shall be admitted. Formal rules of evidence shall not apply.
e. Participants: Each party to the grievance represents himself or herself, and may also be
accompanied by a person of his or her choice who is an observer only. Each person present will
be asked to identify themselves by name.
f. Parties are not allowed to be represented by legal counsel.
g. Hearings shall be closed and confidential.
h. Witnesses: In a closed hearing, witnesses shall be present at the hearing only when testifying.
i. Recording: The hearing may be recorded by the college and shall be the only recording made. If
recorded, no witness who refuses to be recorded may be permitted to give testimony.
j. Attendance: If the individual filing the grievance fails to appear at the hearing, only the written
information will be used to make a recommendation.
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k. Committee Recommendation: Within 5 calendar days following the close of the hearing, the
Grievance Committee shall prepare and send to the Vice President, Student Services a written
decision. The decision shall include specific factual findings regarding the grievance, and shall
include specific conclusions regarding whether a grievance has been established as defined
above. The decision shall also include a specific recommendation regarding the relief to be
afforded the grievant, if any. The decision shall be based only on the record of the hearing, and
not on matter outside of that record. The record consists of the original grievance, any written
response, and the oral and written evidence produced at the hearing.
l. Within 7 days following receipt of the Grievance Committee's decision and recommendation(s),
the Vice President, Student Services shall send to all parties his or her written decision.
m. The student may choose to appeal if he/she meets the criteria in Step 4.
Step 4 Appeal to the College President
a. The student may appeal to the College President within five days after receipt of the decision by the
Vice President, Student Services.
b. The College President shall provide the student with a hearing, if requested, and shall review the
appeal. The appeal shall be limited to a review of supporting documents and based only on the
following:
 Due Process: To determine whether the Grievance Committee was conducted fairly in light of the
charges and information presented, and in conformity with prescribed procedures giving the
complaining party a reasonable opportunity to prepare and to present information and that all
parties were given a reasonable opportunity to prepare and to present a response to those
allegations. Deviations from designated procedures will not be a basis for sustaining an appeal
unless significant prejudice results.
 New Information: To consider new information, sufficient to alter a decision, or other relevant
facts not brought out in the original hearing, because such information and/or facts were not
known to the person appealing at the time of the original Grievance Committee.
c. A written notice of the College President’s decision shall be provided to the student within ten days of
the hearing.
Step 5. Appeal to the Chancellor
The student may appeal, in writing, to the Chancellor within five days after receipt of the decision of the
College President. The Chancellor, or his/ her designee, shall provide the student with a hearing, if
requested, and shall review the appeal. A written notice of the decision of the Chancellor shall be
provided to the student within five days of the review of the student’s written appeal.
Step 6. Appeal to the Board of Trustees of Trustees
The student may appeal, in writing, to the Board of Trustees, or its designee, within five days after receipt
of the decision of the Chancellor. The Board of Trustees shall provide the student with a hearing, if
requested, and shall review the appeal. A written notice of the decision of the Board of Trustees shall be
mailed to the student and to appropriate staff members, within twenty days following the review. The
decision of the Board of Trustees is final.
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Definitions:
Party – The student or any persons claimed to have been responsible for the student's alleged grievance,
together with their representatives. "Party" shall not include the Grievance Hearing Committee or the
College Grievance Officer.
Student – A currently enrolled student, a person who has filed an application for admission to the college,
or a former student. A grievance by an applicant shall be limited to a complaint regarding denial of
admission. Former students shall be limited to grievances relating to course grades to the extent permitted
by Education Code Section 76224(a).
Respondent – Any person claimed by a grievant to be responsible for the alleged grievance.
Day – Unless otherwise provided, day shall mean a day during which the college is in session and regular
classes are held, excluding Saturdays and Sundays.
Section B: Process for Grade Grievances
In the absence of mistake, fraud, bad faith or incompetency (according to Education Code 76224) the
grade issued by the instructor may not be changed. There is a deadline of year from the date that the grade
is posted for a student to initiate a grade grievance.
Informal Resolution
a. Any student who has a grievance shall make reasonable effort to try to resolve the matter on an
informal basis prior to pursuing a formal grievance, which includes a hearing, and shall attempt to
solve the problem directly with the instructor. The student may bring a person of his/her choosing
who is an observer only to meet with the instructor.
b. If the grade grievance is not resolved informally with the instructor, the appropriate division dean will
review the student’s grievance and obtain information from the instructor.
c. In attempting to resolve the grade grievance at the informal level, the student should be prepared to
provide a written statement to the division dean to include the following information:
1. A statement describing the nature of the problem and the action which the student desires
taken.
2. A statement of the steps initiated by the student to resolve the problem by informal means.
3. A description of the general and specific grounds on which the grievance is based. The
student must be able to demonstrate mistake, fraud, bad faith or incompetency in accordance
with Education Code 76224. In the absence of mistake, fraud, bad faith or incompetency, the
grade issued by the instructor may not be changed.
d. A written notice of the division dean’s decision shall be provided to the student within 20 days of the
student’s meeting with the division dean or as soon as the division dean has completed his/her
investigation.
Formal Process for Grade Grievances
Step 1. Filing A Grievance
a. Any student who believes, after the informal process, that he or she continues to have a grievance
shall file a Statement of Grievance Form available on the college website or from the division
dean. The form shall be filed with the Vice President, Instruction within one year from the date
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the grade was issued. The student should attach to the Grievance Form any documentation to
support the grievance.
b. The Statement of Grievance must be filed whether or not the student has already initiated efforts
at informal resolution, if the student wishes the grievance to become official.
Step 2. Review of Grievance
a. Within five days following receipt of the Statement of Grievance Form, the Vice President,
Instruction shall advise the student of his or her rights and responsibilities under these procedures.
b. In general, the requirements for the Statement of Grievance to present sufficient grounds for a
hearing shall be based on the following:
 The grievance shall allege specific facts, which, if true, show that the grade was issued based
on mistake, fraud, bad faith, incompetence;
 The grievant is a student which includes applicants and former students;
 The grievant is personally and directly affected by the alleged grievance;
 The grievance was filed in a timely manner;
 The grievance is not clearly frivolous, clearly without foundation, or clearly filed for
purposes of harassment.
 For a grade grievance, the grade given to a student shall be the grade determined by the
instructor. In the absence of mistake, fraud, bad faith or incompetency (according to
Education Code 76224) the grade issued by the instructor may not be changed. The
appropriate Division Dean and Vice President, Instruction will assist in determining if the
student’s grievance meets the criteria established by the Education Code.
c. The Vice President, Instruction will schedule a Hearing with the Grievance Committee within 14
days following receipt of the Statement of Grievance Form. All parties shall be given not less
than 14 days notice of the date, time and place of the hearing.
Step 3. Grievance Hearing Process
Grievance Committee
Membership: The Grievance Committee shall consist of three faculty members and two students. Faculty
members for the pool will be identified by the Academic Senate and students will be identified by the
Associated Students. No person shall serve as a member of a Grievance Committee if that person has
been personally involved in any matter giving rise to the grievance, has made any statement on the
matters at issue, or could otherwise not act in a neutral manner. Any party to the grievance may challenge
for cause any member of the hearing committee prior to the beginning of the hearing by addressing a
challenge to the Vice President, Instruction.
Grievance Officer: The Vice President, Instruction shall appoint a staff member to serve as the Grievance
Officer for the Grievance Committee. This individual shall not serve as a member nor vote. The
Grievance Officer shall serve to assist all parties and the Grievance Committee to facilitate a full, fair and
efficient resolution of the grievance.
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Prior to scheduling the Grievance Hearing, the Vice President, Instruction shall collect the following
information:
1. The Statement of Grievance Form filed by the student
2. A written response to the grievance by the instructor who issued the grade. The instructor will provide
this to the Vice President, Instruction, within 5 days of the request.
3. Any materials relating the division dean’s review and decision.
Copies of these materials will be provided to the student, the instructor and members of the Grievance
Committee.
Hearing Process
a. Prior to the scheduled Grievance Hearing, the Grievance Committee shall meet in private and without
the parties present to select a chair and review the grounds for a hearing.
b. The members of the Grievance Committee shall be provided with a copy of the grievance filed by the
student, the written responses provided by the instructor and the division dean’s review and decision
before the hearing begins.
c. Each party to the grievance may call witnesses and introduce oral and written testimony relevant to
the issues of the matter.
d. Any relevant information shall be admitted. Formal rules of evidence shall not apply.
e. Participants: Each party to the grievance represents himself or herself, and may also be accompanied
by a friend of his or her choice who is an observer only. Each person present will be asked to identify
themselves by name.
f. Parties are not allowed to be represented by legal counsel. The instructor may request to be
accompanied by a union representative.
g. Hearings shall be closed and confidential.
h. Witnesses: In a closed hearing, witnesses shall be present at the hearing only when testifying.
i. Recording: The hearing may be recorded by the college and shall be the only recording made. If
recorded, no witness who refuses to be recorded may be permitted to give testimony.
j. Attendance: If the individual filing the grievance fails to appear at the hearing, only the written
information will be used to make a recommendation.
Step 4. Decision
a. Committee Recommendation: Within 5 days following the close of the hearing, the Grievance
Committee shall prepare and send to the Vice President, Instruction a written decision. The decision
shall include specific factual findings regarding the grievance, and shall include specific conclusions
regarding whether a grievance has been established as defined above. The decision shall be based
only on the record of the hearing, and not on matter outside of that record. The record consists of the
original grievance, any written response, and the oral and written evidence produced at the hearing. In
the absence of mistake, fraud, bad faith or incompetency (according to Education Code 76224) the
grade issued by the instructor may not be changed.
b. A written notice of the Vice President’s decision shall be provided to the student within ten days of
receipt of the Grievance Committee’s recommendation. The decision of the Vice President,
Instruction, is final.
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Definitions:
Party – The student or any persons claimed to have been responsible for the student's alleged grievance,
together with their representatives. "Party" shall not include the Grievance Hearing Committee or the
College Grievance Officer.
Student – A currently enrolled student, a person who has filed an application for admission to the college,
or a former student. A grievance by an applicant shall be limited to a complaint regarding denial of
admission. Former students shall be limited to grievances relating to course grades to the extent permitted
by Education Code Section 76224(a).
Respondent – Any person claimed by a grievant to be responsible for the alleged grievance.
Day – Unless otherwise provided, day shall mean a day during which the college is in session and regular
classes are held, excluding Saturdays and Sundays.
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TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Barbara Christensen, Director of Community/Government Relations, 574-6510

APPROVAL OF LETTER FROM THE BOARD OF TRUSTEES REGARDING ADVANCED
PLACMENT TEST SCORES AT MILLS HIGH SCHOOL

In July 2013, Educational Testing Service and the College Board invalidated the results of 634 Advanced
Placement tests taken by 280 students at Mills High School, citing seating violations during the exams.
The AP exam manual states that students must face the same direction. While the San Mateo Union
School District acknowledges that some students were seated facing each other at square or circular tables
in the library, due to lack of enough classroom space, school officials maintain that a secure testing
environment was provided. For example, they note that some exams were overseen by more than the
minimum number of proctors. In addition, the Educational Testing Service found no evidence of student
misconduct.
The Board believes the invalidation of test scores to be a draconian measure in light of the absence of
impropriety by the students. The students spend months of intense preparation for the tests in order to
receive college credit or to test out of introductory level college courses. Passing the exams can save a
student and his/her family thousands of dollars in tuition costs.
The Board believes it is likely that some of the students who took the exams will attend a SMCCCD
College or are enrolled in college classes on the District’s campuses. The invalidation of their tests scores
puts their entry and class placement in jeopardy.
RECOMMENDATION
It is recommended that the Board approve the attached letter to the College Board in support of the Mills
High School students whose test scores were invalidated.
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August 14, 2013
David Coleman
President and Chief Executive Officer
The College Board
45 Columbus Avenue
New York, NY 10023-6992
Dear Mr. Coleman,
The Board of Trustees of the San Mateo County Community College District strongly supports
reinstatement of the Advanced Placement exam scores which were invalidated for 200 Mills
High School students. The scores were invalidated based on table configuration and seating
arrangements. Of critical importance is the fact that the College Board did not find any evidence
of student misconduct; the students are being penalized for “testing irregularities” when they
did nothing wrong.
Students put a great deal of dedication, time and effort into preparing for Advance Placement
exams. Passing the exams can result in receiving college credit or not having to take
introductory level college courses. This can have a very serious financial impact on students
and their families because they can graduate earlier and save thousands of dollars in tuition
costs.
Because there is no evidence of student dishonesty, we believe that the Mills High School
students who took the Advance Placement exams deserve to have their scores validated.
Sincerely,

Karen Schwarz
President, Board of Trustees

San Mateo County Community College District

August 14, 2013
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TO:

Members of the Board of Trustees

FROM:

Ron Galatolo, Chancellor

PREPARED BY:

Josè D. Nuñez, Vice Chancellor, Facilities Planning Maintenance &
Operations, 358-6836
APPROVAL OF CONSTRUCTION CONSULTANTS

To fulfill the requirements of its Capital Improvement Program, the District must retain consulting
expertise and various construction consulting services. The professional services required by the District
in support of its Capital Improvement Program are temporary or specialized in nature and District
employees do not provide such expertise. Services provided include architectural and design, engineering,
master scheduling, project management, program information and project controls, building
commissioning, construction testing and inspection, environmental testing, construction-related legal
services and documentation for construction planning, as required by the State Chancellor’s office.
As the District begins to wind down the CIP2 program, some consulting needs remain. Listed below are
prequalified consultants that the District will have under contract in support of CIP2 planning, design and
construction efforts.
Firm

Board
Approval
Requested

Activity/Projects

Anderson Brulé Architects, Inc.

$100,000

Architectural Services; Cañada College, College of San
Mateo and Skyline College

American Consulting Engineers
Electrical, Inc.

$150,000

Allana Buick & Bers, Inc.

$250,000

CSW/Stuber-Stroeh Engineering
Group, Inc.

$150,000

Caldwell Flores Winters, Inc.

$100,000

GRD Energy

$100,000

HMC Architects

$100,000

Jones & Stokes

$100,000

Engineering Services; Cañada College Building 9 MBCx,
College of San Mateo Library Lighting and Emergency
Egress, Skyline College
Architectural and Engineering Services; Cañada College
Building leaks (various), Renewable and Sustainable
Energy Projects Districtwide, and other needs as required
Engineering Services; Districtwide Utility Infrastructure
mapping and miscellaneous repairs, boundary survey work,
Renewable and Sustainable Energy Project Support and
other needs as required
Facilities Planning, Program Management & Financial
Services; Districtwide
Engineering Services; Districtwide building
commissioning and retro-commissioning, Energy
Management System, energy efficiency support services,
and other needs as required
Architectural Services; Districtwide Facilities Master
Planning and miscellaneous architectural services as
required
Professional Services; Districtwide CEQA Support
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MVE Institutional, Inc.

$50,000

Newcomb Anderson McCormick

$150,000

Noll & Tam Architects

$100,000

Sally Swanson Architects

$75,000

Verde Design

$100,000

Architectural Services; Districtwide Final Project Proposal
(FPP) support and miscellaneous architectural services and
other needs as required
Engineering and Consulting Services; Districtwide
Renewable and Sustainable Energy Project procurement
support, Energy Master Planning, Sustainability Master
Planning, energy rebate and incentive support and other
needs as required
Architectural Services; Cañada College Buildings 1, 3 and
9, College of San Mateo North Gateway, Edison Projects,
and other needs as required
Architectural Services; Districtwide
Architectural Services; College of San Mateo Building 5,
District Office, and other needs as required

Funding sources for construction consultant services include general obligation bond, State and local
funds.
RECOMMENDATION
It is recommended that the Board approve these construction consultant services, as detailed above, in an
amount not to exceed $1,525,000.

