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Mission Statement

The mission of Santa Ana Colleg

eisto be aleader and partner in meeting the intellectual,

cultural, technological, work force and economic devel opment needs of our diverse

community. Santa Ana College p
lifelong intellectual pursuitinad

repares students for transfer, employment, careers and
ynamic learning environment.

Core Competencies and Student Learning Outcomes:

1. Communication Skills

a. Listening and Speaking

Student will listen actively and respectfully toadyze the
substance of others’ comments. Students will speak
understandable and organized fashion to explainittess,
express their feelings, or support a conclusion

b. Reading and Writing

Students will read effectively and analytically amidl
comprehend at a college level. Students will writan
organized and grammatically correct fashion to axpiheir
feelings and support a conclusion.

2. Thinking and Reasoning
Student will identify and analyze
real or potential “problems” and

develop, evaluate, and test possibleprocess.

solutions using creative thinking,
analysis and synthesis, quantitativé
reasoning, and/or transfer of
knowledge and skills to a new
context as appropriate.

a. Creative Thinking
Students will develop the skills to formulate onigl ideas and
concepts in addition to integrating those of otherthe creative

b. Critical Thinking

> Students will think logically in solving problemsxplaining
their conclusions; and evaluating, supporting,rdaiguing the
thinking of others.

c. Ethical Reasoning

Students will demonstrate an understanding of atlssues that
will enhance their capacity for making sound judgiseand
decisions.

d. Quantitative Reasoning

Students will use college-level mathematical cotcepd
methods to understand, analyze and explain issues i
guantitative terms.

3. Information Competency
Students will do research at a leve
that is necessary to achieve perso
professional and educational
success. They will use print materi
and technology to identify research
needs, seek, access, evaluate and
apply information effectively and

nal,
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4. Diversity

Students will develop individual
responsibility personal integrity, an
respect for diverse peoples and
cultures of the world.

a. Cultural

Students will respect and work with diverse peapiéuding
dthose with different cultural and linguistic backgnds and

different abilities.

b. Social

Students will interact with individuals and withgnoups with

integrity and awareness of others’ opinions, fegiand values.

c. Environmental

Students will demonstrate an understanding of atlssues that

will enhance their capacity for making decisiond aound

judgments about the environment.

5. Civic Responsibility

Students will take personal
responsibility for becoming
informed, ethical and active citizen
of their community, their nation anc
their world.
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6. Life Skills

a. Creative Expression

Students will produce artistic and creative expozss

b. Aesthetic Appreciation

Students will respond to artistic and creative espions.

c. Personal Growth

Students will demonstrate habits of intellectugllexation,
personal responsibility, and practical and physigzll-being.
d. Interpersonal Skills

Students will participate effectively in teams, cuitiees, task
forces, and in other group efforts to make decsiamd seek
consensus.

7. Careers
Students will develop the knowledg
and skills necessary to select and
develop careers.
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Instructional Calendar —Fall Semester 2011

August 22
September 5
September 2
September 4
September 5
September 23
October 21
October 21
October 21
October 17
October 21
November 11
November 13
November 24-27
December 5-11

Instruction Beginsfor full semester and first GR8 Week session
Labor Day Holiday

Last date to add a class with instrggynature or add code.
Last date to drop, AND NOT OWE FEES
Last date to drop semester letgghas and not receive a “W”
Last date to file pass/no pass llesdmester

Last date to petition for CSU and IGET

Last date to petition for Decembetiftzates

Last date to petition for Decembedgasion

Second GR8 weeks starts

Last day to add a second GR8 Weeks cla
Veterans Day

Last day to drop a full-semester cladsa “W” grade
Thanksgiving (Thursday-Sunday)

Week of Finals, scheduled on seclass meeting day.
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DEPARTMENTS/PROGRAMS CHAIR/COORDINATORS/ Phone:
DIRECTORS/FACILATORS 564 -
Anthropolog, Sociology and Women’s Sandy Wood 46536
Studies
Art Sharon Brown 45818
Irene Soriano 45618
Automotive Technology/Diesel/Welding Glenn Hammonds 46664
Doug Wilkes 46667
Biology Jubal Hampton/Kathy 46727/
Takahashi 46628
Business Administration Sheila Shain 46788
Business Applications & Technology Michael T. Ngnye 46876
Chemistry Crystal Jenkins/Ted Yamada 46635/
46631
Computer Science Bruce Nichols 46767
Counseling Charlene Pearson 46120
Caroline Frye-Reed 46123
Rochelle Zook 46416
Criminal Justice Department George Wright 46817
Andy Gonis 46817
Criminal Justice Academies John Finch 566-9201
Dance Eve Kikawa 45641
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Exercise Sciences Kim Nutter 6915
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Media Services:

Media Production Joe Pacino 6723
Brian Yoder 6724

Media Systems 6720
Medical Assisting Catherin Emley 46820
Modern Languages Martha Guerrero-Phlaum 46561
Music Brian Kehlenbach 45653
Nursing Mary Steckler 46869
Occupational Therapy Assistant Michelle Parolise 83%
Paralegal F. Richard Manzano 46858
Pharmacy Technology KC Huynh 46650
Philososphy Zac Fish 46532
Physical Science John Kalko 46629

Phil Hughes 46610

Political Science Philippe Andrade 46532
Psychology Fernando Ortiz 46554
Reading Genice Gilreaph 46571
Speech Mary Huebsch 46541
Success Center George Sweeney 45420
TV/Video Communications Terry Bales 241-5778
Theatre Arts Valinda Tivenan 45668
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Rancho Santiago Community College District
Duties & Responsibilities: Department Chairs

DEFINITION.

A faculty member who coordinates departmental d@ms/under the direction of the division dean or
appropriate administrator. Provides academic lesduile to the department. Facilitates communication
between the departmental faculty/staff and thestwi dean or appropriate administrator. Meets
regularly with department faculty. Attends regufastheduled meetings as called by the dean of
instruction or appropriate administrator.

SELECTION: Elected by faculty as described by district pplic

RESPONSIBILITIES

A.  Curriculum Planning

1. Keeps abreast of changes in career opportuniibggquirements and related
interdisciplinary career developments, and demanevbrkers with training in
discipline areas and shares this informatioh willeagues and the Counseling
Department. Keeps abreast of curricular developmmenther institutions. Acts as a leader in
developing departmental offerings in occupatiotrahisfer and general education curricula
with appropriate department representatives inrattseipline areas.

2. Assists in coordinating curricular offerings witther college departments and
other colleges and universities.

3. Jointly, with departmental faculty, reviews currentrse outlines and prepares
revisions or recommends new courses to theamegulum committee. Jointly,
with department faculty, selectsbeoks and recommends their adoption.

4. May represent the department by serving on cuuimoutommittees.

5. Responsible for establishing and maintaining depamnt portfolios.

6. Submits pre/co requisites for courses to collegei@uum and Instruction Council.
B. Schedule

1. Responsible for assisting in the development o satnester’s master schedule and works
with the division dean or appropriate administranod individual instructors in developing
class schedules.

2. Responsible for assisting in the assignment ofraudjfaculty.
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C.

3.

Responsible for assisting in enrollment manageraerdtmonitoring of class sizes by making
recommendations to the appropriate administrator.

Budget

Collects budget requests from faculty and clagsigi@ff in the discipline(s) within the
department as appropriate.

Analyzes department budget needs with faculty &affl &s appropriate.

Compiles department budget requests by categargbswbmits completed lists to the
division dean or appropriate administrator by datd

. Represents department when setting budget preatie allocations of resources.

Informs department of resources available and stisbr@quisitions for approved budget
items.

Personnel

1.

Working with representative department membersstssis the hiring of adjunct faculty for
the discipline(s) within the department.

Working with representative department and acadsernate members, determines requests
for equivalencies of potential faculty for the dime(s) within the department.

Works with program facilitators and appropriateuliacin recommending classified
personnel for the department. May assist with tladuation of and directs the work of
classified personnel assigned to the departmeapaiopriate.

Serves as a faculty resource in professional dpuatmt. Assists in the orientation of new
faculty. Stimulates faculty cooperation in sharidgas and materials relevant to
departmental courses.

Assists the division dean or appropriate adminigtria verifying instructional load sheets.
Working with representative department membersaguaopriate administrators, submits

requests for additional full time faculty to thea®emic Senate. May represent the
department in establishing hiring priorities anidiating new disciplines and departments.

Facilities, Equipment and Materials

1.

2.

May assist the division dean or appropriate adrratisr in coordinating room assignments
and facilities for the department.

Distributes, verifies and submits all purchase mder textbooks and other materials to
appropriate classified staff.
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F.

3.

May coordinate the use of and maintain supplememsé&iuctional resources as appropriate.

Reqistration

1.

Handles requests for program waivers, and progigunvalencies in a timely manner.

Evaluation

1.

2.

3.

May assist in providing peer review of adjunct filagin the discipline(s) within the
department. May ask for administrative review djuact faculty.

Provides for peer review of full-time faculty inethliscipline(s) within the department.

Coordinates program review for discipline(s) witktve department.

Liaison, as appropriate, with

8.

9.

The Library and Media Services to recommend actjpisof books and materials.

. The Counseling Department to keep counselors irgdrof changes in departmental

offerings, prerequisites and requirements for ngajoitransfer institutions and to secure
information on test scores of students and otHevaat information.

Other departments and between colleges or otlesy tgitcoordinate course offerings.

. Similar departments at sister institutions to agatecourse information.

Similar departments at transfer institutions fa gurpose of course and/or program
articulation.

Similar departments at high schools to articula&paitmental course and activities between
the institutions.

Advisory committees to give and receive pertinefrimation related to curriculare offerings
and community needs.

Responds to community requests for information.

District personnel for developing grant proposals.

10. Local businesses and community leaders for progugpport and development.

Responsibilities

1.

2.

Handles requests for credit by exam.

May field student complaints and refer complaintghie division dean or appropriate
administrator when necessary.
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SANTA ANA COLLEGE
ADMISSIONS & REGISTRATION INFORMATION

1. Registration Information
Students register online and by telephone,aadijiven registration priority in the following order:
--Disabled Students
--EOPS Students
--Continuing Students in unit priority
--New/Returning Matriculated Students
--New/Returning Non-Matriculated Students
--Capitation Students (CAP)

Admissions Office hours:
8:00 a.m. to 8:45 p.m. Monday through Thursday
8:00 a.m. to 4:30 p.m. Friday (hours are subgchiange)

Online Registration Hours:

Students are permitted to add open sections anesetp be added to the Wait List until 5:00 p Ime. Eriday
before the semester begins. The Wait List is @ripyiprocess for petitioning enrollment into as#a class. All
registered students are expected to attend thelass meeting or risk being dropped from the selny the
instructor. Wait-listed and petitioning studentsstncomplete the process of adding the class atgsions and
Records if their instructors have given them sigaed cards for enrollment.

The Add/Drop period begins on the first day of fiastion and concludes on the last business dalyeo?
week. Students must officially register for fulirsester length classes by the end of fev@ek of instruction.
Add/Drops during the fall semester will be acceptethe Johnson Center, Room U201, Monday — Thytsda
10:00 a.m. — 6:45 p.m. and Friday, 10:00 a.m. 5 B.fn.

2. Temporary Roster

Temporary Rosters are available online. Additipnddard copy Temporary Rosters (yellow) are
distributed to faculty mail boxes the Friday befolasses begin. This roster will reflect studevi®
are officially registered as of the Thursday befdesses begin. Faculty &REQUIRED TO
RETURN the Temporary Roster to the Admissions and RedDftise at the conclusion of the
semester. You can email for a temporary rogteém(_records@sac.eglu

If you did not receive a Temporary Roster in your nailbox, contact the Admissions and Records
Office at extension 6015 or adm_rec@sac.edu.

3. Wait List Roster/Adding Petitioners
Wait List Rosters (white) are distributed to fagutiail boxes the Friday before classes begin.
Procedure to add “wait listed” students:

e At the beginning of the first class, take atterodan
If there are seats available, you must first sidh @ards for Wait Listed students who are presethteafirst
class meeting, beginning with the top positionmwait list.

e Once all Wait Listed students who are present lv@em added, you may sign add cards for
additional petitioners depending on class sizedamniaistrative limits.
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e To verify official enroliment, you may request tisatidents show you:
--the blue and yellow copy of the add/drop cardhwai diagonal slash, dated and initialed
by Admissions and Records Staff.is your responsibility to verify that the student is
enrolled.

4. Late Adds
Students may be added during the third week ofunsbn, but only with DIVISION DEAN'S
approval. Students CANNOT be added after the étideo3® week of instruction.

5. Verification Rosters
Faculty will be sent two Verification Rosters duithe fall and spring semesters.

1.) The first roster, also often called the No ®Hoster will be sent to you during th& dweek of
instruction. Per Title 5, Section 58004, “Distristsall, according to procedures adopted by the
governing board, clear the rolls of inactive enmaht.” Faculty are required

- to drop students who have not attended or waamaronger actively enrolled at the end of
the ¥ week of classes.
- to sign this roster and return it to the Adnoss and Records Office, even if they do not drop

any students

IMPORTANT NOTE: Division Deans and the Vice Presitdof Academic Affairs are advised of
faculty who fail to submit their®iweek Verification Roster.

2.) The second roster, will be sent to you appnately the 18 week of the semester. This will give
you the opportunity to drop students who have esteesabsences. Title 5 prohibits a student’s
withdrawal after the end of the twelfth week. Hastors are required to assign a letter grade yo an
student officially enrolled after the withdrawalatkine.

3.) Instructors may drop a student anytime througlthe semester for excessive absences. Excessive
absence iswhen the total hours of absences exceed 10% of ttwgal scheduled hours of the
class”(College Catalog) This must be done before th@frthe 12" week.

Instructor Change Cards are available in the Adiomssand Records Office. In addition to dropping
students, instructors can use these cards to agdnststudent, transfer a student from one seofian
course to another section of the same course.

6. Permanent Rosters

Permanent Rosters are sent to faculty approximdtaing the fifth week of the semester. Please
review this roster carefully. Phantom Studentsaareal problem!

A Phantom Student is one who is sitting in youss|dut whose name does not appear on this
Permanent Roster. The Phantom Student is:

-- receiving your instruction free since they ao¢ officially registered,
-- the college is not receiving apportionment sitiey are not officially registered,
-- and can be a civil liability because they areafécially registered.
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You may NOT add that student to the final gradeeshad give them a grade. Essentially, the student
obtained the benefit of instruction for free, ahd tollege did not receive State reimbursementdgor
expense; hence the student will not receive caedatgrade for the course.

*Please use online rosters weekly to verify activairolled students. DO NOT ALLOW STUDENTS
WHO ARE NOT OFFICIALLY REGISTERED TO ATTEND CLASS.

Faculty are also required to submit the PermanestdR to Admissions and Records at the conclusion
of the term.

7. Submitting Final Grades

Submitting grades is a professional responsihiijuded in a teaching assignment. At a community
college, students complete courses for a myriagagons: some are seeking associate degrees or
transfer to four year universities, and some arepieting courses for job advancement and pay raises
As such, faculty are expected to submit their gsadde¢he Admissions and Records Office by the
deadline stipulated in submission instructionsvigdon Deans and the Vice President of Academic
Affairs are provided a list of the faculty who f&il meet this professional expectation.

Currently, faculty may submit their grades eitheliree or via an optical scanning (op-scan) form.
IMPORTANT NOTE: As of summer 2008, with the implentation of a new student information
system, faculty will be required to submit theiades online.

eSUBMITTING GRADES ONLINE: This system is fast aadsy to use. Although it does not
eliminate the requirement of turning in supportdagruments, it benefits students requesting official
transcripts. Grades that are submitted online aséeg to the student’s transcript every evening. T
access the intranet to accomplish online grade mdbon, users must have an active e-mail account
and a confidential password. Please contact Divisitices to fill out the Online Grade Activation
sheet to establish your account and gain accdbe timtranet.

ePAPER SUBMISSION OF GRADES: The week before fingisal Grade Rosters are sent to
faculty. The final grade sheet lists all student® are officially registered for your class. Yimuwst
give all students whose names appear a grade. (Wtlidrawal) grades may NOT be assigned.

e RECORDS THAT MUST BE SUBMITTED TO ADMISSIONS ANDECORDS: To comply with
State Audit requirements, Faculty must sign anarsuthe following documents to the Admissions
and Records Office:

--yellow temporary roster

--green permanent roster

--records used to record grades (including finabg) and attendance, i.e. excel spreadsheet, etc.
--Op Scan sheets for grades if not submitted online

--Op Scan sheet (orange) for Positive Attendancle the amount of time students attended, if applea

PLEASE SIGN EVERYTHING...These records are legaltdrisal documentation and filed in compliance
with California State Law. When a student chalkshg grade and you are not available, the colege i
required to produce and rely on these recordssjpored.
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e POSTING OF GRADES: Federal Privacy Law, commdmgwn as FERPA, prohibits the public
posting of grades, as this information is clasdifis confidential. Students may obtain their gsade
online at the website: www.sac.edu or from theptietae online grade system. Directions for
accessing this information is available in the @@hClass Schedule, in the Admissions Office, amd 0
the Admissions and Records Office website at wweveshu/apps.

8. Student Fees

A. NON-PAYMENT OF TUITION

e Students who have not paid enroliment fees/tuivdl have a hold placed on their records. These
students will not be able to:

--request or receive transcripts,
--add classes that semester,
--enroll in classes in subsequent semesters.

e You will receive DO NOT ADMIT forms in your mailboidentifying students who have not paid
enrollment fees/tuition and are enrolled in yoassl Send these students to the Cashiers Offi€e. D
NOT allow these students to remain in your class.

e Students can pay fees online or by telephone #@@ a.m. - 9:00 p.m. (M-Th).

B. REFUND POLICY
e Students who drop a semester length class bynthefethe second (2 week of instruction:

1) enrollment fee/tuition will be completely refusdi
2) there will be no record of enroliment on thedstot’s transcript

e Students who drop a short term class (one tHasssthan a semester in length) (early or laté)star
receive a refund during the first 10% of the class.

e |ntersession and Summer courses have a diffeireictgre:

1) Students will receive a complete refund andehwetl be no record of enroliment in the class ba t
student’s transcript until the end of the first)(tveek of instruction.
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GENERAL INFORMATION

1. ABSENCES FROM CLASS, PROCEDURES FOR ALL FACULTY

A.

2.

If you must be absent, call as soon as possible.

= Business Division: (714) 564-6750
Monday through Friday: 8:00 a.m. to 5:00 p.m.

After hours, call: (714) 628-4902

*Counseling Division: (714) 564-6100

= Exercise Science, Health/Athletics Division: (7 564-6900
Hours:

= Fine and Performing Arts Division: (714) 564-5600
Monday through Thursday: 8:00 a.m. to 5:00 p.m.
Friday: 8:00 a.m. to 3:00 p.m.

» Humanities and Social Sciences Division IV: (758%-6500
Monday through Thursday: 7:30 a.m. to 6:50 p.m.
Friday: 7:30 a.m. to 12:00 p.m.

After hours, call: (714) 628-4803

= Human Services and Technology: (714) 564-6800
Monday through Thursday: 7:30-5:00 pm
Friday: 7:30 a.m.-3:30 p.m.

= Science, Math and Health Science Division: (7189-6600
Monday through Thursday, 8:00- 5:30 PM
Friday: 8:00-2:00 p.m.

B. The Division Office must be notified of aolass cancellation. A roster will be posted foidstot
notification.

C. In case a substitute for your class is resrggo to the Division office.

SUCCESS CENTER

Location: L-206, Phone: (714) 564-5420

Hours: Monday through Thursday 8:30 a.m. to 8:30.p
Friday 8:30 a.m. to 12:30 p.m.

Summer and holiday hours may vary.

The Success Center provides computer-aided, ingaized instruction in reading, language arts,
English, and ESL/ELMS. The content and learningectiyes are customized to students’

individual skill levels and needs. Students haw®as to state-of-the-art curriculum and
technology. Computer programs are self-paced, gistadents many opportunities to improve

their academic skills. Both credit and non-cratlitdents may utilize the Center. For credit
students, the Center provides supplemental ingtrueind resources assigned to them through their
credit courses. Non-credit students receive insbn@nd take classes in English as a Second
Language and all courses necessary to obtain asblgiol diploma.

BOOKSTORE (also see TEXTBOOKS)

The DON Bookstore

Location: U--126, Phone: (714) 564-6327

Hours: Monday through Thursday 7:45 a.m. to 7:30.p.
Friday 8:00 a.m. to 1:00 p.m.

Saturday 8:00 a.m. to 1:00 p.m.

(Hours are subject to change.)
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A. Student may purchase textbooks for SAC cours@&ison or online at
www.donbookstore.com

B. Receipts are necessary for refunds. Tradititallspring semester deadline for refunds is the
end of the second 1 week of instruction. The deadline for summer eady/late start
courses is at the end of the firstY{week of instruction.

C. Book buy back dates will be during finals wéektraditional fall/spring semesters. Additional
book buy back dates will be advertised for the begig of each semester.

D. In addition to textbooks, the bookstorsoadtocks: course materials, backpacks, gift ifems
Apperson test forms, supplies, clothing, greetiagls, college logo gifts, catalogs/schedules,
brown bag sandwiches, snacks, drinks, stamps, r#tbds passes.

E. A vending machine, located in the E Buiddstairwell closest to the D Building contains
Apperson test forms, blue books, pens/pencils dimer supplies.
4. CLASS HOURS and ROOM ASSIGNMENTS

A. Class hours: Beginning with the first sessthe full instructional time allotted for eaclass
should be utilized. A 10 minutes break is custonfaryeach hour of instruction.

B. Room Assignments: A request to changédtation of an assigned class must be approved by
the Division office.

5. CLASSROOM REGULATIONS: (see page 21-27, 06/07 SAC catalog)

Please observe and enforce all college regulatioasd legal requirements.

NO smoking, eating or drinking is allowed in the chssrooms.

6. ACADEMIC COMPUTING CENTER: (Two (2) computers available for adjunct faculty)

A. Location: A-106
B. Hours: Monday through Thursday: 8:00 amiZ:00 p.m.
Friday: 9:00 a.m. to 1:0éhp

7. COMMENCEMENT

All full-time faculty are required to take part in Commencement exercises dressed in academic
attire. Staff members are to provide their own attre. Cap and gown rental order forms will be
distributed early so faculty may indicate whether hey wish to rent a cap, gown, or hood, or
supply their own. A bulletin of details of the execise will be issued well in advance.

8. CONFERENCE REQUEST

Conference request forms are available on the RSATIntranet, Accounting/Fiscal Services,
Conference Claim Form.
9. COUNSELING AND STUDENT SUPPORT SERVICES

A. Location: S-121, Call (714) 564-6100 for appointment.

B. Hours: Monday through Thursday: 8:00 &miZ:00 p.m.
Friday: 8:00 a.m. to 1:00 p.m.
Counselors provide career, academic and persoonakebng.
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C. Additional programs and services for stud: Location Phone

EOPS (Extended Opportunity Program and Services) 10U- 564-6232
Transfer Center S-132 564-6165
Career Center L-225 564-6224
Job Placement U-222 564-5617
Placement Testing L-221 564-6147
Cal Works CEC B-11 241-5725

10. EVENING SITE COVERAGE
If you have a problem and need to contact an Adstriatior on campus after the Division Offices

have closed please call admissions at ext. 46005.

11. FIELD TRIPS

A. To obtain approval for a field trip withustents providing their own transportation, one week
prior to the field trip, instructors must submitttee Division Dean:

1) Completed Field Trip Request form

2) Any required field trip in Syllabus with thisefd trip highlighted

3) Field Trip form: Excursion/Field Trip Notice cqheted and signed form for EACH student
4) One (1) copy of your class roster

B. If you require the College to provide sportation, see your department chair to request
timelines and procedures, prior to printing of ceusyllabus.

C. You may provide an address of the locatibthe field trips but:

1) DO NOT give oral or written directions to stutien
2) DO NOT *“assign” students to a carpool.

Questions regarding liability should be directeddbn Maus, Risk Management, District
Office, (714) 480-7570.

12. FOOD SERVICE
A. The Cafeteria, located in Johnson Ceidayperated by an independent contractor.
Hours: Monday through Thursday 7:00 @or®:00 p.m.

B. The Drip, located in the A/B Quad, is ogged by an independent contractor.
Hours: Monday through Thursday 7:00.d019:00 p.m.

C. The DON Bookstore, located in U-126,seHndwiches, drinks and snacks.

D. Vending machines are available on thelsend of the first floor of the D
building.

13. GRAPHIC COMMUNICATIONS
Location: L-119

714-564-6726
Graphic Communications staff provides desifymaterials for print and electronic marketinglan
communication. Requests for printed materials @inatcharged back to departments must be
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approved by the area administrator. See the RS@@&phics web pages atww.rsccd.orgelick
on Public Affairs and therGraphic Communications.

14. HEALTH AND WELLNESS CENTER
A. Location: U-120, Phone: (714) 564-6216

B. Hours: Monday through Thursday 9:00 a.mL:@0 p.m., 2:00 p.m. to 7:00 p.m.
Fridays 9:00 a.m. to noon

C. Students may see nursing staff, on a walbasis, at any time during operating hours.
Physicians and psychologists are available eack iwg@ppointment only. For more
information on psychological services see page 32.

D. Tuberculosis skin tests for faculty andfstBhe Education Code requires the tuberculosis sk
test take place no longer than 72 hours aftesatinitn. Testing may be initiated on:

Monday and Tuesday
with readings on Wednesday and Thursday, respadgtiv

AND
Wednesday and Friday (between 9:00 a.m. and noon)
with readings on the following Friday or Monddgo(m 9:00 a.m. to noon)

15. KEYS
Lecture rooms are unlocked by custodians in thiy eaorning and re-locked late evening.
Computer rooms and labs are opened 10 minutestprtbe beginning of class. If you require
early access to a computer room or lab, pleaseaco@ampus Safety in X-101 or call (714) 564-
6303. If you require a key to a particular roomcampus, please see your Division Office.

16. NEALLEY LIBRARY http://sac.edu/library

Hours
Fall and Spring semesters:
Monday — Thursday 8:00am-8:00pm
Friday 9:00am — 1:00pm
Saturday Closed
Sunday Closed

Summer Sessions: Hours may vary, check with theakyb
Intersession: Hours may vary, check with the Lijra

Telephone Numbers

Circulation/Reserve Desk (714) 564-6700
Periodicals Desk (714) 564-6711
Reference Desk (714) 564-6708

* Faculty may borrow library books for the lengthtioé semester. Check our library catalog at:
http://saclibrary.sac.edu/

» Library computers are available for faculty, studemd community use. Laptops are available
for in-house use.
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* Full-text access to databases and e-books is Alaiba campus and remotely. See Reference
Librarian.

» Interlibrary Loan is available for material thaetlibrary does not own.

* Faculty is encouraged to participate in collecti@welopment. Please contact your Division
Liaison Librarian with your recommendations.

» Contact the library Circulation Desk to place t@dks or other required class materials on
Reserve.

* Free library instruction workshops are offered esemester, contact Luis Pedroza at ext. 6707
or pedroza_luis@sac.edu

* The library facility is ADA-compliant with adaptiveomputer stations and furniture.

17. MAILBOXES

The Santa Ana College mailroom is located in thaiagstration (S) building. The District mail is
an important means of communication; please cheak gailbox each time you are on campus.
Mail will be delivered and picked up each day wktasses are in session.

PLEASE, do nosend students to check mail.
Students are not allowed in the mailbox area.

18. MATH STUDY CENTER
Location: L-204

Hours: Monday-Thursday: 8:00 a.m. to 8:50 p.m.
Friday: 9:00 a.m. to 12:00 p.m.

The Math Study Center is a resource for all stuglentolled in math courses. Math tutoring is
available from instructors and trained peer tutors.

19. MEDIA SERVICES

MEDIA SYSTEMS
Location: L-126 ~ Phone: (714) 564-6720 F&14( 541-8287
HOURS: M —TH 7:00am — 10:00pm, F 7:00 — 5:00pm
The purpose of Media Systems Department is totabsigaculty and staff in the instructional
objectives of the district. Towards this end, tbkofwing policies and procedurdmve been
established:
1. Equipment is to be used by district personnel only.
2. Equipment may be checked out tore weekwith exceptions below:
* Video equipment may be checked outdoe weelonly( TV/VCR 13”)
» Computer, Projector, Digital Camera (Laptop, Videmjector, Camcorder) may be
checked out foR daysonly
3. If a department has a constant need for a ceryg@ of equipment, that department should
purchase this equipment. The Media Systems Managirassist you with purchasing
specifications.
4. The nature of check-out equipment makes it an ¢asyet for theft. Please, do not leave
equipment unattended in classrooms, unlocked cather unsecured areas.
5. Lost or stolen equipment should be reported to E&yistems and District Safety.
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6. Media Systems staff will assist you with check-antl check-in of equipment. Make sure that
you sign and date check out cards when equipmeatusned.

7. All equipment must be returned to Media Systemghatend of each semester. We need to

provide maintenance, repairs, and inventory atwfequipment.

Please report equipment malfunctions to Media Syst&aff. (Ext. 6720)

All equipment must be reserved 24 hours in advance

© @

EQUIPMENT AVAILABLE FROM MEDIA SYSTEMS

1. TV / Video / Visual / Projector / Accessories Delivery to Classroom
A. Digital (video, still) Camera, A. Tionitor and %2” VCR on cart.
B. TV/VCRY” Combo 13" viewable. B. DVD /1/2"VCR/omitor on cart.
C. Camera tripod. C. DVD/VCR/ Projector on cart.

D. Projector screen.

2. Audio and accessories
A. MP3/WAV recorder (small unit).
B. CD / Cassette, boom box.

3. Public Address Systems

Speakers with amplifier mixer built in.
Microphone: hand held or wireless.
Microphone cables.

Microphone floor stands or table stands.

ocowp

4. Off air recording by request. Use form obtdiftem Media Systems

5. Multimedia Systems
A. Laptop
B. Projector

6. Repair of Equipment
A. District owned equipment will be repairedia¢ Media Systems
location on the SAC campud 7).
B. Equipment purchased with outkhewledge of Media Systems
will have a delay in repairedio lack of parts and schematics
C. Permanently installed equipment can be regan site. Please
call for more information.

MEDIA PRODUCTION

Location: L 116-3 Phone (714) 564-6723 an2467
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The Media Production department located in L 1J8e®ides support services for Santa Ana College
faculty and staff in the development of media prtgeServices offered by two instructional media
producers include:

+ Audio-Video Production

« Multimedia (CD & DVD) Production

« Video & CD Duplication

«  Web Media Support

« Videoconferencing

- Power Point Presentations

+ Digitizing videos for CD or DVD playback

« DVD Authoring (Menus with Links to Video Segments )
+ Interactive CD-Rom

» Digital photography for web or Powerpoints

» Support for on line courses

» Converting audio and/or video for web playback

* Web animation

* Training during flex week and throughout the semrest

Most projects require previous planning with thedragoroducers. After an initial meeting, timelines
are set and work can begin.

20. PART-TIME FACULTY OFFICES

Office space for part-time faculty is availablesmme Division and Department offices.

21. PAYCHECKS

22.

There are three options for receiving paychecks:

A. Faculty may pick up paychecks after 10:00 amnth@ Santa Ana College Student Business
office in  Johnson Center, Room U-218.at the @a'shOffice, E-102, on the last working day of
the month Please bring a photo I.D It is required that each instructor pick up iés/own check
unless a written authorization for alternative pigkhas been filed with the Payroll Office.

B. If you prefer to have your paycheck sent tonfmame, you must complete a Mail
Authorization form, available at the District OficPayroll, (714) 480-7526.

C. If you prefer direct deposit, part-time facultg anly eligible for direct deposit to the Orange
County Teachers’ Federal Credit Union (OCTFCU), yawst complete paperwork to initiate this
method of receiving your paycheck. Full-time faguttay complete paperwork to have paychecks
automatically deposited to the bank of their choice

D. Full-time Faculty: Certificated pay dates via# the last working day of the month, September
30 through June 30 (10 equal payments) with onepian—in order to avoid issuing thirteen
(13) paychecks in a twelve month period, the Deaarphycheck will be issued on the first
working day in January.

PHOTO ID/PARKING PERMITS

ID cards and parking permits are available in th&l&nt Business Office (6430) in Johnson center,
second floor. District parking permits are $16sedester.
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23. PUBLICATIONS (District Print Services)

District Publications provides in-house print puotion including reprographics (high speed
copiers), offset printing, and bindery servicestfa faculty and staff of the district. All request
must be submitted with the Publications Job Reduesh available in the SAC Quick Center or
by request. Offset print and color digital pringuests require administrative approval on the job
request form and the artwork must be created asuptd specific requirements for these
specialized equipment processes. There is a diecldor all color digital and some offset work.
You may submit copier jobs electronically througk Employee Intranet. Click on the Xerox Web
Submission link on the RSCCD Intranet Homepager(theatop right). See the RSCCD
publications web pages atww.rsccd.orgelick onPublic Affairs and therPublications.

Location:

Orange Education Center
1465 North Batavia St.
Orange, CA
714-628-5951

FAX 714-288-1525

Office Hours:
Monday — Thursday 7 a.m.to 4 p.m.
Friday 7 a.m.to 3 p.m.

(Hours vary by semester and may change)
Customer parking for drop off and pick up of woskaivailable in front of publications on Batavia.

Important Copyright information:

All copy requests must comply with the Copyright AE1978 (Title 17, U.S. Code)

Copyrighted materials will be returned to the resieeunless a valid “Permission to Use” letter is
attached.

Submitting Print Jobs
Quick Center, Drop-off or Mailroom Submission:
» Hard copy originals can be dropped off at the pations center or mailed via interoffice mail.
* SAC Quick Center will forward jobs to publicatioasd printed jobs are returned to the Quick
Center for pick-up.

Web Submission:

Web submission allows RSCCD employees to requgsésdrom publications through the RSCCD
intranet from work or home.

See the publications web pages for specific information on how to access and use this service.
Publications staff are available by phone or erfimaijuestions related to web submission.

Business Card Request
A form for requesting business cards is locatetheremployee intranet on the publications
homepage.

24. QUICK CENTER
LocATION Z-107.
Hours: Monday to Thursday 7:00 a.m. to 7:00 p.m.
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Friday 7:00 a.m. to 6:00 p.m.

Saturday 8:00 a.m. to noon
Note: All copying requests must comply with the Copyright Act of 1978 (Title 17, United Sates Code)

A Drop off and pick up for RSCCD Publications work
B. Duplicating services

Walk-up services available; you wait while copies produced.
Limit of 300 total copied pages, i.e., 6 page ex&fheopy limit

C. Self-Service Copier
Copy machine available for making your own copgzsne limits apply

D. Additional Services:

Poster maker —limit to 4

Laminating 24" wide

Paper cutter

GBC Punch and Bind

Test scanner

1 computer for faculty/staff use

Overhead transparencies; film must be provided
Clerical supplies Hours: M — F 8:00am to 4:30pm

25. STAFF PARKING

Parking permits and ID cards are available in thelét Business Office, Johnson Center, at a
cost of $16.00 per semester, $32 for the schoal yl@ase bring a photo I1.D Staff can park in
either staff or student parking. Permits must beghon the rear view mirror.

Faculty may also purchase daily parking passea tmst of $1.00. These passes may be purchased
from the yellow dispensing machine located at t&t end of Lot #2. Daily parking passes are
valid for use in student parking spaces ONLY.

Safety and Security Office, located in X-101 wilbpide jump starts for dead batteries and unlock
cars without power locks.

You may request an escort from your classroom to gar at any time. To make arrangements for
an escort, please call the Safety and Securityc©ffi14) 564-6330.

26. STUDENT CONSULTATIONS
Adjunct faculty instructors may wish to meet withidents outside of class. A good time to meet
with students is either before or after your clagets, however, you should not assume that the
classroom will be available. You may have to fimbther location outside of the classroom to
meet with students. Check with your Division Offfoe suggestions on possible locations.

27. SYLLABI
A. Any required field trip must be noted inwyayllabi.

B. The following Disabilities Statement mustWritten on your syllabi.

Students with verifiable disabilities who want emuest academic accommodations are responsible for
notifying their instructor and Disabled Studentedtams and Services (DSPS) as early as possitie in
semester. To arrange for accommodations, contaelS&y phone (714) 564-6264 or (714) 564-6819 (TDD
for hearing impaired students) or in person aDB&S Center, U-103.
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C. Syllabus Requirements:

Name of College

Division Name

Semester/Year

Course Name/Ticket Number

Meeting dates/days/times

Instructor Name

Instructor Telephone/Email/Contact Number
Office hours/Location (full-time faculty)

Course Description and Objectives: A syllabus mudte in accordance with college and
department policies

Course Requirements/Procedures/Policies
Absence/Tardiness/Drop Policies

Lab Requirements (schedule/time/place/safety rules)
Field trip requirements

Academic Honesty Policy

Class Rules of Conduct

Required Course Textbooks/Materials

Grading Policies /Procedures

DSPS Statement (see above)

28. TESTING CENTER CLASS TESTS AND MAKE-UP TESTS
Testing Schedule and Guidelines:
The Testing Center purpose is to provide suppaorinitructors, administering class tests and make-u

exams. The Testing Center is located on the setoodof the Library building L-221. The Testing
Center open hours are as follows:

Monday and Tuesday 12:00 p.m. to 5:30 p.m.
Wednesday & Thursday 8:15a.m. to 8:00 p.m.
Fridays 8:15a.m. to 4:00 p.m.
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Testing Guidelines

Walk-in testing for class, make-up or computeritsting is available during times listed above.
Picture ID is required from all students for tegtin

StudentdMUST begin test at lea®NE hour before the Testing Center closes.

It is the student’s responsibility to inquire aretity the Testing Center’s business hours. Students

may call (714) 564-6147 or check our website:
http://sac.edu/students/admissions/placement tgstakeuphourspdf

Tests, along with clear and specific test admiatgin instructions (fill out instructions form), ma
be delivered to the Testing Center in person othealest Proctor mailbox.

Make-up exams should be limited to paper/pencihtir Oral directions, oral examinations, or
laboratory experiments cannot be accommodated.

Entire classes cannot be accommodated.
Absolutely no tests will be given to students after test cut-off date.

Students should know instructor’s last name andssooname and number at the time of testing.
They should have the materials needed to take tibs.

Students caught cheating will have their test cmafied. A report will be filed and the student will
be subject to suspension.

DSPS accommodations include audio/visual softwasestance as well as extended time.

29. TEXTBOOKS

moo w2

To order textbooks for your course(s), online servs available for faculty:
The textbook requisition form is available thie College websitevww.sac.edu
Select “Bookstore”

Select “ Faculty Resources . . . .”

The form is a “template e-mail.” It is a blafdem you must complete.

Each section provides important informatioat thill aid the Bookstore in ordering the exact
textbook you are requesting. If specific informatie unknown, please indicate so. For example, if
you do not know the ISBN number, please stateith&tunknown.”

Complete the form, select “submit form.” Yaompleted form will be emailed directly to the
Bookstore. Confirmation will be sent one or two slajter your textbook requisition is received by
the Bookstore AND a copy of the information will flewarded to the appropriate Division Office.

. There may be restrictions on immediate proogssi your textbook order. College departments

may limit the use of online textbook requisitiomer forms. Divisions or Department Chairs may
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place a “hold for approval” restriction on orderitgxtbooks for specific classes and your emailed
textbooks requisition form will be held, pendingpapval of the Division or Department Chair.
Once the hold has been removed, the textbook riéquisvill be processed.

H. If the Division or Department does not haveoldion textbook ordering for your class, the
bookstore will process the order.

The online textbook order form is to provide aniiddal “vehicle” for instructors to communicate
their textbook requests. The Department Chairslmigion Offices continue to monitor, control and
direct the manner in which the Bookstore facilisatiee order process.

DEADLINES for ordering textbooks:

Summer Session March 31
Fall Semester April 15
Intersession October 1
Spring Semester October 15

Meeting these deadlines is critical for your textboequests to be processed in time for the bamks t
be ordered, shipped and placed on the shelveotorstudents to purchaaad provides time for
buying back used textbooks, which save students @58tore.

30. THE TUTORIAL LEARNING CENTER
Location: U-103, Phone: (714) 564-6260

The Tutorial Learning Center services are offereé to all SAC students. Tutors are available on
a walk-in basis during most hours. Appointmentsoioe-on-one tutoring may be available. Tutor
facilitated group tutoring and exam prep sessioasaso available.

Tutoring Center staff is available to inform stutteand instructors about the services available in
the center. If an appointment to visit a classxglan the services is preferred, please call (714)
564-6260.

Hiring requirements for peer tutors are:
A. completion of a course in the discipline (sebjeo be tutored, with a grade of A or B;
B. a recommendation from a full-time SCC instructo
C. prospective tutor must be enrolled in a minimafré units in the District.

31. ELECTRONIC MAIL AND OFFICE SOFTWARE

Campus email and the Internet may be accesseddit@ystems located on campus. Standard office
software including word processing, spreadsheefpagskentation-design software is available.
Personalized instruction in Web design, PowerRmiesentation, email services or any additional
software requirements is available upon requestliing (714) 564-4357.
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Accessing SAC email messages over the Web
You can access your SAC MS Outlook email messagestbe Web from anywhere on planet Earth
including your home, using Microsoft Internet Ex@o You may access this feature by launching
http://remote.rsccd.org into your browser.

Several important notes:

You must use Microsoft Internet Explorer (IE).
Web access is merely a shell of Microsoft Outldak,features and functions are limited.

Password changes can ONLY occur at these locations:
Division Office computers
A-101 (CLI) — part time faculty office area withikcademic Computer Center

For help contact SAC Help Desk at (714)-564-HELP.
Please look at your email on a regular basis atetadall unwanted messages routinely.

Step 1

Open Internet Explorer (IE) and typdtp://remote.rsccd.org

This message is displayed requesting your useraach@assword. Once those two items are entered it
will connect you to all the District Services (Qagk Web Access, District Intranet and other ses)ice

Step 2
Type your User Name and Password click on sign in

B itancho Santiaga Community Coblege Dtk - Migrosolt nternet Explaaer EiEE
Mt [ Mew Fgeofes Tooks  Help I
G[‘AT/ - =l 2 ¢ - Seerch Favoites gl Moda 7 1 [l E 7
: &l itz fremmobe ricd crgidan-nainthfwelooss. e ¥ s
Google - v Bsawchwe - ' P
Congratulatlons yOU re On. RancHo BanniaGo
GE DTl

AN COMIEGE

Welcome to the Remote Portal Tor

Rancho Santiago Community College District

Pigase sign = 10 DEgin your
SACUME SREFMNA,
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32. CENTER FOR LEARNING & INSTRUCTION (CLI)
Location: A 101 Phone (714) 564-6960
Hours: M —TH 7:00am — 7:00pm, F 7:00am@0pm

Ten PCs available for faculty use.
Each PC is equipped with a CD/DVD Drive, USB drigad a CD burner

| A variety of software is available including thedvbsoft Office Suite, Adobe Photoshop,
Adobe Acrobat, and others

m A flat bed scanner for pictures and text filesd arslide scanner for single or multiple slides
® Two black and white HP laser printers, one Xerobocprinter

' Sony Digital Camera available for check out

!B Multiple DVD/ CD burner

[E One-on-one and group training are provided for fyegyis, intermediate, and advanced users, in
a variety of software programs

| Assistance with your Outlook e-mail account

!m Assistance in accessing your rosters from thamatr and accessing your grade sheets online at
the end of the semester

W Workshops are given here throughout the semesibje&, dates and times are emailed to all
faculty.

33. DSP&S (Disabled Student Services & Programs)

Santa Ana College is committed to equal acces®ppdrtunity for individuals with
disabilities. The DSP&S programs provide acadean@ommodations and support services to
minimize disability related barriers. Services niasfude; alternate media, interpreting services,
assessment for learning disabilities, disabilityted advising, testing accommodations, etc.

Please contact any of the DSPS departments liseava will gladly answer your questions, or assist
with any referrals.

Physical Disabilities PrograiiMain Office) Russell Hall, R-101
(714) 564-6295/6296
Hours: Monday, Wednesday and Thursday 8-5:00 pm
Tuesdays 8-6:00 pm
Fridays 8-12:00 pm
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Additional DSPS Programs:

Acquired Brain Impairment and Communication Disile Program
Planetarium, M-105 (714) 564-6280 TTY: (714) 5a3%7

Assistive Technology Center
Johnson Center, U-103 (714) 564-6260

Alternate Media Center
Johnson Center, U-103 (714) 564-6819

Deaf and Hard of Hearing Program
Johnson center, U-107 (714) 564-6283 TTY: (714)-6884

Learning Disabilities Program
Johnson Center, U-103 (714) 564-6269

Psychological Disabilities Services
Johnson Center, U-103 (714) 564-6260

Continuing Education Center, DS&P
CEC, D-101 (714) 241-5769

Psychological Services (Health and Wellness Center)
(714) 564-6216 Johnson Center, U-120

Fall/Spring Semesters

Monday —Thursday 9:00 am -7:00 pm

Intersession/Summer

Monday and Wednesday 12:00-6:00 pm
Tuesday and Thursday 09:00-3:00 pm

Services include short-term counseling for indialduand couples, group counseling, career
development counseling, referral services, psych@&tional workshops and crisis intervention for
SAC students. Consultation with faculty/staff nefyag students’ psychological and cognitive
development is available. Services are providethbgtal health professionals and by advanced
doctoral psychology interns under the supervisioiicensed psychologists.
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CONSTITUTION OF THE ACADEMIC SENATE

OF THE FACULTY OF SANTA ANA COLLEGE

ARTICLE | - NAME
The name of this organization shall be The Acade®eicate of the Faculty of Santa Ana College,
herein referred to as Senate, faculty and Collexgpectively.
ARTICLE Il - PURPOSES
The Senate shall have the following purposes:
1. to promote the general welfare of the Collegefatsilty, and its students.
2. to assure that the faculty has formal and effeqinaeedures for participating in
the formation of College policies on academic arafgssional concerns, in accord with
the provisions of the California Administrative @Gogroviding for the establishment of

College Senates, especiaBgctions 5320@hrough53206

3. to encourage a sense of responsibility among faéoitmaintaining a superior
level of instruction and professional commitment.

4. to represent the faculty in making recommendattortie administration of the
College and the Board of Trustees with respect&mlemic and professional matters.

5. to cooperate with the community and other orgaromnatto improve the status of
community college education in California, espdgialith respect to matters directly
affecting faculty.

6. to properly assume the role of the Academic Seasimandated AB 1725

ARTICLE Ill - MEMBERSHIP

Section 1._The Faculty
Faculty shall be understood as all full-tinmel gart-time certificated personnel whose primary
assignment is at Santa Ana College and whesigranent does not include evaluation of other
certificated personnel in a supervisory rédlesupervisory role does not include the “peer revie
or “tenure review process” in which the gehéxaulty is expected to participate.

Section 2. _The SenateThe Senate shall be composed of the followinghbers:

A. The elected officers and the immediate Past-&easiof the Senate.

B. Two Senators, who must be full-time faculty, elddi®m different departments from
each of the academic divisions as defined by tmat®egor curriculum review.
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C. Two Senators elected from the part-time faculty.

Section 3. _Duties
The duties of the College Senate shall beipedn the Bylaws.

Section 4. _Election
Nominations and election of Senators shalhteccordance with the Bylaws.

Section 5. Terms of Office

A. Elected division Senators and Senators from thetjpae faculty shall serve for
terms of two years beginning on the date of thet fienate Business Meeting of the fall
semester of the calendar year of election. Thadeshall be arranged so that one of the
Senators from each division shall be elected eaah. yThe Senators serving the first year
of their terms shall be designated Junior Senatdhe divisions’ Senators serving the
second year of their terms shall be designatedoE&anators and shall have primary
responsibility for communications between theic&eate and the Senate.

B. Senators shall be eligible for re-election fongecutive terms.

ARTICLE IV — OFFICERS

Section 1._Officers
The officers of the Senate shall be Presidéiot President, Secretary/Treasurer, immediate
Past-President, in the year he or she isaddtesident-Elect, and the Chair of the Curriculum
Committee. In the event the President serseheaChair of the Curriculum Committee, the
President upon consultation with the Senalieaywpoint a Member-at-Large to serve on the
Executive Committee.

Section 2. _Duties The duties of officers shall be specified in By¢aws and as follows:
2.1 President.

a. Vote at State Academic Senate. The Presidai¢signee shall vote for the
College Senate at State Academic Seévia&tings.

b. Consult collegially. The President and/or desigstes! be responsible for
consulting collegially as specified AB 1725and/or to represent the faculty on all
College matters that do not by law come withingheview of the collective bargaining
units.

c. Act as District Senate President in accordance thghRancho Santiago
Community College District Academic Senaten§dution.

Section 3. _Election
Nomination and election of officers shall heaccordance with the Bylaws.
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Section 4. Terms of Office

A. President. The faculty shall elect a Presidentttdgery other year. In yeaneg
the President-Elect shall serve as the PresidesttEln yearswo andthree, theperson so
elected shall serve as the President of the Seanaden yeafour, said person shall serve
as Past-President.

B. Vice President. The Vice President shall be etertedd years for a term of two
years and may succeed himself/herself as eams as elected.

C. Secretary/Treasurer. The Secretary/Treasurer lsbalected irvenyears for a term of
two years and may succeed himself/herself as mamestas elected.

D. President 2005-2006. For the 2005-2006 eleaidy; the President shall be elected
to serve a two-year term as President, then skialesone-year as Past-President.

E. All officers to be elected shall be elected ag@eh in the Bylaws, and their terms of
office shall begin on the date of the first Seritsiness Meeting of the fall semester in the
calendar year they are elected.

Section 5. Vacancies

A. President. In case of continued disability orgeation of the President, the Vice
President shall fill the unexpired term.

B. Other. In case of the continued disability or tbgignation of any elected officer
other than the President, the Senate shall desigmat of its members to perform such
duties during the remainder of the term of officesloall call a special election to fill the
vacancy, in accordance with the Bylaws.

C. Past-President. If for any reason the immediagt-Peesident is unable to serve the
Senate as specified in this Constitution and theBy, the office shall remain vacant for
the remainder of the term.

ARTICLE V — SENATE COMMITTEES

The Senate shall be empowered to appoint commjtteesluct studies, and conduct such business and
review such concerns as shall be deemed appropydtee Senate. All committees shall report their
findings to the Senate, unless otherwise instructed

ARTICLE VI — ASSESSMENTS

Section 1. _Dues

Consistent witlSection 13532f the California Education Code, the Senate nadlyupon its

members for the payment of professional dues. Mewerofessional dues are not to be a condition
of or eligibility to membership in the Senate, ardsanctions are to be imposed upon those members
who do not pay such professional dues.
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Section 2. _Yearly

Faculty-at-Large shall be asked to pay a yearlyasgntation fee to support the expenses of the
Senate. On the recommendation of the TreasueGé¢nate, at its last business meeting of thegprin
semester of the preceding academic year, shak agren the amount to be requested in order to meet
the budget adopted for the following year. The am®f the representation fee shall be adopted by a
majority vote of those present at the meeting, jolexy that a quorum is present.

Section 3._Special

The Senate may levy special assessments at anyf @pgroved by a two-thirds vote of members
present at a regular Senate Business Meeting,qed\vhat a quorum is present and the levy had been
proposed at a previous meeting.

ARTICLE VIl - MEETINGS

Section 1._Reqular Business Meetings

The College Senate shall meet regularly at least @aamonth during the academic year. It shall keep
systematic record of its proceedings, which shalhbcessible to the faculty. A resume of the neisiut
of both regular business and special meetings bkathade available to the certificated staff amd th
members of the Board of Trustees.

Section 2. _Special Meetings

The President may call special meetings if in lniser judgment such special meetings are warranted.
Special meetings shall be called by the Presideon @ written request submitted to the President by
twenty-five 5%) of the faculty or by ten percerit(%) of the members of the Senate.

Section 3._Agenda

The agenda of each regular business meeting ahdspacial meeting shall be made available to
members of the faculty, administration, and Bodr@irastees of the District by the Secretary attleas
three days prior to the meeting.

Section 4. _Attendance
Meetings of the College Senate are open to all neesntf the faculty. The meetings shall be held in
accordance with the Brown Act.

Section 5._Quorum

A simple majority, fifty percentd0%) + 1, of the College Senators shall constitute@agm. If a
Senator is unable to attend, the Senator may dasigm writing any other member of the Senate as
Proxy, to speak for and to cast votes in that Seisatame. All Proxies must be in the hands of the
Secretary/Treasurer prior to roll call of any meegti In no case shall any Senator hold more than on
Proxy at any given meeting. Each Senator who dgpgede unavailable during the summer shall
appoint a Proxy, and so notify the Senate in wgitio serve in case of special meetings.
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ARTICLE VIII — AFFILIATIONS

The Senate may affiliate with educational or prsif@sal organizations, local or otherwise, provided
always that such affiliation does in no mannerrieisor infringe upon the independence of the Senat
Procedure for affiliation shall be established iy Bylaws.

ARTICLE IX — AMENDMENTS
Section 1._Procedure This Constitution may be amended in the followirays:

A. An Amendment may be proposed in writing to the $=bg the Executive
Committee or by a member of the Senate. If acebediavorable vote, the proposed
Amendment shall be submitted for approval to thigeCollege faculty.

B. An Amendment may be proposed by a petition to #ma& by twenty-five percent
(25%) of the members of the College faculty; the Pressichall submit the proposed
Amendment to the entire faculty as i) (@above.

Section 2._Adoption
A two-thirds majority of the votes cast shall bguied for adoption of an Amendment, and the
Amendment shall become effective upon such adopind@ss otherwise provided.

ARTICLE X — BYLAWS

Bylaws of this Constitution may be adopted or aneehat an official meeting by an absolute majority
of the members of the College Senate present peduitat the proposal has been introduced at a
previous meeting.

ARTICLE Xl — SENATE RULES

Section 1._Procedure

The College Senate shall be responsible for coctstigiits own rules of operating procedure, which

shall be known as the Bylaws of this Constitutidine initial adoption of and changes in rules shall
presented to members at an appropriately annoupeedte Business Meeting.
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BYLAWS OF THE ACADEMIC SENATE
OF THE FACULTY OF SANTA ANA COLLEGE

ARTICLE | — DUTIES OF OFFICERS
Section 1. _President It shall be the duty of the President:
A. to preside at all meetings of the College Senate.
B. to serve as President of the College Senate.
C. to serve as Chairman of the Executive Committab®fSenate.

D. to be ex-officio member of all College committeescept as otherwise provided in
these Bylaws or in the Senate Constitution.

E. to perform such other duties as may be specifiethéysenate Constitution or in
these Bylaws.

F. to serve as the Santa Ana College Senate Delagatedtings of the State Academic
Senate.

G. to serve as or designate the Chair of the Curmawnd Instruction Council.

H. to make regular reports to the Board of Trusteesailarly scheduled Board
Meetings.

Section 2. _Vice President It shall be the duty of the Vice President:

A. to serve for the President during any temporargiadxs of the President.
B. to serve as Vice President of the College Senate.
C. to coordinate the appointment of faculty to Collegenmittees and councils.

D. to represent the President, as the President xbeuive Committee, or the Senate may
direct.

E. to coordinate College Senate elections.

Section 3. Secretary/Treasurer. It shall be the duty of the Secretary/Treasurer:

A. toissue calls to meetings, publish agendas, &pppopriate records and publish
minutes of all meetings of the Senate.

B. to conduct all routine correspondence pertaininpi office, including notification
of the membership in advance of all Senatiwities in addition to Business Meetings.
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. to perform such other duties as may be specifigderSenate Constitution and in

these Bylaws.

. to collect all assessments of the Senate as dirbgtehe Senate.

to deposit funds in a local bank in the name ofSkaate.

to issue checks, co-signed by the College Senat@dent or Vice President, for expenses
incurred by the College Senate as authorized bjémate or the Executive Committee.

. to maintain a record of all receipts and disburg@sef Senate monies, and to make this

available for audit by the College Senate Execuleenmittee.

ARTICLE Il — ELECTION OF SENATORS

Section 1. _Divisions
For the purposes of providing a broad basis forasgntation in the Senate, each of the following
divisions of the college shall be entitled to hawe Senators to represent its interests in thet8ena

A.

B.

o 0O

m

Business

Continuing Education

Counseling

Exercise Science, Health and Athletics
Fine and Performing Arts

Human Services

. Humanities

. Library

Social Sciences

Math

Science

Health Sciences

. Student Services

. Technology
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Section 2. _Eligibility.

A.

B.

C.

Immediately upon completion of the regular anndett@n of the officers of the

Senate, the Senior Senator of each division shetlgre for the division a list containing

the names of all members of the division eligildedlection to the Senate. Copies of these
lists shall also be made available to the Execu@igenmittee.

When a faculty member’s teaching assignment plaicefher in more than one
division, he/she shall be considered for electiorppses to be in that division in which the
majority of his/her teaching hours are spent.

When a faculty member’s teaching assignment plaicefer at more than one
college, his/her primary assignment shall be datedhby his/her designation of their
home college. A faculty member can only be a membene College Senate.

Section 3. Election
Each division shall conduct its own election fon&®rs from that division. These elections shall b
by nomination and by secret ballot.

Section 4. Vacancies

A.

The Senate seat of an elected member shall berdéaslacant when a member:

1. resigns from the Senate.

2. fails to meet the eligibility requirements for meenghip in the Senate.

3. accepts a leave of absence of any kind.

4. encounters any other conditions which necessitzerece for three or more
consecutive regular meetings of the Senate.

5. absents himself/herself from three consecutivetmgs for reasons, which in the
judgment of the Senate, are not justifiable.

When a vacancy occurs, the Senior Senator fodikieion shall cause a special

election to be held by the remaining members offikision whose seat has been vacated,
and report the results of the election to the Sermatin case no eligible person exists, shall
notify the Executive Committee so that the Exe@iBommittee may make an
appointment.

Senators elected or appointed to fill vacanciedl shenplete the term of office of
the Senator they replace.

. A division may elect to have an Alternate electedht the division. The Alternate

will attend all meetings the Junior or Senior Sen& unable to attend, and may vote in the
absence of the Senior or Junior Senator. The mdterwill only be counted toward a
guorum in the event either the Junior or Senidraith Senators are not present at the
meeting. The Alternate will receive copies ofadkendas and correspondence from the
Senate as do the Junior and Senior Senator. kvt a Junior or Senior Senator is
unable to make a number of meetings due to a charagsignment or otherwise, the
division may vote to have the Alternate and thea&@mexchange positions for the
remainder of the term, or as otherwise directethkydivision voting faculty. In the event
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the division does not choose to exchange the pasitior the Alternate is not willing to
serve as the Senator, then a vacancy will occutt@demaining Senator shall cause a
special election as outlined above in these Bylaws.

Section 5. General Procedures

A. All elections and polls shall be by secret ballddequate precautions shall be
taken to insure that only bona fide memloéithe electorate may vote. The
Executive Committee is expected to take stepsaximize voting participation.

B. The electorate shall be composed of all membetiseofaculty except where the
Constitution or these Bylaws specify partdior full-time members are the only
members eligible to vote.

C. Whenever it can be determined, in the judgmenhefExecutive Committee, that an
individual will meet the eligibility requirementsif election to a given position prior to the
start of the term of office, then that person’s eashall appear on the list of eligibles for
nomination and/or election.

D. A record of each election and poll shall be naimgd by the Secretary.

Section 6. Duties of Division Senators

A. The primary responsibility of division Senatorgasnform division faculty of
Senate business, and to determine the will of teistituency and to vote and represent
that view to the Senate, its officers, the divisid@ans, other academic Deans and to
appropriate councils and committees.

B. Division Senators elected @ven-numberedyears will serve as ex officio co-chairs
of their division’s Department Chair Committee. el¢ther co-chair will be elected by
committee members.

C. Division Senators elected odd-numberedyears will serve as ex officio co-chairs of their

division’s Curriculum Committee. The other co-chaill be elected by committee
members.

D. Both Division Senators will be jointly responsilite calling division faculty
meetings as appropriate during the year to infanch@oll division faculty.

ARTICLE Ill - ELECTION OF FACULTY SENATE OFFICERS

Section 1. _Eligibility.

A. President. Any active, tenured member of thalfgavho is eligible for election
to the Senate shall be eligible for nommratio the office of President.

B. Vice President. Any active, tenured member effdculty who is eligible for
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election to the Senate shall be eligiblenfmmination to the office of Vice President.

C. Secretary and Treasurer. Any active, tenured Ipeemf the faculty who is
eligible for election to the Senate shalkligible for nomination to the office of
Secretary/Treasurer.

Section 2. _Nominations

As soon afteApril 1 as possible, and at such other times as the c#tauntes of a special election
may require, the Executive Committee shall reqoestinations from the active tenured members of
the faculty. No person’s name shall be includedriy list of nominations without his/her consent.

Section 3. _Elections

On the basis of lists of nominees submitted, trme\AHresident shall prepare ballots and make alailab
to all full-time faculty members whose primary @gsnent is Santa Ana College as of the first day of
the spring semester for that year, and conductesni@n according to established procedures. Resul
shall be reported at once to the Senate througRrésident. The Senate shall immediately publish t
results to the entire faculty, and shall cause tteebecome a part of the records of the Senate.

Section 4. _Time
The regular annual election of officers of the Sershall be completed pritw the May Business
Meeting of the Senate, or as soon thereafter gaiticable.

Section 5. _Vacancy

In the event an officer resigns or is otherwisell@#o serve the remainder of his/her term of effic

the Executive Committee may appoint an active techdmculty member to serve the remainder of said
officer’s term, with the exception of a vacancytloé President wherein the Vice President shalleserv
the remainder of the President’s term of office.

Section 6. Recall of Division Senators

A. Division Senators may only be recalled by théofeing process:

1. Fifty percent plus one faculty member of the ¢wment body $0% + 1) sign
a petition to recall the Senator.

2. The Senator who is not up for recall will therichan election by secret ballot
within two weeks of receiving the rdgadtition.

3. In order for the recall to be effectiieyo-thirds of the ballots returned must be
in favor of the recall. The recall idbe effective on the date of the election.

4. If the recall petition is approved Iyo-thirds of the ballots returned, the
remaining Senator shall hoddninations and an election as soon as practical.

Section 7. Recall of Officers

A. Senate officers may only be recalled by the fuilhg process:

1. Fifty percent plus one faculty member of the ¢bnent body $0% + 1) sign
a petition to recall the officer.
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. The Secretary/Treasurer (or other officer apairity the Executive Board if
the officer to be recalled is the ®&&ry/Treasurer) will then hold an election

by secret ballot within two weeks of receiving ttecall petition.

. In order for the recall to be effectiv@jo-thirds of the ballots returned must be
in favor of the recall. The recall would be etfee on the date of the election.

If the recall petition is approved bwyo-thirds of the ballots returned, the

remaining officer running the election shall holmhmnations and an election as soon as
practical.
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Academic Honesty Policy
Prevention and Sanction Guidelines

Forms available in your Division Office

Violation (Exams)

Recommended Sanction
(assuming first offense)

Possible Preventive Measures*

Roving eyes during exam

Warn: move to another $eat;
zero on exam if repeated

Seat examinees as far apart as possible;
multiple exam versions; warn at outset of
exam.

use

Copying answers from other studen
on exam

sF for course

Careful proctoring; call for honesttart
of exams

One person allowing another to che
from his/her exam or assignment

atf- for course for both persons

Seat examinees aplat as possible; us
multiple exam versions if appropriate; wa
at outset of exam

m

Possessing or using material during

exam (crib sheets, notes, books, eta.

which is not expressly permitted by
the instructor

F for course

~

Have students place all materialsoat of
the room or out of sight; supply bluebook|
warn at outset of exam

12

Continuing to write after exam has
ended

F or zero on exam if continued aftg
warning

orCollect papers immediately after declarin
exam ended

Taking exam from room and later
claiming that the instructor lost it

F for course and recommendation
for disciplinary action (possible
suspension)

Closely monitor all departures; warn befo
exam begins that F will be assigned to al
students whose papers are not turned-in

re

Claiming instructor did not collect
exam and turning it in next time with
answers correct

F for course and recommendation
for disciplinary action (possible
suspension)

Closely monitor all departures; warn befo
exam begins that F will be assigned to al
students whose papers are not turned in;
count students during exam and the num
of exams afterward

re

ber

Changing answers after exam has
been returned

F for course and recommendation
for disciplinary action (suspension

Grade all papers carefully; warn that no
claim for incorrect grading will be honore
for any erasures or added material. You
may consider photocopying corrected
exams before returning to students; retur
photocopied exams, not originals

Fraudulent possession of exam prio
to administration

I F for course and recommendation
for suspension

Prepare exams yourself and keep them
secure prior to their administration;

multiple sections meeting at different time
should use different exams

£S

Breaking into a file or office to obtain

exams

Suspension or expulsion from the
college; F for course

Keep exams secure prior to use.

Having someone else take an exam
for oneself

Suspension or expulsion from the
college for both students; F for
course

State policies governing the taking of
exams at outset of course. Have TAs
identify all students taking exams. Ask
unidentifiable students to produce 1D

Plagiarism

F for course

Careful description of wirastitutes
plagiarism and of the penalty

Submission of purchased term pape
or papers done by others

r& for course and recommendation
for further disciplinary action
(possible suspension)

Warn students; monitor progress by, for
example, asking for periodic outlines and
rough drafts of major papers; vary topics
whenever possible

Submission of the same term paper
to more than one instructor, where n
previous approval has been given

s F for course
o]

Warn students; check with instructors
fields related to subject of term paper;
monitor progress by, for example, asking
for outlines and rough drafts of major

papers
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Santa Ana College
ACADEMIC HONESTY INCIDENT REPORT

Student:
Name Student Perm Number or SS Number
Class:
Title Ticket Setee
Instructor:
Name(Please Print) Department
Phone Number (Office) InstrucsoSignature

Date of Incident

Description of Incident: (Attach additional pages or supplementary reporteegssary; please
include original, xeror facsimile copies of supporting documents.)

Academic penalty assessed by instructor:

Please check if the student has beemmefibthat he/she may not withdraw from the course
with a mark of “W”.

Copies of this form are to be senby the instructor to the following: Student, Division Dean, Vice
President of Student Services.

White copy Division Dean

Yellow copy Vice President of Student Services
Pink copy Instructor

Gold copy Student
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RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
Board Policy 5201***Revised 01/24/00***Standards ®fudent Conduct
E. REMOVAL, SUSPENSION, and EXPULSION

1. Good Cause for Removal, Suspension and Expuls€kmod cause for suspension, removal, or
expulsion includes, but is not limited to, violat®enumerated in the Guidelines for Student Conduct
and the following offenses:

(&) continuous disruptive behavior or willful disabence, habitual profanity or vulgarity, open and
persistent abuse of college personnel, or operparsistent defiance of the authority of college
personnel, which includes physical as well as Mabase, including the use of racial epithets;

(b) assault, battery or any threat of force oremale upon a student or college personnel;

(c) willful misconduct which results in injury oedth to a student or college personnel willful
misconduct that results in damage to any real sgmal property owned by the district or district
employees (damage includes, but not limited tarogitdefacing, breaking, etc.);

(d) use, sale or possession on campus of, or presencampus under the influence of, narcotics,
other hallucinogenic drugs or substances or angopotlassified as such by Schedule D in
Section 4160 of the Business and Professions Code;

(e) willful or persistent smoking in any area whemeoking has been prohibited by law or by
regulation of the Board of Trustees;

(H knowingly making entry into a computer, a cortgruisystem, or the computer network of the
district and/or making un-authorized additionsgtiehs, modifications, or destruction of any data
which may reside therein;

(g) sexual assault or physical abuse, includingnbtilimited to, rape, forced sodomy, forced oral
copulation, rape by a foreign object, sexual bgtter threat of sexual assault upon a student or
college personnel,

(h) willfully breaking the law; the institution witooperate fully with law enforcement and other
agencies if a student is charged by federal, stal@cal authority;

(i) persistent, serious misconduct where other meducorrection have failed to bring about proper
conduct; and violations enumerated in the Guidsliioe Student Conduct.

2. Authority for Removal, Suspension & Expulsion

Removal from Class by InstructoAn instructor may remove a student from his @r ¢lass for the

day of removal and the next class meeting, and sdf@brt all such action to the academic dean ef th
appropriate division and to the Dean of Studenaiéfor designee at Santa Ana College and the Vice
President of Student Services or designee at SmnGanyon College.

If the student is a minor, the college presidentesignee shall ask the parent or guardian todte
conference regarding the removal as soon as pesaidl if the parent so requests, the Dean of
Student Affairs or designee at Santa Ana Collegh®Vice President of Student Services or designee
at Santiago Canyon College shall attend (depenalintpe college).

During the period of the removal, the student shatlbe returned to a class from which he or she wa
removed without the concurrence of the instruaad the appropriate academic dean and the Student
Services administrator.
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Student Grievance Information

SERIES: Students & Student Personnel Services.

SUBJECT: Procedures for Student Grievances Regarding Grades

Education Code 76224 states:

(@ When grades are given for any course of instructaarght in a community college
district, the grade given to each student shalliheegrade determined by the instructor
of the course and the determination of the studegtade by the instructor, in the
absence of mistake, fraud, bad faith, or incompsteshall be final.

Procedure
1. Student shall meet with the instructor to dischesgrade.
2. If the issue is not resolved and the student befiethat the grade is based on mistake,
fraud, bad faith, or incompetency (EC 76224), hefstay appeal in writing to the Division
Dean.
3. The student may be requested to set up an appaintmith the appropriate Division Dean

to discuss the written grievance.
4, The appropriate Division Dean will review the aldigns and consult with the instructor.

5. The Division Dean will review the issue and willtifp the student and instructor in writing
of his/her decision.

6. The decision of the Division Dean is final.
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Faculty Academic Freedom Policy
Board Policy

Adopted 04/24/95

The teacher should be free to think and to expdesss, free to select and employ materials and
methods of instruction, free from undue pressufesithority, and free to act within his/her
professional group. Such freedom should be usdidipusly and prudently to the end that it promotes
the free exercise of intelligence and student legtnAcademic freedom is not an absolute. It niest
exercised within the law and the basic ethical sespbilities of the teaching profession. Those
responsibilities include:

An understanding of our democratic tradition @aanethods.

A concern of the welfare, growth, maturity, alevelopment of students.

The method of scholarship.

Application of good taste and judgment in seéhgcand employing materials and methods of
instruction.

PwpbdPE

Legal Reference:
Education Code
51500. Prohibited instruction or activity
51501. Prohibited means of instruction
51511. Religious matters properly included in segrof study
51530. Prohibition and definition
78907. Prohibited use of electronic listeningeararding
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EMERGENCIES

Call ext. 564-6330

Request staff member to radio Security for asstgtaPlease stay on the line, if
possible, until Security has been contacted soytliatmay give them complete
information.

There are eight (8) emergency call boxes locatechompus which go directly to SAC -
Security. They will contact the Security Officetia cell phone.

When the Admissions Office is closed, you shoultdaize of the following resources
for help:

1. City of Santa Ana Police Department 9-911
2. SAC Security/Safety Department 564-6330 @emwnessage)
3. 24-hour number and District-wide Dispatch w380
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Information Resource — Administrative Regulation 7000

Rancho Santiago Community College District
INFORMATION RESOURCE USE - AR7000
January 2000

These regulations shall be made available to RSCCD information resource users. These procedures shall
not be construed as a waiver of any rights of RSCCD; nor shall the intention be that they conflict with
applicable federal, state, and local law; nor do these regulations represent an agreement between the
district and the users. The administrator responsible for Information Technology Services shall administer
these regulations.

RIGHTS & PRIVILEGES

RSCCD reserves all rights, including termination of all access to information resources that it owns and
operates. Access and privileges to RSCCD information resources are assigned and managed by the
administrators of individual information resources. Users may be authorized to use information resources
and be granted appropriate access and privileges following the approval steps prescribed for specific
information resources. Users may not, under any circumstances, transfer or confer these privileges to
other individuals.

RESPONSIBILITIES

The system administrator of each system sets minimum guidelines within which users must conduct their
activities.

RSCCD information resources are for RSCCD related activities. Anyone who uses the RSCCD’s information
resources to harass, or make defamatory remarks, shall bear full responsibility for his or her actions.

RSCCD information resources provide access to external networks, including those of public and private
sources, which furnish electronic mail, information services, bulletin boards, conferences, etc. Users may
encounter material that may be considered offensive or objectionable in nature or content. Users shall not
transmit or store any illegal, fraudulent, malicious, harassing, or obscene communications and/or content
that is encountered. RSCCD does not assume responsibility for the contents of any external information
resource. RSCCD's role in managing these information resources is only as an information carrier.

No user shall attempt to deliberately degrade the performance of an RSCCD information resource.

Users of RSCCD information resources must comply with the acceptable use guidelines for external
information resources accessed through RSCCD information resources.

Users of RSCCD information resources must never attempt to transmit, or cause to be transmitted, any
communication in which the originator’s identity is deliberately concealed (except for those external
entities lawfully authorized to do so).

Users of RSCCD information resources must never use any information resources to perform an illegal or
malicious act. Any user attempting to change in any way the scope of information resource access to
which they are authorized shall be regarded as malicious.

Any RSCCD user who becomes aware of a security issue on any information resource is obliged to report
the issue to district Information Technology Services. The system must not be used until the system
administrator has resolved the security issue.
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System administrators may establish more detailed guidelines and responsibilities, as needed.
ACCOUNTS AND PASSWORDS
Knowledge of information resource passwords or security bypasses shall not be shared.

Users must not use an account not assigned to them without express, written permission from the
information resource administrator. Users are responsible for the proper use of individual accounts,
including but not limited to, proper password protection.

Knowledge of passwords or bypasses in information resource security shall not be used to damage any
information resource, change in any way the authorized scope of information resource access, or
otherwise make use of information resources for which proper authorization has not been granted.

CONFIDENTIALITY
RSCCD reserves the right to access all content stored on RSCCD information resources.

In RSCCD information resources, there are two users who have the ability to access accounts and read
individual electronic mail: the user to whom the account was issued, and the information resource
administrator. While every reasonable attempt will be made to ensure the privacy of user accounts and
electronic mail, there is no guarantee that accounts or electronic mail are private. Electronic mail is not
100% secure, nor is it delivered via a 100% secure information resource.

Student files are considered educational records as covered by the Family Educational Rights and Privacy
Act of 1974 (Title 20, Section 1232 (g) of the United States Code). Such records are considered
confidential under the law, but student files and electronic mail may be subject to search under court
order if such files are suspected of containing information that could be used as evidence in a court of
law. In addition, system administrators may monitor network traffic and/or access student files or
electronic mail as required to protect the integrity of information resources (e.g., examining files or
accounts that are suspected of unauthorized use or misuse, or that have been corrupted or damaged).

COPYRIGHT

Information resources protected by copyright are not to be duplicated in any form, except as permitted
by law or by written contract with or permission from the owner or legal holder of the copyright. RSCCD
may require written documentation verifying the user’s right to make use of copyrighted materials prior
to allowing them to be placed within RSCCD information resources.

VIOLATIONS

A user’s information resources privileges may be suspended upon the discovery of violation of these
regulations. Violations of these regulations will be dealt with in the same manner as violations of other
RSCCD policies and regulations and may result in disciplinary review. In such a review, and as specified in
the RSCCD Board Policies and Administrative Regulations, the full range of disciplinary actions is available
including the permanent loss of information resource use privileges, dismissal from RSCCD, and legal
action. Violations of the above policies may constitute a criminal offense and may be prosecuted under
applicable federal, state, and local law.

Legal Reference:

Responsible Manager: Assistant Vice Chancellor, Information Technology Services
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Civility - BP4137
CIVILITY - BP4137
Adopted 04/14/97

All employees of the Rancho Santiago Community College District retain their freedom of speech under
both the federal and state constitutions. Freedom of speech is a fundamental personal right, but it does
not confer an absolute right to speak, without responsibility, whatever one may choose, or an
unrestricted license that gives immunity for every possible use of language.

The Rancho Santiago Community College District respects and even encourages its employees to exercise
their freedom of speech on issues of public importance. The District, however, properly may regulate
speech if it injures the District, its employees, its students or members of the public. There is an
expectation that all employees will be courteous and polite to one another in any interaction while they
are in the course and scope of their employment. Discourtesy and impoliteness constitute unacceptable
professional behavior.

This Board Policy does not completely or comprehensively attempt to regulate the conduct of District
employees. Its purpose is to communicate the requirement that interactions between employees, which
may involve spirited and serious debate or criticism, may not involve any threat, coercion, intimidation,
use of obscenities, illegal harassment, assault or battery.
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Search

Curriculum - BP6117

CURRICULUM - BP6117
Adopted 03/28/77
Revised 01/22/07

Courses of instruction and educational programs shall be established and
modified under the direction of the Board of Trustees, and submitted to
the Board of Governors for approval, following state regulations. Courses
of instruction and educational programs, when applicable, shall be
articulated with proximate high schools, four-year colleges and
universities under the direction of the District Board of Trustees. The
colleges will maintain a common curriculum.

Legal Reference:

Education Code: 51022 Instructional Programs
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Minimum Class Size - BP6129
MINIMUM CLASS SIZE - BP6129

Revised 09/14/92

Guidelines - Minimum Class Size

Lecture Seminar and Laboratory Classes

Minimum class size shall be 20 students in lecture, seminar, and laboratory classes (television courses
shall have a minimum class size of 40).

Exceptions to Minimum Class Size

The following type of classes may be exceptions to the minimum of students:

Courses required for graduation

Courses required in a major or in career subject areas
Courses offered irregularly based on enroliment and need
Limited classroom or laboratory facilities

Experimental or pilot programs

Statutory and state regulations mandating class size

ouhbnH

Exemptions from Minimum Class Size

The following types of classes are exempt from the minimum of 20 students:

Independent study

Research

Coordinated Instruction Systems

Classes by arrangement

Nursing Program

Honors Program

Open entry/open exit

Special Services and Adaptive Exercise Science

N AWNE
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Special Accommodation(s) for Hearing Impaired
Students

Procedures to Request Closed Captioning

1. Submit a request for captioning form to the Altge Media Specialist.
If the video is available with captioning, DSPSwill purchase a captioned copy
and send it to you when it arrives.
2. Provide theriginal video tape for the captioned copy to the Alternate
Media Specialist: Shirley Bowman in U-103 Ext 6810
a If the copyright owner of the original videcsismeone other than
Santa Ana College, a form will be sent to the cmgbyrowner for
permission to caption. Once permission is receittelprocess will
proceed.
b. The video will be sent out for Professional Captigrat a cost of
VHS $4.95 or DVD $5.95 per minute
c. Afinal captioned copy will be produced.
3. The Alternate Media Specialist will contact you whbe production is complete.
Please allow 4-6 weeks for the complete process
At that time,
if the copyright is not owned by Santa Ana College, you must shelve the original
copy and only use the captioned copy, as only one copy may be in circulation
at atime.

What videos are eligible for captioning?
Any video_ownedy the Rancho Santiago Community College Disthat
meets the following criteria:

* Must be produced by the college for District, offiar classroom use. Or,

» Commercial videos used by Santa Ana College peesdantraining or other
official District use and for which copyright holtie permission has been
obtained

Taped videos are not eligible for captioning

(Personal Videos will be captioned only if you ageeto leave the original copy to

Santa Ana College upon your departure)
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Closed Captioning Request Form

Person requesting captioning:

Name: Date:
Phone: ept: D
About the Video:

Video Title:

Name of Owner of Original Video:

Name of Copyright Owner:

Address & Phone of Copyright Owner:

For Alternate Media Personnel Use:

Date Original Video received:

Date Captioned Video returned:




What do | do if your accommodation plan for the hearing impaired
fails. (frequently asked questions)
it is time to start class and the interpreter(s) haven't arrived?

o0 Please call Deaf and Hard of Hearing Services and Programs at 6283 to
report that the interpreter has not arrived. Please give your name, class
name, day, time and location. There is the possibility that no one will be
there so be sure to leave a detailed message so that as soon as we get it
we can start looking for the interpreter or a substitute.

o After you have notified our office about the absent interpreter you may
begin to teach your class. Hopefully the interpreter will show up or a
substitute will be sent.

the closed captioning doesn’t work on the TV I have in my classroom?

o When you order AV for your classroom you need to specify at the time of
ordering that you need a caption-ready TV and the remote control for the
TV.

o Plan to arrive to class a few minutes early in order to set up the media to
be used. Keep the media phone number handy: 6720 is their extension.

the volunteer note-taker is absent?

o Ask another student in the class to volunteer that day and have the deaf
student give them some carbon note paper.

the volunteer note-taker runs out of carbon paper?

0 Ask the student to use any note paper and when class is over either
make copies for the deaf student or send them to U-107 where we will
make copies for them.

o0 The interpreters do not carry extra note paper with them; but the deaf
student should have some.

it is the first week or two of school and a deaf student is petitioning to get into my
class without an interpreter present?

0 Sign language interpreters are only assigned to classes where the
student is officially enrolled. If the student is on the wait list or otherwise
petitioning to be enrolled in your class you will not have an interpreter
available to the conversation you have about enrolling. You can write your
comments to the student on the white board if available or a piece of
paper. Once you have signed them into your class they will request an
interpreter. It may be a class period or two before the interpreters can be
assigned.
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Faculty Handbook
Textbook Adoption Process

The textbook adoption deadline is communicatedefmadments/faculty several months
before the start of a given semester. A remindes@ut a couple weeks before the
deadline (often a phone call, e-mail, or flyer iagion secretaries). The Division
secretaries distribute the textbook requests t@#@artment Chairs. The Bookstore is
available to support faculty or Department chaiith wequisition information or
information on the textbooks. After the deadlimsges?

Once the requisitions are received by the Bookdtarg begin doing estimates for the
requisitions received on time. Any old editiohattare no longer being used are sent
back to the publishersThey may try and convince a chair or faculty member to use the
old edition if we have a large amount of stock. There is follow-up communications
occur between the bookstore and any faculty osaliws with orders outstanding.

As the Bookstore finish estimates, titles are addeslr used book buyback list and
wholesale order lists. Buyback begins during Bnakek of the prior semester. After
estimating buyback and determining how many usedk®ee can get from our
wholesalers, orders are placed with publishers adhowonth before the semester begins.

Books are received two to three weeks prior tosdreesters start. Late requisitions are
worked into the process as they are received.s®elgin two weeks before the semester
via web and one week in the store. They attempiitk course cancellations and
enrollment changes with the help of some divisiecrataries and chairs.

Inventories are tracked daily to see if additiooraers need to be places (used first).
Refunds end two weeks after the start of the senéste week for shorter non-
traditional courses). The refund grace period emi#sweek later (this is not publicized;
we do it for on the spot customer service). Thektore begins sending back unsold
used copies three to four weeks into the semassed(books have a short return
deadline).
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Reducing Costs

Suggestions for Reducing the Cost of Textbooks

« Early and on-time textbook requisitionsallow for increased availability of used
versions. The earlier the bookstore knows whatlsée be ordered, the earlier it can
seek used copies from wholesale vendors. Addifygriextbooks are only added to the
internal buyback list once official requisitiongarompleted. Increasing the availability
of used copies is the easiest way to help studans.

- Be aware othe“bundle impact.” Limiting the number of components in a bundle can
reduce costs, limit the time it takes a publislegpriocess an order, and facilitate end of
the semester buyback. Please include tmge study guides/aids, web access codes,
and additional materials that your students willag and will add truly needed value to
your course.

« Encourage publishers tguarantee” the availability of an edition for a specific period
of time (e.qg., 3-5 years). Discourage publishewmsnfmaking unnecessary new editions
and mid-year edition changes. The bookstore cfan Gfuaranteed buyback” status
when all parties sign off on using an edition far3nore years.

« Considercustomized editions at reduced costsNo frills/readers digest” text options
can significantly reduce prices (soft cover, namcoétc.). Also, many publishers allow
unutilized chapters to be deleted from a text mseans to slightly reduce costs. Itis
crucial that price and availability guaranteesabtained in these situations. Note: the
return privileges on custom texts are strictly texi by publishers (your enroliment
estimates are crucial).

« Carefullyidentify which texts are required and which texts @ optional. Students
rely on the required/optional information suppli®dthe bookstore (which is taken from
the faculty requisition form). This helps guarantiee students initially utilize their
financial resources to buy their required texts.

« Where two or more options from different publishars equivalent, congruent with the
course needs and factually soutid less expensive text should be strongly
considered.

- Where it makes sense, attempuge texts for two or more coursef a series. The net
cost per course is reduced and the buyback poltentrecreased.

- Be aware of the impact of ordering unnecessary, cquimentary examination
copies Although publishers offer copies at no charpeytoften incorporate those costs
into the student text prices. Consider donatingegded copies toward student gift
certificates.

- Have publisher representatives provideast to the bookstore” price quote.
Communicate the quoted price to the bookstore sorenaccuracy. If issues arise,
concerns should be directed to your vendor reptatea and the bookstore.

« Consider placing a copy of yotextbook on reserve in the library. The bookstore and
library can assist in this process.

Sources:

The Academic Senate for California Community Cadeg
National Association of College Stores / CaliforAissociation of College Stores
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Santa Ana College and Santiago Canyon College
Regular Effective Contact Guidelines

Regulations:
Title 5 and the Distance Education Guidelines for the California Community Colleges state:

These two sections emphasize the extent to which course quality depends upon the full
involvement of faculty in DE design and application.

55211. Instructor Contact.

In addition to the requirements of section 55002 and any locally established
requirements applicable to all courses, district-governing boards shall ensure that:

(a) All approved courses offered as distance education include regular

effective contact between instructor and students, through group or individual
meetings, orientation and review sessions, supplemental seminar or study
sessions, field trips, library workshops, telephone contact, correspondence, voice
mail, e-mail, or other activities.

(b) All distance education courses are delivered consistent with guidelines

issued by the Chancellor pursuant to section 409 of the Procedures and Standing
Orders of the Board of Governors. Regular effective contact is an academic and
professional matter pursuant to title 5, section 53200.

Note: Authority cited: Sections 70901 and 66700, Education Code.

Reference: Sections 70901 and 70902, Education Code.

Guideline for Section 55211
This section defines what contact must be maintained between instructor and student:

Subsection (a) stresses the responsibility of the instructor in a DE course to initiate
regular contact with enrolled students to verify their participation and performance
status. The use of the term “regular effective contact” in this context suggests that students
should have frequent opportunities to ask questions and receive answers from the instructor of
record.

Subsection (b) honors the principle that for DE courses, there are a number of acceptable
interactions between instructor and student, not all of which may require in person contact. Thus,
districts will need to define “effective contact” including how often, and in what manner
instructor-student interaction is achieved. It is important that districts document how regular
effective contact is achieved. Since regular effective contact was declared an academic and
professional matter, this documentation must include demonstration of collegial consultation with
the academic senate, for example through its delegation to the local curriculum committee. A
natural place for this to occur is during the separate course approval process (see section
55213). Documentation should consist of the inclusion of information in applicable outlines of
record on the type and frequency of interaction appropriate to each DE course/section or
session. As indicated in the Guideline to Section 55219, districts need to describe the type and
guantity of student-faculty interaction in their annual reports to their local governing boards and
the State Chancellor’s Office.
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Rationale: In traditional face to face classes, students have the opportunity to interact with the
instructor in person to facilitate their learning. In the online or hybrid class, it is essential to ensure
regular effective instructor/student contact to provide an effective learning environment. The
instructor’s role a source of information as well as a facilitator of communication must be closely
delineated as it takes on different forms. In the face to face class, students meet with the instructor
and receive announcements, course information, lectures, and participate in activities and
discussions.

According to Title 5 regulations the same standards of course quality shall be applied to distance
education classes as to traditional on campus courses with the only distinctions being the need for a
separate curriculum approval process and the need to ensure regular effective contact. In the
traditional face to face course, the interaction is in the form of lectures, group work activities and/or
discussions, information such as responding to questions in class. Instructors also interact via the
telephone, email, or office visits. The same qualities of regular effective contact should be applied to
distance education.

Policy: Regular effective contact in all distance education courses, whether fully online or hybrid,
shall include:

Initiated interaction: Instructors will regularly initiate interaction with students to ensure participation
in course activities as well as to ascertain that they are accessing and comprehending course
material. Providing open ended question forums and or discussions is part of this interaction, but is
not sufficient in itself.

Frequency: Because distance education courses are considered to meet the same quality
standards, the frequency of contact will be at least the same as would be established in a traditional,
face to face course. At the very least, the number of instructor contact hours per week that would be
available for face to face students, will also be available, in asynchronous and/or synchronous mode,
with distance education students. Contact should occur as often as is appropriate for the course in a
manner that ensures that regular contact is maintained. It may be distributed in a variety of ways
based on asynchronous instructional methodologies.

Establishing expectations and managing unexpected instructor absence: At the beginning of
the semester, the syllabus should include the instructor and/or department policy describing the
frequency and timeliness of instructor initiated contact and instructor feedback. The announcements
area of the course will be used to notify students if an instructor must be out of contact for a brief
period for an unexpected reason, such as illness or family emergency. If the instructor is offline for a
lengthy time (more than three or four days) a substitute instructor should be available to assist
students while the instructor is unavailable.

Type of Contact: All Santa Ana College and Santiago Canyon College distance education
instructors will use varied means of contact, including, but not limited to, the following:

*  Weekly announcements in Blackboard or other course management system;

» Discussion forums with appropriate and consistent feedback from instructor;

» Instructor prepared electronic lectures or introduction to any publisher created materials;
» Timely feedback for student work;

* General emalil;

e Telephone contact as necessary.

Suggestions: Instructors should also choose to use other forms of communication as mentioned in
section 55211 of Title 5. (“...through group or individual meetings, orientation and review sessions,
supplemental seminar or study sessions, field trips, library workshops, telephone contact,
correspondence, voice mail, emalil, or other activities.”) and/or CCCConfer, video conference, pod
cast, or other synchronous technologies may also be included.

A threaded discussion forum that is used for general questions about the course is very helpful
and may be used along with weekly or other timely, question and answer sessions.
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Statement of Professional Ethics
(Adopted by the Academic Senate and endorsed by the RSCCD Board of Trustees)

I. Statement of Need
A viable ethical code of conduct is perhapshibst evidence
of the existence of profession. The teachimdgssion has
expanded its goals and changed many of iteadstwhich
has made its function more difficult to undersl and to evalu-
ate. The community grants professionals thinahg Board
of Trustees the authority to make their sgizeid decisions
as long as they do not misuse these powethatrwe must
work in an atmosphere of trust and respecthawe and must
maintain a contract with the public demongtigathat we un-
derstand and assume the obligation that mihié$ &xtends to
us and that we intend to merit it. Any suchtcact may be
understood differently by different persongt the question
of behavior is left to the teacher, subjedt®influence of
the judgments and ideals of professional eglles. The fol-
lowing document endeavors to make more exjhei profes-
sional ethics by which teachers evaluate tledres and their
colleagues.

Il. Preamble
Teachers believe in the dignity and the woftthe individual.
They are committed to the principles of hoyestd fairness,
to the confronting of issues and people withgrejudice, and
to the pursuit of excellence in education withcompromise.
Teachers demand for themselves and encoureggoim of
inquiry and communication, and they acceptésponsibil-
ity this freedom confers. The faculty of RaaSantiago
Community College District recognizes that henship in this academic
profession carries with it special respongibs. They understand
that they respond to many sources: to stugen®ancho San-
tiago Community College District, to colleaguand to the
community. In pursuit of these ideals andider to show the
nature of the responsibility felt, Rancho Syt Community
CollegeDistrict Faculty affirms support of tfedlowing statement
of professional ethics.

RESPONSIBILITIES OF INSTRUCTORS
I. With respect to students, the Rancho Santiagmmunity College

District instructor has the respibility to:

A. Respect the dignity and worth of eadfividual student.

B. Protect the student from unnecessaryagrabsment or
disparagement and to tadna relationship which pre-
serves confidentiality.

C. Maintain high standardpadfessional competency,
through careful prepamat accurate information, and
scholarly instruction.

D. Refrain from discriminatiagainst any student, and to
deal objectively withptos that could be offensive to some.

E. Recognize the need for continued legrmmreparation

for changing conditions.

F. Encourage participation and involvemdrthe student

in determining the direction of therl@ag process.
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G. Uphold professional standards in meetimgfractual
duties: consistent meeting of claskesping scheduled
office hours, constant preparednessgetb-date teaching
materials, avoidance of delegating eate work to stu-
dents, maintaining a consistent, fa#tding system con-
sistent with the academic standardbetollege.

H. Insure that statements in the cataloganase outlines
are accurately followed in terms ofjgebmatter to be
covered, and the nature of the clagarerperiences.

I. Refrain from neglecting students in fawbresearch,
writing, other work, or leisure.

J. Exemplify intellectual honesty as wellaitical self-
discipline and judgment in using, exlieg, and trans-
mitting knowledge.

[I. With respect to théistrict, the Rancho Santiago Community

College District instructor has the respoitisyhto:

A. Participate in the development of a clienaf trust and
mutual respect through support of @disprograms and
policies.

B. Abide by the policies and procedures gowe instructor
employment.

C. Promote a feeling of cooperation by emagung and/or
participating in college programs.

[1l. With respect tacolleaguesthe Rancho Santiago Community

College District instructor has the respbilisy to:

A. Respect his or her own intellectual flesn and that of
colleagues and be open minded.

B. Encourage a climate of trust and musugport through
willing interchange of ideas and inieciplinary cooperation.

C. Evidence respect for colleagues by disaging criticism of them.

D. Support admonition of a colleague whaosedeict reflects
negatively on the teaching profession.

IV. With respect to th€ommunity, the Rancho Santiago Community

College District instructor has responsipito:

A. Assume the obligation to promote publitlarstanding of
the educational system.

B. Live up to and not abuse the trust exg¢enithirough the profession.

C. Clearly differentiate those actions apthimns pursued as a
private citizen from those that are egsed as a representative
of the college.

Nondiscrimination Policy
Rancho Santiago Community College District providpportunities for the pursuit
of excellence through educational programs andcEs\primarily for college
district residents. The purpose of these programssarvices is to enhance the
quality of human life by providing public accessctullege education without
regard to race, ethnic or national origin, sex, ageability, sexual orientation, or
prior educational status or any other unreasonadses for discrimination. The lack
of English language skills will not be a barrieraigmission and participation in
vocation education programs.

Inquiries regarding the application of this polioay be directed to th@ppropriate
compliance officer for Title IX, Regulation 504 aA@ 803: Compliance Officer
for students — Dean of Student Affairs; Complia@dBcer for employees and job

applicants — Director, Personnel Services.
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