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MEMORANDUI

TO: College Council
FROM: Henry Hua, Interim Vice President of Instruction \k‘\
Cc: Diana Rodriguez, President

Scott Stark, Vice President of Administrative Services
Date: October 10, 2016

Re: Request to Fill New Position — Dean of Academic Success and Learning Services

The Office of Instruction is requesting to fill the Dean of Academic Success and Learning Services
as a replacement position to the HS| STEM Pass-Go Director Vacancy.

The Dean of Academic Success and Learning Services is responsible for ensuring that the learning-
centered programs and services offered by the areas under his/her supervision meet the needs of
a diverse student population, comply with all state and federal regulations and comply with the
budget goals of the college and the district.

In addition, this position provides administrative oversight and leadership for the Library and
Learning Support Services, Dual Enroliment, Contract Ed, Off-site locations, Distance Education,
Basic Skills Coordination, Non-credit coursework, Adult Education, and Middle College High
School.
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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

DEAN, ACADEMIC SUCCESS AND LEARNING SERVICES (SBVC)

SUMMARY DESCRIPTION:

Under the administrative direction of the Vice President of Instruction (SBVC), the Dean of Academic
Support is responsible for ensuring that the learning-centered programs and services offered by the areas
under his/her supervision meet the needs of a diverse student population, comply with all state and federal
regulations and comply with the budget goals of the college and the district. In addition, this position
provides administrative oversight and leadership for the Library and Learning Support Services, Tutoring
Centers across the campus, Dual Enrollment and Contract Ed, Distance Education, Basic Skills
Coordination, Non-credit and Adult Education, and Middle College High School.

REPRESENTATIVE DUTIES:

The following duties are typical for this classification.

L2

Provides leadership, direction and commitment to student-centered learning by assessing local and
national trends, and by working with others to identify programs and services that will meet the needs
of a diverse community. ‘

Serves as the liaison between instructional and student services administrators and faculty members
regarding the writing of the college’s basic skills plan and reports related to the areas under the purview
of academic support including, but not limited to, the areas listed above.

Is responsible for supervising, planning, developing, organiziﬁg and evaluating the Library and
Learning Support Services, Tutoring Centers across the campus, Dual Enrollment and Contract Ed,
Distance Education, Basic Skills Coordination, Non-credit and Adult Education.

Collaborates with the Dean of Counseling and Matriculation in providing supervision, planning,
development, organization and evaluation of Middle College High School Program.

Works with personnel in appropriate positions to recommend, plan and implement new programs to
enhance student success, retention and persistence in distance education, dual enroliment programs,
summer bridge/immersion programs, basic skills and non-credit adult education programs, and
academic support services (i.e. tutoring and supplemental instruction).

Works with the Vice President of Instruction to provide effective orientation and progressive in-service
training for faculty chairs, faculty and staff in the areas supported.

Facilitate the assessment of evidence-based best practices in remediation and persistence.

Collaborates with Dean of Student Equity and Dean of Counseling and Matriculation to ensure the
development and implementation of the college’s Student Success, Student Equity and Basic Skills
plan integration.

Provides leadership and evaluation to the college’s Library and Learning Support Services and the
Library instructional programs.
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Provides leadership and assistance in coordinating the interaction and participation in the enhancements
of the campus’ academic support services across campus including, but limited to the Student Success
Center and Supplemental Instruction.

Participates in the Curriculum Committee and assists faculty in the revision of current curriculum and
developing new curriculum and pathways for transitioning students from non-credit to credit courses
in academic and CTE programs.

Participates in District and community meetings and activities to promote developmental
education/basic skills and non-credit pathways to collegiate courses and CTE certificates and degrees.

Works cooperatively with college staff, coordinators and administrators to achieve established goals
and objectives for all of the programs within the division.

Coordinates one or more college-wide initiatives for the improvement of programs or services.

Works to address and resolve student, staff and faculty complaints and grievances on both an informal
and formal basis, following adopted district procedures.

Assists in the preparation of program review documents and division-wide planning and budgeting
priorities, working in consultation with program directors and faculty chairs in accordance with the
campus budget process.

Stays abreast of leading instructional technology changes, and works to incorporate technology as
applicable to classroom curriculum or to the service area.

Develops and generates statistical data and reports.

. Develops and implements accountability procedures and systems.

Serves as the line supervisor for all faculty in the area not already aligned with other divisions and all
classified staff reporting to the dean’s office.

Contributes to the evaluation of all faculty in the areas supervised and all classified staff assigned to
the area, maintaining strict adherence to scheduled evaluation intervals.

Serves as the administrative representative on screening committees for new contract faculty and
classified staff, and oversees the hiring of adjunct faculty and hourly support staff, adhering to District
employment policies.

. Provides information to students and to members of a diverse public who may be interested in enrolling

in a program or service offered by the programs under supervision.

Represents the perspectives of the programs supervised when attending college meetings and shares
information obtained in college meetings with appropriate administrators, faculty and staff.

Maintains accessibility and strong lines of communication with students, area faculty and staff and
encourages strong intramural relationships.



26. Participates in and attends institutional functions related to instructional and student services programs,
including but not limited to convocations, student performances, sporting competitions and other

related events.

27. Participates in community events and works with Marketing and Outreach to increase the visibility and
viability of the programs under supervision.

28. Upholds professional standards of behavior and ethics in support of the institution’s published mission,
tenets and values.

29. Performs related duties as required.

MINIMUM QUALIFICATIONS:
The following generally describes the knowledge and ability required to enter the job and/or be learned within a short

period of time in order to successfully perform the assigned duties.

e Possession of a Master’s Degree or equivalent from an accredited institution or
equivalent in any of the areas of supervision

e Two years of formal training, internship or leadership experience reasonably related to
the administrative assignment

e Teaching experience as a faculty member at the community college level

e Experience that indicates a sensitivity to, and an understanding of, the diverse academic,
socioeconomic, cultural, disability and ethnic backgrounds of community college
students and personnel, including those with physical and learning disabilities

e Knowledge of

1) Principles, practices, and theories of higher education; and the philosophy, objectives, and
functions of California community college instructional programs

2) Principles, practices, philosophy, objective and functions of instructional programs in an Adult
Education environment

3) Appropriate sections of the Education Code and Title 5; federal, state, and county regulations
as they relate to community college credit and non-credit programs and Adult Education

4) State legislative initiatives involving Basic Skills, Non-Credit and Dual Enroliment

5) Principles and practices in budget development and management; program planning and
evaluation.

o Ability to
1) Plan, organize, and coordinate multiple activities; design, create, and implement use of

resources.



2) Develop and evaluate comprehensive plans to satisfy present and future college and community
needs.

3) Prioritize and execute a wide range of projects simultaneously.

4) Work independently, assume responsibility, and take initiative in carrying out assignments.

5) Communicate effectively both orally and in writing.

6) Establish and maintain cooperative relationships between the College, community, service area

Superintendents of School Districts, and key individuals, and with all persons contacted in the
course of work.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must-be met by an employee fo successfully perform the essential
Jfunctions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential job functions.

Environment: Work is performed primarily in a standard office/classroom setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting;
to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and
twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment
requiring repetitive hand movement and fine coordination including use of a computer keyboard; and
to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer
screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.



Williams, Nicole B

From: Hua, Henry H

Sent: Wednesday, October 19, 2016 8:14 PM

To: Williams, Nicole B

Cc: Yarbrough, Kay D

Subject: RE: COLLEGE COUNCIL AGENDA? FW: Instructional Job Description: Dean - Academic
Success and Learning Services

Importance: High

Hi Nicole,

| have given the document to Debby this even for us to put it on the College Council Meeting. | will not be on campus
next week. So | would assume that the agenda item will go to the following week.

Please let know if you have any questions or concerns.

Thank you.

Henry Hua | Interim Vice President

Office of Instruction

San Bernardino Valley College
hhua@uvalleycollege.edu

www.valleycollege.edu

Office: 909-384-89089 |

Office Location: Administration Building AD/SS 200B

701 S. Mount Vernon Avenue, San Bernardino, CA 92410
San Bernardino Valley College maintains a culture of confinuous improvement and a commitment fo provide high-quality education,
innovative instruction, and services to a diverse community of leamers. Its mission is to prepare students for transfer to four-year
universities, to enter the workforce by eaming applied degrees and certificates, to foster economic growth and global competitiveness
through workforce development, and to improve the quality of life in the Infand Empire and beyond.

From: Williams, Nicole B

Sent: Wednesday, October 19, 2016 4:47 PM

To: Hua, Henry H <hhua@sbccd.cc.ca.us>

Subject: COLLEGE COUNCIL AGENDA? FW: Instructional Job Description: Dean - Academic Success and Learning Services

Hello Henry

The deadline was today at noon — | know you want this on the AGENDA for 10/26 so please advise.



Respectfully,
Nicole

From: Williams, Nicole B

Sent: Monday, October 10, 2016 9:27 AM

To: Yarbrough, Kay D <kyarbrough@sbccd.cc.ca.us>

Subject: RE: Instructional Job Description: Dean - Academic Success and Learning Services

Hello Kay Dee

Attached is a sample of the memorandum that would be submitted.
Include the job description as an attachment to the memorandum, and any other documents deemed appropriate by

the VP.

Bring signed original to the President’s office, and also scan a copy to me.

Thanks for asking!
Nicole

From: Yarbrough, Kay D

Sent: Monday, October 10, 2016 9:20 AM

To: Williams, Nicole B <nwilliams@shccd.cc.ca.us>

Subject: FW: Instructional Job Description: Dean - Academic Success and Learning Services

Hi Nicole,
Can you tell me what is needed to place this on the agenda for the next College Council?

Thank you!

- Kay Dee Yarbrough I Secretary i
- Office of Instruction

- San Bernardino Valley College
kyarbrough@sbced.cc.ca.us

- www.valleycollege.edu

- Office: 909.384.8570

@

San Bemardino Valley College maintains a culture of continuous improvement and a commitment to provide high-quality education, innovative
to foster economic growth and global competitiveness through workforce development, and to improve the quality of life in the Inland Empire &



From: Hua, Henry H

Sent: Monday, October 10, 2016 9:05 AM

To: Yarbrough, Kay D <kyarbrough@sbced.cc.ca.us>

Subject: Fwd: Instructional Job Description: Dean - Academic Success and Learning Services

Kay Dee

Please work with Nicole Williams to create a Memo from the Office of Instruction to hire for the attached Dean
position to be put on College Council next meeting.

Please also include the Visio Org Chart with the Memo.

Thank you.




Enroliment Management — Marketing Timeline

APRIL
Activity Lead person Timeline Status
Secure the following
list:

* New Spring/
Summer/fall students,
non- continuing
students

* Students who were
enrolled in Spring. April Dale-Carter 15t week
Students who applied
but did not register for
summer/fall

List should include
phone numbers,
addresses and emails

addresses.

Electronic marquee to Paul Bratulin 1%t week of April
promote Summer & through 2" week of
Fall semester courses September
City Street Banners. Paul Bratulin 15t week of April
Contact locations and through May

update banners for
placement in May to
promote Summer and
Fall registration
Design and update Paul Bratulin 1% week of April
campus banners and
posters for Summer
and Fall Registration
Purchase ads space in Paul Bratulin 1-4 week of April
4 year colleges
newspapers to
advertise for summer
Update postcards for Paul Bratulin 1-4 week in April
students who applied
but never registered
and high school
students

Bus Billboards Paul Bratulin Ongoing

Revised 6/15/16 1




New Student Welcome
Day — San Bernardino
Valley College

Johnny Conley

First Senior Day &

NSWD Committee

meeting April 15t 9-
11 a.m.

Visits to Alternative
High Schools

Clyde/Johnny/Marco

15t week — 4™ week

Contact outreach
locations to secure
approval for Student
QOutreach Teams to
promote Fall semester

Clyde/Johnny/Marco

15t week — 4™ week

Increase counseling
hours during Peak
Registration

Marco Cota

15t week — 4 th week

Assure that all Student
Services employees are
providing accurate
information to
potential and current
students. Coordinate
office hours during
peak registration
period.

Marco/Dr. Shabazz

15t week — 4™ week

Electronic recruitment
via Facebook and
Emails to students who
applied but did not
register

Paul/Chris/Joseph

15t week — 4t week

High School Counselor
Conference

Marco Cota

April 29, 2016

Senior Day

Johnny Conley

April 22, 2016

Mail summer
enrollment postcards

Paul Bratulin

3rd/4th week

Enroliment
Management
Committee Meeting

Dr. Shabazz

2" week

Promote Fall courses in
spring Sessions

Instruction

2" week — 3" week
of April

Faculty promotion of
Fall courses in their
classes (Memo to
instructors from VP
Kinde)

Instruction

4% week- 3@ week
of April

Revised 6/15/16 2



Press Release for
Summer and Fall 2016 Paul 4t week
Peak Registration.
Enroliment Ricky 4th week
Management
Committee Meeting
Continue Media
Advertisement Fall Paul Ongoing
semester
MAY
Activity Lead person Timeline Status
Electronic marquee to Paul Bratulin Ongoing

promote Summer &
Fall semester courses

City Street Banners.
Contact locations and
update banners for
placement in May to
promote Summer and
Fall registration

Paul Bratulin

Banners up by 2"
week in May

Place campus banners
and posters for
Summer and Fall
Registration

Paul Bratulin

1%t week of May

New Student
Orientations

8D

15t week — 2" week of
May

Continue Media
advertising for Fall
semester

Paul Bratulin

15t week — 4t week

Electronic recruitment
project-Send emails to

Districts to schedule
presentations during
the Districts Counselor
Trainings.

prospective students Paul Bratulin 15t week — 4" week
via A/R data, Twitter

and Facebook.

Visit Local School Clyde/Marco/lohnny 15t week — 4" week

Revised 6/15/16 3




Enroliment
Management
Committee Meeting

Dr. Shabazz

2" and 4t week

New Student Welcome
Day — San Bernardino
Valley College

Johnny Conley

NSWD Committee
meeting
May 20t
9-11a.m.

Student Outreach
Teams, Graduates and
Alumni at recruitment
locations in and
around the community

Clyde/Marco/johnny

Begin 15t -4t week

Fall Registration
posters and marketing
on campus for
currently enrolled
students to register for
fall. Register NOW!
Campaign.

Paul

Begin 1st —4th week

Mail post cards to
students who applied
but never registered
and high school
students

Paul

2-4 week

Email to currently
enrolled students
encouraging them to
register for Summer
and Fall

Paul

Ongoing

Update banners on
college website to
promote Summer and
Fall Registration. Add
banners for Tumaini,
NSWD, FYE, Puente,
Open classes, See a
Counselor

Paul

27 week

Revised 6/15/16 4



JUNE

Activity

Lead person

Timeline

Status

Meetings w/ High
School Principals

Marco Cota

1st week — 4 week

Enrollment
Management
Committee Meeting

Dr. Shabazz

27 and 4% week

Send emails to San
Bernardino Valley
College students
encouraging them to
visit a counselor to
complete or update
their educational plans

Marco Cota

3 week

New Student Welcome
Day — San Bernardino
Valley College

Johnny Conley

NSWD Committee
meeting
June 8t

9-11 a.m.

Electronic marquee to
promote Fall
registration

Paul Bratulin

June — 3" week

registered in spring
but not registered in
summer and/or fall

Add website banner Paul Begin 1st —4th week
for open summer

sections

Email to students Paul and April Begin 1st —4th week

Develop marketing
materials for mall
outreach location

Paul and Johnny

Begin 1st —4th week

Promotion of Register
Now Campaign for
July. Paul to develop a
calendar of events.
Promote wear your
Tshirt Day, weekend
door-to-door, mall
outreach, etc.

Paul, Johnny, Henry,
Marco, and Ricky,
(outreach Person)

Ongoing

Revised 6/15/16 5



JULY

Activity

Lead person

Timeline

Status

Email reminders to
Students to check
WebAdvisor for their
registration
appointment time.

April/Paul

15t week

Promotion of Register
Now Campaign for
July. Paul to develop a
calendar of events.
Promote wear your
Tshirt Day, weekend
door-to-door, mall
outreach, etc.

Paul and Johnny
(outreach person)

Ongoing

Print posters and
banners for NSWD on
campus

Paul Bratulin and Johnny
Conley

15t week

Student Worker
Training for
Registration

Johnny, Ray, Chris and
Joseph

1t week

Should we conduct
local high school
Counselor Luncheons

Discussion

1st week-4t" week

Develop promotion of
Fall late start classes

Instruction and Paul

15t week — 3 week

Order posters for Fall
late start courses
posted on San
Bernardino Valley
College campus

Paul Bratulin

27 week

Enrollment
Management Meeting

Dr. Shabazz

2" and 4t week

Participate in College
Fairs and College
nights

Clyde/Johnny/Marco

1st week — 4t week

Meetings w/ students
at local Partnership
High School Alternative
schools

Clyde/Johnny/Marco

1st week — 4t week

Outreach Booth at
inland Center Mall

Johnny, Marco, Joseph,
Outreach

1st week — 4t week

Promote Fall Courses
at community events

Clyde/Johnny/Marco

Ongoing

Revised 6/15/16 6



New Student Welcome

NSWD Committee

Day Meeting Johnny Conley Meeting
July 13t
9-11 a.m.
AUGUST
Activity Lead person Timeline Status

Outreach Booth at
Infand Center Mall

Johnny and Outreach

1st week — 4™ week

Email reminders to
Students to check

not register for a
course

WebAdvisor for their Admissions 1%t week
registration
appointment time.
Emails to students who
lied but i
applied but who did Paul Bratulin 15t week — 4t week

High School Visits

Outreach/Johnny/Marco

1st week — 4™ week

Posters for Late start
classes Registration
posted on campus

Paul Bratulin

1%t week

Enroliment
Management
Committee Meeting

Dr. Shabazz

2" and 4t week

NSWD Walk-Thru

Johnny Conley

August 8t

Mail Community

Newsletter to San
Bernardino Valley
College Residents

Paul Bratulin

2" week

Faculty promotion of
Winter/Spring courses
in their classes

Instruction

Begin — 2" week

New Student Welcome
Day

Johnny Conley

August 10th, 2016
8:30a.m.—2:30p.m.

Email students w/less
than 12 units regarding
late start classes

April — email addresses
Paul — marketing

15t and 2" weeks

Revised 6/15/16 7



SEPTEMBER

Activity

Lead person

Timeline

Status

Promote Fall 8-week
courses at local high
schools

Outreach/Marco/Johnny

1%t week

Media advertising — Late
start classes and start
ordering banners and
posters for Winter/
Spring

Paul Bratulin

15t week — 4th
week

Media advertising at
local four-year
college/universities for
Winter/ Spring Courses

Paul Bratulin

27 week — 31
week

Email students enrolled
in less than 12 units
about late start classes

Paul/April

2™ week

Email students who
applied for spring,
summer and fali, and
never registered about
late start classes

Paul/April

2" week

Student Outreach Team
location in San
Bernardino Valley
College

Clyde/Johnny/Marco

34 week

Enroliment Management
Committee Meeting

Dr. Shabazz

2™ and 4t week

Recruitment banners in
the community and on
campus

Paul Bratulin

3rd week

OCTOBER

Activity

Lead person

Timeline

Status

Media Advertising for
Spring:

(i.e. buses, newspaper
ads, and radio ads)

Paul Bratulin

15t week — 4t week

Community
Billboards/Banners

Paul Bratulin

15t week — 4t week

Promote
afternoon/evening
classes at high schools
for Spring Semester

Johnny Conley

15t week — 3" week
of October

Revised 6/15/16 8



Faculty promotion of

Committee Meeting

Spring courses in their Instruction 15t week — 4™ week
fall classes

Enrollment 2" and 4 week
Management Dr. Shabazz

NOVEMBER

Activity

Lead person

Timeline

Status

High School Visits

Ongoing

Enrollment
Management
Committee Meeting

Dr. Shabazz

2™ and 27 week

Cash for College Fair

Clyde/Johnny/Marco

4t week

Email students
information about
spring registration

Paul Bratulin

Email students who
applied but never
registered — spring
registration
information

April — email addresses
Paul - marketing

15t and 2™ week

Posters for late start
classes

Paul Bratulin

15t and 2" week

DECEMBER

Activity

Lead person

Timeline

Status

Send Emails to San
Bernardino Valley
College students
encouraging them to
visit a counselor to
complete or update
their educational
plans

Marco Cota

1%t week

Enrollment
Management
Committee Meeting

Dr. Shabazz

27 and 4t week

Faculty promotion of
Spring second- 8 week
courses in their Spring
Semester classes

Instruction

3 week

Revised 6/15/16 9



Posters for Spring
second- 8 week
Registration posted on
campus

Paul Bratulin 3 week

Summer Schedule

. . Instruction 4th week
available (online)

JANUARY

Activity Lead person Timeline Status

Start to develop Ads
to promote summer
courses at local
colleges/universities
Fall Schedule available
(online)

Enroliment 2" and 4™ week
Management Dr. Shabazz
Committee Meeting
Posters for spring
Registration posted on Paul Bratulin 4t week
campus
Start scheduling 4th week — 4™ week
Onsite Admissions at Clyde/Johnny/Marco of January
feeder high schools to
promote Summer/Fall
registration

Paul Bratulin 15t week — 4™ week

Instruction 2" week

FEBRUARY
Activity Lead person Timeline Status

Ads to promote summer
courses at local colleges/ Paul Bratulin
universities
Onsite Admissions at Ongoing
feeder high schools to Clyde/Johnny/Marco
promote Summer/Fall
registration
Faculty promotion of
Summer/ Fall semester in Instruction 15t week
classes
Promote Summer/ Fall
courses

15t week — 4t
week

Instruction & Paul Bratulin 1%t week

Revised 6/15/16 10




Facebook pages to
promote Fall registration

Paul Bratulin

Enroliment Management 2" and 4%
Committee Meeting Dr. Shabazz week
Outreach meetings w/ "
Community-Based Clyde/Johnny/Marco 2 V;f::k— 4
organizations
Updating Electronic 3¢ week
Marquee to promote Paul Bratulin
Summer/Fall registration
Mail Community News Paul Bratulin 37 week
Letter
Mail Summer/ Fall 3" week
schedule to residents of Paul Bratulin
San Bernardino Valley
College

MARCH

Activity Lead person Timeline Status

Update SBVC website and 3" week

Outreach meetings w/

15t week — 4th

Brochures

Community-Based Clyde/Johnny/Marco week
organizations

Enroliment Management Dr. Shabazz 2" and 4t week
Committee Meeting

Review

Marketing/Recruitment Paul Bratulin Ongoing

Revised 6/15/16 11



SBVC Specific Area Plans

Collegial
Consultation

District Mission,

Board Imperatives

R

LEGEND

Specific Area Plans

Evaluation and Assessment

*Educational Master Plan*
Enroliment Management Plan
SSSP Plan

Technology Plan

Facilities Plan

Student Equity

Grants

Professional Development
Research and Evaluation
Curriculum

Accreditation Self-study
Campus Climate Surveys
Committee Survey

Strategic Objectives Assessment
Accreditation recommendations
Program Review

Prioritization

Learning Outcomes

Needs Analysis
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Eind People | ContactUs | Sitemap

APPLY FOR ADMISSION > REGISTER FOR A CLASS > .

ABOUT SBVC ﬁ ADMISSIONS & FINANCIAL AID | ACADEMIC & CAREER PROGRAMS § ONLINE CLASSES | STUDENT SERVICES
] i

College Council

Home / About SBVC / / Coilege Council

. . . . . ".Aééhdas,:Miﬁutés and
The College Council has three primary functions: planning, issue §  eaEss
management, and communication. - -

Meeting Dates

The college planning function includes the college Educational Master Plan (EPM), thereby
developing the college's Educational Strategic Plan, the EMP includes the Program Review
annual needs prioritization, Technology Plan, Five Year Construction & Facilities Plan, Enroliment
Management Plan, Basic Skills Plan, and Professional Development Plan. College Council
reviews each of the plans and analyzes each for budget impact and provides recommendations
to the President.

The issue management function takes place as campus issues are presented to the College
Council and referred to the appropriate college committee for review, consideration, and
recommendation to the President.

The communication function is served by the College Council as the central communication
venue for college governance issues including budget, in that all constituent groups are
represented and are responsible for reporting and disseminating of information to their appointing
body.

*College Council is currently in the process of developing, reviewing, and approving the
following documents:

One-Time Urgent Emerging Needs Fund Request Application (.pdf form)

One-Time Special Allocation Funds Request Application {,pdf form).

San Bernardino Valley College | Google Map™ » Accreditation | Tech Support | Accessibility | Annual Security Report | Donateto SBVC | ContactUs
701 South Mount Vemon Ave,

San Bernardino, CA 92410

908-384-4400 1 Powered by Transiate

A college of the San Bernardino Community College District
Copyright © 2016 San Bernardino Valley College. Connect to SBVC l’i ﬂ ﬁ

San Bernardino Community College District does not discriminate on the basis of age, color, creed, religion,
disability, marital status, veteran status, national origin, race, sex, sexual orientation, gender identity or gender expression.
lain 1T



FACILHTIES AND SAFETY PROJECT PRIORITIZATION FOR FY 15

Description Department Approx.
Amount -
Priority
Ventilatien/Sdund in HLS 213,218,222, 2230 | scence
Lighting and AC/Heating in HIS 134, 135, 230 & 235 _ Science.
Fix Noisy Fan/Ventilation in HLS 213 Science
instail {iasébaﬂ Safety Netting‘Betweeh Baseballand | PE
Soccer Field ; . - b :
install Sound Proofing between Weldinglaband | Applied
Machine Tech Classrooms ‘ | Technology
o | Applied ~
{Drop C AC B . 120,000
rop gthng for HVAC Léb | rechnotogy $ X
Higher Level of Security for the Health Science Science 3 30,000
Department Office Area 5
Area for Storage and to Cut Steel for Welding Lab Applied $ 250,000
Technology 6
Room Darkening Shades for Art 107 & 114 Arts af‘." $ 300
Humanities 7
Additional Space for Student Success Center Science
8
Additional Space for Nursing Labs Science | $ 256,000
9
Replace Noisy AC in Machine Tech Classroom Applied $ 8,000
Technology 10
Drop Ceiling for Diesel Classrooms and Lighting Applied $ 20,000
Technology 11
Water Supply Technology Office Space Applied $ 5,000
pRly &Y P Technology ' 12
Move Projector Screens in HLS 2nd Floor Rooms Science
13
Replace Football Field Artificial Turf PE $400,000 - $600,000
14
Replace Track Surface PE $300,000 - $400,000
15
Dedicated Classroom/Lab for Pharmacy Technology Science | $ 122,000
16
Renovation Office Space for Pharmacy Technology Science | $ 1,000
Faculty 16
Additional Lighting in Art 129 & 131 Artsand | 4 2,213
Humanities 17
New Dance Studio or Modification of Existing Arts and s 18.500
Classroom Humanities ! 18
Repia.ce'Keyed Switch with a Normal Off/On Switch in science | $ 300
PS Building Classrooms 19
Additional valve stations in T101 Applied | 20,000
Technology 20
Fenced and Shelter Area for Welding Lab Applied $ 35,000
Technology 21
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FACILITIES AND SAFETY PROJECT PRIORITIZATION FOR FY 15

Description Department Approx.
Amount
. Applied
Dedicated Lab Space for Water Supply Technology
Technology 22
HLS 218 Needs Biosafety Cabinets not Fume Hoods Science
23
Move Alarm for 2nd Floor of HLS Building from .
) ) Science
Nursing Office 24
Door Between HLS 130 & 131 Science S 10,000
25
Benches on Second Floor for HLS for Students Science
26
Dropped Ceilings in HLS 218 & 217 Science $ 35,000
27
BIO Gardens Maintenance Science
28 -
Directory for Faculty and Staff in HLS Science
29
Conference Room for Humanities Division Arts a,nfj
Humanities 30
Repair the Soccer Field PE $ 400,000
31
Repair the Baseball Field PE S 300,000
32
install Awning for CTS Carts TS $ 45,000
33
I . Applied
Install Drop Ceiling in Machine Tech Classroom $ 20,000
Technology 34
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Overview

The San Bernardino Valley College Governance Handbook provides a formal resource to faculty,

staff, students, and managers on all matters related to governance processes of the College. This
document will provide information about how decisions are made —i.e., the many structures and

paths available to impact decision-making, with the intent of equipping each member of the

campus community with the knowledge needed to partici‘p,atk the myriad of opportunities

available.

Terminology and Legal Authority

As a California community college, San Bernardin ‘ﬁVaIley College (SBVC) is. mandated to operate
under the principle of participatory governance Educatlon Code 70902(b) mandates that the

Board of Governors adopt regulatlon .ensure facult staff and students... the right to

participate effectively in district and collegeﬂ governance le 5 regulations implementing this
mandate (section 53200 et seq., 51023.%

and 51\ 23 7‘requrre that the governing board “consult
collegially” with the Academxc Senate ona demrc ai

T rofessrona" matters, and that staff and

students have the oppo unity to ’ _development of procedures and

recommendations that \have sngmfrcant effect m (see the Local Practice section below).

The term / shared govemance does not ltself appe n law or regulation. Rather, it is used in
connectlon With those college processes mvolvrng faculty, staff, and students in decision-making.
The term governance also, fers to the role of a community college’s board of trustees. Board-
adopted pohcres that protect t‘, ke«;,\rrght of faculty, staff, and students to “participate effectively”

in decision- makmg by making re ’mmendatlons to the board do not replace the board’s
governance rode. Nerther do the e? policies abrogate the College President’s responsibility for

making decisions, giventhat "h s solely accountable to the Board of Trustees for the outcomes

of all decisions made.

In addition, the College President is responsible for establishing timelines and institutional
priorities, developing structures and processes, providing information, and ensuring that certain
policies are in place and that procedures are followed. District executives and the College
President are the critical links between constituencies and the Board of Trustees, and usually
serve as the designees of the board in governance matters and shared governance committees
are advisory to the College President.



While the term “shared governance” is commonly used, the San Bernardino Community College
District more often uses the term “collegial consultation” in policies and procedures. The
Community College League of California (CCLC) and the State Academic and Classified Senates
encourage use of the more precise term, “participatory governance.” For more information visit
the CCLC website at http://www.ccleague.org/i4a/pages/index.cim?pageid=1 orread the
position paper representing the view of the California Community Colleges Classified Senate
(4CS) available at http://www.cccs.org/documents/positionpapers/shared govn.pdf . A copy of
the text of the applicable Education Code and Title 5 sections can.be accessed from the websites
of the State of California’s Office of Administrative Law locatedaatr“http://www/oal.ca.gov.

Local Practice )

The San Bernardino Community College Distrlct’s”’Bo'a"rd of Trustees had adopted a policy for
collegial consultation (BP 2225) in which it embraces the concept, and requxres the
establishment of procedures “... to ensure faculty, management classified staff and students
The right to participate effectively in colleglal consultatlon in partlcular areas where they have
their responsibility and expertise as speglf‘led inTitle 5 regulatlons....

Faculty o | | |
In shared governance: at SBVC the Academlc Senate represents faculty members. With respect
to Academic and professsonal matters the Board has adopted a standard in which it will rely
primarily upon the Academlc Senate s recommendatlons According to Title 5, section 53200,

these academrc and professronal matters are as follows
. Currlculum mcludmg establlshmg prereqursxtes and placing courses within disciplines

. Degree and cert:flcates requxrements
. Gradmg policies ‘

. Educatlonaa 'program development

e Standards or: polxcres regardmg student preparation and success

e District and college governance structures, as related to faculty roles

e Faculty roles and involvement in accreditation processes, including self-study and annual
reports Policies for faculty professional development activities

e Processes for program review

e Processes for institutional planning and budget development

e Other academic and professional matters as are mutually agreed upon between the
Governing Board and the Academic Senate



When Academic Senate recommendations in these academic and professional matters are not
followed by the Board of Trustees, the Chancellor must formally provide the reasons in writing to
the Academic Senate President upon request.

The College President will normally accept the recommendation of the Academic Senate
regarding academic and professional matters. Only in exceptional circumstances or for
compelling reasons will the recommendations not be accepted. In such instances, the College
President will deliver the rational for his or her decision in writing.to the President of the
Academic Senate. |

Classified Staff and Managers

Representatives of classified staff and manager:
in Title 5 section 51023.5(a)(1) are appointed to s erve on all shared- governance committees at

‘fheftﬁwo groups included under the term “staff”

SBVC. The regulations require that both groups: ”
4= ..be provided with opp

3 bers serve on committees, councils and task forces as
stakeholders. Represen nstituents” perspective, classified staff members provide a
unique insight to help g ecisions made in the governance process. '
Managers serve on committees, councils and task forces as initiators, facilitators, and resource
persons as well as representatives of their constituency groups. At times their role is also to
provide staff support. Manager members are also responsible to implement and enforce the

policies and procedures approved through shared governance processes.



Students

Students representatives also are appointed to serve on all shared-governance committees at
SBVC, which adheres to the Title 5 requirement that:
4= Students shall be provided an opportunity to participate in formulation and
development of district and college policies and procedures that have or will have
a significant effect on students. This right includes the opportunity to participate
in processes for jointly developing recommendations to the governing board
regarding such policies and procedures. (Title 5 sét’;ion 51023.7(a) (1))

til students have had the
opportunity to participate, except in “unforeseeable; emergency sxtuatlons Moreover, the

In such matters, as with staff, the Board will not take actlon

“recommendations and positions developed by students are [to be] glven every reasonable
consideration” by the Board, the President, and-
their representatives serve. Finally, in addition to prowdmg the college with valuable student
input on a broad range of institutional functions, student partlcrpatton in governance provides

’e shared-governance commlttees on which

SBVC students an important oppor’cum ofbecome moreen aged in the campus community, to

learn about civic responsibility, and to u -; erstand how complex: institutions function.

Participatory governance is charactenzedfby mc!ussveness rigorous dialogue, and shared
decision. maklng mvolvmg all constituents. Recogmzed San Bernardino Valley College
constrtuentsﬁ include faculty, staff, students, and management.

Faculty

All faculty appomtments to college ‘governance bodies are made by the Academic Senate. The
Board orits desrgnees will consult collegially with the Academic Senate with respect to academic
and professional matters as,gefmed by law. Faculty appointments to standing committees and
councils are for two-year terms of service unless otherwise noted in the committee/council
charge and membership; additional terms are subject to Senate approval. Whenever possible,
the Senate will alternate new appointments to ensure continuity on committees and councils.



Classified Staff
Each shared—goVernance committee with classified staff representation must have an appointee

from both CSEA and the Classified Senate. though-sometimes-the-two-constituenciesagreeto-
appoint-a-singlestaffmember: As described in the Delineation of Reles Roles and Respensibility-

Responsibilities Statement (see Appendix A), this document assigns the right to appoint
representatives to shared governance committees solely to CSEA. (S. Miller)

Students

Student members are appointed by the SBVC Associated Student Government (ASG) to serve on
shared district and campus committees, task forces, and. dviso 'bodies. The SBVC Associated
Student Government appoints members at the beglnnlhg of eachﬁ'academnc year, though due to
o5 ay occur. Stuvc/:lwent appointments are for

attrition or the lack of student volunteers, vacan

one year.

Management

While Title 5 includes managers in staf

requcres tha y be categorized separately from

committee members
the membership list.

Introduction

r effectively only if there is shared responsibility by all the

Participatory governan (
d by the decision made. To develop a campus climate that

constituencies that are impa
encourages and supports participation in governance, certain facilitative steps must be taken.
These steps may be specific to each of the constituencies, or they may apply to the college
community in general.



Facilitating Effective Faculty Participation

The full participation of faculty is critical to shared governance and is mandated by faculty
contract. The Academic Senate determines the process used for faculty selection of committees
and the number of faculty from each Division that should serve on select collegial consultation
committees. The Academic Senate can facilitate participation by closely communicating with
faculty to determine their strengths, interest, preferences, and the amount of time they have
available for committee participation. For certain committees, the Senate may wish to identify
replacement members before the end of an incumbent’s term to facilitate shadowing and
mentoring before full participation is expected (—What—+s—eer—A§1areee552—H—Kmele~) Facultyin
particular disciplines or divisions may wish to discuss theirstrategig representation on particular
committees, sharing the workload so that no one person-is overburdened In addition, managers
must ensure that faculty members have the flElelllty to engage in thelr vrtally important role in

shared governance.

Faculty vacancies on committees should be reported to the Academlc Senate at the earliest

opportunity to ensure a timely replacement

Facilitating Effective. Classn‘red Staff PartIClpatlon b

Classified staff members provrde the loglstlcal and technlcal help that is so crucial to facilitating
both student success and smooth college operatlons They often hold jobs that leave them little
flexibility in their schedule. For thls reason manager support for their participation is governance
is vital. Allowmg staff members the time for commlttee service and preparation away from the
workstatlons desk, or dutles facilitates thelr partrc:patlon in governance, and helps committees
by ensurmg their access to the valuable experience and fresh perspective that classified
employees brlng Some other steps managers might wish to consider include the following:

e Talk with staff members about their interests, and make suggestions for committee

memberships 5 .-
s Askstaff representatives to report committee activities at division or department

meeting agendas.
l ifeation i published-and-nrot foll L H-Kinde)
e Encourage staﬁ to read, review, and respond to drafts of important college-wide

documents, such as the Educational Master Plan.
The institution provides little to no tangible support for participation by
classified staff. (S.Miller)



It is important to note that the President has conveyed in a written directive to all managers:
his/her expectations that they facilitate participation in college governance activities by classified.
staff members under their supen/isien, to the extent feasible.” (make some of this happen.-C.
Thomas) Lip service is ample. Support is scant. (S. Miller)

Classified staff vacanc:es on commlttees should be reported to the Elassified-Senate-of CSEA as
apphcable at the earhest opportumty to ensure a timely replacement Contact CSEA. Classified
Senate “appoints” only with the consent of CSEA. (S. Miller)

Facilitating Effective Management Pa rticipat’i'%
Managers often serve on multiple committees, sinee“’because (s. Miﬂ"er) they are operationally

responsible for carrying out many of the tasks recon mended by commlttees {we-needtorevive-
jati 4} indel. In addxtlon many

committees list managers as ex officio members {te+

maaagers officially listed-as-ex cf‘“.c:o —Kinde): If a sched"‘ ng conﬂlct arises for a given

accomplish. Stnden have class.and work schedules to accommodate, limited knowledge of
governance and their lack confidence. A student representative may stop
ecause of other demands, leaving the students without

easons it is important that the committee chair either acts as or

attending committee me:’
representative voice. For th S
appoints a student mentor. (The responsibilities of the student mentor are listed in a section
below.)(There are repeated references to mentoring of student participants. It apparently is a
fiction. Remove all reference to mentoring unless it actually happens. -S. Miller) (SBVC does not
do this but should. — C. Thomas) Chairs can also facilitate students’ participation by asking
directly for their input, providing reinforcement for their contributions, and ensuring that
communication with committee members occurs in a student-friendly way. For instance,
students-may not have access to Outlook, so it is important that alternate methods are also used
for meeting announcements and other communication. A guide sheet to help chairs facilitate
student participation is provided in Appendix A of this handbook. {Student-Life-sheuld-editthis-



Student vacancies on committees should be reported to the Director of Student Life at the
earliest opportunity to ensure a timely replacement. (check that this is true.-C. Thomas)

Facilitating Effective Participation by ALL Areas of the College

It is important for employees in all areas of the college—Instruction, Student Services,
Administrative Services, and the President’s Area —to have adequate opportunities to participate
in governance activities. Moreover, all other things being equa!,fe‘a_ch Area’s—-area’s committee
participation ought to be roughly at parity with the number'df'edﬂege employees in that area,
although on some committees it makes sense for an area to have adisproportionate number of
representatives (e.g., Instructional representanves on the Curnculum Commlttee) Assigning
each new member a mentor will promote the effectlveness of the commlttee and support the
effectiveness and retention of new members. (SBVC does not have a mentor program but should
look into it.-C. Thomas) (Remove reference to non- exnstent mentormg program S Miller)

Monitoring Participation and Evaluatlng Effe tlveness

An annual census of committee partxcupatlon by constltuency and area is conducted by the
President’s Office. In addltlon a commlttee self—evalu“ Jon mstrument is completed annually by
each major committee, and the results are complled in a report by the Office of Institutional
Effectiveness, Research, and Planmng (OIERP) (What does this mcludeiJ Many faculty and managers
do not participate in their commlttee aSSIgnment —S. Miller) (Check for correct name. C. Thomas).
Finally, questions related to govemance are mcluded in the annual climate survey, and the
results are analyzed and broadly shared by the OIERP The SBVC Council monitors participation
and effectlveness of commlttees and uses data to improve the governance processes and
structure as needed (What is "SBVC Councﬂ? What data has been used to improve the

governance pr‘ sses and structures? S. Mlller)-éDees-theGﬂieeeﬂns@%tieﬁaLE&eeﬁvenessr

Members

1. Attendance and active engagement: Attend and participate actively in all meetingsif it is
at all possible. If a member must miss a meeting, he or she should let the convener know
ahead of time and must ask another member to share his or her meeting notes and
materials. (something like this should probably come from Academic Senate.)

2. Sharing: Share notes and materials with other members who request them.



3. Representation: Members should consider themselves fully empowered to act on behalf
of their constituents; only rarely should they have to check with their constituents before
acting, and then only if they feel inadequately informed regarding their constituents’
interests related to the issue at hand.

4. Communication: Communicate frequently with constituents and colleagues, informing
them of progress and soliciting their input at every stage, and then express their issues
and concerns in meeting deliberations. This two-way continuing communication is

crucial to the success of the work and of the implementation process that will follow.

Nothing in the final product should surprise anyone as taken the trouble to listen
to committee members.
5. Institutional perspective: In deliberations, consider not ju: ywhat would be good for a

particular constituent group or office or set of assocxates but what would be good for the

institution and its students as a whole
6. Subcommittees
a.
b.

1. Convene and chair meetings and keep members informed of the schedule. (Faculty and
staff co-chairs generally chair the meeting. — S. Miller)

2. With input from all committee members, decide on the committee’s ground rules, e.g.
what constitutes quorum, meeting times, conduct, attendance, absence notification
protocol, etc., and ensure that these ground rules are adhered to in subsequent

meetings.



3. If Brown Act rules apply, ensure that they are followed. (As of publication of this
handbook, the only groups at SBVC that are required to abide by the Brown Act are the
Academic Senate and Student Senate. In general, the Brown Act applies only to
committees formed by action of the Board of Trustees.) (This needs to be checked for
accuracy.-C. Thomas)

4. Review the charge, operational rules, processes and procedures, and logistics of the
committee to ensure shared understanding.

5. Maintain a written record of the results of each committee meeting and make it available
to all members, other planning committee conveners, th‘eP‘resident, and the campus
community. o .

6. Develop information and materials and dlstnbute them to members as needed.

7. Facilitate progress by keeping the commlttee on task, and ensurmg that everyone gets
the chance to be heard. 5 L

8. Provide clerical and logistical support, lncludmg duplicating, mall etc

9. Present reports on committee. progress to mterested groups as approprlate

10. Assign a faculty, staff, or management member to. mentor any student member(s).

we i K (If SBVC chooses to do
this. C. Thomas) -

11. Notify the appropriatef"é‘()netituencuééteup when a V'aca_ncy‘bj,cy;téurs.

Student Mentor

The Student Mentor i is the comm!ttee chalr ora member who is designated to work closely with
each student member to ensure that s/he has the opportumty to learn about shared
governance. Responsnbrlutres of the mentor mclude the following: (We don’t really have mentors.
Delete all reference -S. Mtller) (SBVC doesn tdo this, but should seriously consider doing to
ensure full partrcrpatron from students -C. Thomas)

1.

N v

8.
9.

Explain the expectat:ons of Committee membership.

kEpraln the commrttee' k”charge and role in decision-making.

Explam the commrttee structure

Share mentor contact mformatlon and preferred method of communication.

Invite the student to subcommittee meetings (lfapphcable and feasible).

Review and discuss the committee’s actions after each meeting.

Give the student responsibilities (e.g., to lead a breakout group, or to act as scribe in a
discussion).

Model positive communication and social skills.

Check in with the student regularly, encouraging questions.

10. Establish goals for the student’s participation.

11



11. Listen carefully, noticing the student’s comfort level with participation.

12. Contact the student who stops attending. In the event that a student misses a meeting
or scheduled appointment; the mentorkshould try sending them a-quick “I'm concerned
about you” email and copying the Director of Student Life.

A complete list of mentoring tips is provided in Appendix B of this handbook.

Quorum

nittees should dé’c‘»idéawhat their

quorum will be at the first meeting of ademi and should revisit the ground rule

annually.

for shared-governance committees, because it tends to produce results with the widest buy-in
across constituency groups, but developing consensus often takes considerable time. Majority
vote yields a clear-cut decision relatively quickly, but may obscure the opinions and viewpoints of
dissenting members. A mixed model allows committees to adopt majority rule for some
decisions and consensus for others, but the situations to which each model applies must be
carefully defined and the rules must be applied consistently. Committees should choose which
decision model they will use at the beginning of the year and should discuss it annually.



Committees may find it helpful to adopt ground rules that expedite dialogue, regardless of the
model chosen. Examples of some typical ground rules are listed below:

4= The group has a shared and mutually agreed-upon charge, mission, or purpose.

+ The group values civil, respectful, and honest communication.

= Opinions are backed up whenever feasible by high-quality information and relevant
evidence.

= Creativity is encouraged.

+= Opposing viewpoints are equally valuable. Disagreernenfg are framed as expressions of
different perspectives or positions that must be ,cbvneidered.

+  All viewpoints are carefully examined. " k-

+

Majority Vote: Majority vote is a decision rule thaf'selects an alternative that has the support of
a majority, that is, more than half the votes. If there. are more than two chmces on which to vote,
a committee can elect instead to use pturahty, a demsron rule that selects the optlon with the

most votes. e =N
Consensus: Consensus is a way to use dis‘c‘ourse*tb*arrive ata shared understanding and a
mutually agreeable path of action for the greater good A formal process of achieving consensus

ideally requires serious treatment of the consrdered opmrons ofall members. Attention should
be fully examined. Consensus does not mean

be given to dlssentlng opmlons so that issues 'c 2

unanimity, however Dtssent on mmor pomts or even mlld dissent on a major point, is to be

for the commlttee to move forward (Roberts Rules of Order?-C. Thomas)

Example of One ‘Method for Géne“rating Consensus

Clarify the p‘rolb‘l'em or queStion being addressed.
Determine the essentral criteria for a good solution (e.g., organization, cost, scale, scope,
and acceptance). Ensure that all members understand and buy into the essential criteria.
3. Brainstorm a range of alternative solutions.
a. Do not evaluate the alternatives during brainstorming.
b. Record all alternatives in a comprehensive list that can be seen by everyone.
4. Take a straw poll to check for the possibility of early agreement. If there is only a little
disagreement, determine and if possible resolve the reasons for the disagreement.

5. Evaluate alternatives according to the essential criteria.

13



a. Ifany alternatives require further research, carry out that research.
b. Rule out any alternatives that fail to meet the criteria or are rejected by the
committee after reflection.
6. Make a decision, which might involve combining or modifying the remaining
alternatives to elicit the support of as many committee members as possible.

Mixed Model: Committees may find that a mixed model for decision-making, in which consensus
applies in certain prescribed situations and majority rule applies in others, works best for them.

v'on which decision model is to

It is important that committees make a careful, proactive de
be used for which situations, that those situations are mu kexclusive and that the rule is
thereafter applied consistently. For instance, the Scholaétac Standards Commlttee (Isthere a
Scholastic Standards Committee? - S. Miller) (Do we: have this commxttee? C. Thomas) may agree

ajority vote for read mtssxons

to consensus for most committee decisions, bu

Note that using majority vote as a failsafe method to reso!v ’a lack of consensus ;' notan

| l Most ofthe

e, such an approach merely serves

appropriate application of the mixed |

- Meeting announcements can be posted

on the commlttee website, an comm e members may be notified via email, Outlook

announcemen',\‘ rother mutuallyaagreed upon method.

Minutes or Summaries
Whether or not a specificigroupis governed by the Brown Act, college governance committee
deliberations, votes, and decisions, as well as the method used to arrive at them, should be
public. In the interests of transparency and shared understanding, all college governance
councils and committees will record and post written committee minutes. Committees may post
minutes on the “Committees” webpage of the college website under the appropriate committee

name.



The charts on the follow pages describe the reporting structures for all committees and
departments in the college. Constituency groups represented on the college’s various
committees and councils provide input through clearly defined channels. As a result of broadly
shared input, the implementation of our decisions is more effective, and the campus community
develops a shared sense of mission and purpose. (This is an unwarranted conclusion not borne

out in any way. —S. Miller) It is important to note that mdlwduals and groups who are not
committee members may also be heard in any committee by requestmg permission to speak,
thus broadening the opportunities for dialogue across the campus’ governance structure.

i5
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San Bernardino Valley College Collegial Governance

MISSION STATEMENT
San Bernardino Valley College provides quality education and services that support a diverse

community of learners.

EDUCATIONAL PHILOSOPHY

We believe: :

+ That a well-educated populace is essential to the generéi welfare of the community.

<= That quality education empowers the student to thmk crmcaHy, to communicate clearly,
and to grow personally and professionally. V ‘

4 That an enriched learning envxronment promotes creativity, self—expressmn and the
development of critical thinking skills. N

% That our strength as an institution is enhanced by the cultural of our student population
and staff. : nei

4+ That we must provide students With'access to thé'feSources services, and technological
tools that will enable them to achleve thelr educatlonal goals.

4 That we can measure.our success by the degree to which our students become self-
sufficient leamers and contnbutmg members of socxety o

+ That plans and decxs:ons must be data d - n; and based on an informed consideration of
what will best serve: students and the commumty

4+ That we must model our. commltment to hfelcng learning by maintaining currency in our
professxons and subject dlscxphnes

4+ ‘That as part of the coHeglal consulta’non process all levels of the college organization
must openly engage in shanng ldeas and suggestions to develop innovative ways to
improve our programs and serv:ces

= That mteractlon between all members of the college community must be marked by
professnonahsm, l‘nt’ell‘ectuial openness, and mutual respect.

= That we must hoiddurge\l'\’/es and our students to the highest ethical and intellectual
standards. -

4= That we must maintain a current, meaningful and challenging curriculum.

4= That students succeed best when following and educational plan and when enrolled in

17

classes that meet their interest and goals, and match their level of academic

preparedness.



4 That all members of our campus community are entitled to learn and work in an
environment that is free from physical, verbal, sexual, and/or emotional threat or
harassment.

4 That students learn best on a campus that is student-centered and aesthetically pleasing.

% That we must be responsible stewards of campus resources.

VISION STATEMENT

San Bernardino Valley College will become the college of cho e for students in the Inland Empire

and will be regarded as the “alma mater” of successful, lifelong:learners. We will build our
reputation on the quality of our programs and serwces:a, on the safety, comfort, and beauty of

elves to high sta}“"dards of achievement and

our campus. We will hold both our students and ot
will expect all members of the college commun

o function as informed, responsible, and

active members of society. (Revised 1-25-06)

GOVERNANCE PHILOSOPHY

nﬁk-an‘d support the establishment of
procedures whereby nsured of appropriate consultation on

matters affecting them.

those with appfc@i‘p
procedures.



COUNCIL MEMBERSHIP AND CHARGE

COLLEGE COUNCIL

Charge
The Coliege Council has three primary functions: planning, issue management, and

communication.

The college planning function includes the college Educational Master Plan (EMP), thereby
developing the college’s Education Strategic Plan, the EMP lncludes the Program Review annual
needs prioritization, Technology Plan, Five Year Construction & Facilities Plan, Enrollment
Management Plan, Basic Skills Plan, and Professional DeVelopme‘n‘t"Plan College Council reviews
each of the plans and analyzes each for budget lmpact and provides recommendatlons tothe

President.

The issue management function takes place as campuS\issuesia‘re" presented to the College
Council and referred to the approprrate commlttee for revrew consideration, and

recommendation to the President.

The communication functlon is served by the College Councrl as the central communication
venue for college governance issues: mcludmg budget in that all constituent groups are
represented and are responsrble for reportlng and dlssemmatrng of information to their

appomtmg body

: Membershlp
Membershlp is comprrsed of the Presrdent College Vice Presidents, the President of the
Academic Senate, the Classrfred Senate Presrdent the President of the Associated Students or
designee, the CSEA President ef—QSEA or designee, the Director of Research, and the chairs of the
following commlttees Enrollment Management & Student Equity, Accreditation, Curriculum,
Facilities and Safety, Matrlculatlon Professional Development, Program Review, and Technology.
The President serves as chair- of the College Council unless otherwise agreed upon, at which

point a faculty member and a manager will serve as co-chairs.

College Council Standing Committees

The standing committees of College Council are appointed annually and have representatives
from each of the constituent groups: faculty, staff, students, and managers. Each committee will
be co-chaired by on non-manager (faculty or staff) and one manager (that assists with clerical

support, copying, and dissemination of materials as needed).
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Should representation not occur in any group, the President will conferwith the appropriate
representative/President/designee to determine the best alternative to secure appropriate
representation and participétidn from the absent group. (What? —S. Miller)

Meetings: Unless otherwise noted, standing committees are not held during the summer.

COLLEGIAL CONSULTATION COMMITTEES

ACCREDITATION AND STUDENT LEARNING OUTCOMES COM
Description

The Accreditation and Student Learning Outcomes Commlttee se*f /es two functions on campus;
overseeing the research and creation of the accre ‘tatton self-study, develop, implement, and
monitor learning outcomes processes. e

ateam comprlsed .of staff,
to each substandard. The teams

The Accreditation Self- Study isa colle al process. Tradlt'o a‘ll

faculty, administrators and students- vallable) is assng

research appropriate information about he sub‘-standard a

| draft. ”‘Thé campus at large is given

dcompose a draft. A single writer

or, a team of writers, ﬂnahze and edit the elf—study\_

Outcomes as apprdp te. At th hwe (Spring 2014) assessment data for SLOs are gathered for
every course, every sec ory semester. SLOs, SAOs and PLOs are evaluated a minimum of
once every three years. A Core Competency evaluation was conducted in Fall 2015. Further
information about outcomes processes can be located at the Vice President of Instruction or
the Accreditation and SLO Committee’s websites.



Charge
The Accreditation and Student Learning Outcomes Committee prepares the self-study, prepares
for the accreditation team site visit, follows up on implementation of accreditation
recommendations, performs assessments as needed, and prepares any follow-up reports or
documentation. The committee monitors the development and assessment process for student
learning outcomes in courses, programs, and general education requirements. The committee
generates and regularly reviews guidelines and best practices for all aspects of the student

learning process.

Membership -
Membership is comprised of the Accreditation Liaison Ofﬁcer at Ieast one faculty member from
each division and other interested faculty, adm«mstrators staff and students

Integratioﬁ ‘With Campus .

The non- admmlstratlve co- chalr artlc ates in shared % vernance as a member of College Council.
The co-chair works closely with the Office of Research, Planning, and Instructional Effectiveness,
ProEram Review, Curriculum; and Budget Commlttees to ensure that SLO process are mtegrated
with other campus processes , .

Evaluatlon Commun/catlon and Dialogue
The Accredltation and Student Learnlng Outcomes Committee communicates with the campus
and facilitates dlalogue ina Wlde variety of ways including reports to the Academic Senate and
College Councxl ‘e-mail, study groups forums campus presentations, professional development

workshops, and newsletters

The Committee is evalu‘a:té'\a{bfy;tﬁé committee member survey, campus climate survey, and
feedback. The Committee pléﬁs to devote Spring 2015 to campus-wide conversations on
Outcomes Processes in order to evaluate and rewrite Core Competencies, and to create a
sustainable SLO process that benefits student learning.
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CURRICULUM COMMITTEE

Charge
Under AB1725 the Academic Senate has the responsibility to make recommendations with
respect to academic and professional matters. Curriculum is an academic matter and, therefore,
the Curriculum Committee is authorized by the Academic Senate to make recommendations
about the curriculum of the college, including approval of new courses, deletion of existing
courses, proposed changes in courses, periodic review of course outlines, approval of proposed
quirements, approval of

programs, deletion of programs, review of degree and certifi
prerequisites and co-requisites, and assessment of curricilum as needed.

Membership is comprised of the Vice Pres:dent nstruction (or desxgnei" and one other
manager, a Curriculum Chair or Co-Chairs appomted by the Academtc Senate f,the Articulation
Officer, faculty members from each division as recommended'by the Academic Senate two
students, and two Instruction Office. rinistratice Curriculum Coordinator and
Schedule/Catalog Data Specialist) appointed bythe Vice Pre \‘dent of Instruction (in collaboration
with CSEA) to serve as a resource to the committee

in the annual updating Iment Management Plan. The committee reviews and
regularly updates the Student Equity Plan. Both plans are forwarded to College Council for
review.



Membership
Membership is comprised of the Vice President of Student Services or designee, Dean of
Counseling and Matriculation, two Deans from Instruction, Dean of Research, Planning and
Institutional Effectiveness, Directors of Financial Aid, Director of Admissions & Records, and
Director of Marketing and Public Relations, Student Success Services and Programs Coordinator,

and other interested faculty, administrators, staff and students.

FACILITIES & SAFETY COMMITTEE

Charge =
The Facilities & Safety Committee serves as an advisoiry»éoﬁ%mi‘ttee*to college services and
operations including: facilities, campus appearance;fenﬁergency prepéfedness, sustainability
practices, and campus safety training. Additionélly,»’fhe committee reviews-and submits the
Facilities & Capital Outlay Plan to College Council. ’(The committee does notdo-
“sustainability”. Voted down the inclusion of that topic. Commlttee prioritizes the fac&lmes
request from program review. —S. Mlller) .

E Membershlp
Membership is compnsed of the Vice Pres:dent of Admlmstratlve Servaces Director of
Maintenance and Operatlons Dlstnct Police Supervxsor Dean of Student Development, DSPS
Coordinator, two students and other lnterested admlmstrators faculty, staff, and students.

STUDENT SUCC»ESS{COMM!TTEE (website né‘é‘ds\té updated)

o Ak , Charge
The Student Success Commnttee is authorized by the Academic Senate to annually review and
update the College s Student Success Plan, propose the budget for categorical matriculation
funds, provide advice on policies, procedures and implementation of matriculation components
including admission, onentatlon assessment, counseling, prerequisites, follow-up, training, and

research.

Membership
Membership is comprised of the Vice President of Student Services, Dean of Counseling and
Matriculation, Dean of Research, Planning and Institutional Effectiveness, Director of Admissions
and Records, Director of Financial Aid, Student Success Services and Programs Coordinator, one
representative from English, Reading, and Math, and other interested administrators, faculty,

staff and students.
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PROGRAM REVIEW COMMITTEE

Description
The Program Review Committee operates under the authority of and reports to the Academic
Senate in accordance with Academic Senate By-laws (333) and District Administrative Procedure
2225.

Charge ‘
For regular programmatic assessment on campus, the Prdé‘ra eview Committee examines and
evaluates the resource needs and effectiveness of all mstructlona land service areas. These
cycles as determmed by the District,

view is conducted by authonzatlon of the

review processes occur on one-, two-, and four- ye
College, and other regulatory agencies. Prograr
SBVC Academic Senate. The purpose of Program-Revuew is to

4= Provide a full examination of how effectlvely progra

a\nd services are’ meetmg

o

_ Membership
Membership is comprised of ast 3 Vlce Presidents or their designees, as appointed by the
President, 10% : ytion by DMSlon at least 3 classified staff members as
appointed by Cléf’ss’:i“ d Senate/CSEA, and one student.

Integration with Campus
The faculty co-chair of Program Review is a voting member of College Council and a member of
the executive committee of the Academic Senate.

Program Review integrates many campus planning documents and essential campus processes
by including self-evaluation of how program meet the campus mission, strategic initiatives,
curriculum and SLO processes into the program efficacy and needs assessment processes.



Program review enhances student learning by ensuring that resource requests are aligned with

program quality.

Evaluation, Communication and Dialogue
Program Review assigns committee members to work directly with programs under going
program efficacy and conducts workshops for program efficacy and needs assessment. Once
efficacy and needs assessment documents are submitted the committee engages in evaluative
dialogue based on the reports submitted and the rubrics created:-by the committee. The
committee provides a written response to all program efﬁcacv{doﬂcdments.

Program Review forms and rubrics are distributed via emall and announced in College Council
and Academic Senate. Needs Assessment results and Program Efﬁcacy documents are available
on the Program Review committee website. Commlttee members are expected to report
committee activity to their constituent groups. ;

At the end of the academic year the cornmittee evaluates ltself by surveying all programs who
participated in the efficacy process. The commlttee will use the results of the committee
member survey to further evaluate commlttee processes

PROFESSIONAL DEVE“L‘GEMEN‘T COMMITTEE T &

b Descr/ptlon
The Professronal Development Commlttee operates under the authority of and reports to the
Academic Senate in accordance W|th Academlc Senate By-laws (333) and District Administrative

Procedure 2225

Charge
The Professional Development Commlttee serves as an advisory committee for the college
professional developmentprograms, and as a resource for training needs across campus. The
committee prepares and lmplements the state required three-year Professional Development
Plan, and reviews it annually to assure that campus goals and objectives are being met. The
committee allocates staff development funds based on criteria in the plan. Additionally the
committee is responsible for planning, programming and communication of campus professional
development programs. The faculty member on the committee serve as the campus sabbatical
leave committee and make recommendations to the college president for proposed leave
recipients. The faculty members also serve as the campus flex committee.
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Membership
Membership is comprised of one manager (designated by the President), Professional
Development Coordinator, a representative of the technology committee, and interested faculty,
administrators, and staff.

Integration with Campus
The faculty chair of Professional Development is a voting men berof College Council, and serves
on several other committees on campus. The Professiona : pment committee sets aside
time at the end of each academic year to plan for the following spring and fall semesters based

nt survey, andéiiegt / workshop feedback

on feedback from the annual professional devel

ment is committed ~t6f‘p(pviding faculty and
educationto San Berhé‘fdinp Valley College’s

received throughout the year. Professional De
staff with the resources they need to deliver qu:
diverse student population.

professional developrﬁe b
during an annual ;
ional Development Department

£

constituen they
unicates new workshops and resources to the campus, and integrates campus feedback

and suggestions into the planr

ing and-execution of new activities.

TECHNOLOGY

Charge

The Technology Committee develops the Technology Plan for SBVC and submits it to the SBVC
College Council. The Plan recommends methods to assess, purchase, install, and encourage use
of new technology; technology funding priorities; and strategies for redistributing current
resources. It sets standards and guidelines for the minimum specifications for new technology,
for maintaining the current technology in new construction, and to maximize use of District
network resources and instructional learning resources. Accessibility to technology will be
considered when developing goals, methods, recommendations, guidelines, and standards. In
addition, members serve as campus representatives on District Technology Committees.



Membership
Membership is comprised of the Vice Presidents of Instruction, Administrative Services, and
Student Services or their designees; a representative from the Audio Department; a
representative from District Computing Services, representative(s) from the college Network
Specialist and all other interested faculty and staff in the campus community.

BUDGET COMMITTEE (Need to add webpage to website)

Charge L
The Budget Committee serves in an advisory capacity _to College CbU[‘C” in all aspects of budget
development and management to protect the flnah{‘cial wellbeing of th’ekcollege and to operate
successfully within our budget. The Budget Committee makes data- driven recommendations
that align resource allocations with resource plannmg, utlllzmg the college mission, institutional
planning documents, and program review recommendatlons
The Budget Committee serves in all three areas of the College Councn s primary functlons
including: planning, issue management and communlcatlon Specn‘lcally, the Budget Committee
develops annual budget assumptlons recommends reserve and contmgency funds, identifies
discretionary monies, and reviews and develops strategles for fundlng campus priorities. The
Budget Committee reviews and makes recommendatlons for resolutlon of emerging budget
(Hasn’t done anything in years Budget is completely opaque. Also, the “emerging needs” bit was
explained by S. Stark as now a part of: college council’s activities. —S. Miller) issues and creates
processes for better budget development and’ management Throughout the year, the Budget
Commlttee articulates and clarifies the budget development and management process for the
campus commumty, including tramlng, promotmg budget awareness, and maintaining the

transparency of budget decusmns

: ; Membership
The Budget Committee membershlp totals eight, including the Vice President of Administrative
Services (chair) representlng‘management, and seven appointed members representing faculty,
classified staff, Associated Student Government, and four members outside of College Council as
appointed by and representing each of the constituencies

ADDITIONAL COMMITTEES
A number of committees exist that have a specific purpose or function, but are not part of the

formal collegial consultation process within College Council. These include:

OFFICE OF THE PRESIDENT
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PROGRAM FOR THE ADVANCEMENT OF LEADERSHIP OF MANAGERS (PALM)
Reporting to the President, Valley College managers (directors, deans, vice presidents) meet as
needed with the President to review and discuss items as submitted to the College Council and

to study leadership theory and practices.

PRESIDENT’S CABINET
The President meets weekly in a staff meeting with the Vice Presidents to discuss operations and

logistics.

SCHOLARSHIPS

The Scholarships Committee reviews application
to guidelines.

The A
Faculty

leads to organizing and coordinating all logistics related to
mmittee chair is the Director of Marketing & Public Relations

Membership
Membership is comprised of at least one member from classified, faculty, management, Faculty
Association and other interested individuals.

ARTS, LECTURES, AND DIVERSITY




Charge
The Arts, Lectures, and Diversity Committee plans and promotes a series of lectures and cultural
events designed to celebrate our diversity and enrich the instructional environment of the

college.

Membership
Membership includes the Vice Presidents of Instruction and Student Services or designees, Dean
of Humanities, and interested administrators, faculty, classiﬁed staff and students.

INSTRUCTIONAL SERVICES

INSTRUCTIONAL CABINET

The Instructional Cabinet reviews instructions related |ssues and concerns and advises the Vice

President of Instruction.

'Membership
Membership is comprised of the Vice Presndent of: !nstructlon and the deans reporting to the

Vice President of lnstruc’non

TENURE REVIEW coM‘M{ﬁEE

: : ﬂ Charge
The Tenure Revnew Commlttee meets in January to-review the four evaluations of each faculty
member bemg_‘conssdered for tenure. If all four evaluations of a faculty member are fully
satisfactory, the Tenure Review Committee shall recommend that individual to the President for
tenure. If the Tenufe Review Co'mnjittee has any doubts about a faculty member’s overall
performance, the cdrnnwittee s_ha‘l‘l‘,f‘in consultation with the faculty member’s supervisor, set up a
new evaluation of him/hei,ftd ‘bbe:tonducted according to the evaluation procedure already in

place in the District.

If the committee wants to use tenure procedures or materials as part of this evaluation, it can do
so only with the consent of the affected faculty member. The two faculty members on the
Tenure Review Committee who were appointed by the Senate and the bargaining unit shall serve
as the peer evaluators for this evaluation. At the conclusion of this evaluation, the Tenure
Review Committee shall meet and decide on a recommendation to the President of tenure or
dismissal for the faculty member in question. All recommendations regarding fourth-year faculty
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members shall be submitted to the President by February 15. If the President and the committee
disagree, they shall meet with the District Chancellor to present their differing points of view.
The Chancellor shall have final authority to make a recommendation to the Board of Trustees
(this charge and membership quoted directly from the current AGREEMENT between the SBCCD
and the SBCCD Chapter CTA/NEA).

Per the provisions of the CTA contract, the Tenure Review committee is also involved in
providing remediation assistance to those faculty whose evaluations are less than satisfactory.

Membership

The College President appoints a tenured faculty memberas th 'fén\ure Review Coordinator

who chairs the committee and the appropriate Vice Presidents or\de;stifg‘r]faes. The President of

the Academic Senate and the college representative of the collective b”éyr‘éaiping unit each

appoint one tenured faculty member to serve on the Tenure Review Committee.

ONLINE COMMITTEE

ion regarding issues related to online

ists dnscsgi\i:he faculty in the preparation of
mittee. The committee serves as a conduit of
Information among faculty, nts by providing technological vision for

issues relat

;Memberships
sted faculty, administrators, staff, and students.

HONORS

Charge
The Honors Committee serves as an advisory committee to the Vice President of Instruction
relative to the college’s Honors Program including the admission of students into the program,
assessment of program effectiveness, the schedule rotation of honors courses, proposals for
new honors courses , and the evaluation of existing honors courses.



Membership
Membership is comprised of the Vice President of Instruction or designee, the Honors
Coordinator, Honors Counselor, and interested administrators and faculty.

WORKFORCE DEVELOPMENT COMMITTEE

Charge
This Workforce Development Committee reviews recommendations from the Career and
Technical Education (CTE) advisory committees. The commrttee partrcupates in the Perkins Grant
allocation process and makes recommendations to the Perkms Grant administrator.

Membersh/p A
Membership is comprised of the Perkins Grant Admlmstrator and mcludes representatron from
vocational certificates and degree areas as well : as other mterested admmnstrators faculty,

classified staff, and students.

BASIC SKILLS COMMITTEE

The Basic Skills Commtttee creates the planmng documents oversees the implementation of the
campus basic skills plan, an,d prepares the college s_basrc skills report.

Pk : Membershlp
Membership is comprtsed of the Vice President of Instruction, at least one faculty member from
counseling, english, mathematrcs and reading, and other interested faculty, administrators,

staff, and students.

STUDENT SERVICES

CAMPUS LIFE AND COMMENCEMENT

Charge
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This Campus Life and Commencement Committee monitors and serves as the primary clearing
house for student activities on the campus, including commencement. The committee develops
a campus-wide master calendar in coordination with the Director of Marketing.

Membership
Membership is comprised of the Vice President of Student Services, Director of Student Life,
Student Activities Coordinator, ASG President, Student Success Services and Programs
Coordinator, Director of Marketing and Public Relations, and interested administrators, faculty,
classified staff, and students.

DISABLED STUDENT PROGRAMS AND SERVICES (DSPS)

This Disabled Student Programs and Services (DSPS)Advisory Committee éét‘\i‘/feSas an advisory

ive to the needs

committee to the Director of DSPS rel lents with disabiiiﬁifes.

Services and Programs,
ices, and interested faculty,

arge
indards Committee serves as an advisory committee for
ion of‘academic policies such as but not limited to petitions
squalification, and graduation requirements.

Membership
The membership is comprised of the Director of Admissions & Records, interested faculty, a
classified staff member from the Admissions and Records office, and one student.

STUDENT SERVICES CABINET

Charge



The Student Services Cabinet reviews Student Service related issues and concerns in an advisory
capacity to the Vice President of Student Services.

Membership
Membership is comprised of the Vice President of Student Services, Dean of Counseling and
Matriculation, Veteran’s Administrator, Director of Financial Aid, Director of Library and Learning
Services, Director of Student Life, Director of Admissions and Records, Director of EOP&S,
Occupational Advancement Supervisor, Coordinator of Student Health Center, and Coordinator

of DSP&S.

STUDENT SERVICES COUNCIL

The Student Services Council meets monthly to‘ q |scuss and review campus issues particularly

applicable to student success.

» I\/Iembershlp ,}
Membership is comprised of the Vice Pres:dent of Student Serwces and the Student Services

leadership team.

/ADMINISTRATIVE SERVICES

ADMINISTRATIVE SERVICES CABINET.

L : : Charge
Reportmg to the Vice Presndent of Admxmstratlve Services, the Administrative Services Cabinet
meets on a penodlc basis to dlscuss and review campus related issues and advise the Vice

President of Ad mlnlstratlve Services.

;, Membership
Membership is comprised o the Vice President of Administrative Services and the Administrative

Services Supervisors.
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AD HOC Committees/Task Forces

An ad hoc committee or task force is a temporary group representative of all campus
constituencies. Ad hoc committees or task forces are created for a one-time purpose (e.g., to
correct an issue of non-compliance with regulation, as in the General Education Task Force
established in 2003) or to focus on specific subject or emerging trend impacting community
colleges. These groups are created with a deadline by which they must complete their work,
after which they dissolve. Ad hoc committees or task forces are charged at the discretion of the
College President. Recommendations to establish an ad hoc. cOmmtttee or task force can be
made to the College President by any shared governance s’gructure or concerned member of the
SBVC community. According to board policy, “ad hOC'cofh‘fhittees will be used rarely and only for
specific tasks of short duration which do not overlap with other commlttees For a list of
current ad hoc committee or task forces, please contact the President’s Ofﬁce

SAN BERNARDINO COMMUNITY COLLEGE{TEAcHEfRs”ASSOClA‘TlON.k(s,BccrA)

Charge ,
The San Bernardino Commumty College District Teachers Association (SBCCTA is the exclusive
bargaining unit for full and part- tlme faculty employees at the San Bernardino Community
College | Dlstrlct SBCCTA represents| members of the District faculty in their relations with their
employer and is the exclusive representative of the faculty in all matters relating to employment
conditions and employer—employee relations including, but not limited to, wages, hours, and

other terms and conditions of em\ploymentr.f

,_ , Membership
All faculty are eligible for membershlp in SBCCTA. Members who pay association dues are active
members eligible to vote in all elections, hold elective office or appoint positions, receive special
services, obtain assistance in the protection of professional and civil rights, and receive reports
and publications of the Association. Non-members are assessed an agency fee and are not

entitled to active member benefits.
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CALIFORNIA STATE EMPLOYEES ASSOCIATION (CSEA)

Charge
The California State Employees Association (CSEA), local 291 is the exclusive bargaining unit for
classified staff employed at the San Bernardino Community College District. CSEA represents
members of the District classified staff in their relations with their employer, and is the exclusive
representative of the classified staff in all matters relating to employment conditions and
ses, hours, and other terms and
tion Code, Section 70901.2, CSEA
listrict ‘taf} ;\force, committee, or other _

employer-employee relations including, but not limited to, w

conditions of employment. In accordance with Californ

governance groups.

Membership
All classified staff members are members of CSEA. ’




Appendix A:
Delineation of Roles and Responsibility Statement

San Bernardino Community College District
California School Employees Associafioq thpfer #291

and .
San Bernardino Community College Dlel‘lCl
Classified Senoies '

Sfafement fPurpose

o

The purpose of fhts documenf is fo clonfy fhe chfferenfroles fhaf CSEA Chopfer #29 l ond fhe Scm
Bernardino Community College District Classified Senafes f If ll in representing all Scm Bernardino
Community College District classified em‘ _;yoyees each has a dlsﬂncf purpose with cln‘fermg objectives.
Pursuing the objectives of one orgomzohon w:fhm the framework of the other can be redundant or

even countferproductive, diluting the overall effechveness of the orgomzafton in serving classified
on’s purpose we ensure that classified

employee inferests. By clearly undersfondmg eoch orga
employees have opporfunmes for: input info the colleglol consullohon process while at the same fime

are assured that classified: bargammg nghts are profecfed

This document is: an. ogreemenf befween fhe San Bernordmo Community College District Classified
Senates and CSEA, Chopfer #291- of the roles cnd respons:blhhes herein.

Sfafement of Purpose
Son Bernardmo Commumfy College D:sfncf Classthed Senates

S——

The San Bernarclmo Communn‘y College District Classified Senates promofe the inferests of all
district-wide classified: employees m occordcmce with AB 1725 mandates.

———
B = ST

The purpose of this organlzcn" k'n is fo provide a vehicle by which the classified employee is able to
fully participate in the process of achieving the goals and mission of the colleges and promoting a
successful learning environment for students. It shall be the function of the Classified Senates to
participate in the governance of San Bernardino Community College District on a consultative level:
to actively collect, evaluate and disseminate information for the classified employee; and fo represent
those interests in non-bargaining unit (CSEA) issues on any collegial consultation committee. The
classified senate shall also promote professional and personal development for all classified
employees through Professional Development workshops and activities, webinars and conferences.
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Statement of Purpose
Exclus:ve Burgammg Representahve - San Bernurdmo Communn‘y College CSEA Chapter #291

The California School Employees Association, San Bernardino Community College Chapter #291,
hereafter referred to as “The Association”, shall be recognized as the “exclusive” representative for
the classified employees within its bargaining unit. The Association expresses the viewpoint of the
classified bargaining unit to the college administration and Governing Board in matters regarding
Collective Bargaining.

The rights and responsibilities of the Association derive from the | lic Employees Relations Act (SB
160, Rodda), and the interpretations of this Act by the Public

collective Bargaining Agreement, Past Practice, and other

loyees Relations Board, by the
le laws. The association’s scope of

representation shall include all matters dealirig with the collective bargaining process, wages, hours
of employment, workload, terms and condifions of ‘mploymenf classified service on all hiring
ommunity Col!ege Chapfer #291 Collective

committees and oll areas covered in San Bernardin

Bargaining Agreement for Classified Employees.

Membership

Wi ether full or part-time employees.

Mandatory monthly dues.

Open to bargaining unit classified members
only.

Chapter dues paying members only.

CSEA Chapter#291 is the exclusive
bargaining representative for the San
Bernardino Communify College District's
classified employees.

To focus on.issues related to the Collegial | To focus on collective bargaining issues such
Purpose Consultation process and to ensure as wages, benefits, hours of employment,
P represeniation on Collegial Consultation workload, terms and conditions of
commitfees, projects and issves. employment.
Examples of ltems * Participa f‘ion in the collegial * Wages, including salary schedule and
to Fall Under Each consultation process on campus and the placement, promotions, seniority, layoff
Organization district. and reemployment righfs, initial
(not all e Providing a body representing the classification and reclassification.
responsibilifies needs, concerns, and viewpoinis of all ® Hours of employment.

are listed) the classified employees on issves other | ® Health and welfare benefits, including




than working conditions.

Providing a cenfralized means of
communication between ALL classified
employees and the rest of the college
community.

Appointment of classified employees to
college and district collegial
consultation commitiees.

Providing an opportunity for classified
employees to enhance the democratic
process of collegial consultation.

Promoting the interests of the classified
employees in the development and
formulation of policy and practice
related buf nof limited to the followmg
* Providing personal and
professional developmenf
opportunities ,
Developing. leadershlp within the
classified community
Preserving cndekcdvcmc;h”g -
intercollegiate reldfionsh'ibs and._ ’

.

, mvolvemenf crec:fmg a sense of I

i un:iy
. Prowdmg a profess;onal
‘ classified presence and v:s:b;h)‘y
‘on campus and in the district.
Advocm‘mg the value and
* contributions Classified Employees
provide o sfudenf success and

Iearnmg

Prowdmg recommendations and
views on maftfers offechng
classified: employees and the

. conduct, welfare, and growth of
. the college

holidays and vacations.

Leaves, transfers, and reassignment

policies.

Safety conditions of employment,

including district-initiated disability leaves.

Procedures to be used for the evaluation

of classified employees.

Procedures for processing grievances and

disciplinary actions.

Promotes the well-being and rights of

member classified employees by:

~ *Participating on collective
bargaining related standing
_commitfees

Represents classified employee unit

me?hbers on all working conditions

SerVin"g as a communication link

within® tis membershlp and fo the

district on bargaining issues

Selecting representatives from its

membership fo serve on collegial

consultation and district committees

as appropriate.

Communicating union rights and

responsibilities with its members.

‘.

.

Joint
Responsibilities

o Each colleg:cl consultation committee with classified employee representation
musthave an appointee from both CSEA and the Classified Senate, though
sometimes the two constituencies agree fo appoint a single classified member.

o The presidents of each organization will meet regularly to discuss issues and
maintain a relationship in order fo best serve the clussified employees.

This document is for informational purposes and is infended to clarify the roles and responsibilities of
the Classified Senates and CSEA within the San Bernardino Community College District.
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San Bernardino Valley College
Classified Senafe

Cassandra Thomas, President

Date

Crafton Hills College
Classified Senate

Michelle Tinoco, President

Date

CSEA, CHAPTER #291

Colleen Gamboag, President

Date




Appendix B: Mentoring Guidelines for Maintaining Student Leader
Participation on College Committees

1. Assign a Faculty/Staff/Administrator to mentor the student.
Being the only student on a committee full of faculty, classified staff and/or college
administrators can be pretty intimidating. By assigning mentors to all students for their
committee experience, you'll not only provide a trusted guide for them to go to
throughout their time on the committee and increase ’thei‘r chances of building positive
relationships with the group, you'll also ensure that the students will have a clear
understanding of the decisions in which they are; partlupatmg

2. Explain expectations of Committee membershxp :
Student schedules can be very busy, so if there’s a way for them to know what'’s expected
of them as committee members ahead of time, they < are ‘more likely to'make realistic
assessments about whether or not they can meet those expectations. Thlngs like dates,
times, locations, duration of the commltment (i.e. one semester, one year, etc.}, and
group norms are all key items students will take lnto cons;deratxon before deciding to

make a Iong—term time commrtment

3. Explainthe com"rr‘i‘ittee’ ”charge and role m deCISlon makmg
There’s. nothmg worse than snttmg ina meetmg without knowing what its purpose is and
how what is bemg dlscussed lmpacts “the blgger picture.” Make sure that the mentor
tells the student the committee’s reason for existence and how the group’s input will be

used.

4. Explain committee structure.

a. Whois the Committee Chair? Who is the Vice Chair? What do they do on
campus? Explammg who the committee members are and why their opinions are
important to the issue at hand will help the student make the transition from
“student” to “group member” much faster and easier.

b. Explain and discuss agenda items, and typical topics the committee considers, and
share a brief history of the committee, if it is available, and the committee’s
importance in the governance structure.

5. Share your contact information and preferred method of communication.
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10.

If you are the assigned mentor, make it a point to share your email address, phone
number, and/or any other information the student might need to reach you in case he or
she has questions. Also, tell the student the best times to contact you and which times to
avoid. Ask the student or his or her Advisor for the Advisor’s contact information and

preferred method of communication as well.

Invite them to subcommittee meetings (if possible).
Student committee members will be more effective and provide better input if they are
ee on which they are serving. If

given the opportunity to explore all facets of the com
time and resources permit, asking a student to sjt ‘at least one subcommittee
meeting will help her or him gain a broader perspective on'the issue at hand
Explain your actions after each meeting. = o
If you are the mentor, talk to the student‘fab ’ut why you did partlcular thmgs the options

taking action.

you weighed, and the items you' had to consider-befol

Give them responsibilities.

Students are more hkely to feel vi ted in the committet ocess if they are able to

them. Walk them
about.the results

Ask questions and check in regularly.

Some students may be too shy to speak up in the midst of a committee discussion. In the
event that you as a mentor hear a term, acronym, or phrase with which the students may
not be familiar, don’t be afraid to lean over and ask them if they understood the item or
write them a quick note to see if they have any questions on what they just heard.
Additionally, make it a point to check in with them regularly after the meetings to make
sure they don’t have any questions or concerns.



11. Establish goals for the student’s participation.
How much do the students know about the subject in question at the start of their
committee involvement? How much would they like to learn about it? When or how
often should you monitor their progress to meet those goals? How can you as a mentor
help them get there? Ask students to create benchmarks of understanding in a
formalized structure that they can also use in other areas of their lives to assess their

personal development.

12. Listen. RS
Students may have ideas or concerns from their perspective that committee members

may not have considered. Additionally, the stydent's involvement on the committee may
spark an interest in the subject matter tha;tf»é mentor may be able to help develop.

Dealing with Disappearing Student

To help maintain student accountabllxty, please copy the Dlrector of Student Life (msert director
email) on as much written commumcatlonas possible. In the event that a student misses a
meeting or scheduled appointment, try sending him. e“r“’her quiék "l’m concerned about you”
email and copying the Director. The Director wull follow up with the student and try to resolve
any issues. If the student cannot meet the commttment the Director and Student Senate

President will assign another student to replace the one in question.
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