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Preamble
In order to have a formal and effective procedure for
participating in the formation of district and college
policies on academic and professional matters, we,
the faculty of Golden West College, do hereby estab-
lish a representative organization, known as the
Academic Senate to represent us to the
Administration and the Board of Trustees.

Article I
Name
Section I. Name

The name of the representative organization herein
established shall be the Golden West College
Academic Senate, herein called the Senate.

Section II. Faculty

Representation: all faculty are represented by the
senate.

Article II
Scope
The Senate, as the representative body of the faculty
on academic and professional issues, has been
established for the purpose of participating with the
other District colleges, the administration, and the
District Board of Trustees in the formulation of district
and college policy in academic and professional
matters. These matters include the areas listed
below:

1. Curriculum, including establishing prerequisites
and placing courses within disciplines;

2. Degree and certificate requirements;

3. Grading policies;

4. Educational program development;

5. Standards or policies regarding student prepa-
ration and success;

6. District and college governance structures, as
related to faculty roles;

7. Faculty roles and involvement in accreditation
processes, including self-study and annual
reports;

8. Policies for faculty professional development
activities;

9. Processes for program review;

10. Processes for institutional planning and budget
development;

11. Other academic and professional matters as
mutually agreed upon between the governing
board and the Academic Senate.

Article III
Role and Responsibilities of the Senate
The Senate shall concern itself with those areas of
responsibilities that it deems essential in the formu-
lation of policy recommendations as stated in Article
II of the Constitution. In addition, the Senate formu-
lates recommendations on procedures in these
areas. The Senate shall consider in good faith any
recommendation submitted by a member of the col-
lege community for Senate action. The Senate oper-
ates pursuant to the California Administrative Code.

Constitution of the Academic Senate
Golden West College

(Revised November, 1998)
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Article IV
Affiliation
The Golden West College Senate shall not affiliate
with any professional association, organization or
group, except associations of Faculty Senates; how-
ever, nothing in this constitution shall be construed
to discourage members of the faculty from freely
associating in other groups or organizations, and
through such association independently expressing
their views to the Academic Senate, administration
and Board of Trustees.

Article V
Amendments
Section I. Proposal of Amendments

A. Proposed amendments to this Constitution may
be initiated upon written petition of at least thirty
(30) full-time faculty members, and may be pre-
sented at any regularly scheduled Senate meet-
ing.

B. Proposed amendments may be initiated by the
Senate.

Section II. Ratification of Amendments

A. Upon receipt of a proposed amendment in
Section IA, the Senate shall call for a special elec-
tion to be held by written secret ballot.

B. Written notice of a proposed amendment shall be
distributed to the faculty at least five days prior to
the election.

C. Not more than 20 school days after the Senate
meeting an election will be held by secret ballot.

D. Voting on the proposed constitutional amend-
ments shall be limited to full-time faculty. The pro-
posed amendment shall pass if it is approved by
two-thirds of those voting, provided that at least
60 percent (60%) of the full-time faculty have
voted.

Bylaws
Revised May, 1998

The Senate can propose, change, and amend its
bylaws by a two-thirds vote of the members provid-
ing that notice of the proposed change be sent to all
faculty members two weeks in advance of the
Senate meeting.

Article I
Membership and Elections
Section I. The Electorate

The Electorate shall consist of the faculty, as defined
in Article I of the Constitution, and the Senate shall
be elected from the members of this body.

Section II. Composition of the Senate

The Senate shall be composed of one Senator
elected by each of the following areas plus the CCI
Chair and the IPD Chair. Each member of the regu-
lar faculty will be assigned to one of these areas by
a majority vote of the Senate members.

The CCI Chair and the IPD Chair shall be  voting
members of the Senate.

Area
Represented
Biological Science

Business/Office Administration/
Computer Science

Cosmetology

Counseling

EOPS/DSPS Counseling

English

English as a Second Language

Health Professions

Languages

Library Science/Tutoring

Mathematics

Performing Arts

Physical Education

Physical Sciences

Social Sciences /Criminal Justice

Speech/Journalism

Technology

Visual Arts

The adjunct faculty shall elect two (2) Senators to
represent the adjunct faculty.

(See Committees & Councils for current representa-
tives)
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Section III. Tenure of Office

Approximately one-third of the Senate membership
shall be elected each year, and each elected mem-
ber shall serve for a term of three years.

Section IV. Election of Senators

Election of Regular Faculty Senators shall be held
during the spring semester. Election shall require a
majority of votes cast. Newly elected Senators shall
be seated at the first Senate meeting of the fall
semester. Elections to fill vacancies shall be held
when required and the newly elected Senators shall
be seated at the first Senate meeting after the elec-
tion.

The Senate shall solicit nominations two weeks prior
to an election, conduct the election, and report the
results of the election to the faculty.

Election of Adjunct Faculty Senators shall be held
during the spring semester. Election shall require a
majority of votes cast. Newly elected Senators shall
be seated at the first Senate meeting after they are
elected. Elections to fill vacancies shall be held
when required.

The Senate shall solicit nominations two weeks prior
to an election, conduct the election, and report the
results of the election to the faculty.

Section V. Eligibility of Senators

The Senate President may declare vacant the seat of
any Senator who is unable to complete his/her term
of office, or who absents him/herself for three con-
secutive meetings without prior consent of the
Senate President, or who becomes ineligible to hold
membership in the Senate. Vacancies may be filled
in the manner described in Section IV of this Article.

Section VI. Recall and Removal of Senators

A representational area may request a special elec-
tion to recall the area representative and replace its
Senator at any time upon petition of one-third of the
members of that area. The Senate shall conduct the
election within two weeks of the receipt of the peti-
tion. If a majority of all voting faculty support the
recall, the Senate shall hold a new election to fill the
position within two weeks.

A Senator may be removed by a two-thirds vote of
the Senate, and such vacancy will be immediately
filled in the manner described in Section IV of this
Article.

Section VII. Student Representatives

Two students may be selected by the Student Senate
to serve as non-voting representatives to the Senate
from the Student Body.  The students may participate
in all discussions and request to have an advisory
vote recorded in the Senate minutes.

Article II
Senate Officers
Section I

The term of office will be for one academic year, to
commence with the first day of the fall semester.
Elected officers are President, Vice President and
Secretary. A Parliamentarian may be appointed by
the President if the President or Senators feel the ser-
vices of one is needed.  The Parliamentarian will
serve until the issue is resolved. The Elections and
Appointments Coordinator will be appointed by the
Senate President.

A. Duties of the President

The President shall preside at meetings of the
Senate, represent the Senate at Coast District
Board meetings and represent the Senate at
District and College meetings as necessary.

Eligibility for the Presidency

No person shall be eligible for the presidency
who has held that office consecutively for the pre-
ceding two years.

B. Duties of the Vice President

The Vice President shall act in the absence of the
President and become President of the Senate in
the event the President is unable to complete
his/her term of office. Should the latter occur, the
Senate shall elect an interim Vice President from
the Senate membership. 

The Vice President shall represent the Senate at
other District and/or College Committees as
determined by the President in consultation with
the Senate.

C. Duties of the Secretary

The Secretary shall be responsible for keeping a
permanent record of all regular meetings and
distributing copies of such minutes as soon as
possible after each meeting to the faculty,
Chancellor and college President.
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D.  Duties of the Parliamentarian

The Parliamentarian shall assist the President
and Senate members in interpreting parliamen-
tary procedures as prescribed in Robert’s Rules of
Order, Newly Revised, or other such rules or pro-
cedures as may be adopted by the Senate. The
Parliamentarian may not be a member of the
Senate.

E. Duties of the Elections 
and Appointments Coordinator

The Elections and Appointments Coordinator is
responsible for conducting elections of Senators
and all other Senate-conducted elections as
described in Article III, Section I, maintaining a
list of faculty members serving on GWC and dis-
trict committees, bringing to the Senate names of
faculty members willing and able to serve on
GWC and district committees, and collecting
preferences for the Committee on Committees
activity in the spring.

Section II. The Executive Committee

A. The elected officers of the Senate shall constitute
the Executive Committee.

B. The Executive Committee shall be responsible for
developing and administering the Senate bud-
get, creating the agenda for Senate meetings,
and shall act for the Senate when authorized by
the Senate. The Executive Committee shall be
subject to the orders of the Senate, and none of its
acts shall conflict with action taken by the Senate.
All official action taken by the Executive
Committee shall be reported to the Senate at the
next official meeting of the Senate. The meetings
of the Executive Committee shall be open.

Section III. Election of Officers

The Senate shall nominate and elect officers in
the spring semester. Current and newly elected
Senators are eligible for all Senate offices.
Officers shall be elected by ballot vote, and at
least one Senate meeting shall pass between
nominations and the election. Newly elected offi-
cers will begin their terms on the first day of the
fall semester.

An elected Senate officer may be removed from
office by a two-thirds vote of the Senate and such
vacancy will be filled in the manner prescribed
in paragraph one of this section.

Article III
Committees
Section I. Standing Committees

A. Institute for Professional Development (IPD)

The Institute for Professional Development is a
standing committee of the Academic Senate and
is charged with the following responsibilities: rec-
ommend  faculty requests for sabbatical leaves to
the President and Board of Trustees, review and
recommend faculty requests for salary advance-
ment, alternative methods projects and academic
rank. It is also charged with allocating travel/con-
ference funds as available through the contract.
The members are elected from the faculty, as
defined in Article I of the constitution.

Faculty representatives include one member
from each representational area listed in Section
II (Composition of the Senate). Should IPD want to
change composition, it may petition the Senate
by submitting a proposal to the Academic Senate
for approval.  The Chair, if selected from outside
current IPD membership, will serve in addition to
his/her area representative.

Election of Members: During the spring semester
an election will be conducted by the Senate.
Newly elected members shall be seated at the
first meeting of the fall semester. Vacancies shall
be filled by elections for the unexpired term.
Members may be elected for subsequent terms.

Appointment of the Chair: The Senate shall
appoint a faculty member who has served at
least one year on the IPD.

Duties of the Chair: To prepare for and conduct
meetings of the IPD, to attend meetings of the
Senate, to serve as a liaison between the IPD and
the Senate, and to notify the Senate Vice
President when a membership on the IPD is
vacant.

B.  Council on Curriculum and Instruction (CCI)

CCI has been delegated the responsibility to
review proposed courses, course revisions, pro-
grams, certificates and degrees.  The recommen-
dations of this body are sent to the Board of
Trustees for implementation.
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The electorate shall consist of the faculty from
representational areas listed below.

Business
Computer Science
Cosmetology
Counseling
Criminal Justice
English
ESL
Foreign Languages
Health Education/Physical Education
Health Professions
Industrial Trades/Technology
Library/Tutoring
Life Sciences
Mathematics
Office Administration
Performing Arts/Visual Arts
Physical Sciences
Social Sciences
Speech/Journalism               

Should CCI wish to change its composition, it
may petition the Senate to do so by submitting a
proposal to the Academic Senate for approval.
The Chair shall be from the electorate.  In addi-
tion to the elected members, there are four mem-
bers of the committee designated by their
positions.

Vice President of Instruction
Administrative Dean of Student Support
Services
Articulation Officer
Student Representative

All members of the committee shall vote on com-
mittee matters.  Faculty representatives shall
include one member from each instructional
department.  The Chair, if selected from outside
the CCI membership, will serve in addition to
his/her area representative.

Election of Members: During the spring term, an
election shall be conducted by the Senate.
Newly elected members shall be seated at the
first meeting of the fall semester.  Vacancies shall
be filled by elections for the unexpired term.  The
elected representatives shall serve a three year
term.

Appointment of the Chair: The Senate shall
appoint the chair.  Nominees must have served at
least one year on CCI.  Nominations shall be
sought from CCI and may also be made by any
Senator.

Duties of the Chair: To prepare for and conduct
meetings of CCI, to attend meetings of the Senate
as a regular member, to serve as liaison between
CCI and the Senate, to notify the Senate when a
membership in CCI is vacant and serve as a liai-
son between the Instructional Planning Team
(IPT) and CCI.

C.  Senate Committees
These committees shall be created and
appointed by the Senate President with the
approval of the Senate and be responsible to the
Senate.

Section II. Committee on Committees

A.  The Academic Senate appoints faculty to all   col-
lege-wide and district level committees, with the
exception of those appointments reserved to the
faculty union.  No more than one member of the
Senate may serve on the same screening com-
mittee.

The college President shall have the authority to
establish any college committee and to appoint
its chairperson. If the chairperson should be a
faculty person, the college President shall notify
the Academic Senate. If the Academic Senate
disagrees with the faculty member selected as
chairperson by the college President, it shall state
its reasons, in writing, to the college President
and request reconsideration. Faculty representa-
tives to these committees shall be recommended
to the college President by the Academic Senate.

The Academic Senate shall have the authority to
establish any Senate committee and to appoint its
chairperson. If the chairperson should be an
administrator, the college President shall be noti-
fied.

If the college President disagrees with the admin-
istrator selected as chairperson by the Academic
Senate, the reasons shall be stated in writing, to
the Academic Senate and request reconsidera-
tion. Administrative representatives to these com-
mittees shall be selected by the college President.
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Section III. Election Procedures

A.  In those instances where faculty representation is
determined by election, the Academic Senate
shall be responsible for the election process. All
faculty in the representational area shall be eligi-
ble to vote, a majority of votes cast being neces-
sary to elect.

If the Senate conducts an election by mail:

1.  School mailboxes will be utilized to distribute
and to collect;

2.  At least one week will be allocated between
distribution of election materials and the date
they are due;

3.  4:00 p.m. will be the cutoff time on the date
specified. Election materials received after the
deadline will be voided.

If there are no objections, the Senator may con-
duct the election at a meeting of the parties
involved in the election, all voting members shall
have been notified that such an election would
take place, and if they cannot be in attendance,
some provision for allowing them to vote if they
so desire be made.

When only one nomination is received for any
office:

1.  This name will be presented to the Senate for
confirmation;

2.  If there is no objection, the candidate will be
confirmed by acclamation;

3.  If any Senator objects, the election will pro-
ceed by distributing ballots to those eligible to
vote in a manner consistent in other elections.

Nominations and ballots will be handled by the
Academic Senate classified staff member and
verified by the Academic Senate President or
designee.

All candidates will be notified of election results
prior to public announcement.

Ballots will be kept on file in the Senate office for
30 days.

B.  In those instances where faculty representation is
appointed, Academic Senate will recommend
candidates to the college President. No more than
one member of the Academic Senate shall be
allowed to serve on a screening committee. In
those cases when the college President disagrees
with a recommendation, he/she shall state his/her

reasons in writing to the Academic Senate and
request another recommendation.

If, two weeks (four weeks when school is not in
session) after the Academic Senate is notified of
the need for a faculty recommendation, the
vacancy still exists, the Administration may pro-
ceed to appoint a faculty member.

All college-wide committees shall be responsible
to the Senate.

Section IV. Recall for Faculty Committees

A.  A representational area may request a special
election to recall the area representative on any
committee upon petition by one-third members of
that area. The Senate shall conduct the election
within two weeks of the receipt of the petition. If a
majority of all members support the recall, the
Senate shall hold a new election to fill that posi-
tion within two weeks.

B.  A Senate appointee to any college committee
may be removed, at any time, by a two-thirds
vote of the Senate.

Section V. Academic Issues Council

There shall be regular meetings between represen-
tatives of the college administration and representa-
tives of the Academic Senate, each group to select
its own participants.  An equal number of faculty
and administrators and faculty shall serve.

The purpose of this committee is to address campus
issues relating to academic and professional matters
at an early stage (before recommendations are for-
mulated).* This committee will recognize and respect
those rights afforded to the union and/or manage-
ment under the collective bargaining contract and
the rights of the Academic Senate in Title 5. Every
attempt will be made to achieve agreement and to
clarify all positions prior to the formulation of either
administrative or Senate recommendations which
are to be forwarded to any off-campus body and/or
the Board of Trustees. No votes will be taken.

The Administration and the Academic Senate will
exchange copies of all materials pertaining to pend-
ing issues relating to academic and professional
matters* at the earliest possible opportunity.

The President (or designee) is invited to attend meet-
ings of the Academic Senate.

The Administration and the Academic Senate will
exchange reports and information on academic and
professional matters* being forwarded to the Board
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of Trustees in those cases where either the
Administration or the Academic Senate has not
already had access to the information.

*This refers to the development of new policies and
procedures and/or the review of existing policies
and procedures. It does not refer to matters of com-
pliance or implementation of existing policy or rou-
tine procedures.

Article IV
Meetings and Senate Procedures
Section I. Regular Meetings of the Senate

A regular meeting of the Senate shall be held at
least once a month of the academic year at a time
and place designated by the Senate.

Section II. Special Meetings of the Senate

A.  During the academic year, the Senate President
may call a special meeting at his/her discretion.
Upon written petition signed by three Senators,
the President shall call a special meeting to be
held within one week after receipt of such peti-
tion. Written notice of special meetings shall be
given to all members of the Senate at least two
regular school days prior to the meeting, and
shall contain a general statement of the business
to be brought before such meeting.

B.  The Senate President may call a special meeting
during the summer.  Decisions made at a meeting
of this kind must be ratified as soon as possible at
a regular Senate meeting.

Section III. Quorum and Attendance 
at Meetings of the Senate

A.  Members of the faculty, administrators and other
resource personnel may attend meetings of the
Senate. The Senate President may put the Senate
into executive session as prescribed in Robert’s
Rules of Order, Newly Revised. A majority of the
Senate membership shall constitute a quorum at
a regular meeting of the Senate.  At a summer
meeting the quorum is the number of Senators at
the meeting.

B.  Senate members who are absent from a Senate
meeting may designate a substitute from their
area who will serve as if elected. If an extended
absence of more than three weeks is anticipated,
the Senator’s representational area must elect a
substitute until the Senator is able to return.

Section IV. Quorum and Attendance 
at Meetings of the Faculty

The Senate President has the authority to call meet-
ings of the faculty. One-third of the faculty shall con-
stitute a quorum.

Section V. Conduct of Meetings

In those instances requiring a Senate vote, each
Senator present shall have one vote. Except as oth-
erwise provided, Robert’s Rules of Order, Newly
Revised shall govern the conduct of all meetings.

********************
DISTRICT POLICY STATEMENTS REGARDING
ROLES OF THE GOLDEN WEST COLLEGE ACADE-
MIC SENATE, THE ORANGE COAST COLLEGE
ACADEMIC SENATE, COASTLINE ACADEMIC SEN-
ATE, AND JOINT COMMITTEES OF THE SENATES:

1. Joint district committees of the three Senates shall
be established to work on matters of district-wide
concern.

2. These committees shall have equal representa-
tion from each Senate.

3. The size of these committees shall be determined
by mutual agreement of the Senate Presidents.
Committees shall be small: two to four members
from each Senate.

4. Membership on these committees shall be deter-
mined by the President (or whom he/she desig-
nates) of each Senate.

5. The President pro tem of each committee shall be
determined by the President of the Senate which
originates the matter to be discussed. The
President pro tem shall call the first meeting of
the committee, at which time the committee itself
will elect its President.

6. Meeting places shall alternate between the col-
leges.

7. After agreement on a matter is reached by the
Senates, communications regarding the disposi-
tion of joint Senate action shall be made by the
Senate Presidents.
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A. Formation of Academic Issues Council

1. There shall be regular meetings between
representatives of the college administration
and representatives of the Academic Senate,
each group to select its own participants
(recommended size of committee - 5 faculty/5
administrators)

The purpose of this committee will be to
address campus issues relating to academic
and professional matters at an early stage
(before recommendations are formulated).*
This committee will recognize and respect
those rights afforded to the union and/or
management under the collective bargain-
ing contract and the rights of the Academic
Senate in Title V. Every attempt will be made
to achieve agreement and to clarify all posi-
tions prior to the formulation of either admin-
istrative or senate recommendations which
are to be forwarded to any off-campus body
and/or the Board of Trustees. No votes will be
taken.

2. The Administration and the Academic
Senate will exchange copies of all materials
pertaining to pending issues relating to aca-
demic and professional matters* at the earli-
est possible opportunity.

3. The President (or designee) should be
invited to attend meetings of the Academic
Senate.

4. The Administration and the Academic
Senate will exchange reports and informa-
tion on academic and professional matters*
being forwarded to the Board of Trustees in
those cases where either the Administration
or the Academic Senate has not already had
access to the information.

5. We recognize that this is a developing
process and commit ourselves to work
together in good faith.

* This document refers to the development of new
policies and procedures and/or the review of exist-
ing policies and procedures. It does not refer to mat-
ters of compliance or implementation of existing
policy or routine procedures.

Academic Issues Council
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Full-Time Faculty (Adopted November 22, 1994)

1. All full-time faculty members shall have voting
rights in every discipline and/or department to
which they are assigned.

2. Each full-time faculty member’s vote shall be
worth the same value regardless of the type of
assignment they perform in this discipline or
whether the assignment is part of their regular
load or overload.

3. These voting rights shall extend to all matters
over which the department has jurisdiction
including, but not limited to, curricular review,
hiring, program review, faculty elections, and
committee assignments.

4. These provisions shall not be viewed as addi-
tional requirements, nor are they meant to
increase an individual’s obligations, since the
degree of an individual’s departmental participa-
tion is a professional judgment which is best
determined by the individual and may, in fact,
vary from one semester to the next.

Adjunct Faculty (Adopted May 16, 1995)

1. All qualifying Adjunct Faculty members shall
have voting rights, except for the right to vote in
elections for Department Chair (IUA), in every
discipline and/or department to which they are
assigned, if that department had voted to extend
such rights to their Adjunct Faculty.

2. At the time that a department votes to extend
Adjunct Faculty the right to vote on departmental
matters, the department shall also determine the
specific matters on which Adjunct Faculty may
vote and the value their vote shall have.

3. Each qualifying Adjunct Faculty member’s vote
shall be equal to every other Adjunct Faculty
member’s vote regardless of the type of assign-
ment they perform in this discipline.

4. These provisions shall not be viewed as addi-
tional requirements, nor are they meant to
increase an individual’s obligations, since the
degree of an individual’s departmental participa-
tion is a professional judgement which is best
determined by the individual and may, in fact,
vary from one semester to the next.

Voting Rights



11

(adopted by GWC Academic Senate 11/23/93)

The purpose of this document is to describe an ethi-
cal ideal toward which faculty members will strive
and about which they may enter discussions as col-
leagues. It is not a legal or contractual instrument
nor is it intended to be used for the basis of evalua-
tion or as part of any administrative discipline
process.

I. Golden West College faculty members, guided
by a deep conviction of the worth and dignity of
the advancement of knowledge, recognize the
special responsibilities placed upon them. Their
primary responsibility to their disciplines is to
seek and to state the truth as they see it. To this
end, faculty members devote their energies to
developing and improving their teaching com-
petence. They accept the obligation to exercise
critical self-discipline and judgment in using,
extending, and transmitting knowledge. They
practice intellectual honesty. Although faculty
members may follow subsidiary interests, these
interests should not seriously hamper or compro-
mise their freedom of inquiry and responsibility
to students.

II. As teachers, faculty members encourage the
free pursuit of learning. They demonstrate the
best scholarly standards of their disciplines.
Faculty members demonstrate respect for the
student as an individual and adhere to their
proper role as intellectual guides and coun-
selors. Faculty members make reasonable effort
to foster honest academic conduct and to assure
fair evaluation of students. They respect the con-
fidential nature of the relationship between fac-
ulty member and student. They avoid any
exploitation of students for private advantage
and they acknowledge significant assistance
from them. They protect the academic freedom
of students.

III. As colleagues, faculty members have obliga-
tions that derive from common membership in
the community of scholars. Faculty members do
not discriminate against or harass colleagues.
They respect and defend the free inquiry of asso-
ciates. In the exchange of criticism and ideas,
faculty members show due respect for the opin-
ions of others. Faculty members acknowledge
their academic debts and strive to be objective
in their professional judgment of colleagues.
Faculty members accept their share of faculty
responsibilities for the governance of their insti-
tution.

IV. As members of an academic institution, faculty
members seek above all to be effective teachers
and scholars. Although faculty members
observe the stated regulations of their institu-
tions, provided the regulations do not contra-
vene academic freedom, they maintain their
right to criticize and seek revision. Faculty mem-
bers give due regard to their paramount respon-
sibilities within their institution in determining
the amount and character or work done outside
it. When considering the interruption or termina-
tion of their service, faculty members recognize
the effect of their decisions upon the program of
the institution and strive to give reasonable
notice of their intentions.

V. As members of their community, faculty mem-
bers have the rights and obligations of all citi-
zens. Faculty members measure the urgency of
these obligations in the light of their responsibili-
ties to their students, to their subject areas, to
their profession, and to their institutions. When
they speak or act as private persons, they avoid
creating the impression that they speak or act for
their colleges or universities. As citizens
engaged in a profession that depends upon free-
dom for its health and integrity, faculty members
have a particular obligation to promote condi-
tions of free inquiry and to further public under-
standing of academic freedom.

(Adapted from AAUP Ethics Statement 1987)

Faculty Statement on
Professional Ethics
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What is Professional Development?
Briefly, it is a process by which faculty may enhance
their professional and human relations skills, atti-
tudes and knowledge. It is the continual pursuit of
the expanding knowledge in one's field of concen-
tration, the continual mastering of the
teaching/learning process, and the application of
these to the improvement of the total instructional
program of the college.

What/Who is IPD?
The Institute is a standing committee of the Aca-
demic Senate which helps faculty members to
design, plan and achieve their own professional
growth objectives. The membership consists of a
chair (appointed by the Academic Senate), the col-
lege President or designee (ex-officio), the Academic
Senate President or designee (ex-officio), and 18
elected faculty representatives (one from each
representational area identified in the Academic
Senate By-laws).

The Institute performs its functions on the basis of
policies approved by the District Professional
Pursuits Committee, the District Sabbatical Leave
Committee, the Academic Senate, the college
President and the AFT/CCCD Agreement. It has the
responsibility for:

1. Developing new programs for professional de-
velopment.

2. Designing appropriate forms to be used by faculty
in submitting proposals.

3. Developing procedures and establishing guide-
lines for reviewing faculty requests.

4. Approving individual faculty improvement pro-
jects.

5. Coordinating the program, preparing budgets
and allocating funds.

6. Verifying requests for academic rank.

These functions are coordinated by the Academic
Senate Office, which also provides office and secre-
tarial support to the Institute. The Academic Senate
Office will answer inquiries about specific programs
and distribute forms for submitting professional
improvement requests. 

Professional Improvement Credit
Faculty members may earn salary advancement
credit in several ways. Credit may be earned for
lower division course work (upper division and
graduate units are submitted directly to the district),
work experience, independent study, seminars, con-
ferences or workshops, job shadowing, job ex-
change, new assignment, publications, production
of educational materials, or professional organiza-
tional activities. Requests must clearly show in a
measurable way how these activities will enhance
professional abilities. "Measurable" is defined as
documentation of the work to be undertaken and
justification of its specific application to one's profes-
sional work.

General Criteria for Granting Approval
1. Faculty members must apply for salary advance-

ment credit PRIOR to undertaking the work; how-
ever, under exceptional circumstances, the
request for approval may be submitted up to six
weeks after the event.

2. All proposals must meet one of the following
requirements:

A. Enhance the faculty member's knowledge of
subject matter he/she is currently teaching or
will be assigned.

B. Enhance the faculty member's knowledge of
areas related to the subject matter he/she is
currently teaching or will be assigned.

C. Develop instructional skills.

Institute for Professional Development
(IPD)
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D. Train the faculty member to deal with med-
ical or psychological crises that may occur in
the classroom.

E. Help the faculty member to understand the
special needs of handicapped students.

F. Equip the faculty member to deal with the
needs of a special age group, culture, race,
etc.

3. Documentation of the completed work must be
submitted to IPD the semester immediately fol-
lowing the project completion date that was
stated on the application form. For a column
move, documentation must be submitted to IPD
by September 1 to meet the district deadline of
September 15.

Guidelines for Individual Proposals
In addition to the general guidelines above, each of
the methods of earning salary advancement credit
has specific criteria.

Work Experience
1. Work must be directly supervised by a person

with superior knowledge in the field of employ-
ment.

2. The employing firm must provide the applicant
with significant work experience to further the
instructor's professional growth.

3. One unit of work experience credit may be
granted for each forty-hour week of full-time
approved employment; one-half unit may be
granted for twenty hours per week; fewer than
twenty hours will not be considered.

4. A maximum of eight work experience units may
be applied toward salary advancement in a cal-
endar year.

5. A maximum of ten work experience units may be
used in moving from one salary column to the
next.

6. An instructor must have completed one year of
teaching in the district before applying for work
experience credit.

7. Work experience will not be granted for writing
for publications, teaching at any level, employ-
ment duplicating an assignment in the CCCD,
work during the applicant's contract year or
employment by relatives.

8. In general, work experience credit will not be
granted for self-employment, employment as an
independent contractor or for work where the
applicant is remunerated by the CCCD.

9. An instructor may not receive more than eight
units of credit for work experience of a repetitious
nature. It shall be the responsibility of IPD and the
work supervisor to determine whether such work
is repetitious.

Independent Study
1. A description of the study to be undertaken must

include specific objectives and plans for imple-
mentation (e.g. topics, reading lists, research or
field work).

2. Statements must explain how this experience/
study will increase the applicant's instructional
effectiveness, how validation will be presented
upon completion of the study, who will evaluate
the work for its completeness and what evidence
will be presented to show that the objectives
have been met.

3. The approximate number of hours required for
completion of the study must be declared at the
time of submission for approval.

4. One unit of credit will be granted for each thirty-
six clock hours spent on the contract.

Workshops, Seminars and Conferences
1. The sessions must be presented by recognized

professional organizations or by agencies such
as foundations and research organizations (if suf-
ficient value can be substantiated).

2. One unit of credit will be granted for each eigh-
teen clock hours of attendance.

Lower Division Course Work
1. The course must enhance the faculty member's

knowledge of the subject matter in his/her field,
enable the faculty member to teach in a new field
(as approved by the appropriate administrator)
or relate to appropriate methodology and/ or
technology.

2. Credit for salary advancement will be unit for
unit.
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Job Shadowing
1. Job shadowing is the observing, evaluating and

working with an expert or professional whose
occupation is related to the faculty member's own
academic specialization, and must enhance the
faculty member's understanding of his field.

2. The expert or professional who is "shadowed"
must not be remunerated by the Coast Com-
munity College District.

3. One unit of job shadowing experience credit may
be granted for 40 hours of job shadowing perfor-
mance. One-half unit may be granted for 20
hours. Fewer than 20 hours will not be consid-
ered.

4. The approximate number of hours for completion
must be submitted for approval at the submission
of the application.

5. A maximum of eight job shadowing units may be
applied toward salary advancement in any one
year.

6. A maximum of ten job shadowing units may be
used in moving from one salary column to the
next.

7. A faculty member may job shadow one or more
experts in the process of accumulating hours for
credit approval; however, no one expert may be
job shadowed for more than three units of credit.

Job Exchange
1. This program enables a faculty member to gain

professional credit by exchanging jobs with a
person in a teaching or non-teaching position at
an outside-district agency, public or private,
which is related to the faculty member's assign-
ment.

2. The participation in this exchange must be
directly related to the faculty member's instruc-
tional discipline or assignment.

3. This exchange must involve unique and unusual
opportunities of benefit to the faculty member, the
student and the college.

4. The person from the outside agency must hold
proper credentials necessary to assume the fac-
ulty member's position.

5. Salaries need not be exchanged. The faculty
member will receive normal salary payments
from the district. The outside agency will agree to
pay its employee a regular salary.

6. Work of the faculty member must be directly and
adequately supervised by a person with superior
knowledge in the field of employment.

7. The length of the working arrangements will be
negotiated, but it must be on a full-time basis (40
hours per week). The approximate number of
hours for completion must be submitted for
approval at the submission of the application.

8. One unit of job exchange credit may be granted
for each 40 hour week of full-time approved
exchange.

9. A maximum of eight units may be counted
toward salary advancement in any one year.

10. No more than ten job exchange units may be
used in moving from one salary column to the
next.

11. A member is eligible to apply for job exchange
credit after completing two years of full-time
teaching in the district.

New Assignment
1. This program is designed for enhancing an

instructor's knowledge and understanding of sub-
ject matter in courses for which the instructor has
not been adequately prepared.

2. All programs must involve unique and unusual
opportunities for growth or retraining.

3. This program may also allow instructors to develop
instructional skills and materials in a new teach-
ing method.

4. Any faculty member undertaking a new assign-
ment mandated by the college, district or state
mandates would qualify under the above pro-
gram.

5. One unit of credit will be granted for each 40
clock hours spent on the preparation for a new
teaching assignment.

6. A maximum of eight units of credit may be counted
in any one school year.

7. No more than ten new assignment credit units
may be used in moving from one salary column
to the next.

8. At the time of submission for approval the
approximate number of hours required for com-
pletion must be declared.
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Publications
1. The work must enhance an instructor's knowl-

edge and understanding in courses taught.

2. Publications include articles of educational
value, the presentation of a paper to a profes-
sional meeting, the production of works with cre-
ative merit as judged by the Committee on
Alternative Methods or other professional boards,
or syllabi, novels and textbooks that are other-
wise not remunerated.

3. Publications that are written as part of an as-
signed district or college contract or by a district
grant are excluded from this program.

4. These publications must provide opportunities
that are of unique benefit to students, other faculty
or the district.

5. One unit of credit will be granted for each 40
clock hours spent on the preparation of the work.

6. A maximum of eight units of credit may be counted
in any one school year.

7. No more than ten publication or presentation
credit units may be used in moving from one
salary column to the next.

8. Publication or presentation credits may be accu-
mulated toward reaching any of the maximums.

9. The approximate hours required for completion
must be declared at the time of submission for
approval.

Production of Educational Materials
1. The process of developing the educational mate-

rials should enhance the professional growth of
the faculty member. The educational materials
that are produced must be original creations for
classroom use, including large lecture halls or
laboratories or other on-campus instructional
facilities.

2. The educational materials shall be applicable to
the instructional program in the Coast Com-
munity College District.

3. The work must be of unusual or unique benefit to
students, other faculty members or the district.

4. One unit of credit or salary movement will be
granted for each 40 hours of time spent in the pro-
duction of the materials.

5. At the time of submission for approval the
approximate number of hours required for sub-
mission must be declared.

6. A maximum of eight units of credit may be
granted for the production of educational materi-
als in any one school year. No more than ten
units of credit for production of educational mate-
rials may be used for moving from one salary col-
umn to the next.

Professional Organization Activities
Credit can be obtained for responsibilities of a sub-
stantial nature for a professional organization directly
related to the discipline of the faculty member, the
profession of education, or the institutional needs of
the college and the district.

Compensation for 
Professional Improvement
Faculty members meeting the conditions described
in Article XIII, Section 3 of the AFT-CCCD contract
are eligible to apply for released time or overload
pay for an alternative methods project. In January,
IPD will notify eligible faculty of the availability of
funds for the following fiscal year and request that
anyone interested submit by mid-February his/her
proposal for projects to be completed in the fall or
the spring semester. Funding approval will be for
one to three units per faculty member. More than
one proposal may be submitted by a faculty mem-
ber, however, no more than 3 LHE's will be approved
for a single faculty member in a fiscal year, unless
exceptional circumstances exist. Fall and Spring
semester project reports are due the 1st Friday in
January and June, respectively.

Conference/Travel
All regular and contract faculty covered by the
AFT/CCCD contract are eligible to apply for fund-
ing. Funds to participate in IPD-approved profes-
sional conventions, weekend extension courses and
workshop programs are granted on an individual
basis if such attendance meets a professional develop-
ment need.

In general, funding is not provided for activities such
as accompanying students to a convention, serving
as an organization/association officer or advisor,
participating in activities related to committee work,
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coaching at sports or professional events or perform-
ing some political activity on behalf of the
college/district. These activities may be funded by
other college resources. Funding is also denied for
conferences and workshops which will be used for
salary credit. 

Faculty who are requesting IPD funding may obtain
forms from the Academic Senate Office and also
from the Vice President of Instruction. The form must
be signed by the Division Dean and submitted to IPD
at least six weeks prior to the Board of Trustees meet-
ing preceding the event (for specific submittal dates,
contact IPD).

Funding requests will not be approved after the
occurrence of the conference or if salary advance-
ment credit is sought. Reimbursement is limited by
Board policy to the following:

Registration Fee
Air Fare — coach rate
Mileage — current Board approved rate

(in no case shall cost exceed that of
air coach for distance travelled.)

Reimbursement limitations for meals and lodging
are as follows:

1. Lodging: Reimbursement for actual, reasonable,
and necessary expenses.

2. Meals: No reimbursement is allowed unless
meals are provided in registration fees.

Reimbursement shall include mileage to and from
the airport when air travel is involved. (Those indi-
viduals receiving a mileage allowance (stipend)
will only be allowed to claim reimbursement for
mileage to and from the airport if they are flying out
of an airport other than John Wayne, Orange
County.)

President's Conference Funds
One-third of the conference funds for faculty are for
use by the President. These funds have been
assigned to the Vice President of Instruction for fac-
ulty travel. If additional conference funds are
needed by the Academic Senate, the President's
funds may be used with the approval of the
President, Vice President of Instruction, and IPD
Chair.

Sabbaticals
A sabbatical leave of absence is a privilege accorded
to qualified faculty members after six years of ser-
vice in the district. Leave may be granted for (1) one
semester only, (2) one continuous year or (3) two sepa-
rate semesters to be commenced and completed
within a three-year period. A faculty member granted
a year's sabbatical will receive 50 percent of his/her
regular salary for that year, and a recipient of a one-
semester sabbatical will receive full salary for that
semester.

The applicant must:

1. Complete an "Intent to File for Sabbatical Leave"
form early in the Fall semester (usually within
one week of the start of the semester — call IPD
for current date) to be eligible for a sabbatical
leave the following academic year (no excep-
tions). Forms are available from the Academic
Senate Office.

2. Submit the formal proposal with the "Sabbatical
Leave Application" form by the deadline stated in
the application packet.

3. IPD will evaluate the proposals in terms of the fol-
lowing criteria:

A. Increased competence.

B. Redirection and/or improvement of instruc-
tional services.

C. Exceptional opportunity.

D. Length of service.

If IPD has not granted approval, an applicant may
appeal the decision informally through a conference
with the IPD Chairperson or through a formal
appeal process (procedure available through the
Academic Senate Office).

The appeals procedure concerning sabbatical rank-
ing is given to all applicants when they are notified
of their rank number.

Applicants who find it necessary to postpone an
approved sabbatical should be aware that their
application may be returned to the pool for re-rank-
ing along with the other proposals submitted for the
new time period. The IPD manual explains these
guidelines.
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Membership
IPD membership includes a chair (appointed by the
Academic Senate), the college President or designee
(ex officio), the Academic Senate President or
designee (ex officio), and 18 faculty representatives,
one from each representational area identified in
the Academic Senate By-laws. Vacancies shall be
filled by elections for the unexpired term.

Chair
Selection of the chair is described in the Academic
Senate By-laws. The Academic Senate shall appoint
a faculty member who has served at least one year
on the IPD. The Chair, if selected from outside cur-
rent IPD membership, will serve in addition to
his/her area representative.

The duties of the chair as described in the Academic
Senate By-laws are to prepare for  and conduct
meetings of the IPD, to attend meetings of the
Academic Senate, to serve as a liaison between IPD
and the Academic Senate, and to notify the
Academic Senate vice president when a member-
ship on the IPD is vacant.

Area Represented

Biological Sciences
Business/Office Administration/Computer Sciences
Cosmetology
Counseling
English
EOPS/DSPS Counseling
ESL
Health Professions
Languages
Library Science/Tutoring
Mathematics
Performing Arts
Physical Education
Physical Sciences
Social Sciences/Criminal Justice
Speech/Journalism
Technology
Visual Arts
(See also Committees & Councils)

Council for Curriculum
and Instruction Committee



18

Charge
The Board of Trustees of the Coast District has
agreed to rely primarily on the Academic Senate for
recommendations regarding the curriculum includ-
ing establishing prerequisites and placing courses
within disciplines, as stated in the “Coast
Community College District Policy for Faculty Role
in Governance,” 1993.

The Council for Curriculum, a standing committee of
the Academic Senate, has been delegated the
responsibility to review proposed courses, course
revisions, programs, certificates and degrees.  The
recommendations of this body are sent to the Board
for implementation.

Membership
All members shall be voting members.

Elected faculty representatives
One faculty member representing each of the fol-
lowing areas or departments.

Academic Senate
Business/Work Experience
Computer Science
Cosmetology
Counseling/Student Services
Criminal Justice
English
ESL
Foreign Languages
Health Education/Physical Education
Health Professions
Industrial Trades
Library/Tutoring
Life Science
Mathematics
Office Administration
Physical Sciences
Social Sciences
Speech Communication/Journalism
Technology/Engineering Technology
Visual/Performing Arts

Other Members
The Chair, Senate Liaison
Vice President of Instruction or designee
Administrative Dean, Enrollment Services
or designee

Articulation Officer
Student Representative appointed by the Student
Senate

Election of Members
The elected representatives shall serve for a three-
year term.  The elections shall be no later than the
second month of the spring semester in an election
conducted by the Senate.  One third of the elections
shall be conducted each year.  Newly elected mem-
bers shall be seated at the first meeting of the fall
semester.  Vacancies shall be filled by elections of
the unexpired term.

Appointment of the Chair
The Senate shall appoint the CCI chair from nomi-
nees of those faculty members who have served at
least one year on the CCI.  Nominations will be
sought from the CCI so that their wishes shall be
known.

Duties of the Chair
To prepare for and conduct meetings of the CCI, to
attend meetings of the Senate, to serve as a liaison
between CCI and the Senate, to notify the Senate
when a membership in CCI is vacant, and serve as
a liaison between CCI and the Instructional
Planning Team.

Council for Curriculum
and Instruction Committee
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Duties of the Committee
Reviews proposed courses and programs, and revi-
sions of current courses.  Provides recommendations
to the Board of Trustees regarding educational cur-
ricular issues, including all of the following.

To review all proposals for new courses and or pro-
grams; to determine their appropriateness in the
overall college curriculum.

To determine and approve the appropriate category
of courses under Title 5 standards (degree-applica-
ble credit courses, non-degree applicable credit
courses, non-credit courses, Community Service
courses).

To determine and approve the purpose of such
courses (transfer/non-transfer, AA-applicable, voca-
tional, remedial), the number of credit units
awarded, and grading methods.

To establish guidelines for, and appropriateness of
prerequisites and course repetition as applied to
specific courses.

To establish college standards for courses and pro-
grams.

To provide recommendations to the Senate in the
area of college-wide curricular/instructional issues,
e.g. grading policies, add/drop procedures, gradua-
tion requirements, general education requirements,
etc.

To review all Community Service lectures, work-
shops, programs, or other activities which offer
credit, certificates of achievement, or meet state
licensure or relicensure requirements.

To review all “Contract Education” courses and pro-
grams which are not part of the existing and
approved curriculum of the college.

To provide other related recommendations
requested by the President or Academic Senate.

Meeting Format
Meetings will be held on the first and third Tuesday
of each month.

Robert’s Rules of Order will be the reference.

A Quorum should consist of a majority of the mem-
bership.

The Committee will not review any proposal for
which all information is not provided in a timely
manner.

Each meeting will be conducted in the following for-
mat:

Call to Order
Adjustments to the Agenda
Action Agenda
Discussion Agenda
Reports
Other Items
Adjourn

New proposals will appear first as items on the dis-
cussion agenda for review.  When all points have
been clarified at this or subsequent meetings, the
item then goes on the action agenda of the next
scheduled meeting.  Only under compelling circum-
stances will an item be moved from the discussion
agenda to the action agenda of the same meeting.

Overview of the Curriculum Process
Curriculum development and approvals rest with
the Faculty of the college as represented by the
Academic Senate through the Council for
Curriculum and Instruction.  The Vice President of
Instruction, the College President, the District
Chancellor, and the Board of Trustees implement the
curriculum developed by the faculty.  When seeking
college adoption of a new/revised course or pro-
gram, consideration must be given to the following:

1. Relationship of the course or program with the
goals, priorities and basic philosophy of the col-
lege.

2. Evidence of sufficient anticipated enrollment to
warrant offering this course or program.

3. Duplication, proliferation, or inappropriate over-
lapping of courses or programs in the college-
wide curriculum.
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Course Outlines:
Course outlines are legal documents carrying both
instruction information and state mandated informa-
tion.  Outlines may be obtained through the Office of
Instruction.  A master file is maintained in the Office
of Instruction.

When developing OR revising an outline, care must
be exercised to provide all necessary information for
both reporting purposes and for use as an instruc-
tional guide.  Enough detail must be included so that
the scope and depth of the content can easily be
identified or inferred.  It must be detailed enough so
that someone unfamiliar with the subject area will
be able to describe the content to be covered.
Course outlines are requested by and/or sent to
other colleges and university articulation offices to
determine transferability.

New Course Development and Approval
Stages
STAGE 1. Originator

The originator of a course prepares a
suggested course outline.

STAGE 2. Division Dean - Facilitator

The Dean:

1 . Facilitates discipline review process
(stage 3)

2. Sees that other disciplines review
when appropriate (e.g., where inter-
disciplinary considerations are
involved, where a course in one disci-
pline impacts another instructional
area; for example, a course in Health
Education (P.E.) might be of interest in
the Health Sciences or Life Sciences
area.)

3. Resolves any problems or conflicts
about the proposed course.

4. Sends proposals to Office of
Instruction for review of “mechanics”
(course number, course description,
transferability, lecture hour equiva-
lent, check on suggested units or
credit).

5. Sends the proposal to the CCI for
placement on the next CCI agenda as
a discussion item.

STAGE 3. Discipline Review

Every contract instructor teaching in the
subject area should review the course:
e.g., Math courses should be reviewed
by ALL Math instructors.

Ideally, a department or discipline meet-
ing should be held where the course is
thoroughly discussed.  If this is not possi-
ble, the course outline should be signed
off on a check sheet by each instructor
teaching in that subject area (this
process will ensure that all instructors
have an opportunity to review the out-
line).

STAGE 4. CCI Review and Action

The course is placed initially on a discus-
sion agenda.  It is important at this stage
that the following be present at the meet-
ing to provide input on the course: the
originator of the course, the Department
Chair or Faculty Advocate, the represen-
tative on the CCI of that disciplinary
area, and the Dean responsible for that
disciplinary area.  The course may not
be discussed by CCI unless the origina-
tor is present.

The CCI may:

1. Recommend revisions in the course.

2. Raise questions which need further
clarification.

3. Recommend placement on the Action
Agenda at the next meeting.

ACTION AGENDA
The CCI will either-

1. Recommend and send to the President for infor-
mation and for forwarding to the Board of
Trustees.

2. Disapprove, in which case the faculty member
may revise the proposal and return at a later date
after further review with discipline colleagues OR
appeal to the Academic Senate. (see below).
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CCI APPROVALS
1. A summary of CCI action is prepared by the Staff

Assistant, Senior, Office of Instruction, and submit-
ted to the Chair for review.  The summary is then
forwarded to the College President for informa-
tion and submission to the Board of Trustees.

APPEAL OF A CCI ACTION
Any decision of the CCI may be appealed to the
Senate for review and reconsideration.  Any appeal
must be initiated within two weeks of the CCI action.
The individual making the appeal may be a Senator,
a CCI member, the department or area involved, or
the person initiating the action being appealed.  The
individual making the appeal shall notify the Chair
of the CCI in writing of the action contemplated
within two weeks of the contested action.  The
appeal will then be presented to a regularly sched-
uled Senate meeting for consideration within two
weeks of such a notification.  The CCI may send rep-
resentatives in addition to the Chair to the Senate to
clarify their position.

STAGE 5. District Board of Trustees:

1 . Approved curriculum items requiring
District Board of Trustees’ approval
are transmitted to the Director,
Educational Services, by the Office of
Instruction for final check and place-
ment on the Board agenda.

2. If approved by the Board of Trustees,
all items are forwarded by the
Education Services Office to the Board
of Governors of the California
Community College.

To Revise a Course:

1. Proposed revision is discussed by discipline mem-
bers.

2. Submit proposed revision to the appropriate
Dean for information with a copy of the most cur-
rent outline with changes indicated in red ink.

3. The Dean sends the revision to the CCI for place-
ment on the agenda for discussion and action.

Course Deletion:

1. Proposed deletion is discussed by discipline
members.

2. Proposed deletion is sent to the Division Dean for
information along with a copy of the most current
course outline.

3. The Dean sends the deletion to the CCI for place-
ment on the agenda for discussion and action.

To Reinstate a Deleted Course:

Reinstatement of a deleted course is treated as a
new course proposal. (Refer to the New Course
Development Guidelines.)

Course Suspension/Reinstatement:

Courses which have not been offered for several
semesters may be suspended from the curriculum.
This will place the course in an “inactive” status but
not remove it from the Course Master.  A course must
be brought back into “active” status before it can be
offered through a Class Schedule.

To Suspend a Course:

1. Proposed suspension is discussed by discipline
members.

2. The proposed suspension is sent to the Division
Dean for information along with a copy of the
most current course outline.

3. The Dean sends the suspension to the CCI for
placement on the agenda for discussion and
action.

To Reinstate a Suspended Course:

1. The proposed course reinstatement is sent to the
Division Dean with a copy of the most current
course outline.

2. The Dean sends the proposed reinstatement to the
CCI for placement on the agenda for discussion
and action.

Program/Option Actions:

The program/option approval process will follow the
course approval process except that advisory com-
mittee approval must be obtained and a needs
assessment completed prior to forwarding to the
CCI.
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Course Repeatability: (Approved by the CCI
12/3/1991)

A course may be designated as repeatable, (AB, AC
or AD) only if-

1. The course content differs each time it is offered,
and that

2. The student who repeats it is gaining an
expanded educational experience for one of the
two following reasons:

A. Skills or proficiencies are enhanced by super-
vised repetition and practice within class peri-
ods; or

B. Active participatory experience in individual
study or group assignments is the basic means
by which learning objectives are obtained.

Courses submitted to the CCI which are designated
as repeatable shall state within the course proposal
in what manner it differs when repeated.  It should
be made clear that it meets the above criteria.

Courses that change substantially with repeating
should be submitted as separate courses.

Individual courses may not be taken for credit more
than is indicated by their letter designation (AB two
times, AC three times, AD four times).  Courses with
different course titles which are concerned with
essentially the same skills shall be clustered and be
treated as repeatable courses (e.g., Beginning,
Intermediate, Advanced).

In clusters where all courses have the same credit
value, a student may not take for credit more than
four courses, including any repeats, within the clus-
ter.  In clusters with courses of differing credit value,
the maximum number of units that may be taken
within the cluster is four times the largest unit credit
course within the cluster.

Course Repeatability: (Approved by the Board June
3, 1992)

POLICY IMPLEMENTATION NO. 4.16
JUNE 3, 1992

Consideration of Revised Policy 030-4-3 - Course
Repetition Policy

It was moved by Mr. Howald and seconded by Ms.
Pollard that the following policy be adopted:

030-4-3

COURSE REPETITION

Students may repeat for credit courses for which
they have received a substandard grade: “D,” “F,” or
“NC.” Prior student grades when such repetition
takes place will be disregarded for the purposes of
grade point computation; however, the academic
record shall be annotated in such a manner that all
work remains legible.

Courses designated A-B, A-C, A-D may be repeated
for credit; however, they may not be taken concur-
rently.  A-B designated courses may be taken twice
for credit; A-C courses three times, and, A-D courses
four times.  A course may be designated as repeat-
able (AB, AC or AD) only if,

1. the course content differs each time it is offered,

and

2. the student who repeats it is gaining an
expanded educational experience for one of the
two following reasons:

a. Skills or proficiencies are enhanced by super-
vised repetition and practice within class peri-
ods; or

b. Active participatory experience in individual
study or group assignments is the basic mea-
ns by which learning objectives are obtained.

Courses designated as repeatable shall show in the
course outline how each A-B-C-D segment differs.

Courses that show substantial differences should be
submitted as separate courses.

Students may repeat courses taken in accredited
colleges or universities where substandard acade-
mic performance was obtained (D-F).

Students who achieved standard academic perfor-
mance (A-C) may upon petition from the Vice
President of Instruction or Vice President of Student
Services request allowance to enroll in the same
course prior to the first week of the start of classes.

Education Code Sections 71020, 76300, and 72285
Title 5 Sections 55761, 55762, 55763, 58161, and 58162

Motion carried with the following votes: Aye - Mrs.
Baum, Dr. Berger, Mr. Howald, Ms. Pollard, and Mr.
Ruiz.
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Course Prerequisites:

Upon recommendation by the Curriculum
Committee, the district may require completion by
the student of any of the following types of prerequi-
sites.

1. Require as a prerequisite, completion of any
course in a sequence of related courses in a given
discipline in which the understanding or techni-
cal performance in such course is necessary for
success in later courses in the sequence.

2. Prerequisites also include corequisites which
requires a student to concurrently enroll in one
course as a condition of enrollment in another
course.  This is allowed only when a comprehen-
sive assessment of the student has been con-
ducted using multiple measures, the objectives of
the courses are clearly complementary, the inter-
relation of the units of instruction is evident, and
completion of the corequisite is necessary for suc-
cess in the related course.  In addition, corequisite
courses should be available at the college in suffi-
cient numbers to accommodate all students who
are required to take them.

3. Prerequisites may be defined in terms of skills
measured by relevant assessment instruments,
methods or procedures where a required level of
performance is necessary to success in a particu-
lar course or program.  The pre-collegiate basic
skills courses designed to teach required skills are
available to accommodate students required to
meet the associated skill prerequisites.  Any stu-
dent obtaining a passing grade in such a pre-col-
legiate basic skill course shall be deemed to
satisfy the associated skill prerequisite.

4. Eligibility for enrollment in entry-level associate
degree courses in English and/or Mathematics
may be used in a prerequisite where communica-
tion or computation skills are necessary for suc-
cess in a course.

None of the above prerequisites may be imposed
unless it conforms to all of the following require-
ments:

1. Prerequisites shall not state or imply that enroll-
ment in a course is limited to a specialized clien-
tele unless such limitation is directly and
specifically authorized by statute or regulation.

2. Prerequisites for a course shall be clearly related
to course content and must be validated as being
necessary for success in such course.  A sequen-
tial course work prerequisite described above
need not be validated if it is required to ensure
transferability of subsequent courses to a four-
year institution.

3. Prerequisites involving experience requirements
may not be established solely on the basis of
“hours of exposure.”

4. Prerequisites may not be established requiring
communication or computational skills which are
placed across the entire curriculum.

Any prerequisite may be challenged by a student
on one or more of the following grounds:

1. The prerequisite is not valid because it is not nec-
essary to success in the course for which it is
required.

2. The student has knowledge or ability to succeed
in the course despite not meeting the prerequisite;
or

3. The prerequisite is discriminatory or is being
applied in a discriminatory manner.
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DRAFT DOCUMENT-SCHEDULED FOR
ADOPTION IN THE FALL, 2000

THE DEVELOPMENT AND COLLEGE
APPROVAL OF NEW COURSES
Stage 1. The Origination

a. A faculty member either originates or
sponsors a new course.

b. A Course Outline is prepared follow-
ing established guidelines, which are
indicated on the standard proposed
course outline form.

c. The originator must act with a clear
understanding of timelines.

Stage 2. The Faculty Review of the Proposed
Course

a. The originator notifies the Division
Dean, the Department Chair, and the
C.C.I. Representative of the proposed
course.

b. The originator may work with any of
these three to develop and refine the
course.

c. The originator then consults with
other instructors within the discipline
(or in related disciplines) on or off
campus to further develop and refine
the course.

All of the area faculty should have an opportunity to
examine and review the proposed course keeping
the following criteria in mind:

• Course desirability - Is there an audi-
ence or need for the class?

• Course usefulness - Does it meet a
campus or discipline need?

• Academic appropriateness - Is the
content appropriate to the intended
students?

• Sufficient layout of detail - Is the
Course Outline sufficiently detailed so
that another faculty member could
present the course consistently with its
intent?

• Lack of overlap with other courses
Does the course avoid overlapping or
duplicating other courses on campus?
If there is some overlap, is the pro-
posed course still unique and appro-
priate?

Ideally, all of this is handled in an open meeting with
thorough discussion.  If this is not possible, then the
course outline can be reviewed by the instructors
separately and they can submit their personal com-
ments to the originator.  With this approach, a
Course Outline sign-off sheet should be used.

This Faculty Review is a required step in the devel-
opment of new courses.

Stage 3. The Role of the Division Dean

The Division Dean has these responsibil-
ities:

• Ensures that the faculty review
within the discipline has occurred.

• Ensures that other disciplines are
aware of the proposed course, espe-
cially when there may be interdisci-
plinary conflicts.

• Assists in resolving any concerns or
conflicts.

• Sends the proposed Course Outline
to the Office of Instruction for a
review of the “mechanics” (e.g., the
course number assignment, the unit
value, the purpose, and the target
audience).

• Provides office support service for
word-processing the proposed course
outline in proper form for presenta-
tion to the C.C.I., as long as timelines
are adhered to. (The template is on
the District P-Drive of the computer).

Stage 4. The Signing-off

1. The person who initiated the Discipline Review
will now “sign-off” the Course Outline, by initial-
ing and dating at the appropriate place on the
Course Outline, as verification that the relevant
Department has completed the Review process.
The degree of support within the Department
needs to be mentioned.
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2. The Division Dean then takes the second step by
indicating and “signing-off” that s/he is aware;
that the Course Outline is going to C.C.I., that it
has been entered into the data system in the cor-
rect format, that it is written with correct English
spelling, punctuation, and grammar, and that it is
clearly written.

Stage 5. The sending of the proposed course to
C.C.I.

1. The sponsoring faculty will submit the
proposal (the Course Outline) to the
C.C.I.

2. The sponsoring faculty has the right to
submit this proposal even without the
complete support of his/her depart-
ment.

3. The deadlines advertised at the
beginning of the semester for items
being placed on the next meeting’s
agenda will be strictly adhered to.

Stage 6. The C.C.I. Review of the course

1. The proposed course is placed on the
Discussion Agenda (even without
department unanimity) for an upcom-
ing C.C.I. meeting.

2. The proposed course is discussed
among the whole body of C.C.I. repre-
sentatives.  It is important that the
originator of the course, the
Department Chair or Faculty
Advocate, and the C.C.I. representa-
tive for that department attend this
meeting in order to give necessary
information and sufficient justification

3. After a full discussion, the C.C.I. will
do any of the following:

a. Recommend revisions in the
course.

b. Raise questions that need further
clarification before any Action can
be taken.

c. Recommend that the Course be
placed on the Action Agenda at the
next meeting.

4. At the next meeting when the Course
is on the Action Agenda, the members
will either:

a. Vote for approval of the course and
forward the Course Outline to the
College President for transmission
to the Board of Trustees.

b. Vote for disapproval of the course.
The initiating faculty member may
then revise the proposal, have an
additional review, and then return
it to C.C.I. at a later date, OR the
faculty member may appeal the
decision.

Stage 7. The appealing of a negative decision

1. Upon a Disapproval vote from the
C.C.I., the initiating faculty member or
some member of his/her department
may appeal the decision to the
Academic Senate.

2. Once on the Senate’s Discussion
Agenda, the Senate has two weeks to
discuss and make its decision on the
final disposition of the proposed
course.

3. The Academic Senate has two
choices:

a. To approve the course.  The Senate
then forwards the course to the
College President for transmission
to the Board.

b. To disapprove the course.  The
appeal process is now concluded.
However, the originator may opt to
revise the course and initiate a
new C.C.I. review process.


