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Consultation Council/Strategic Planning Committee Minutes 
November 17, 2011   
[BEFORE YOU PRINT  - THIS DOCUMENT WITH ATTACHMENTS IS 119 PAGES] 
  

Present   
Cheryl Aschenbach (AS/Div Chair-faculty)  Jeff Lang (classified)  
Jennifer Bird (classified)    Sue Mouck (Accreditation Liaison -faculty)  
Carie Camacho (Div Chair -faculty)  Eric Rulofson (Chair/ Facilities Planning) 
Shawn Hubbard (ASB)     Bill Studt (Interim President) 
          
Absent          
Colleen Baker (Div Chair-faculty)   Dave Clausen (Dean of Admin Services)  
Terry Bartley (management)   Logan Merchant (Chair/IT Planning)  
Shelly Baxter (management)   Carol Montgomery (classified) 
Sandy Beckwith (Lead Counselor – faculty)  Ross Stevenson (Div Chair -faculty) 
Kayleigh Carabajal (Dean of Academic Services) Cary Templeton (Dean of Student Services)   
          
Guests 
None    

  
With a quorum present, the meeting began at 1:00 pm. 
 
Consultation Council: 
 

1. Review of December 6, 2011 Governing Board Agenda (Information)  
The Governing Board preliminary agenda was presented. Due to the holiday next week and early 
board meeting in December, the agenda was provided early.  Specifically, the consent agenda will 
change with the addition of several other resignations. 
 

2. Review of Chapter 5 Board Policies and Administrative Procedures (Consultation)  
The remaining board policies and administrative procedures from Chapter 5 were presented for 
constituent group review prior to moving forward to the policy subcommittee of the Board.   The 
policies and procedures should be shared with members of each constituent group in preparation 
for consideration at the next meeting. 
 

3. Suggestion to Reduce Number of Meetings of Consultation Council to Twice each Month (2nd 
and 4th Thursdays) (Consultation) 
The recommendation was made to reduce the number of meetings of Consultation Council to 
twice a month except when additional agenda items warrant additional meetings.  The consensus 
of the members in attendance was to move forward with the recommendation. The next meeting of 
Consultation Council will be Thursday, December 8 at 1:00 pm in CD-119.  
 

4. Personnel Update (Information) – Administration 
Eric Rulofson shared that, final candidates for the custodial position have been forwarded by the 
selection committee. 
 

Strategic Planning: 
1. 2012-2017 Educational Master Plan (Information)  

The Educational Master Plan developed by the Division Chairs was presented. Cheryl Aschenbach 
and Carie Camacho offered to address any questions. The Student Services, Institutional 
Technology, Human Resource, and Facilities Master Plans based on the EMP are expected no later 
than January.  
 

2. 2011-2013 Action Plan Evaluation Matrix – Status October 2011 (Information) 
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The Evaluation Matrix documenting the institutional progress on strategies identified in last years 
Comprehensive Institutional Master Plan through October 2011 was presented. There were no 
questions.  

Other:  
 None 
The meeting adjourned at 1:15 pm 
 
Future Agendas:  
1. 2011 Vocational Nursing IPR (Information) – December 8, 2011– Cheryl Aschenbach 
2. 2010 Administrative Services (Duplicating, Purchasing, Logistics, Fiscal Services) NIPR 

(Information) – December 8, 2011- Dave Clausen 
3. Recommendation for Adoption of Chapter 5 Board Policies and Administrative Procedures 

(Consultation) - December 8, 2011– Cary Templeton 
4. 2011 Welding Technology IPR (Information) – January 10, 2011– Cheryl Aschenbach 
5. Revised KPI’s for 2011-2012 (Consultation) –-- Dr. Kayleigh Carabajal 
6. 2011 Social Science IPR (Information) – January 2011– Cheryl Aschenbach 
7. 2011 Gunsmithing IPR (Information) – January 2011– Cheryl Aschenbach 
8. 2011 Journalism IPR (Information) – January 2011– Cheryl Aschenbach 
9. Selection and Hiring Manual – January 2011  
10. 2011 Instructional Services (Learning Center) NIPR (Information) – January 2011 - Colleen 

Baker 
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Student Services Board Policies—Slow Track 
 

   BP AP PERSON Policy regarding… 

 BP/AP NEEDING REVIEW   Responsible  

1 5010 
Admissions and Concurrent 
Enrollment Yes Yes 

Dir of Enr 
Svcs 

Need AP pulled together from  
existing policy 

 5012 International Students Yes Yes 
Dir of Enr 

Svcs International Students 

  2 5015 Residence Determination Yes  Yes 
Dir of Enr 

Svcs Appilcation processing 

 5013 Residency for Military Personnel None Yes 
Dir of Enr 

Svcs International Students 

3 5020 Nonresident Tuition Yes Yes 
Dir of Enr 

Svcs 
Ca Res, Good Neighbor,  
Out of state/International, military 

4 5030 Fees Yes Yes 
Dean of 

SS Fee types:  Enrollment Fees 

  5 5031 Instructional Material Fees Yes 

Not  
Ready 

Yes 
Dir of Enr 

Svcs International Students 

6 5035 Witholding student records Yes Yes 
Dir of Enr 

Svcs how do we notify students??? 

7 5040 Student records, directory info, privacy Yes 
 

Yes 
Dir of Enr 

Svcs 
FERPA--Directory  
Information defined 

 5045 Student Records-Challenge None Yes 
Dir of Enr 

Svcs Challenging content and access 

8 5050 Matriculation Yes Yes 
Counselin

g 
Counseling required  
for what students 

9 5052 Open Enrollment Yes Yes 
Dir of Enr 

Svcs 
All apportionment classes  
must be open 

 5070 Attendance Accounting None Yes 
Dir of Enr 

Svcs Attendance Accounting 

 5075 Course Adds and Drops None Yes 
Dir of Enr 

Svcs Course Adds and Drops 

 5120 Transfer Center None Yes 
Counseling 

Coor Transfer Center 

10 5500 Standards of conduct Yes None 
Dean of 

SS Standards of Conduct 

 5510 Dormitory Standards of Conduct None Yes 
Dean of 

SS 
Dormitory Standards of  
Conduct 

 5520 Student Discipline None Yes 
Dean of 

SS 
Procedures open to  
the Deans 

 5530 Student Rights and Grievances None Yes 
Dean of 

SS 
Grievances related to  
student conduct 

 
 5540 Student Rights and Grievances None 

Not 
Ready 

Dean of 
Academic 

Svcs 
Grievances related to academic 
issues 

 
11 5700 Intercollegiate activities & Athletics Yes Yes 

Dean of 
SS 

Title IX non discrimination  
men/women 
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RECOMMEND DELETING THIS POLICY 
(It is no longer necessary) 

 
Student Services Programs        5000 
 
Student Services provides a variety of programs and services to assist the student in a college 
career.  The following programs and services are represented in Student Services. 
 
1. Admissions and Records 
2. Articulation 
3. Career Counseling 
4. Child Care Center 
5. Counseling 
6. Disabled Student Program and Services (D.S.P.&S) 
7. Extended Opportunity Program and Services (E.O.P.&S) 
8. Financial Aid 
9. Health Services 
10. Matriculation 
11. Residential Life 
12. Student Life 
13. Transfer Services 
14. Veterans 
 
Reference: Administration-Lassen Community College 
 
Adopted:  03/17/87     LASSEN COMMUNITY COLLEGE DISTRICT 
Revised:  11/10/98     Susanville, California 
Reviewed:  10/11/05 
Reviewed:  06/27/2006 
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Proposed Lassen Community College District Policy CCLC No. 5010 
  

Student Services 
DRAFT as of 11/14/11 

 
BP 5010 ADMISSIONS AND CONCURRENT ENROLLMENT 
 
References: 

Education Code Sections 5903 (no longer exists), 48800.5, 66270, 70901, 
72011, 76000, 76001, and 76002, and 84810.5; 
Labor Code Section 3077; 

 From current Lassen College Policy 5100 titled Admission Requirements 
 
Lassen Community College District shall admit the following students: 

1. California residents who are high school graduates who possess a diploma, 
Certificate of Proficiency, or a General Education Development Certificate. 
 

2. Non-high school graduates, the definition for which is any person over the age of 
18 who in the judgment of the governing board can profit from the instruction 
offered in a college. 
 

3. Special Admit students, the definition for which is any person under the age of 18 
without a high school diploma who in the judgment of the Governing Board can 
profit from the instruction offered in a college.  Admission of these students shall 
be in accordance with the approved procedure that includes as a minimum: 

• Completion of the college assessment process (See Procedure) 
• Certificate of the parent and/or legal guardian (See Procedure) 
• Certificate from the student’s Superintendent/Principal (See 

Procedure) 
• Completion of required forms from both the Admissions and Records 

Office and the Counseling Department. 
 

4. Inmates of any city, county, or city and county jail, road camp, farm, or federal 
correctional facility who meet the admission criteria. 

 
5. International students who qualify in accordance with the Lassen Community 

College District policy 5166 on AP 5012 titled Iinternational Sstudents. 
 

6. Out-of-state students, who fulfill the qualifications of (1) or (2) stated above. 
 

7. Non-discrimination: It is the policy of the District neither to discriminate against, 
nor exclude from participation in any benefits or activities related to registration, 
enrollment, or any other phase of the instructional program or student activities, 
any otherwise qualified person on the grounds of ethnic group identification, 
religion, gender, age, color, or physical or mental disability. 
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Note:  Current Lassen College Policy 5100 (above) appears to contain all of the critical 
elements necessary.  The following language is included simply as alternative language 
to review and consider as deemed appropriate. 
 
The District shall admit students who meet one of the following requirements and who 
are capable of profiting from the instruction offered: 

• Any person over the age of 18 and possessing a high school diploma or its 
equivalent. 

• Other persons who are over the age of 18 years and who, in the judgment of the 
Superintendent/President or his/her designee are capable of profiting from the 
instruction offered.  Such persons shall be admitted as provisional students, and 
thereafter shall be required to comply with the District's rules and regulations 
regarding scholastic achievement and other standards to be met by provisional 
or probationary students as a condition to being readmitted in any succeeding 
semester. 

• Persons who are apprentices as defined in Labor Code Section 3077. 
 
Note:  Admission of high school and younger students is not mandated by law.  
However, if the District wishes to do so and there is agreement with the school 
district(s), this board policy should identify students who may be admitted (generally by 
age or grade level) and the status (special part-time [Education Code Section 48800], or 
special full time [Education Code Section 48800.5]). 
The District may also include a statement regarding summer school attendance.  
Examples of such policy statements are listed below. 
If Board of Trustees admits special part-time or full-time students, the District must 
comply with the requirements of Education Code Section 76001(b) regarding findings 
and reasons for denying any such request by pupils who are identifies as highly gifted.  
Language is included below.  Apportionment for the concurrent enrollment of high 
school students can only be claimed if the enrollment meets the criteria of Education 
Code Section 76002.  Language is included below. 
Admission 
Any student whose age or class level is equal to grades [  Nine through Twelve  ] is 
eligible to attend as a special part-time student for advanced scholastic or 
career/technical courses. 
Any student whose age or class level is equal to grades [  Nine through Twelve  ] is 
eligible to attend as a special full-time student. 
Any student enrolled in [  Ninth Grade  ] may attend summer session. 
The Superintendent/President shall establish procedures regarding ability to benefit and 
admission of high school and younger students. 
Denial of Requests for Admission 
If the Board of Trustees denies a request for special full time or part time enrollment by 
a pupil who is identified as highly gifted, the Board will record its findings and the reason 
for denying the request in writing within 60 days. 
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The written recommendation and denial shall be issued at the next regularly scheduled 
Board meeting that occurs at least 30 days after the pupil submits the request to the 
District. 
The Superintendent/President shall establish procedures regarding evaluation of 
requests for special full time or part time enrollment by a pupil who is identified as highly 
gifted. 
Claims for State Apportionment for Concurrent Enrollment 
Claims for state apportionment submitted by the District based on enrollment of high 
school pupils shall satisfy the criteria established by statute and any applicable 
regulations of the Board of Governors. 
The Superintendent/President shall establish procedures regarding compliance with 
statutory and regulatory criteria for concurrent enrollment. 
Note:  Nonresident students, including international students, are addressed in BP 5020 
titled Nonresident Tuition.  The District is not required to admit nonresident students, 
and thus is not required to admit international students.  However, if the District admits 
nonresident students, it should not exclude international students as a matter of policy 
based on that status alone, because the District has no authority to discriminate on the 
basis of national origin. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5100 titled Admission Requirements adopted on 3/17/87 and revised on 11/10/98, 
12/14/04, and 10/11/05. 
Date Adopted:    
(Replaces current Lassen College Policy 5100)  
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5010 

  
Student Services 

DRAFT as of 11/14/11 
AP 5010 ADMISSIONS 
Reference: 

Education Code Section 76000 
The Chief Admissions Officer, under the direction of the Chief Student Services Officer 
is responsible for District admission, residency, and concurrent enrollment admission 
procedures. The Lassen Community College District does not restrict admission to 
residents of the District, nor does it restrict the privilege of District residents to attend 
any other community college. Nonresident students are accepted on the same basis as 
California resident students, except that State law requires a tuition charge. 
 
California state law mandates that every student who applies for admission must 
provide residency information to determine the student’s residency classification for 
tuition purposes. 
(AP 5015) 
 
Age and/or High School Graduation Requirement: In general, all full-time students 
must have earned a high school diploma, a State Certificate of Proficiency, or the 
equivalent; or be 18 years of age and meet Federal “Ability to Benefit” requirements. 
In general, all part-time students must have earned a high school diploma, a State 
Certificate of Proficiency, or the equivalent; or be 18 years of age. 
 
Concurrent Enrollment of High School Students: Students who are under 18 years 
of age who have not earned a high school diploma, a State Certificate of Proficiency, or 
the equivalent will only be admitted in accordance with the “concurrent enrollment” 
procedures. (AP 5011) 
 
Foreign students must obtain a special application that will be mailed upon request 
from the Admissions Office. (AP 5012)  
Applicants may apply for college admission by completing a paper Registration 
Application.  Admission, residency, and concurrent enrollment procedures are listed in 
detail in the District Catalog. 
 
 
Note:  This procedure is legally required.  Local practice can be inserted here, as long 
as it does not conflict with the general admissions requirements of Education Code 
Section 76000. 
The District should address: 

• Designated authority and responsibility for the admissions process 
• Admission procedures for students over 18 with a high school diploma 
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• Admission criteria and procedures for students over 18 without a high school 
diploma 

• Admission procedures for non-resident students that include a determination of 
residency status (AP 5015 titled Residence Determination) 

• Publication of admissions policies and procedures 
 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5010 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5011 – Admission of High School and Other Young Students 

Reference: Education Code Sections 48800; 76001 

Non-high school graduates under the age of 18 may be admitted under the following 
conditions. To be considered for admittance as a special part-time student, the student 
must meet the eligibility standards as established in Education Code, Sections 48800 
and 76001. Admission is based on registration priorities and granted on a first enrolled, 
first served basis. The student must: 
 

• Submit the District application for admission; 
• Have completed the eighth grade; 
• Submit the High School Recommendation Form which contains the written and 
signed consent of his or his parent or guardian; 
• Submit the High School Recommendation Form which contains the written and 
signed approval of his or her principal; 
• Meet the academic prerequisite for the class; including the required placement 
level for any math, reading or English class. 
• Enroll in only college-level courses  
• Agree to abide by all rules and regulations governing regular college students; 
• Fulfill their minimum day requirement at their high school, or, for charter/home-
schooled students, the parent has to verify that the proposed college coursework 
will not interfere with the student’s basic high school coursework; 
• Present a grade equivalency certification, documenting the grade level the 
student has achieved, if the student is attending a charter or home school; 
• Present a copy of the affidavit submitted to the State or County Office of 
Education to document the student’s involvement in an educational process. 

 
To be considered for admittance as a special full-time student, the student must meet 
the eligibility standards as established in Education Code Section 48800.05. Admission 
is subject to seat availability. The student must: 
 

• Submit the District application for admission; 
• Have completed the eighth grade; 
• Submit the High School Recommendation Form which contains the written and 
signed consent of his or his parent or guardian; 
• Submit the High School Recommendation Form which contains the written and 
signed approval of his or her principal; 
• Meet the academic prerequisite for the class; including the required placement 
level for any math, reading or English class. 
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• Enroll in only college-level courses. 
• Agree to abide by all rules and regulations governing regular college students; 
• Fulfill their minimum day requirement at their high school, or, for charter/home-
schooled students, the parent has to verify that the proposed college coursework 
will not interfere with the student’s basic high school coursework; 
• Present a grade equivalency certification, documenting the grade level the 
student has achieved, if the student is attending a charter or home school; 
• Present a copy of the affidavit submitted to the State or County Office of 
Education to document the student’s involvement in an educational process. 
• Obtain written approval of the Governing Board of the school District of 
attendance. 

 
The Chief Student Services Officer has the authority to make the final decision whether 
a student can enroll as a full-time student. 
 
To be considered for admittance as a special summer session student, the student must 
meet the eligibility standards as established in Education Code Section 76001. 
Admission is subject to seat availability. The student must: 
 

• Submit the District application for admission; 
• Have completed the eighth grade; 
• Submit the High School Recommendation Form which contains the written and 
signed consent of his or his parent or guardian; 
• Submit the High School Recommendation Form which contains the written and 
signed approval of his or her principal; 
• Meet the academic prerequisite for the class; including the required placement 
level for any math, reading or English class. 
• Enroll in only college-level courses; 
• Agree to abide by all rules and regulations governing regular college students; 
• Fulfill their minimum day requirement at their high school, or, for charter/home-
schooled students, the parent has to verify that the proposed college coursework 
will not interfere with the student’s basic high school coursework; 
• Present a grade equivalency certification, documenting the grade level the 
student has achieved, if the student is attending a charter or home school; 
• Present a copy of the affidavit submitted to the State or County Office of 
Education to document the student’s involvement in an educational process. 

 
All required documents shall be sent to the Chief Student Services Officer. 
The Chief Student Services Officer will review the materials, and will determine 
if the student has the abilities and sufficient preparation to benefit from instruction at a 
community college. The decision of the Chief Student Services Officer shall be 
final. This determination may be done by: 
 

• A review of the materials submitted by the student; 
• Meeting with the student and his or her parent or guardian; 
• Consultation with Division Dean/Instructional Faculty; 
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• Consideration of the welfare and safety of the student and others; and/or 
• Consideration of local, state and/or federal laws 
. 

If a request for special part-time or full-time enrollment is denied for a pupil who has 
been identified as highly gifted, the Board shall provide written findings and reasons for 
the denial within 60 days. A recommendation regarding the request for admission, and 
the denial shall be submitted to the Board at a regularly scheduled meeting that falls at 
least 30 days after the request for admission has been submitted. 
 
Students who complete Lassen Community College District classes will be awarded 
college credit. 
Office of Primary Responsibility:  Admission Office/Chief Student Services Officer 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5012 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5012 INTERNATIONAL STUDENTS 
References: 

Education Code Sections 76141 and 76142; 
Title 5 Section 54045; 
Title 8, U.S. Code Sections 1101. et seq. 

Definition of International Student 
An international student at Lassen Community College is defined as one who is in this 
country on a student visa and who may return to his or her home country upon 
completion of his or her studies. 
General Admission Standards for International Students 

1. To show proficiency in the English language, oral and written, a minimum score 
of 450 (paper score) or 133 (computer score) on the TOEFL (Test of English as a 
Foreign Language) or an equivalent measure of English proficiency. 
 

2. To have acquired a twenty-four hour health insurance and student I.D. card. 
 

3. To have sufficient funds immediately available to pay tuition and fees in advance. 
An explanation of one year’s financial need will be sent with the college 
application form. 

4. To submit the completed Lassen Community College health form to the 
admissions office. 

 
5. To comply with admission regulations.  No registration will take place until all 

requirements are met. 
 
Any international student deficient in English may expect a fifteen unit load limitation. 
International students who do not score a minimum 450(paper score)/133(computer 
score) TOEFL, or equivalent, may be evaluated for English proficiency and may be 
placed in the appropriate English language course. 
Applicants on Visas Issued for Other Institutions 
International students with an academic deficiency from a college or university may be 
admitted after a review of their particular circumstances and upon approval of the Chief 
Student Services Officer. 
Insurance Coverage for International Students 
Each applicant tentatively accepted for admission shall be required to purchase health 
and accident insurance coverage for a minimum period of one year.  This insurance will 
be made available during registration. 
 
Office of Primary Responsibility:  Admission Office/Chief Student Services Officer Office 
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Note:  This procedure is legally required if the District admits non-citizen students.  
Local procedures may be inserted.  The District should include provisions for adherence 
to federal requirements regarding immigration documentation.  The procedures should 
address or provide for: 

• An application process that includes submission of appropriate visa information 
from the country of residence, including INS forms. 

• Students who will be attending pursuant to an F-1 visa, submission of paperwork 
to substantiate issuance by the District of Form I-20. 

• Required TOEFL (Test of English as a Foreign Language) scores, if applicable. 
• Residence determination, including review of whether student holds a visa that 

requires the student have a residence outside of the U.S., or entered the U.S. 
under a visa that permits entry solely for a temporary purpose. 

• Exemptions from nonresident tuition as authorized by Education Code Section 
76140(a)(2) for financial need. 

 
 From current Lassen College Policy 5166 titled International Students 

 
Definition of International Student 
An international student at Lassen Community College is defined as one who is in this 
country on a student visa and who may return to his or her home country upon 
completion of his or her studies. 
General Admission Standards for International Students 

6. To show proficiency in the English language, oral and written, a minimum score 
of 450 on the TOEFL (Test of English as a Foreign Language) or an equivalent 
measure of English proficiency. 

 
7. To have acquired a twenty-four hour health insurance and student I.D. card. 

 
8. To have sufficient funds immediately available to pay tuition and fees in advance. 

An explanation of one year’s financial need will be sent with the college 
application form. 

 
9. To submit the completed Lassen Community College health form to the 

admissions office. 
 

10. To comply with admission regulations.  No registration will take place until all 
requirements are met. 

 
Any international student deficient in English may expect a fifteen unit load limitation. 
International students who do not score a minimum 500 TOEFL, or equivalent, may be 
evaluated for English proficiency and may be placed in the appropriate English 
language course. 
Applicants on Visas Issued for Other Institutions 
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International students with an academic deficiency from a college or university may be 
admitted after a review of their particular circumstances and upon approval of the Dean 
of Student Services. 
Insurance Coverage for International Students 
Each applicant tentatively accepted for admission shall be required to purchase health 
and accident insurance coverage for a minimum period of one year.  This insurance will 
be made available during registration. 
 
Note:  The following language is optional. 
 
Calculation of nonresident tuition fee applicable to noncitizens who have not or cannot 
establish residence, in an amount not to exceed the amount expended by the District for 
capital outlay in the preceding fiscal year divided by the total full-time equivalent 
students.  This fee cannot exceed 50 percent of the nonresident tuition charged other 
nonresidents. 
 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5166 titled International Students adopted on 9/20/76 and revised on 3/17/87, 11/10/98, 
10/11/05, and 6/27/06.  The information in blue type is additional language to consider including in this 
procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 5166)  
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Proposed Lassen Community College District Policy CCLC No. 5015 
  

Student Services 
DRAFT as of 11/14/11 

 
BP 5015 RESIDENCE DETERMINATION 
References: 

Education Code Sections 68040 and76140; 
Title 5 Sections 54000 et seq. 

Students shall be classified at the time of each application for admission or registration 
as a resident or nonresident student. 
A resident is any person who has been a bona fide resident of California for at least one 
year on the residence determination date.  The residence determination date shall be 
the day immediately preceding the first day of a semester or summer session for which 
the student applies to attend. 
 From current Lassen College Policy 5150 titled Residence Requirements 

 
Residence determination shall be made for each student at the time applications for 
admission are accepted and whenever a student has not been in attendance for more 
than one semester.  A student must by the combination of act and intent establish 
residency in California for at least one year and one day immediately preceding the 
opening day of instruction of the semester in which the student proposes to attend 
college. 
Residence will be determined according to the regulations and requirements set forth in 
the Education Code and California Administrative Code. 
Residence classification shall be made for each student at the time applications for 
admission are accepted or registration occurs and whenever a student has not been in 
attendance for more than one semester.  A student previously classified as a 
nonresident may be reclassified as of any residence determination date. 
The Superintendent/President shall enact procedures to assure that residence 
determinations are made in accordance with Education Code and Title 5 regulations. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5150 titled Residence Requirements adopted on 3/17/87 and revised on 11/10/98, 
10/11/05, and 6/27/06. 
 
Date Adopted:    
(Replaces current Lassen College Policy 5150)  

  



17 | P a g e  
 

Proposed Lassen Community College District 
Procedure 

CCLC No. 5015 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5015 RESIDENCE DETERMINATION 
References: 

Education Code Sections 68000 et seq., 68130.5, 76140, and 76142; 
Title 5 Sections 54000 et seq. 

Note:  This procedure is legally required except as noted.  The District may insert its 
local practices here.  The following is provided as an illustrative example included here 
for comparative purposes with current Lassen College Policy language to determine if 
the sample language is preferable. 
Residence Classification 
Residency classifications shall be determined for each student at the time of each 
registration and whenever a student has not been in attendance for more than one 
semester.  Residence classifications are to be made in accordance with the following 
provisions: 

• A residence determination date is that day immediately preceding the opening 
day of instruction for any session during which the student proposes to attend. 

• Residence classification is the responsibility of the [ Admissions Office]. 
• Students must be notified of residence determination within 14 calendar days of 

submission of application. 
 
Right to Appeal 
Students who have been classified as non-residents have the right to a review of their 
classification (Title 5 Section 54010 (a)).  Any student, following a final decision of 
residence classification by the [Admissions Office], may make written appeal to the 
[Chief Student Services Officer] within 30 calendar days of notification of final 
decision by the District regarding classification. 
 
Appeal Procedure 
The appeal is to be submitted to [Admissions Office] which must forward it to the 
[Chief Student Services Officer] within five working days of receipt.  Copies of the 
original application for admission, the residency questionnaire, and evidence or 
documentation provided by the student, with a cover statement indicating upon what 
basis the residence classification decision was made, must be forwarded with the 
appeal. 
The [Chief Student Services Officer] shall review all the records and have the right to 
request additional information from either the student or the Admissions Office. 
Within 30 calendar days of receipt, the [Chief Student Services Officer] shall send a 
written determination to the student.  The determination shall state specific facts on 
which the appeal decision was made. 
Reclassification 
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A student previously classified as a non-resident may be reclassified as of any 
residence determination date.  A residence determination date is that day immediately 
preceding the opening day of instruction for any session during which the student 
proposes to attend. 
Petitions are to be submitted to the Admissions Office. 
Petitions must be submitted prior to the semester for which reclassification is to be 
effective.  Extenuating circumstances may be considered in cases where a student 
failed to petition for reclassification prior to the residency determination date. In no case, 
however, may a student receive a non-resident tuition refund after the date of the first 
census. 
Written documentation may be required of the student in support of the reclassification 
request. 
A questionnaire to determine financial independence must be submitted with the petition 
for reclassification.  Determination of financial independence is not required for students 
who were classified as non-residents by the University of California, the California State 
University, or another community college District. (Education Code Section 68044) 
A student shall be considered financially independent for purposes of residence 
reclassification if the applicant meets all of the following requirements:  

• Has not and will not be claimed as an exemption for state and federal tax 
purposes by his or her parent in the calendar year prior to the year the 
reclassification application is made; 

• Has not lived and will not live for more than six weeks in the home of his/her 
parent during the calendar year the reclassification application is made. 

 
A student who has established financial independence may be reclassified as a resident 
if the student has met the requirements of Title 5 Sections 54020, 54022, and 54024. 
Failure to satisfy all of the financial independence criteria listed above does not 
necessarily result in denial of residence status if the one year requirement is met and 
demonstration of intent is sufficiently strong. 
Financial dependence in the current or preceding calendar year shall weigh more 
heavily against finding California residence than financial dependence in the preceding 
second and third calendar years.  Financial dependence in the current or preceding 
calendar year shall be overcome only if (1) the parent on whom the student is 
dependent is a California resident, or (2) there is no evidence of the student's continuing 
residence in another state. 
The [Admissions Office] will make a determination, based on the evidence and notify 
the student not later than 14 days of receipt of the petition for reclassification. 
Students have the right to appeal according to the procedures above. 
Non-Citizens 
The District will admit any non-citizen who is 18 years of age or a high school graduate. 
If non-citizens are present in the United States illegally or with any type of temporary 
visa, they will be classified as non-residents and charged non-resident tuition unless 
they meet the exceptions contained below. 
If, for at least one year and one day prior to the start of the semester in question, a non-
citizen has possessed any immigration status that allows him or her to live permanently 
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in the United States and she or he meets the California residency requirements, the 
student can be classified as a resident. 
A student who is without lawful immigration status may be classified as a resident if 
he/she meets the following requirements:  

• high school attendance in California for three or more years; 
• graduation from a California high school or attainment of the equivalent thereof; 
• registration for classes not earlier than the fall semester or quarter of 2001-02; 
• the filing of an affidavit that the student has filed an application to legalize his/her 

immigration status, or will file an application as soon as he/she is eligible to do 
so. 

 
The initial residency classification will be made at the time the student applies for 
admission.  Students may file residency questionnaire forms through the third week of 
the semester to request a review of their residency status.  Final residency 
determination is made by the [Admissions Office].  Students may appeal the decision. 
Residence Determinations for Military Personnel and Dependents 
A student who is a member of the armed forces of the United States stationed in 
California on active duty, except a member of the armed forces assigned for educational 
purposes to a state-supported institution of higher education, is entitled to resident 
classification. 
An undergraduate student who is a natural or adopted child, stepchild, or spouse who is 
a dependent of a member of the armed forces of the United States stationed in this 
state on active duty shall be entitled to resident classification. 
A student who was a member of the armed forces of the United States stationed in 
California on active duty for more than one year immediately prior to being discharged 
from the armed forces is entitled to resident classification for the length of time he/she 
lives in California after being discharged up to the minimum time necessary to become 
a resident. 
A parent who is a federal civil service employee and his/her natural or adopted 
dependent children are entitled to resident classification if the parent has moved to this 
state as a result of a military mission realignment action that involves the relocation of at 
least 100 employees.  This classification shall continue until the student is entitled to be 
classified as a resident, so long as the student continuously attends an institution of 
public higher education. 
A student claiming the residence classifications provided for in this procedure must 
provide a statement from the student’s commanding officer or personnel officer 
providing evidence of the date of the assignment to California, and that the assignment 
to active duty in California is not for educational purposes.  A student claiming the 
residence classifications provided for here for the dependent of military personnel shall 
provide a statement from the military person’s commanding officer or personnel officer 
that the military person’s duty station is in California on active duty as of the residence 
determination date, or has been transferred outside of California on active duty after the 
residence determination date, or that the military person has retired from active duty 
after the residence determination date. (Title 5 Sections 54041 and 54042) 
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 From current Lassen College Policy 5160 titled Establishing California 
Residency 

 
In order to be classified as a resident for tuition purposes, a student must have been a 
legal resident of California for one year immediately preceding the residence 
determination date for the term during which the student proposes to attend a California 
Community College. 
To establish residence, there must be a union of act and intent the act is necessary to 
establish legal residence is physical presence in California for one year prior to the 
residence determination.  Indications of that intent include but are not limited to the 
following: 

1. The possession of a California driver’s license. 
2. Ownership of a vehicle registered in California. 
3. A voter registration in California. 
4. A maintained active savings or checking account in the State of California. 
5. A record of filing a California income tax return. 
6. A continuous presence in the state, which requires not leaving for any purpose 

except vacation or temporary employment. 
7. An intention to become a California resident. 
8. The ownership of residential property or continuous occupancy or letting of 

apartment on a lease basis. 
9. A W-2 form with a California address. 
10. The possession of a California hunting or fishing license. 
11. A financial independence from a parent or guardian.  This concept involves the 

following: 
a. not be claimed on parent or guardian’s income tax return for the school year; 
b. not receive more than $750 in support from parents or guardians in any one 

year; 
c. not live with parents or guardian for more than six weeks in any one year. 

 
Students must petition for resident status through the Office of Admissions and 
Records. 
The registrar is authorized to evaluate information presented by the applicant for the 
purpose of determining residency. 
 From current Lassen College Policy 5162 titled Authority to Determine 

Residence 
 

Admission and residency information will be evaluated by the Registrar.  Applicants who 
do not qualify for California residency will be charged the non-resident community 
college fee set by the District, an enrollment fee, and other related fees.  Applicants may 
file a written appeal with the Associate Dean for Student Services. 
Non-resident Tuition 
A fee shall be charged non-resident students in accordance with Board Policy 3360. 
Foreign Students 
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Foreign students will be charged the same non-resident fee as all other non-resident 
students.  Exceptions may be made by the Associate Dean of Student Services in 
accordance with Board Policy 3360. 
Collection of Fees 
Based upon the number of units certified by the Registrar, community college 
nonresident fees are due and payable at the time of registration to the business office, 
based upon the number of units certified by the Registrar. 
Admission in Error 
Non-resident students subject to payment of community college non-resident tuition 
who have been admitted to a class or classes in error without payment of the fee, shall 
be excluded from such class or classes upon notification pending payment of the fee.  
For the purpose of this rule only, notification consists of oral or written advice from the 
Registrar of the college to the student prior to the end of the fourth week of the 
semester, academic quarter, session, or period of enrollment. 
 From current Lassen College Policy 5165 titled Falsification of Residence 

Information 
 

Falsification of Residence Information 
Non-resident students who have been admitted to a class or classes without payment of 
the fee because of falsification of information submitted by or for them shall be excluded 
pending appeal procedures from such class or classes upon notification.  For the 
purpose of this rule only, notification consists of oral or written advice to the student and 
such notification may be given any time.  Students excluded because of falsifications 
shall not be readmitted during the semester or session from which they were excluded, 
nor shall they be readmitted until all previously incurred tuition obligations are paid. 
Collection of Fees Following Falsification 
It is the policy of Lassen Community College District Governing Board to vigorously 
pursue collection of payment of non-resident fees, the payment of which was avoided 
by falsification.  Following reports to the Board, the Dean of Administrative Services is 
authorized to initiate action or to request action in the appropriate courts of law in order 
to collect the fees. 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5160 titled Establishing California Residency adopted on 9/20/76 and revised on 3/17/87, 
11/10/98, 10/11/05 and 6/27/06; Policy 5162 titled Authority to Determine Residence adopted on 9/20/76 
and revised on 3/17/87, 11/10/98, 10/11/05 and 6/27/06; and Policy 5165 titled Falsification of Residence 
Information adopted on 9/20/76 and revised on 3/17/87, 11/10/98, 10/11/05 and 6/27/06.  The information 
in blue type is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policies 
5160, 5162, and 5165) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5013 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5013 STUDENTS IN THE MILITARY 
References: 

Education Code Sections 68074, 68075, 68075.1 (no longer exists), and 
68075.5; 
Title 5 Section 55023, 55024 54041, 54042, 54050, and 58620 

Note:  This procedure is optional.  The following procedures may also be placed in 
other Administrative Procedures as appropriate, e.g., residence determination and 
grading and drop/add procedures. 
Withdrawal Policies for Members of the Military 
A student who is a member of an active or reserve United States military service and 
who receives orders compelling a withdrawal from courses shall be permitted to 
withdraw upon verification of such orders.  A withdrawal symbol may be assigned which 
may be a “W” or a “MW.”  Military withdrawal shall not be counted in progress probation 
or dismissal calculations.  In no case may a military withdrawal result in a student being 
assigned an “FW” grade. 
Districts may reference or include local administrative procedures regarding how such a 
student would withdraw. 
 From current Lassen College Policy 5161 titled Military Personnel 

Residency 
 

1. General Rule 
a. Active members of the military who are present in California under military 

orders, except those assigned to California for educational purposes, are 
exempt from nonresident tuition for the duration of their enrollment at a 
community college. 

i. There is no requirement for the military person to establish 
residence; however, the student must be on active duty assigned to 
California as of the residence determination date. 

ii. If the military person becomes separated from the military service, 
he or she would be required to provide evidence of intent to 
establish California residence for a minimum of one year prior to 
the residence determination date. 

iii. A student who was a member of the military stationed in California 
on active duty for more than one year immediately prior to being 
separated from the military is entitled to resident classification for 
up to one year for the time he or she resides in California.  This 
one-year waiver after the military persons’ discharge allows the 
time necessary to establish residence.  After the one-year waiver, 
the student would provide evidence as to his or her California 
residence. 
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b. Being the child, stepchild or spouse (dependents) of the military person, does 
not, of itself, entitle the student to resident status. In fact, only clear and 
unambiguous evidence of an intention to abandon the old domicile and adopt 
a new residence will be sufficient for a person who comes to California as a 
dependent of a member of the armed forces of the United States who comes 
to a jurisdiction in obedience to orders.  A one-year waiver period is provided 
for dependents to establish residence. 

 
Office of Primary Responsibility:  _______________ 
 
 
NOTE:  The red type signifies language that is suggested as good practice by the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5161 titled Military Personnel Residency adopted on 11/10/98 and revised on 10/11/05 
and 6/27/06.  The information in blue type is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 5161)  
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Proposed Lassen Community College District Policy CCLC No. 5020 
  

Student Services 
DRAFT as of 11/14/11 

BP 5020 NONRESIDENT TUITION 
References: 

Education Code Sections 68050, 68051, 68130, 68130.5, and 76141; 
Title 5 Section 54045.5 

Nonresident students shall be charged nonresident tuition for all units enrolled, unless 
specifically required otherwise by law. 
Not later than February 1 of each year, the Superintendent/President shall bring to the 
Board of Trustees for approval an action to establish nonresident tuition for the following 
fiscal year.  The fee shall be calculated in accordance with guidelines contained in 
applicable state regulations and/or the California Community College Attendance 
Accounting Manual. 
The Superintendent/President shall establish procedures regarding collection, waiver, 
and refunds of nonresident tuition. 
Note:  The following is optional for those districts that enact a capital outlay component 
to nonresident tuition as permitted by Education Code Section 76141. 
The Superintendent/President is authorized to implement a fee of [$ ______] to be 
charged only to persons who are both citizens and residents of foreign countries.  The 
Board of Trustees finds and declares that this fee does not exceed the amount 
expended by the District for capital outlay in the preceding year divided by the total 
FTES in the preceding fiscal year. 
Students who would otherwise be charged this fee shall be exempt if they demonstrate 
that they are a victim of persecution or discrimination in the county of which they are a 
citizen and resident, or if they demonstrate economic hardship. 
Students shall be deemed victims of persecution or discrimination if they present 
evidence that they are citizens and residents of a foreign country and that they have 
been admitted to the United States under federal regulations permitting such persons to 
remain in the United States.  Students shall be deemed to have demonstrated economic 
hardship if they present evidence that they are citizens and residents of a foreign 
country and that they are receiving Temporary Assistance for Needy Families Program, 
Supplemental Income/State Supplementary benefits, or general assistance. 
 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore). 
 
Date Adopted:    
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5020 

  
Student Services 

DRAFT as of 11/14/11 
AP 5020 NONRESIDENT TUITION 
References: 

Education Code Sections 76140 et seq. 
The non-resident student fee shall be established by review of non-resident tuition in 
contiguous districts.  The fee shall be established by calculation of the current expense 
of education calculated according  to the Budget and Accounting Manual.  The fee shall 
be based upon the total number of units enrolled. 
The Governing Board of Lassen Community College District shall set a tuition fee per 
unit for all non-resident students not later than February 1 of each year pursuant to the 
provisions of Education Code Section 76140.  The tuition fee shall be applicable to all 
non-resident students. 
Exemptions: 
The Admissions Office is authorized to exempt one hundred (100) full-time equivalent 
students who are residents of Nevada.  For these students, a fee of $42 per unit shall 
be required, in addition to applicable Health and other special fees. 
Refunds for non-Resident Tuition 

1. Regular semester – full term: 
A. First ten school days 100% refund on any unit reduction 
B. After the first ten school days, no refund for any unit reduction 

 
2. Summer classes and semester classes less than full-term; no refund after the 

beginning of class. 
 
Tuition originally will be paid on the number of units enrolled for a registration. 
The amount of tuition owed at the end of the second week will be calculated according 
to the number of adds and drops during that period. 
Exceptions to this policy must be approved by the Superintendent/President or 
designee. 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
Note:  This procedure is legally required.  Local practice may be inserted, which must 
include or address: 

• Exemptions, if any 
• A requirement that the nonresident tuition fee be set not later than February 1 of 

each year. 
• A requirement that the calculation reflect the current expense of education 

calculated according to the Budget and Accounting Manual 
• Exemptions, if any, due to reciprocity with bordering states 
• Processing fees, if any, for international students 
• A requirement that the calculation include the expense of education in the 

preceding fiscal year 
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• A requirement that the calculation reflect fees in contiguous Districts 
• A requirement that the calculation provide for students enrolled in more or less 

that 15 units per term 
 
 From current Lassen College Policy 3360 titled Tuition for Non-Resident 

Students 
 

The Governing Board of Lassen Community College District shall set a tuition fee per 
unit for all non-resident students not later than February 1 of each year pursuant to the 
provisions of Education Code Section 76140.  The tuition fee shall be applicable to all 
non-resident students. 
The Financial Aid Office is authorized to exempt from all or parts of the fee for up to: 

1. Three (3) non-resident students at any one time who are both a citizen and 
Resident of a foreign country (not more than 10% of the non-resident foreign 
students may be so exempt). 
 

2. One hundred (100) full-time equivalent students who are residents of Nevada.  
For these students, a fee of $42 per unit shall be required, in addition to 
applicable Health and other special fees. 

 
Refunds for non-Resident Tuition 

3. Regular semester – full term: 
C. First two weeks 100% refund on any unit reduction 
D. After the first two weeks, no refund for any unit reduction 

 
4. Summer classes and semester classes less than full-term; no refund after the 

beginning of class. 
Tuition originally will be paid on the number of units enrolled for a registration. 
The amount of tuition owed at the end of the second week will be calculated according 
to the number of adds and drops during that period. 
Exceptions to this policy must be approved by the Superintendent/President or 
designee. 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 3360 titled Tuition for Non-Resident Students adopted on 4/5/77 and revised on 2/17/87, 
3/19/91, 12/15/92, and 10/28/97.  The information in blue type is additional language to consider 
including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 3360)  
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Proposed Lassen Community College District Policy CCLC No. 5030 
  

Student Services 
DRAFT as of 11/14/11 

BP 5030 FEES 
References: 

Education Code Sections 76300 et seq. 
The Board of Trustees authorizes the following fees.  The Superintendent/President 
shall establish procedures for the collection, deposit, waiver, refund, and accounting for 
fees as required by law.  The procedures shall also assure those who are exempt from 
or for whom the fee is waived are properly enrolled and accounted for.  Fee amounts 
shall be published in the college catalogs. 
 From current Lassen College Policy 3300 titled Fees -- General 

 
All fees charged by the District shall be approved by the Governing Board. 
The Governing Board may establish any fee authorized by law or regulation.  These 
may include, but not limited to:  enrollment, health, community service, parking, out of 
state tuition, good neighbor policy, materials, transcripts, library fines, photocopy, fax, 
facilities rental, refund processing, lost keys, returned checks, and other fees as 
permitted by law or regulation. 
Current fee schedules shall be communicated by publication in such documents as the 
College Catalog and the Schedule of Classes, and/or by placing written notices in 
appropriate locations on campus. 
Procedures for the Collection and refunding of fees shall be established by the Dean of 
Administrative Services and shall be communicated by publication in such documents 
as the College Catalog and the Schedule of Classes and/or by placing written notices in 
appropriate locations on campus. 
Enrollment Fee 

Education Code Section 76300 
Each student shall be charged a fee for enrolling in credit courses as required by law. 
Note:  If auditing is permitted (see Chapter 4) the following policy language is legally 
required. 
Auditing Fees 

Education Code Section 76370 
Persons auditing a course shall be charged a fee of [  $15.00  ] per unit per semester.  
Students enrolled in classes to receive credit for 10 or more semester credit units shall 
not be charged this fee to audit three or fewer units per semester. 
 
Note:  If the District charges any of the following optional fees, the following policy 
language would apply. 
Health Fee 

Education Code Section 76355 
 From current Lassen College Policy 5800 titled Health Fees 

 
The governing board of a district maintaining a community college may require 
community college students to pay The District shall charge each full time student a fee 
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in the total amount of not more than ten dollars ($10) for each semester, seven dollars 
($7) for summer school, seven dollars ($7) for each quarter for health supervision and 
services, including direct or indirect medical and hospitalization services, or the 
operation of a student health center or centers, or both. 
Note:  Alternative language, to avoid specific amounts. 
The Superintendent/President shall present to the Board for approval a fee to be 
charged to each full time student for student health services. 
Certain part-time students may be exempted as well as apprenticeship, dependent 
children and serving spouses of members of the California National Guard who are 
killed or permanently disabled while in the active service of the state and those who 
depend on prayer for healing.  Inmates of correctional centers will have their health fee 
waived. 
Parking Fee 

Education Code Section 76360 
Students [ and employees  ] shall be required to pay a fee, in an amount not to exceed 
$ ______ per semester and $ ______ per intersession for parking services. 
To encourage ridesharing, a student may certify in writing at the time of payment of the 
fee that he or she regularly has two or more passengers commuting with him/her. 
Note:  Alternative Language, to avoid specific amounts 
The Superintendent/President shall present for Board approval fees for parking for 
students [and employees ]. 
 
Instructional Materials 

Education Code Section 76365; 
Title 5 Sections 59400 et seq. 

Students may be required to provide required instructional and other materials for a 
credit or non-credit course, provided such materials are of continuing value to the 
student outside the classroom and provided that such materials are not solely or 
exclusively available from the District. 
Physical Education Facilities 

Education Code Section 76395 
Where the District incurs additional expenses because a physical education course is 
required to use non-District facilities, students enrolled in the course shall be charged a 
fee for participating in the course.  Such fee shall not exceed the student’s calculated 
share of the additional expenses incurred by the District. 
Student Representation Fee 

Education Code Section 76060.5 
 From current Lassen College Policy 5400 titled Student Organizations 

 
In accordance with the provisions of Education Code Section 76060, the Governing 
Board of Lassen Community College District approves the organization of the 
Associated Student Body to be governed under the provisions of the constitution 
adopted by this organization. 
If a student body association has been established at a community college as 
authorized by Section 76060, Tthe governing body of the student body association may 
order that an election be held for the purpose of establishing a student representation 
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fee of one dollar ($1) per semester.  This fee may be charged at a rate of $1 fee per 
semester to be used to provide support for student governmental affairs representation.  
A student may refuse to pay the fee for religious, political, financial, or moral reasons 
and shall submit such refusal in writing.  The election shall be held in compliance with 
regulations of the Board of Governors of the California Community Colleges and shall 
be open to all regularly enrolled students of the community college.  The affirmative vote 
of two-thirds of the students voting in the election shall be sufficient to establish the fee.  
However, the election shall not be sufficient to establish the fee unless the number of 
students who vote in the election equals or exceeds the average of the number of 
students who voted in the previous three student body association elections. 
 
The association shall encourage students to participate in the governance of the college 
and may conduct any activities, including fundraising activities, as may be approved by 
the appropriate college officials.  The student body association may be granted the use 
of community college premises and properties without charge, subject to any 
regulations that may be established by the governing board of the community college 
district. 
Student Transportation Costs 

Education Code Section 76361 
Students [  and employees  ] shall be charged a fee for the purpose of recovering 
transportation costs incurred by the District for services provided by common carriers to 
students [  and employees  ].  The fee shall be $_______ per student [  or employee  ].  
These fees will only paid by students [  and employees  ] who use the transportation 
services, unless a vote of the students in accordance with the Education Code 
establishes otherwise. 
Transcript Fees 

Education Code Section 76223 
The District shall charge a reasonable amount for furnishing copies of any student 
record to a student or former student.  The Superintendent/President is authorized to 
establish the fee, which shall not to exceed the actual cost of furnishing copies of any 
student record.  No charge shall be made for furnishing up to two transcripts of 
students’ records, or for two verifications of various records.  There shall be no charge 
for searching for or retrieving any student record. 
International Students Application Processing Fee 

Education Code Section 76142 
The District shall charge students who are both citizens and residents of a foreign 
country a fee to process his or her application for admission.  This processing fee and 
regulations for determining economic hardship may be established by the 
Superintendent/President.  The fee shall not exceed the lesser of 1) the actual cost of 
processing an application and other documentation required by the U.S. government; or 
2) one hundred dollars ($100), which shall be deducted from the tuition fee at the time 
of enrollment. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 3300 titled Fees - General adopted on 10/28/97 and revised on 5/13/03; Policy 5400 titled 
Student Organization adopted on 9/20/76 and revised on 3/17/87, 11/10/98, and 6/27/06; and Policy 5800 
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titled Health Fees adopted on 11/10/98 and revised on 3/7/06.  The information in blue ink is additional 
language to consider including in this policy. 
 
Date Adopted:    
(Replaces current Lassen College Policies 
3300, 5400, and 5800) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5030 

  
Student Services 

DRAFT as of 11/14/11 
AP 5030 FEES 
References: 

Education Code Sections 66025.3, 70902(b)(9), and 76300; 
Title 5 Section 51012; 
Chancellor’s Student Fee Handbook 

 
Note:  This procedure is legally required.  Local practice can be inserted here, but 
must comply with applicable law.  Community college districts may only require students 
to pay a fee if required or specifically authorized by statute.  The General Counsel’s 
Office of the Chancellor’s Office regularly publishes an updated student fee handbook 
(www.cccco.edu/divisions/legal/studentfeehandbook_files/studentfeehandbook.htm) 
that analyzes which fees are required and which are permitted, as well as those which 
are prohibited. 
Required fees include: 

• Enrollment (Education Code Section 76300; Title 5 Sections 58500-58509) 
• Nonresident tuition with these permissive exemptions (Education Code Sections 

76140 and 76140.5): 
o All nonresident students enrolling for 6 or fewer units; or 
o A student who is a citizen and resident of a foreign country who 

demonstrates financial need 
 
Fees authorized by law include: 

• Non-District physical education facilities (Education Code Section 76395) 
• Noncredit courses (Education Code Section 76385) 
• Community service courses (Education Code Section 78300) 
• Auditing of courses (Education Code Section 76370) 
• Instructional materials (Education Code Sections 73365, 81457, and 81458; Title 

5 Sections 59400-59408) 
• Athletic insurance (Education Code Section 70902(b)(9)) 
• Cross-Enrollment with CSU or UC (Education Code Section 66753) 
• Health (Education Code Section 76355) 
• Parking (Education Code Section 76360) 
• Transportation (Education Code Sections 76361 and 82305.6) 
• Student representation (Education Code Section 76060.5; Title 5 Sections 

54801-54805) 
• Student Center (Education Code Section 76375; Title 5 Section 58510) 
• Copies of student records (Education Code Section 76223) 
• Dormitory (Education Code Section 81670) 
• Child care (Education Code Sections 66060 and 79121 et seq.) 
• Nonresident capital outlay (Education Code Section 76141) 

http://www.cccco.edu/divisions/legal/studentfeehandbook_files/studentfeehandbook.htm
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• Nonresident application processing (Education Code Section 76142) 
• Credit by Examination (Education Code Section 76300; Title 5 Section 55753) 
• Use of facilities financed by revenue bonds (Education Code Section 

81901(b)(3)) 
• Refund processing (Title 5 Section 58508) 
• Telephone registration (Education Code Section 70902(a)) 
• Physical fitness test (Education Code Section 70902(b)(9)) 
• Instructional Tape Lease/Deposit  (Education Code Section 70902(b)(9)) 
• Credit Card Use (Education Code Section 70902(b)(9)) 
• International Student Medical Insurance (Education Code Section 70902(b)(9)) 

 
Prohibited fees include: 

• Late application (California Community College Chancellor’s Office (CCCCO) 
Student Fee Handbook) 

• Add/drop (CCCCO Student Fee Handbook) 
• Mandatory student activities (CCCCO Student Fee Handbook) 
• Student Identification Cards (CCCCO Student Fee Handbook) 
• Student Body Organization (CCCCO Student Fee Handbook) 
• Nonresident application (CCCCO Student Fee Handbook) 
• Field trip (Title 5 Sections 55450 and 55451) 
• For dependents of certain veterans (Education Code Section 66025.3) 
• For dependents of certain victims of the September 11, 2001, terrorist attacks. 

(CCCCO Student Fee Handbook) 
• For certain recipients of the Medal of Honor and certain children of the recipients 

of the Medal of Honor (Education Code Section 66025.3) 
• Required or funded services (CCCCO Student Fee Handbook) 
• Refundable deposits (CCCCO Student Fee Handbook) 
• Distance education (other than the statutorily authorized enrollment fee) 

(CCCCO Student Fee Handbook) 
• Mandatory mailings (CCCCO Student Fee Handbook) 
• Rental of practice rooms (CCCCO Student Fee Handbook) 
• Apprenticeship courses (Education Code Section 76350) 
• Technology fee (CCCCO Student Fee Handbook) 
• Late payment fee (Title 5 Sections 58502 and 59410) 
• Nursing/healing arts student liability insurance (Title 5 Section 55234) 
• Cleaning (CCCCO Student Fee Handbook) 
• Breakage (CCCCO Student Fee Handbook) 
• Test proctoring (CCCCO Student Fee Handbook) 

 
Collection and Refund of Fees: 
Students are expected to pay their tuition and fees at the time of registration.  However, 
where financial aid eligibility has been established and if payment at registration creates 
a financial hardship, a student may request a deferred  payment plan.  The Chief 
Business Officer or designee may work out alternative payment plans in exceptional 
cases. 
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All payment plans will be approved and administered by the District’s Business Office.  
Any unpaid balance will be treated as a hold for future registration and transcripts. 
For a semester length class, refunds may be granted up to ten school days from the 
beginning of class or up to and including the first day of class for classes that are less 
than a semester in length.  Students must file a refund request. 
Office of Primary Responsibility:  Business Office/Chief Business Officer 
Note:  Local practice may be inserted here, which should include or address: 

• Fees to be collected when enacted by the Legislature following registration by 
the student 

• Fees collected in error 
• Fees refundable because of a reduction in the educational program of the District 
• Fees refundable because of the student’s reduction in units or withdrawal from 

an education program 
• Fees refundable because of changes in law or regulation authorizing and 

establishing enrollment fees 
• Notice to students of availability of exemptions from certain mandatory and 

authorized fees 
 
 From current Lassen College Policy 3370 titled Deferrals for Tuition and 

Fees 
 
Students are expected to pay their tuition and fees at the time of registration.  However, 
where payment at registration creates a financial hardship, a student may apply for a 
two installment payment plan.  This plan will allow the student to pay half of their fees at 
registration and the balance by the 10th week of classes.  (However, a minimum 
payment of $100 for in-state students and $200 for out-of-state students is required.)  
The Dean of Administrative Services may work out alternative payment plans in 
exceptional cases. 
All payment plans will be approved and administered by the District’s Business Office.  
Any unpaid balance will be treated as a hold for future registration and transcripts. 
 From current Lassen College Policy 3350 titled Enrollment Fees and 

Refunds 
 
The Governing Board will charge enrollment fees for California residents in accordance 
with Education Code section 76300. 
For a semester length class, refunds may be granted up to ten school days from the 
beginning of class or up to and including the first day of class for classes that are less 
than a semester in length.  Students must file a refund request. 
Office of Primary Responsibility:  _______________ 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 3350 titled Enrollment Fees and Refunds adopted on 2/17/87 and revised on 10/28/97 and 
8/25/98 and Policy 3370 titled Deferrals for Tuition and Fees adopted on 10/28/97.  The information in 
blue type is additional language to consider including in this procedure. 
 
Date Approved:    
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(Replaces current Lassen College Policies 
3350 and 3370) 
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Proposed Lassen Community College District Policy CCLC No. 5031 
  

Student Services 
DRAFT as of 11/14/11 

BP 5031 INSTRUCTIONAL MATERIALS FEES 
References: 

Title 5 Sections 59400-59408 
 From current Lassen College Policy 3310 titled Instructional Materials Fees 

 
Lassen Community College District may charge students instructional materials fees for 
materials which are of continuing value to the student outside the classroom and the 
materials are not “solely or exclusively available from the District”. 
These fees shall be approved by the Governing Board. 
 
NOTE:  The language in black ink is current Lassen College Policy 3310 titled Instructional Materials 
Fees adopted (as 6060) on 5/5/87 and revised on 10/28/97.  The CC League does not have template 
language for a policy on Instructional Materials Fees – only template language for a procedure – see AP 
5031. 
 
Date Adopted:    
(Replaces current Lassen College Policy 3310)  
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5031 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5031 INSTRUCTIONAL MATERIALS FEES 
References: 

Education Code Section 76365; 
Title 5 Sections 59400 et seq. 

Note:  This procedure is legally required.  Local practice may be inserted. 
Students may be required to provide instructional and other materials required for a 
credit or non-credit course.  Such materials shall be of continuing value to a student 
outside of the classroom setting and shall not be solely or exclusively available from the 
District. 
Definitions 
"Instructional and other materials" means any tangible personal property which is 
owned or primarily controlled by an individual student. 
“Tangible personal property” includes electronic data that the student may access 
during the class and store for personal use after the class in a manner comparable to 
the use available during the class. 
"Required instructional and other materials" means any instructional and other 
materials which a student must procure or possess as a condition of registration, 
enrollment or entry into a class, or any such material which is necessary to achieve 
those required objectives of a course which are to be accomplished under the 
supervision of an instructor during class hours. 
"Solely or exclusively available from the District" means that the material is not 
available except through the District, or that the District requires that the material be 
purchased or procured from it.  A material shall not be considered to be solely or 
exclusively available from the District if it is provided to the student at the District's 
actual cost; and 1) The material is otherwise generally available, but is provided solely 
or exclusively by the District for health and safety reasons; or 2) The material is 
provided in lieu of other generally available but more expensive material which would 
otherwise be required. 
"Required instructional and other materials which are of continuing value outside 
of the classroom setting" are materials which can be taken from the classroom setting 
and which are not wholly consumed, used up, or rendered valueless as they are applied 
in achieving the required objectives of a course to be accomplished under the 
supervision of an instructor during class hours. 
Establishing Required Materials and Related Fees 
Note:  Insert local procedures here, including:  

• How need is determined and by whom. 
• How compliance with definitions is determined and by whom. 
• How materials will be provided and by whom. 
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• Procedures for publishing and collecting fees. 
• Who is responsible for gathering related data and responding to the State 

Chancellor's Office inquiries regarding these fees. 
 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Office 
 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 
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Proposed Lassen Community College District Policy CCLC No. 5035 
  

Student Services 
DRAFT as of 11/14/11 

 
BP 5035 WITHHOLDING OF STUDENT RECORDS 
Reference: 

Title 5 Section 59410 
Students or former students who have been provided with written notice that they have 
failed to pay a proper financial obligation shall have grades, transcripts, diplomas, and 
registration privileges withheld. 
 
NOTE:  The red type signifies legally advised language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore). 
 
Date Adopted:    
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 

 

 
. 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5035 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5035 WITHHOLDING OF STUDENT RECORDS 
Reference: 

Title 5 Section 59410 
Note:  If the District withholds student records due to non-payment of fees, the following 
is legally required.  Local procedure may be inserted.  The following is an illustrative 
example that meets legal requirements. 
The [ Chief Admissions Officer] may withhold grades, transcripts, diplomas, and 
registration privileges from any student or former student who fails to pay a proper 
financial obligation to the District.  The student shall be given written notification and the 
opportunity explain if the financial obligation is in error. 
The definition of proper financial obligation shall include, but is not limited to:  student 
fees; obligations incurred through the use of facilities, equipment, or materials; library 
fines; unreturned library books; materials remaining improperly in the possession of the 
student; and/or any other unpaid obligation a student or former student owes to the 
District.  A proper financial obligation does not include any unpaid obligation to a 
student organization. 
Note:  Insert local procedures on the notification process and the student’s opportunity 
to explain. 
 From current Lassen College Policy 3390 titled Financial Holds 

 
Students in default on any payments due the District, as determined by the Chief 
Business Officer Dean of Administrative Services, will not be allowed to register for 
future classes and will have academic transcripts withheld until satisfactory repayment 
arrangements are made with the District’s Business Office.  Any debts owed to the 
District will be reported to COTOPS and may be turned over for collection. 
 
Students in default from receipt of a Stafford or Supplemental Loan for Students while 
attending Lassen College will have academic transcripts withheld until satisfactory 
repayment arrangements are made with their lender and notification is received from 
the lender.  (Satisfactory arrangement means 6 continuous payments or Paid in Full). 
 From current Lassen College Policy 5320.1 titled Withholding of Student 

Academic Transcripts 
 
Students in default from receipt of a Stafford or Supplemental Loan for Students while 
attending Lassen Community College will have academic transcripts withheld until 
satisfactory repayment arrangements are made with their lender and notification is 
received from the lender. (Satisfactory arrangements generally means 12 continuous 
payments or Paid in Full). 
Office of Primary Responsibility:  Administrative Services/Chief Business Officer 
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NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 3390 titled Financial Holds adopted on 8/4/92 and revised on 10/28/97 and 12/19/06 and 
Policy 5320.1 titled Withholding of Student Academic Transcripts adopted on 8/4/92 and revised on 
11/10/98 and 6/27/06.  The information in blue type is additional language to consider including in this 
procedure. 
 
Date Approved:    
(Replaces current Lassen College Policies 
3390 and 5320.1) 
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Proposed Lassen Community College District Policy CCLC No. 5040 
  

Student Services 
DRAFT as of 11/14/11 

 
BP 5040 STUDENT RECORDS, DIRECTORY INFORMATION, AND 

PRIVACY 
References: 

Education Code Sections 76200 et seq.; 
Title 5 Sections 54600 et seq. 

The Superintendent/President shall assure that student records are maintained in 
compliance with applicable federal and state laws relating to the privacy of student 
records. 
The Superintendent/President may direct the implementation of appropriate safeguards 
to assure that student records cannot be accessed or modified by any person not 
authorized to do so. 
Any currently enrolled or former student of the District has a right of access to any and 
all student records relating to him or her maintained by the District. 
No District representative shall release the contents of a student record to any member 
of the public without the prior written consent of the student, other than directory 
information as defined in this policy and information sought pursuant to a court order or 
lawfully issued subpoena, or as otherwise authorized by applicable federal and state 
laws. 
Students shall be notified of their rights with respect to student records, including the 
definition of directory information contained here, and that they may limit the 
information. 
Directory information shall include: 

• Student participation in officially recognized activities and sports including weight, 
height and high school of graduation of athletic team members. 

• Degrees and awards received by students, including honors, scholarship awards, 
athletic awards and academic honors recognition. 

 
Note:  This is an extremely limited definition of “directory information.”  Both state and 
federal laws permit the Board of Trustees to adopt a definition of “directory information” 
that includes any of the following:  name, address, telephone number, date and place of 
birth, major field of study, student participation in officially recognized activities and 
sports including weight, height and high school of graduation of athletic team members, 
degrees and awards received by students, including honors, scholarship awards, 
athletic awards and Dean’s List recognition, dates of attendance, and the most recent 
public or private school attended by the student.  Such an expansive definition of 
“directory information” is no longer recommended out of concern for both the family 
privacy and the safety of students.  Applicable law does not give the District discretion 
to use a more expansive definition of directory information on a selective basis, e.g., in 
order to make such data available to potential vendors. 
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NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore). 
 
Date Adopted:    
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5040 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5040 STUDENT RECORDS, DIRECTORY INFORMATION, AND 
PRIVACY 

References: 
Education Code Sections 76200 et seq.; 
Title 5 Sections 54600 et seq., 
Civil Code Section 1798.85; 
U.S Patriot Act 

Note:  This procedure is legally required.  Local practice may be inserted.  Definitions 
of “student records” are contained in Education Code Section 76210.  The following is 
an illustrative example that meets legal requirements and is included here for 
comparative purposes to determine if the sample language is preferable to current 
Lassen College Policy language. 
A cumulative record of enrollment, scholarship, and educational progress shall be kept 
for each student. 
Release of Student Records 
No instructor, official, employee, or governing board member shall authorize access to 
student records to any person except under the following circumstances: 
 
• Student records shall be released pursuant to a student's written consent. The written 
consent shall include the student’s name and personal information, list the person to 
whom the information shall be provided, and shall be signed and dated by the student. 
 
• “Directory information” may be released in accordance with the definitions in Board 
Policy 5040. Directory information is given out only when it is necessary or appropriate 
to do so in the opinion of a member of the Student Services professional staff. 
 
• Student records shall be released pursuant to a judicial order or a lawfully issued 
subpoena. Subpoenas for student records are to be sent to the Chief Admissions 
Officer. The Chief Admissions Officer will attempt to notify the student (at the last known 
address) of the subpoena and the student’s right to file a motion to quash with the 
Court. If a Motion to Quash is not received from the Court by the required subpoena 
deadline, the Director will mail the subpoenaed records to the required address. 
 
• Student records shall be released pursuant to a federal judicial order that has been 
issued regarding an investigation or prosecution of an offense concerning an 
investigation or prosecution of terrorism. 
 
• Student records may be released to officials and employees of the District only when 
they have a legitimate educational interest to inspect the record. District officials or 
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employees who do not normally have access to student records in the regular course of 
their position must obtain authorization for access from the Director. 
 
• Student records may be released to authorized representatives of the Comptroller 
General of the United States, the Secretary of Education, an administrative head of an 
education agency, state education officials, or their respective designees or the United 
States Office of Civil Rights, where that information is necessary to audit or evaluate a 
state or federally supported educational program or pursuant to federal or state law. 
Exceptions are that when the collection of personally identifiable information is 
specifically authorized by federal law, any data collected by those officials shall be 
protected in a manner that will not permit the personal identification of students or their 
parents by other than those officials, and any personally identifiable data shall be 
destroyed when no longer needed for that audit, evaluation, and enforcement of federal 
legal requirements. The Chief Admissions Officer will be responsible for releasing 
student information in matters of state or federal law. 
 
• Student records may be released to officials of other public or private schools or 
school systems, including local, county or state correctional facilities where education 
programs are provided, where the student seeks or intends to enroll or is directed to 
enroll. The release is subject to the conditions in Education Code 76225. The Director 
will be responsible for authorizing the release of student information in accordance with 
Education Code 76225. 
• Student records may be released to agencies or organizations in connection with a 
student's application for, or receipt of, financial aid, provided that information permitting 
the personal identification of those students may be disclosed only as may be 
necessary for those purposes as to financial aid, to determine the amount of the 
financial aid, or conditions that will be imposed regarding financial aid, or to enforce the 
terms or conditions of financial aid. The Director of Financial Aid will be responsible for 
releasing information concerning financial aid. 
 
• Student records may be released to organizations conducting studies for, or on behalf 
of, accrediting organizations, educational agencies or institutions for the purpose of 
developing, validating, or administrating predictive tests, administering financial aid 
programs, and improving instruction, if those studies are conducted in such a manner 
as will not permit the personal identification of students or their parents by persons other 
than representatives of those organizations and the information will be destroyed when 
no longer needed for the purpose for which it is conducted. The Chief Admissions 
Officer will be responsible for authorizing the release of student information. 
 
• Student records may be released to appropriate persons in connection with an 
emergency if the knowledge of that information is necessary to protect the health or 
safety of a student or other persons, subject to applicable federal or state law. The Chief 
Admission Officer is authorized to release student information. 
 
• The following information shall be released to the federal military for the purposes of 
federal military recruitment: student names, addresses, telephone listings, dates and 



45 | P a g e  
 

places of birth, levels of education, degrees received, prior military experience, and/or 
the most recent previous educational institutions enrolled in by the students. The 
Director will be responsible for authorizing release of information to the military. 
 
Charge for Transcripts or Verifications of Student Records 
A student/former student shall be entitled to two free copies of the transcript of his/her 
record or to two free verifications of various student records.  Additional copies shall be 
made available to the student, or to an addressee designated by him/her, at the rate of 
[$___5.00___ ] per copy.  Students may request special processing of a transcript for 
an additional $5.00 rush fee. 
 
Use of Social Security Numbers 
Effective January 1, 2007, the District shall not do any of the following: 

• Publicly post or publicly display an individual’s social security number; 
• Print an individual’s social security number on a card required to access products 

or services; 
• Require an individual to transmit his or her social security number over the 

internet using a connection that is not secured or encrypted; 
• Require an individual to use his or her social security number to access an 

Internet Web site without also requiring a password or unique personal 
identification number or other authentication devise; or 

• Print, in whole or in part, an individual’s social security number that is visible on 
any materials that are mailed to the individual, except those materials used for: 

o Application or enrollment purposes; 
o To establish, amend, or terminate an account, contract, or policy; or 
o To confirm the accuracy of the social security number. 

 
If the District has, prior to January 1, 2004, used an individual’s social security number 
in a manner inconsistent with the above restrictions, it may continue using that 
individual’s social security number in that same manner only if: 

• The use of the social security number is continuous; 
• The individual is provided an annual disclosure that informs the individual that 

he/she has the right to stop the use of his/her social security number in a manner 
otherwise prohibited; 

• The District agrees to stop the use of an individual’s social security number in a 
manner otherwise prohibited upon a written request by that individual; 

• No fee shall be charged for implementing this request; and the District shall not 
deny services to an individual for making such a request. 

 
 From current Lassen College Policy 5300 titled Confidentiality of Student 

Records 
 
The Office of Admissions and Records maintains documents and information required 
to prepare records of students’ academic performance.  The confidentiality of student 
records shall be maintained in accordance with the Education Code and in compliance 
with federal regulations as outlined in the Family Education Rights and Privacy Act. 
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 From current Lassen College Policy 5310 titled Policy Governing Release 
of Information 

 
No instructor, official, employee, or Governing Board member of Lassen Community 
College shall release any information concerning any student past or present, to any 
person or organization except under judicial process or with the authorization of the 
designated records’ officer. 
Information concerning a student may be released under the following circumstances: 

1. To a student currently enrolled or previously enrolled - access to that student’s 
records. 

2. To in-house college employees with legitimate educational interests. 
3. In connection with a student’s application for or receipt of financial aid. 
4. To state and local officials or authorities for which such information is specifically 

required to be reported or disclosed pursuant to Education Code sections 76243 
and 76244. 

5. To parents or legal guardians of a dependent student who is currently enrolled or 
previously enrolled, to that student’s records. 

6. Where the student gives written authorization for release of information.  This 
must be notified that transmittal of this information to others is prohibited. 

7. Subject to regulations of the federal government in connection with an 
emergency, to appropriate persons if the knowledge of such information is 
necessary to protect the health or safety of the student or other persons. 

8. For directory information, which includes name, athletic honors, scholastic 
honors, Associated Student Body activities and extracurricular activities.  Public 
notice if directory information must be given at least annually of the categories 
listed, and students must be informed that they have the right to refuse release of 
one or more of these categories. 

9. No information pursuant to a student’s records shall be released by telephone. 
 
All such information received by an authorized recipient listed above must be kept 
confidential by that recipient and must not be further released by such recipient. 
In compliance with California law, a student will be given the right to challenge the 
accuracy of his/her records. 
 From current Lassen College Policy 5320 titled Transcripts 

 
Transcript requests shall be made in writing to the Office of Admissions and Records. 
The first two transcripts are free. 
The Governing Board authorizes the Office of Admissions and Records to assess a 
charge of $3.00 for additional transcripts and to charge an additional fee of $5.00 for 
“express transcript service”. 
Transcripts will be withheld for any indebtedness due the District until satisfactory 
repayment arrangements are made with the District’s Business Office. (See AP 5035 
titled Withholding of Student Records) 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
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College Policy 5300 titled Confidentiality of Student Records adopted on 3/17/87 and revised on 11/10/98 
and 6/27/06; Policy 5310 titled Policy Governing Release of Information Concerning Students adopted on 
2/29/76 and revised on 3/17/87, 11/10/98, and 6/27/06; and Policy 5320 titled Transcripts adopted on 
9/20/76 and revised on 3/17/87, 11/10/98, and 6/27/06.  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policies 
5300, 5310, and 5320) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5045 

  
Student Services 

DRAFT as of 11/14/11 
AP 5045 STUDENT RECORDS – CHALLENGING CONTENT AND 

ACCESS LOG 
References: 

Education Code Sections 76222 and 76232; 
Title 5 Section 54630 

Note:  These procedures are legally required.  Local practice may be inserted if it 
substantially complies with the following elements, which reflect the minimum 
requirements of the Education Code. 
Challenging Content 
Any student may file a written request with the [Chief Student Services Officer] to 
correct or remove information recorded in his/her student records that the student 
alleges to be:  (1) inaccurate; (2) an unsubstantiated personal conclusion or inference; 
(3) a conclusion or inference outside of the observer's area of competence; or (4) not 
based on the personal observation of a named person with the time and place of the 
observation noted. 
 
Within 30 days of receipt of the request, the [Appropriate Chief Administrator] shall 
meet with the student and the employee who recorded the information in question, if 
any, if the employee is presently employed by the District.  The [Appropriate Chief 
Administrator] shall then sustain or deny the allegations. 
 
If the [Appropriate Chief Administrator] sustains any or all of the allegations, he/she 
shall order the correction or removal and destruction of the information.  If the 
[Appropriate Chief Administrator] denies any or all of the allegations and refuses to 
order the correction or removal of the information, the student, within 30 days of the 
refusal, may appeal the decision in writing [to the Superintendent/President]. 
 
Within 30 days of receipt of an appeal, the Board of Trustees shall, in closed session 
with the student and the employee who recorded the information in question, determine 
whether to sustain or deny the allegations.  If the Board of Trustees sustains any or all 
of the allegations, it shall order the Superintendent/President or his/her designee, to 
immediately correct or remove and destroy the information.  The decision of the Board 
of Trustees shall be final. 
If the final decision is unfavorable to the student, the student shall have the right to 
submit a written statement of his/her objections to the information.  This statement shall 
become a part of the student's record until the information objected to is corrected or 
removed. 
Whenever there is included in any student record information concerning any 
disciplinary action, the student shall be allowed to include in such record a written 
statement or response concerning the disciplinary action. 
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Whenever there is included in any student record information concerning any 
disciplinary action in connection with any alleged sexual assault or physical abuse, or 
threat of sexual assault, or any conduct that threatens the health and safety of the 
alleged victim, the alleged victim of that sexual assault or physical abuse shall be 
informed within three days of the results of the disciplinary action and the results of any 
appeal.  The alleged victim shall keep the results of that disciplinary action and appeal 
confidential. 
Access Log 
A log or record shall be maintained for each student's record that lists all persons, 
agencies, or organizations requesting or receiving information from the record and their 
legitimate interests.  The listing need not include any of the following: 

• Students seeking access to their own records; 
• Parties to whom directory information is released; 
• Parties for whom written consent has been executed by the student; or 
• Officials or employees having a legitimate educational interest. 

 
The log or record shall be open to inspection only by the student and the [Chief 
Admissions Officer], and to the Comptroller General of the United States, the 
Secretary of Education, an administrative head of an education agency, and state 
educational authorities as a means of auditing the operation of the system. 
 
Note:  If the District decides to include provisions related to the security of student 
records that information can appropriately be included here. 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 
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Proposed Lassen Community College District Policy CCLC No. 5050 
  

Student Services 
DRAFT as of 11/14/11 

BP 5050 MATRICULATION 
References: 

Education Code Sections 78210 et seq.; 
Title 5 Sections 55500 et seq. 

The District shall provide matriculation services to students for the purpose of furthering 
equality of educational opportunity and academic success.  The purpose of 
matriculation is to bring the student and the District into agreement regarding the 
student’s educational goal through the District’s established programs, policies, and 
requirements. 
The Superintendent/President shall establish procedures to assure implementation of 
matriculation services that comply with the Title 5 regulations. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore). 
 
Date Adopted:    
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5050 

  
Student Services 

DRAFT as of 11/14/11 
AP 5050 MATRICULATION 
References: 

Education Code Sections 78210 et seq.; 
Title 5 Sections 55500 et seq. 

Note:  This procedure is legally required.  Local practice may be inserted here.  The 
following is provided as an illustrative model. 
Matriculation brings the student and the District into agreement regarding the student’s 
educational goal through the District’s established programs, policies, and 
requirements.  The agreement is implemented by means of the student educational 
plan. 
Each student, in entering into an educational plan, will do all of the following: 

• express at least a broad educational intent upon admission, 
• declare a specific goal no later than the term after which the student completes 

15 semester units of degree applicable credit coursework, 
• diligently attend class and complete assigned coursework, 
• complete courses and maintain progress toward an educational goal, and 
• cooperate in the development of the student educational plan. 

 
Matriculation services include, but are not limited to, all of the following: 

• Processing of the application for admission; 
• Orientation and pre-orientation services designed to provide to students, on a 

timely basis, information concerning campus procedures, academic expectations, 
financial assistance, and any other appropriate matters; and 

• Assessment and counseling upon enrollment, which shall include, but not be 
limited to, all of the following: 

o Administration of assessment instruments to determine student 
competency in computational and language skills; 

o Assistance to students in the identification of aptitudes, interests and 
educational objectives, including, but not limited to, associate of arts 
degrees, transfer for baccalaureate degrees, and career/technical 
certificates and licenses; 

o Evaluation of student study and learning skills; 
o Referral to specialized support services as needed, including, but not 

limited to, local, state, and federal financial assistance; health services; 
campus employment placement services; extended opportunity programs 
and services; campus child care services programs that teach English as 
a second language; and disabled student services; 

o Advisement concerning course selection; and 
o Post-enrollment evaluation of each student's progress, and required 

advisement or counseling for students who are enrolled in remedial 
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courses, who have not declared an educational objective as required, or 
who are on academic probation. 

 
The District shall not use any assessment instrument except one specifically authorized 
by the Board of Governors of the California Community Colleges. 
 
 From current Lassen College Policy 5700 titled Matriculation 

 
Lassen Community College recognizes the importance of providing adequate student 
services to ensure student success.  To be in compliance with Title V regulations: 

A. The District will ensure that no matriculation practice subjects any person to 
unlawful discrimination. Title V, Section 55521 (f) (a) (b) 
 

B. The District will take steps to ensure that the matriculation process is efficient so 
that students are not discouraged from participating in college programs.  Title V 
Section 55530 

 
C. The District will develop a matriculation plan through consultation with 

representatives of Academic Senate, students and staff. Title V, Section 55510 
(b) 

 
D. Each course pre – or co-requisite will be established for at least one of the 

following reasons:  1) required or authorized by statute or regulation; 2) the 
prerequisite assures that the student has the skills or knowledge without which 
success in the subsequent course (or specific course within a program) is highly 
unlikely; 3) the co-requisite assures that the student will acquire the skills or 
knowledge without which success in the subsequent course (or specific course 
within a program) is highly unlikely; or 4) necessary to protect the health and 
safety of the student or others. Title V, Section 55201 (c) (1-4) 

 
E. The District will adopt clear written policies that define student responsibilities 

and the consequences of failing to fulfill such responsibilities. Title V, Section 
55530 (d) 

 
F. All computational and communication pre- and co-requisites will be established 

on a course-by-course basis. Title V, Section 55202 (c) 
 

G. The District will ensure that no exit test outside of a course is required to satisfy a 
pre-requisite or co-requisite. Title V, 55202 (f) 

 
H. Each course outline of record will contain specific content and other required 

information and will be made available to the instructor. Title V, Sections 55002 
(a)(3), 55002 (b)(3) 
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I. Records of all student complaints of alleged violation of matriculation regulatory 
provisions will be retained for at least three years after the complaint has been 
resolved. Title V, Section 55534 (a) 

 
J. The Board will adopt policy on limitations on number of units or selected courses 

in which students on probationary or dismissal status may enroll, or require that 
they follow a prescribed educational plan. Title V, 58106 (b) (5) 

 
K. Board-adopted policies will identify limitations on enrollment. Title V, Section 

58106 (a), (b) 
 

L. The District will ensure that there are sufficient numbers of co-requisite sections 
to accommodate students or that the requirement is waived for individual 
students for whom space is not available. Title V, Section 55201 (e) 

 
M. Board-adopted policy will specify the basis and process for a student to 

challenge the application of a pre- or co-requisite. Title V, Section 55201 (b) (4) 
and (f) 

 
N. Board-adopted policies and procedures related to pre- and co-requisites and 

advisories will be included in the college’s matriculation plan. Title V, Section 
55510 (a)(6) 

 
O. The District policy will ensure open enrollment (subject to meeting pre- and/or co-

requisites); policy is in catalog, schedule of classes, and on file with the state 
Chancellor. Title V, Sections 51006 (b) and 58106 (a) 

 
P. The District will permit students, whenever possible, to avoid additional testing by 

submitting scores on recently taken tests which correlate with those used by the 
district. Title V, Section 55530 (c) 

 
Q. No portion of the District’s assessment will be used to exclude students from 

admission to the college. AB 3, 78213 (b)(3); Title V, Section 55521 (d) 
 
Office of Primary Responsibility:  Counseling/Chief Student Services Officer 
 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5700 titled Matriculation adopted on 5/16/89 and revised on 2/21/95, 1/10/98, and 6/27/06.  
The information in blue type is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 5700)  
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Proposed Lassen Community College District Policy CCLC No. 5052 
  

Student Services 
DRAFT as of 11/14/11 

BP 5052 OPEN ENROLLMENT 
Reference: 

Title 5 Section 51006 
Note:  The Board is required to adopt by resolution the statement, or a comparable one, 
contained in the first paragraph.  If the Board has already adopted a resolution, this 
policy is legally advised, but not legally required. 
 From current Lassen College Policy 5200 titled Open Enrollment 

 
It is the District policy The policy of the Lassen Community College District is that, 
unless specifically exempted by statute, every course, course section or class, the 
average daily attendance of which is reported for state apportionment aid, whenever 
offered and maintained by District, shall be fully open to enrollment and participation by 
any person who has been admitted to the College and who meets such prerequisites as 
may be established pursuant to regulations contained in Article 2.5 (commencing with 
Section 55200) of Subchapter 1 of Chapter 6 of Division 6 of Title 5 of the California 
Code of Regulations.  Title V of the California Administrative Code, Sections 59300 et 
seq.  Additionally, except as permitted by statute, the establishment or offering of 
classes or programs to specialized groups or populations is strictly prohibited. 
Alternative (comparable) language: 
All courses, course sections, and classes of the District shall be open for enrollment to 
any person who has been admitted to the college.  Enrollment may be subject to any 
priority system that has been established.  Enrollment may also be limited to students 
meeting properly validated prerequisites and co-requisites, or due to other practical 
considerations such as exemptions set out in statute or regulation. 
The Superintendent/President shall assure that this policy is published in the catalog 
and schedule of classes. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5200 titled Open Enrollment adopted on 3/17/87 and revised on 11/10/98 and 3/9/06. 
 
Date Adopted:    
(Replaces current Lassen College Policy 5200)  
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5052 

  
Student Services 

DRAFT as of 11/14/11 
AP 5052 OPEN ENROLLMENT 
References: 

Title 5 Sections 51006, 58106, and 58108 
Note:  This procedure is legally advised.  Local practice may be inserted, but should 
reflect the following. 
All courses of the District shall be open to enrollment in accordance with [Board Policy 
5052] and a priority system consistent with AP 5055 titled Enrollment Priorities.  
Enrollment may be limited to students meeting properly-validated prerequisites and co-
requisites, or due to other non-evaluative, practical considerations as determined by the 
[ Counselor]. 
No student is required to confer or consult with or required to receive permission to 
enroll in any class offered by the District, except as provided for in AP 5055 titled 
Enrollment Priorities and [gunsmithing and nursing.] 
Students are not required to participate in any pre-registration activities not uniformly 
required, and no registration procedures are used that result in restricting enrollment to 
a specialized clientele, except as provided for in AP 5055 titled Enrollment Priorities and 
[gunsmithing and nursing.] 
A student may challenge an enrollment limitation on any of the following grounds: 

• The limitation is unlawfully discriminatory or is being applied in an unlawfully 
discriminatory manner; 

• The District is not following its enrollment procedures; and/or 
• The basis for the limitation does not in fact exist. 

 
Note:  Insert local procedures on how students may challenge an enrollment limitation. 
Students seeking to challenge an enrollment limitation should use the grievance and 
appeals process outlined in AP 5530.   
Office of Primary Responsibility:  _______________ 
 
 
NOTE:  The red type signifies legally advised language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5070 

  
Student Services 

DRAFT as of 11/14/11 
AP 5070 ATTENDANCE ACCOUNTING 
References: 

Title 5 Sections 58000 et seq. 
The Lassen Community College District complies with all attendance accounting 
requirements as mandated by Title V regulations.  Pursuant to the provisions of Section 
58051, the units of full-time equivalent student (FTES) for apportionment purposes shall 
be computed for courses based on the type of course, the way the course is scheduled, 
and the length of the course. 
 
• The Board of Trustees shall select and establish a primary term length for credit 
courses. 
• In compliance with regulations from the CCC Chancellor’s Office, the Institutioanl 
Research Officer will be responsible for reporting of FTES during the “first period” 
(between July 1 and December 31), “second period” (between July 1 and April 15), and 
“annual” (between July 1 and June 30). 
• The Lassen Community College District will maintain compliance with census 
procedures prescribed by the CCC Chancellor’s Office for all credit courses, including 
work experience, independent study, and credit courses being reported on an actual 
attendance basis. 
• The Chief Admission Officer will prepare census day procedure tabulations using the 
District’s Administrative computing system. 
• The Chief Admissions Officer will report actual student contact hours of attendance 
procedure tabulations using the District’s Administrative computing system. The actual 
student contact hours of attendance will be reported as verified by the instructor of the 
course. 
• The Chief Admissions Officer will prepare support documentation regarding all course 
enrollment, attendance and dis-enrollment information and maintain records in 
accordance with State audit regulations. 
• The District will insure that computation of FTES includes only the attendance of 
students while they are engaged in educational activities required of students and while 
they are under the immediate supervision and control of an academic employee of the 
District authorized to render service in the capacity and during the period in which he or 
she served. 
• As established by the Academic Calendar Committee, approved by the Board of 
Trustees, and reported to the CCC Chancellor’s office, the District will maintain at least 
175 days during the fiscal year, including flex days.) 
 
 
Note:  This procedure is legally required.  Local practice may be inserted, but must 
reflect the requirements of Title 5 and the Budget and Accounting Manual regarding 
attendance accounting.  Requirements include the following broad areas: 
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• Computation of units of full time equivalent student (FTES) based on the type of 
course, the way the course is scheduled, and the length of the course 

• Selection of a single primary term length for credit courses 
• Reporting of FTES during the “first period” (between July 1 and December 31) 

and “second period” (between July 1 and April 15) 
• Compliance with census procedures prescribed by the state Chancellor’s Office 

for all credit courses, including work experience, independent study, and credit 
courses being reported on an actual attendance basis 

• Preparation of census day procedure tabulations 
• Preparation of actual student contact hours of attendance procedure tabulations 
• Preparation (as applicable) of actual apprentice hours of teaching procedure 

tabulations 
• Preparation of support documentation regarding all course enrollment, 

attendance and disenrollment information 
• Computation of FTES that includes only the attendance of students while they 

are engaged in educational activities required of students and while they are 
under the immediate supervision and control of an academic employee of the 
District authorized to render service in the capacity and during the period in 
which he/she served 

• Maintenance of the colleges in the District for at least 175 days during the fiscal 
year 

 
 From current Lassen College Policy 4117.5 titled Enrollment Management 

and Attendance Accounting 
 
Members of the certificated unit are extended all the rights and privileges embodied in 
academic freedom (Board Policy 4116.1 See BP/AP 4030 titled Academic Freedom).  
Consistent with attendance accounting standards prescribed by Title 5, Chapter 9, 
Subchapter 1:  Attendance, the assurance of all attendance accounting shall be the 
responsibility of the assigned Instructor of Record. The Instructor of Record shall ensure 
that attendance accounting procedures are followed and that all student attendance is 
reported properly to the Office of Admissions and Records and in accordance with 
established timelines. 
 
Failure to comply with proper student attendance accounting procedures by certificated 
personnel may be the basis for decertification of contact hours generated.  For this 
reason, courses offered by the District, but lacking proper attendance records shall not 
be submitted for apportionment. 
 
Certificated personnel failing to provide proper attendance accounting forms and 
assurances may be found to be “not faithfully performing all the duties prescribed.” 
(Education Code Section 87828) 
 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
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NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 4117.5 titled Enrollment Management and Attendance Accounting adopted on 12/19/06.  
The information in blue type is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 
4117.5) 

 

 
 

 
 
  



60 | P a g e  
 

Proposed Lassen Community College District 
Procedure 

CCLC No. 5075 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5075 COURSE ADDS AND DROPS 
References: 

Title 5 Sections 55024 and 58004 
 From current Lassen College Policy 5220 titled Adding Classes 

 
Students may add classes that are not closed through the end of the first calendar week 
of instruction without the instructor’s approval.  After that period of time, the student may 
add only with the instructor’s approval. 
A student must be officially enrolled to attend classes.  Each student must attend the 
first three class meetings or the student’s name may be removed from the class roll. 
A student may add a closed class with the approval of the instructor. 
 From current Lassen College Policy 5325 titled Student Attendance 

 
An enrolled student is a student who has been admitted to college and is officially 
enrolled in one or more courses.  Students must recognize their responsibility to attend 
the classes in which they are enrolled.  Although the responsibility for withdrawing from 
a course rests with the student, students must realize that instructors may drop a 
student for non-attendance.  Should the student find it necessary to be absent from 
class, prior arrangements should be made with the instructor to complete all 
assignments. 
No Shows 
An enrolled student who has not attended one or more courses at any time. 
Reference: T5 58004 ( c ) ( 1 ) 
Drops 
An enrolled student who has canceled enrollment in a course or for whom such 
disenrollment has been initiated by the instructor or other college authority in 
accordance with Title V Section 55202 applicable law or regulation and college Board 
policy for failure to meet adequate preparation or pre/co-requisite requirements. 
Reference: Administration, Title V 58004, 58202, 58508 
Student Withdrawal (from a course) 
A withdrawal in this context has the same meaning as a drop (as indicated above) 
initiated by the student. 
Withdrawal from College 
Withdrawal is defined as an enrolled student who has initiated action to cancel 
enrollment in all courses or who has had such action initiated by college personnel in 
accordance with college procedures. 
Note:  The following language meets legal minimum requirements. 
Withdrawals 
Withdrawals, or drops, are authorized through the last day of the fourteenth week of 
instruction or 75% of the term, whichever is less. [Withdrawal from a class or from 
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the college is defined as the cancellation of enrollment in classes in which the 
student is enrolled.  Responsibility for withdrawal rests with the student.] 
Instructors shall clear their rolls of inactive students not later than the end of the last 
business day before the census day for all students. Faculty will complete the Census 
roster using one of the following codes: 
 NS (No Show) for students who have not attended or taken part in the course. 
 LC (Last Class) for students who are actively attending the course 
 DROP (With Date Provided) is used for students who should be dropped from 
the course 
“Inactive students” include: 

• Students identified as no-shows, 
• Students who officially withdraw, 
• Students who are no longer participating in the courses and are therefore 

dropped by the instructor. 
 
When a student withdraws from a course three times, or less depending on District 
policy, the student will be referred to counseling to help determine what is causing the 
need for repeated withdrawals.  A fourth withdrawal may be permitted consistent with 
certain requirements. 
Withdrawal Policies for Members of the Military 
A student who is a member of an active or reserve United States military service and 
who receives orders compelling a withdrawal from courses shall be permitted to 
withdraw upon verification of such orders.  A withdrawal symbol may be assigned which 
may be a “W” or a “MW.”  Military withdrawal shall not be counted in progress probation 
or dismissal calculations.  In no case may a military withdrawal result in a student being 
assigned an “FW” grade. 
Office of Primary Responsibility:  Admissions Office/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5220 titled Adding Classes adopted on 3/17/87 and revised on 11/10/98 and 6/27/06 as 
well as Policy 5325 titled Student Attendance adopted on 9/20/76 and revised on 3/17/87, 11/10/98, and 
6/27/06.  The information in blue type is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policies 
5220 and 5325) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5120 

  
Student Services 

DRAFT as of 11/14/11 
 
AP 5120 TRANSFER CENTER 
References: 

Education Code Sections 66720-66744; 
Title 5 Section 51027 

Note:  This procedure is legally required.  Local practice may be inserted.  The following 
provides minimum standards. 
The District has a Transfer Center Plan that complies with the requirements of Title 5.  
The Plan identifies appropriate target student populations and is designed to increase 
the transfer applications of underrepresented students among transfer students. 
Plan components include, but are not limited to:  

• Services to be provided to students 
• Facilities 
• Staffing 
• An advisory committee 
• Evaluation and reporting 
• Transfer path requirements for each articulated baccalaureate major 

 
The Chief Student Services Officer will work with appropriate Transfer Center staff and 
appropriate counseling staff to annually update the Transfer Center plan.   
Note:  Insert local practice about how the plan is maintained and updated and by whom. 
Office of Primary Responsibility:  Counseling/Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue type is additional 
language to consider including in this procedure. 
 
Date Approved:    
(This is a new procedure recommended by the 
CC League and the League’s legal counsel) 
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Proposed Lassen Community College District Policy CCLC No. 5500 
  

Student Services 
DRAFT as of 11/14/11 

BP 5500 STANDARDS OF CONDUCT 
References: 

ACCJC Accreditation Standard II.A.7.b; 
Education Code Sections 66300 and 66301 

 From current Lassen College Policy 5380 titled Student Rules of Conduct 
 
Lassen Community College students are expected to conduct themselves, both on 
campus and at off-campus functions, in an exemplary manner.  Breaking of state and 
federal laws will be reported to the police.  Police and court action will not eliminate 
college sanctions for breaking college policies and procedures regulations.  The 
Superintendent/President shall establish procedures for the imposition of discipline on 
students in accordance with the requirements for due process of the state and federal 
regulations.  The procedures shall clearly define the conduct that is subject to discipline, 
and shall identify potential disciplinary actions, including but not limited to the removal, 
suspension or expulsion of a student. 
The Board of Trustees shall consider any recommendation from the Superintendent/ 
President for expulsion.  The Board shall consider an expulsion recommendation in 
closed session unless the student requests that the matter be considered in a public 
meeting.  Final action by the Board on the expulsion shall be taken at a public meeting. 
The procedures shall be made widely available to students through the College catalog 
and other means. 
The following conduct shall constitute good cause for discipline, including but not limited 
to the removal, suspension, or expulsion of a student.  Misconduct, for which students 
are subject to disciplinary action, includes but is not limited to the following: 

1. Cheating, plagiarism (including plagiarism in a student publication), or engaging 
in other academic dishonesty. 
 

2. Dishonesty; forgery; alteration or misuse of District documents, records or 
identification; or knowingly furnishing false information to the District. 
 

3. Obstruction or disruption of teaching, research, administration, disciplinary 
proceedings, community service activities, extra and cocurricular activities, or 
other authorized events. 
 

4. Physical abuse of any person or conduct which threatens or endangers the 
health or safety of any such person. Causing, attempting to cause, or threatening 
to cause physical injury to another person. 
 

5. Theft of or damage to college property, its officers, employees, students or 
visitors.  Causing or attempting to cause damage to District property or to private 
property on campus. 
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6. Unauthorized entry into or misuse of District facilities. 
 

 
7. Violations of college policies and procedures, including those concerning the 

registration of a student organization, the use of college facilities, or the time, 
place, and manner of public expression. 
 

8. Intoxication or the possession, use, sale, offer to sell, or furnishing, or being 
under the influence of, any controlled substance listed in Chapter 2 (commencing 
with Section 11053) of Division 10 of the California Health and Safety Code, an 
alcoholic beverage, or an intoxicant of any kind; or unlawful possession of, or 
offering, arranging, or negotiating the sale of any drug paraphernalia, as defined 
in California Health and Safety Code Section 11014.5.  
 

9. Failure to comply with directions of college officials acting in performance of their 
duties. 
 

10. Gambling on college property. 
 

11. Hazing or any act that injures, degrades, or disgraces any person in attendance 
at the college. 
 

12. Engaging in harassing or discriminatory behavior based on race, sex, (i.e., 
gender) religion, age, national origin, disability, or any other status protected by 
law. 

 
13. Possession, sale or otherwise furnishing any firearm, knife, explosive, or other 

dangerous object, including but not limited to any facsimile firearm, knife, or 
explosive, unless, in the case of possession of any object of this type, the student 
has obtained written permission to possess the item from a District employee, 
which is concurred in by the Superintendent/President. 
 

14. Committing or attempting to commit robbery or extortion. 
 

15. Stealing or attempting to steal District property or private property on campus, or 
knowingly receiving stolen District property or private property on campus. 

 
16. Willful or persistent smoking in any area where smoking has been prohibited by 

law or by regulation of the College or the District. 
 

17. Committing sexual harassment as defined by law or by Board policies and 
procedures (see BP/AP 3430 titled Prohibition of Harassment). 

 
18. Willful misconduct which results in injury or death to a student or to District 

personnel or which results in cutting, defacing, or other injury to any real or 
personal property owned by the District or on campus. 
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19. Disruptive behavior, willful disobedience, habitual profanity or vulgarity, or the 

open and persistent defiance of the authority of, or persistent abuse of, District 
personnel. 

 
20. Lewd, indecent or obscene conduct on District-owned or controlled property, or 

at District-sponsored or supervised functions. 
 

21. Engaging in expression which is obscene; libelous or slanderous; or which so 
incites students as to create a clear and present danger of the commission of 
unlawful acts on District premises, or the violation of lawful District administrative 
procedures, or the substantial disruption of the orderly operation of the District. 

 
22. Persistent, serious misconduct where other means of correction have failed to 

bring about proper conduct. 
 

23. Unauthorized preparation, giving, selling, transfer, distribution, or publication, for 
any commercial purpose, of any contemporaneous recording of an academic 
presentation in a classroom or equivalent site of instruction, including but not 
limited to handwritten or typewritten class notes, except as permitted by any 
Board Policy or administrative procedure 

 
Computer-related crimes: A student may be subject to disciplinary sanctions up to and 
including dismissal for commission of any computer-related crimes as specified in 
Section 502 of the Penal Code or as specified in District policies and regulations.  Such 
crimes include, but are not limited to, the following: 

a. Knowingly access without permission, or alter, damage, delete, destroy or 
otherwise use any data, computer, computer system or computer network in 
order to devise or execute any scheme or artifice to defraud, deceive or extort, or 
wrongfully control or obtain money, property or data. 

 
b. Knowingly access and without permission take, copy or make use of any data 

from a computer, computer system or computer network, or take or copy any 
supporting documentation, whether existing or resident internal or external to a 
computer, computer system or computer network. 

 
c. Knowingly and without permission use or cause to be used computer services. 

 
d. Knowingly access and without permission add, alter, damage, delete or destroy 

any data, computer software or computer programs which reside or exist internal 
or external to a computer, computer system or computer network. 
 

e. Knowingly and without permission disrupt or cause the disruption of computer 
services or deny or cause the denial of computer services to an authorized user 
or a computer, computer system or computer network. 
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f. Knowingly and without permission provide or assist in providing a means of 
accessing a computer, computer system or computer network in violation of this 
section. 
 

g. Knowingly induce any computer contaminant into any computer, computer 
system or computer network. 

 
Also see BP/AP 3720 titled Computer and Network Use 
----------------------------------------------------------------------------------------------------------- 
NOTE:  The red type signifies legally advised language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5380 titled Student Rules of Conduct adopted on 9/20/76 and revised on 3/17/87, 
11/10/98, and 6/27/06.  The information in blue ink is additional language to consider including in this 
policy. 
Date Adopted:    
(Replaces current Lassen College Policy 5380)  
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5500 

  
Student Services 

DRAFT as of 11/14/11 
AP 5510 DORMITORY STANDARDS OF CONDUCT 
References: 

Education Code Sections 66300 and 66301; 
ACCJC Accreditation Standard II.A.7.b 

 From current Lassen College Policy 5382 titled Dormitory Rules of Conduct 
and Discipline 

 
A. Rules of Dormitory Conduct 

Students who reside in the college-operated residence hall are expected to 
exhibit good behavior and conform to the residence hall rules and regulations.  
Breaking of state and federal laws will be reported to the police.  Police and court 
action will not replace college sanctions for breaking college regulations. 
Misconduct for which students are subject to disciplinary action include the 
following: 

1. Physical abuse, fighting, threat of bodily harm, or abusive language or 
behavior which threatens the health or safety of any person. 
 

2. Possession of alcohol, or intoxication from the use of alcohol or the 
unlawful distribution or sale of alcohol on college property. 

 
3. Possession of unlawful drugs or being under the influence of unlawful 

drugs or unlawful distribution or sale of drugs on college property. 
 

4. Theft of property from the college, its offices, employees, students, 
employees, or visitors. 

 
5. Vandalism to college property or the property of students, employees, 

or visitors to the college. 
 

6. Unauthorized entry or use of college facilities, including the dormitory, 
by a student or a student’s guest. 

 
7. Failure to maintain health and safety standards in the dormitory room 

or common area. 
 

8. Possession of firearms, weapons, or explosives, except as provided for 
in Board Policy 6900 – Firearms Policy. 

 
9. Failure to pay residence hall billings. 
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10. Other behavior, which in the view of the Director of Student Life and 
the Associate Dean of Student Services, poses danger or threat to 
other students, the college, its property, and staff. 

 
B. Types of Disciplinary Action 

The Associate Dean of Student Services shall exercise direct supervision over 
the conduct of students living in college-operated residence hall. In addition to 
the disciplinary action described below, students responsible for the theft, 
damage, or vandalism acts will be required to make restitution. 

 
The types of disciplinary action will depend on the severity of the misconduct, 
and may include any or all of the following: 

1. Warning – Written notice to the student that continuation or repetition 
of specified conduct may be the cause for further disciplinary action.  
The notice may be given by the Associate Dean of Student Services, 
or designee. 
 

2. Letter of Reprimand – from the Associate Dean of Student Services.  
Written notice to the student stating that the behavior is unsatisfactory. 

 
3. Suspension of Campus Privileges - Written notice from the Associate 

Dean of Student Services which:  restricts a student’s participation in 
campus-sponsored activities and use of recreational facilities; and 
excludes the student from visiting the residence hall. 

 
4. Exclusion from the Dormitory – Written notice from the Associate Dean 

of Student Services permanently excluding a student from the 
residence hall.  The student must vacate the premises within 48 hours 
of the receipt of this notice.  After that time any possessions remaining 
in the dormitory will be stored.  Students excluded from the dormitory 
may not visit the dormitory. 

Students who engage in any of the above are subject to the procedures outlined in AP 
5520 titled Student Discipline Procedures. 
Office of Primary Responsibility:  _______________ 
 
NOTE:  The red type signifies legally advised language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5382 titled Dormitory Rules of Conduct and Discipline adopted on 2/7/89 and revised on 
11/10/98 and 6/27/06.  The information in blue type is additional language to consider including in this 
procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 5382)  
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5520 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5520 STUDENT DISCIPLINE PROCEDURES 
References: 

Education Code Sections 66300, 72122, and 76030-76035 
Penal Code Sections 245, 502, and 626.4 

Note:  This procedure is legally required, except as specifically noted.  Local practice 
may be inserted, but must comply with the standards of due process reflected in this 
example. 
The purpose of this procedure is to provide a prompt and equitable means to address 
violations of the Standards of Student Conduct, which guarantees to the student or 
students involved the due process rights guaranteed them by state and federal 
constitutional protections.  This procedure will be used in a fair and equitable manner 
and not for purposes of retaliation.  It is not intended to substitute for criminal or civil 
proceedings that may be initiated by other agencies. This procedures is about 
discipline, which is initiated by the District. 
These Administrative Procedures are specifically not intended to infringe in any way on 
the rights of students to engage in free expression as protected by the state and federal 
constitutions, and by Education Code Section 76120, and will not be used to punish 
expression that is protected. 
 From current Lassen College Policy 5381 titled Student Discipline 

 
The Dean of Student Services shall exercise general supervision over the conduct of 
students, as outlined in Board Policy 5380.  Any college administrator may warn or 
suspend a student when circumstances warrant such action.  In all cases involving 
suspension or a request to expel, a copy of the report shall be forwarded to the 
Superintendent/President. 
Although an instructor may instruct a student to leave the classroom for disruptive 
behavior on any occasion, the instructor may not expel a student permanently from a 
class without following the disciplinary procedures outlined in this section. 
DEFINITIONS: 
District -- The Lassen Community College District 
Student -- Any person currently enrolled as a student at any college or in any program 
offered by the District 
Instructor -- Any academic employee of the District in whose class a student subject to 
discipline is enrolled, or counselor who is providing or has provided services to the 
student, or other academic employee who has responsibility for the student's 
educational program 
Administrator – Dean level employee or above and/or their management designee 
Day -- Days during which the District is in session and regular classes are held, 
excluding Saturdays and Sundays. 
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Although the seriousness of the case will dictate the action to be taken, the types of 
disciplinary actions which may be taken are as follows: 
Warning:  Notice to the student that continuation or repetition of specified conduct may 
be cause for other disciplinary action. 
 
Censure:  Written reprimand for violation of specified regulations. 
 
Conduct Probation:  Exclusion from participation in designated privileges or 
extracurricular college activities or use of specified campus facilities for a designated 
period of time. 
 
Restitution:  Reimbursement for damage to or misappropriation of property. 
Reimbursement may take the form of appropriate service to repair or otherwise 
compensate for damages. 
 
Short-term Suspension -- Exclusion of the student by the Superintendent/President for 
good cause from one or more classes for a period of up to ten consecutive days of 
instruction 
Long-term Suspension -- Exclusion of the student by the Superintendent/President for 
good cause from one or more classes for the remainder of the school term, or from all 
classes and activities of the college for one or more terms. 
 
Expulsion -- Exclusion of the student by the Board of Trustees from all colleges in the 
District for one or more terms. 
REMOVAL FROM CLASS (Education Code Section 76032) 
Any instructor may order a student removed from his or her class for the day of the 
removal and the next class meeting.  The instructor shall immediately report the 
removal to the Superintendent/President and the [Chief Student Services Officer].  
The [Chief Student Services Officer] shall arrange for a conference between the 
student and the instructor regarding the removal.  If the instructor or the student 
requests, the [Chief Student Services Officer] shall attend the conference.  The 
student shall not be returned to the class during the period of the removal without the 
concurrence of the instructor.  Nothing herein will prevent the [Chief Student Services 
Officer] from recommending further disciplinary procedures in accordance with these 
procedures based on the facts which led to the removal. 

 
Written or verbal reprimand -- An admonition to the student to cease and desist from 
conduct determined to violate the Standards of Student Conduct.  Written reprimands 
may become part of a student's permanent record at the District.  A record of the fact 
that a verbal reprimand has been given may become part of a student's record at the 
college for a period of up to one year. 
WITHDRAWAL OF CONSENT TO REMAIN ON CAMPUS 
The [Chief Student Services Officer] may notify any person for whom there is a 
reasonable belief that the person has willfully disrupted the orderly operation of the 
campus that consent to remain on campus has been withdrawn.  If the person is on 
campus at the time, he/she must promptly leave or be escorted off campus.  If consent 
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is withdrawn by the [Chief Student Services Officer] a written report must be promptly 
made to the Superintendent/ President. 
The person from whom consent has been withdrawn may submit a written request for a 
hearing on the withdrawal within the period of the withdrawal.  The request shall be 
granted not later than seven days from the date of receipt of the request.  The hearing 
will be conducted in accordance with the provisions of this procedure relating to interim 
suspensions. 
In no case shall consent be withdrawn for longer than [30 days] from the date upon 
which consent was initially withdrawn. 
Any person as to whom consent to remain on campus has been withdrawn who 
knowingly reenters the campus during the period in which consent has been withdrawn, 
except to come for a meeting or hearing, is subject to arrest. (Penal Code Section 
626.4) 

C. Types of Dormitory Disciplinary Action 
 
The Chief Student Services Officer exercises supervision over the conduct of 
students living in college-operated residence hall.  In addition to the disciplinary 
action described below, students responsible for the theft, damage, or vandalism 
acts will be required to make restitution. 
The types of disciplinary action will depend on the severity of the misconduct, 
and may include any or all of the following: 

5. Warning – Written notice to the student that continuation or repetition 
of specified conduct may be the cause for further disciplinary action.  
The notice may be given by the Associate Chief Student Services 
Officer, or designee. 
 

6. Letter of Reprimand – from the Associate Chief Student Services 
Officer.  Written notice to the student stating that the behavior is 
unsatisfactory. 

 
7. Suspension of Campus Privileges - Written notice from the Associate 

Chief Student Services Officer which:  restricts a student’s participation 
in campus-sponsored activities and use of recreational facilities; and 
excludes the student from visiting the residence hall. 

 
8. Exclusion from the Dormitory – Written notice from the Associate Chief 

Student Services Officer permanently excluding a student from the 
residence hall.  The student must vacate the premises within 48 hours 
of the receipt of this notice.  After that time any possessions remaining 
in the dormitory will be stored.  Students excluded from the dormitory 
may not visit the dormitory. 

 
SHORT-TERM SUSPENSIONS, LONG-TERM SUSPENSIONS, AND EXPULSIONS: 
 From current Lassen College Policy 5360 titled Suspension of Students 
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Education Code Section 76030 authorizes the Governing Board, the  
Superintendent/President or designee, or an instructor may  remove from class a 
student for good cause.  If such  removal from class is imposed by an instructor, it shall 
be for no more than two class periods and shall be reported immediately in writing to the 
Chief Student Services Office for appropriate action.  
The Superintendent/President, the Chief Student Services Officer, or the Chief 
Instructional Officer shall, upon the suspension or expulsion of any student, notify the 
appropriate law enforcement authorities of the county or city in which the school is 
situated of any acts of the student which may be in violation of Section 245 of the Penal 
Code. 
At the student’s request, a hearing may be conducted.  A final appeal to the Governing 
Board is available to the student. 
 
No student shall be removed, suspended or expelled unless the conduct for which the 
student is disciplined is related to college activity or college attendance or pursuant to 
Penal Code Section 502 or other laws specifically authorizing such. 
 
Before any disciplinary action to suspend or expel is taken against a student, the 
following procedures will apply: 

• Notice -- The [Appropriate Administrator] will provide the student with written 
notice of the conduct warranting the discipline.  The written notice will include the 
following: 

o the specific section of the Standards of Student Conduct that the student 
is accused of violating. 

o a short statement of the facts supporting the accusation. 
o the right of the student to meet with the appropriate administrator or 

designee to discuss the accusation, or to respond in writing. 
o the nature of the discipline that is being considered. 

 
• Time limits -- The notice must be provided to the student within [15 days] of the 

date on which the conduct took place; in the case of continuous, repeated or 
ongoing conduct, the notice must be provided within [15 days] of the date on 
which conduct occurred which led to the decision to take disciplinary action. 

 
• Meeting -- If the student chooses to meet with the [appropriate administrator], 

the meeting must occur no sooner than [one day] after the notice is provided.  At 
the meeting, the student must again be told the facts leading to the accusation, 
and must be given an opportunity to respond verbally or in writing to the 
accusation. 

 
Short-term Suspension -- Within [five days] after the meeting described above, the 
Superintendent/President shall, pursuant to a recommendation from the [appropriate 
administrator], decide whether to impose a short-term suspension, whether to impose 
some lesser disciplinary action, or whether to end the matter.  Written notice of the 
Superintendent/President decision shall be provided to the student.  The notice will 
include the length of time of the suspension, or the nature of the lesser disciplinary 
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action.  The Superintendent/President’s decision on a short-term suspension shall be 
final. 
Long-term Suspension -- Within [five days] after the meeting described above, the 
Superintendent/President shall, pursuant to a recommendation from the [appropriate 
adminstrator], decide whether to impose a long-term suspension.  Written notice of the 
Superintendent/President decision shall be provided to the student.  The notice will 
include the right of the student to request a formal hearing before a long-term 
suspension is imposed and a copy of this policy describing the procedures for a 
hearing. 
Expulsion -- Within [five days] days after the meeting described above, the 
Superintendent/President shall, pursuant to a recommendation from the [appropriate 
administrator], decide whether to recommend expulsion to the Board of Trustees.  
Written notice of the Superintendent/President’s decision shall be provided to the 
student.  The notice will include the right of the student to request a formal hearing 
before expulsion is imposed, and a copy of this policy describing the procedures for a 
hearing. 
HEARING PROCEDURES 
Request for Hearing 
Within [30 days] days after receipt of the Superintendent/President’s decision regarding 
a long-term suspension or expulsion, the student may request a formal hearing.  The 
request must be made in writing to the Superintendent/President or designee. 
Schedule of Hearing 
The formal hearing shall be held within [ten days] days after a formal request for 
hearing is received. 
Hearing Panel 
The hearing panel for any disciplinary action shall be composed of [Three Instructional 
Faculty Members for instructional issues, and One Faculty, One Student, One 
Classified Member and One Manager/Confidential Employee for all other issues.] 
 
Hearing Committee representatives will be chosen by constituency groups as part of the 
governance process.  As part of the regular representative appointment process each 
constituency group will appoint 5 possible representatives.  The 
Superintendent/President shall appoint the hearing panel from the names on these lists.  
However, no administrator, faculty member or student who has any personal 
involvement in the matter to be decided, who is a necessary witness, or who could not 
otherwise act in a neutral manner shall serve on a hearing panel. 
 
Hearing Panel Chair 
The Superintendent/President shall appoint one member of the panel to serve as the 
chair.  The decision of the hearing panel chair shall be final on all matters relating to the 
conduct of the hearing unless there is a vote by the other members of the panel to the 
contrary. 
Conduct of the Hearing 

1. Hearing Procedures 
a. Informal Resolution 
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Reasonable efforts should be made to resolve the matter informally.  After an 
informal discussion the student may decide to waive a right to the hearing and 
accept a sanction, with respect to discipline as recommended by the 
Superintendent/President or designee.  The student may accept the sanction 
without admitting the student engaged in the conduct charged.  Should the 
student not accept the sanction, the matter shall proceed to hearing. 
b. Hearing Conducted by Campus Disciplinary Committee 

 
The student may be represented by an advisor.  The student shall not be 
represented by an attorney unless, in the judgment of the hearing panel, 
complex legal issues are involved.  If the student wishes to be represented by 
an attorney, a request must be presented not less than five days prior to the 
date of the hearing.  If the student is permitted to be represented by an 
attorney, the District representative may request legal assistance.  The 
hearing panel may also request legal assistance; any legal advisor provided 
to the panel may sit with it in an advisory capacity to provide legal counsel but 
shall not be a member of the panel nor vote with it.  The student may waive 
the student right to be represented by an attorney.   
The District representative and the student may call witnesses and introduce 
oral and written testimony relevant to the issues of the matter. 
Unless the hearing panel determines to proceed otherwise, the District 
representative and the student shall each be permitted to make an opening 
statement.  Thereafter, the District representative shall make the first 
presentation, followed by the student.  The District representative may 
present rebuttal evidence after the student completes his/her evidence.  The 
burden shall be on the District representative to prove by substantial of 
evidence that the facts alleged are true. 
The student may represent himself/herself, and may also have the right to be 
represented by a person of his/her choice (an advisor). 
c. Time Limits Applicable to Hearings 

 
The hearing shall ordinarily be convened within ten (10) school days after the 
date the written notice of disciplinary action was mailed or given to the 
student.  The committee will conclude the hearing within two (2) school days 
and will then present a recommendation of the action to the college 
Superintendent/President. 
d. Authority of Committee 

 
The committee shall: 

i. Make all rulings on matters relating to the conduct of the hearing, 
including matters regarding admission of evidence. 

ii. Maintain an orderly hearing and permit no person to be subjected to 
abusive treatment.  The committee may eject or exclude anyone who 
refuses to be orderly. 

 
e. Evidence 
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The hearing need not be conducted according to technical rules relating to 
evidence and witnesses.  Any relevant evidence shall be admitted if it is the 
sort of evidence on which responsible persons are accustomed to rely in the 
conduct of serious affairs, regardless of the existence of any common law or 
statutory rule which might make improper the admission of such evidence 
over objection in civil actions. 
Only evidence received at the hearing shall be considered by the hearing 
officer or disciplinary action committee. 
f. Conduct of Hearing 

 
The members of the hearing panel shall be provided with a copy of the 
accusation against the student and any written response provided by the 
student three days before the hearing begins.  Both the student and the 
student’s advisor and the college representative shall be entitled to present 
relevant evidence and to question witnesses presented by the other. 
The student shall not be required to give self-incriminating evidence and no 
inference of guilt shall be drawn by reason of not giving evidence on this 
ground. In the event the student chooses to offer any testimony at the 
hearing, however, the student shall no longer have this privilege. 
Hearings shall be closed and confidential unless the student requests that it 
be open to the public.  Any such request must be made no less than [three 
days] prior to the date of the hearing. 
In a closed hearing, witnesses shall not be present at the hearing when not 
testifying, unless all parties and the panel agree to the contrary. 
g. Decision 

 
Following presentation of evidence the committee shall privately consider the 
evidence with all other persons excluded and shall prepare a written report to 
the Superintendent/President or designee.  The report, which shall ordinarily 
be submitted to the Superintendent/President or designee within two (2) 
working days of the termination of the hearing, shall contain the following: 

i. A summary of the facts as found by the committee, and a 
determination that the student did or did not commit the acts charged. 

ii. A finding that the act did or did not constitute one of the causes for 
discipline. 

iii. A recommendation of discipline, if any. 
iv. Such further reports that the committee may consider appropriate and 

relevant to the issue. 
v. The decision shall be based only on the record of the hearing, and not 

on matter outside of that record.  The record consists of the original 
accusation, the written response, if any, of the student, and the oral 
and written evidence produced at the hearing. 

 
h. Recording of the Hearing 
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The hearing shall be recorded by the District either by tape recording or 
stenographic recording, and shall be the only recording made. 
No witness who refuses to be recorded may be permitted to give testimony.  
In the event the recording is by tape recording, the hearing panel chair shall, 
at the beginning of the hearing, ask each person present to identify 
themselves by name, and thereafter shall ask witnesses to identify 
themselves by name.  Tape recording shall remain in the custody of the 
District at all times, unless released to a professional transcribing service.  
The student may request a copy of the tape recording. 

 
All testimony shall be taken under oath; the oath shall be administered by the 
hearing panel chair.  Written statements of witnesses under penalty of perjury 
shall not be used unless the witness is unavailable to testify.  A witness who 
refuses to be tape recorded is not unavailable. 
The policy of confidentiality shall not preclude the college from taking any 
action following appropriate procedures against any person of entity on the 
basis of evidence developed at the hearing. 

SUPERINTENDENT/PRESIDENT’S DECISION 
2. Decision of the Superintendent/President or Designee 

 
The Superintendent/President or designee shall review the report of the 
hearing officer or Committee, and its recommendations, if any.  The 
Superintendent/President or designee may accept the sanction 
recommended by the committee; may adopt a lesser sanction; or may, if 
necessary, refer the matter back to the hearing officer or committee for further 
findings on specified issues; or, after a review of the record, may adopt a 
more severe sanction.  The Superintendent/President or designee shall 
normally render the decision within three (3) working days of the receipt of the 
recommendation of the committee 
The student shall be provided a written copy of the Superintendent/President 
decision.  The report of the hearing officer or committee shall be made 
available to the student upon request. 

If the college Superintendent/President determines that a student should 
be expelled, the student may accept the sanction or may appeal that 
decision through the Superintendent/President to the Governing Board. 
If the student accepts the sanction, the Superintendent/President shall 
refer the matter to the Board for final decision. 

 
Unless the Board determines otherwise, the Board’s review of the matter 
shall be limited to the record on file and no other evidence may be 
submitted for consideration. 

 
3. Procedures After Disciplinary Action 

 
At the conclusion of any disciplinary matter pursuant to this Article, a report in 
summary of the matter shall be filed with the Superintendent/President. 
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The Board of Trustees shall consider any recommendation from the Superintendent/ 
President for expulsion at the next regularly scheduled meeting of the Board of Trustees 
after receipt of the recommended decision. 
 
The Board of Trustees shall consider an expulsion recommendation in closed session, 
unless the student has requested that the matter be considered in a public meeting in 
accordance with these procedures. (Education Code Section 72122) 
The student shall be notified in writing, by registered, or certified mail or by personal 
service, at least three days prior to the meeting, of the date, time, and place of the 
Board's meeting. 
The student may, within forty-eight hours after receipt of the notice, request that the 
hearing be held as a public meeting. 
Even if a student has requested that the Board of Trustees consider an expulsion 
recommendation in a public meeting, the Board will hold any discussion that might be in 
conflict with the right to privacy of any student other than the student requesting the 
public meeting in closed session. 
The Board of Trustees may accept, modify, or reject the findings, decisions, and 
recommendations of the Superintendent/President and/or the hearing panel.  If the 
Board of Trustees modifies or rejects the decision, the Board shall review the record of 
the hearing, and shall prepare a new written decision which contains specific factual 
findings and conclusions.  The decision of the Board shall be final. 
The final action of the Board of Trustees on the expulsion shall be taken at a public 
meeting, and the result of the action shall be a public record of the District. 
The Governing Board will consider readmission of any former student expelled pursuant 
to the Board Policy upon the presentation of evidence to the Associate Chief Student 
Services Officer to substantiate the student’s ability to profit from instruction. 
IMMEDIATE INTERIM SUSPENSION (Education Code Section 66017) 
The Superintendent/President may order immediate suspension of a student where 
he/she concludes that immediate suspension is required to protect lives or property and 
to ensure the maintenance of order.  In cases where an interim suspension has been 
ordered, the time limits contained in these procedures shall not apply, and all hearing 
rights, including the right to a formal hearing where a long-term suspension or expulsion 
is recommended, will be afforded to the student within ten days. 
TIME LIMITS 
Any times specified in these procedures may be shortened or lengthened if there is 
mutual concurrence by all parties. 
 
Office of Primary Responsibility:  Office of the Chief Student Services Officer 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5360 titled Suspension of Students adopted on 9/20/76 and revised on 3/17/87, 11/10/98, 
and 6/27/06; Policy 5365 titled Long-Term Suspensions and Expulsions adopted on 5/16/89 and revised 
on 11/10/98 and 6/27/06; Policy 5370 titled Expulsion/Readmission adopted on 9/20/76 and revised on 
3/17/87, 11/10/98, and 6/27/06; Policy 5381 titled Student Discipline adopted on 9/20/76 and revised on 
3/17/87, 11/10/98, and 6/27/06; and Policy 5382 titled Dormitory Rules of Conduct and Discipline adopted 
on 2/7/89 and revised on 11/10/98 and 6/27/06.  The information in blue type is additional language to 
consider including in this procedure. 
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Date Approved:    
(Replaces current Lassen College Policies 
5360, 5365, 5370, 5381, and 5382) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5530 

  
Student Services 

DRAFT as of 11/14/11 
 

AP 5530 STUDENT RIGHTS AND GRIEVANCES 
References: 

Education Code Section 76224(a); 
Title IX, Education Amendments of 1972 

Note:  This procedure is legally required.  Local practice may be inserted.  The 
following is an illustrative example that meets legal requirements, especially for Title IX 
requirements. 
The purpose of this procedure is to provide a prompt and equitable means of resolving 
student grievances.  These procedures shall be available to any student who 
reasonably believes a District decision or action has adversely affected his/her status, 
rights or privileges as a student.  The procedures shall include, but not be limited to, 
grievances regarding: 

• Sex discrimination as prohibited by Title IX of the Higher Education Amendments 
of 1972 

• Sexual harassment 
• Financial aid 
• Illegal discrimination 
• Course grades, to the extent permitted by Education Code Section Section 

76224(a), which provides:  "When grades are given for any course of instruction 
taught in a community college District, the grade given to each student shall be 
the grade determined by the instructor of the course and the determination of the 
student's grade by the instructor, in the absence of mistake, fraud, bad faith, or 
incompetency, shall be final.”  “Mistake” may include, but is not limited to errors 
made by an instructor in calculating a student’s grade and clerical errors. 
 

• The exercise of rights of free expression protected by state and federal 
constitutions and Education Code Section 76120. 

 
This procedure does not apply to: 

• Student disciplinary actions, which are covered under separate Board policies 
and administrative procedures. 

• Acamedic grievances, which are covered under separate Administrative 
Proceedure (AP 5540) 

• Police citations (i.e. "tickets"); complaints about citations must be directed to the 
County Courthouse in the same way as any traffic violation. 

 
DEFINITIONS 



80 | P a g e  
 

Student -- A currently enrolled student, a person who has filed an application for 
admission to the District, or a former student.  A grievance by an applicant shall be 
limited to a complaint regarding denial of admission.  Former students shall be limited to 
grievances relating to course grades to the extent permitted by Education Code Section 
76224(a). 
College Friend - An active employee or student at the College. This individual serves to  
provide support and cannot provide input at the hearing.  
 
Respondent -- Any person claimed by a grievant to be responsible for the alleged 
grievance. 
Day -- Unless otherwise provided, day shall mean a day during which the District is in 
session and regular classes are held, excluding Saturdays and Sundays. 
Grievance Officer – The designated administrator listed on page 2 and 3 of this 
document who is responsible for advising students’ rights and responsibilities.  The 
Grievance Officer will review the student’s statement of grievance and determine if a 
formal grievance committee is necessary or if an appointed mediator could be used to 
bring resolution to the grievance. 
 
Non-Academic Grievances and Challenges 
INFORMAL RESOLUTION 
Each student who has a grievance shall make a reasonable effort to resolve the matter on an informal 
basis prior to submitting a “statement of grievance” form to the appropriate grievance officer and 
shall attempt to solve the problem with the person with whom the student has the grievance or that 
person's immediate supervisor as indicated in the table below. The student may also seek the 
assistance of a college friend in attempting to resolve a grievance informally. 
 
 
 
Non-academic grievances and challenges include: 

Area  Informal Resolution  Formal Process  
 First Step for 

Assistance - 
Informal 

If resolution cannot 
be reached, next 
contact 

Type of Grievance 
Hearing Committee  

Grievance Officer 

Book Loan and Rental 
Program  

Bookstore Supervisor Dean of 
Administrative 
Services 

General  Dean of Administrative 
Services 

Campus Book Store Bookstore Supervisor  Dean of 
Administrative 
Services 

General  Dean of Administrative 
Services 

Classroom Facilities  Maintenance Staff  Director of 
Maintenance 

General  Director of 
Maintenance 

Child Development 
Services  

Director of Child 
Development 

Dean of Student 
Services 

General  Dean of Student 
Services 

Disabled Students  DSPS Director Dean of Student 
Services 

General  Dean of Student 
Services 

Fee Payments & Refunds  Student Accounts Dean of 
Administrative 
Services 

General  Dean of Administrative 
Services 

Financial Aid Director of Financial Dean of Student Financial Aid Director of Financial 
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Aid Services Appeals Aid 

Health Services  Dean of Student 
Services 

General  Dean of Student 
Services 

Grounds Director of 
Maintenance 

Dean of 
Administrative 
Services 

General  Dean of Administrative 
Services 

Matriculation:  Advising, 
Assessment, Orientation 

Matriculation 
Coordinator  

Dean of Student 
Services 

General  Dean of Student 
Services 

Registration and Records: 
Procedures & Residency 

Admissions and 
Records Supervisor 

Dean of Student 
Services 

General  Admissions and 
Records Supervisor 

Student Housing Residence Hall 
Manager 

Dean of Student 
Services 

General  Residence Hall 
Manager 

Sexual Harassment HR Director Superintendent/Presid
ent 

General  Superintendent/ 
President or Designee 

Student Dining Services  Bookstore Supervisor Dean of 
Administrative 
Services 

General  Dean of Administrative 
Services 

Student Govt. & Clubs  ASB Advisor  Dean of Student 
Services 

General  ASB Advisor 

 
 
Informal meetings and discussion between persons directly involved in a grievance are essential at 
the outset of a dispute.  Solution should be sought before persons directly involved in the case have 
stated official or public positions that might tend to polarize the dispute and render a solution more 
difficult. This informal process and outcome will need to be detailed on the Statement of Grievance 
form. 
 
Each student who has a grievance shall make a reasonable effort to resolve the matter 
on an informal basis prior to requesting a grievance hearing, and shall attempt to solve 
the problem with the person with whom the student has the grievance, that person's 
immediate supervisor, or the local District administration. 
The Superintendent/President shall appoint an employee who shall assist students in 
seeking resolution by informal means.  This person shall be called the Grievance 
Officer.  The Grievance Officer and the student may also seek the assistance of the 
Associated Student Organization in attempting to resolve a grievance informally. 
Informal meetings and discussion between persons directly involved in a grievance are 
essential at the outset of a dispute and should be encouraged at all stages.  An 
equitable solution should be sought before persons directly involved in the case have 
stated official or public positions that might tend to polarize the dispute and render a 
solution more difficult.  At no time shall any of the persons directly or indirectly involved 
in the case use the fact of such informal discussion, the fact that a grievance has been 
filed, or the character of the informal discussion for the purpose of strengthening the 
case for or against persons directly involved in the dispute or for any purpose other than 
the settlement of the grievance. 
Any student who believes he or she has a grievance shall file a Statement of Grievance 
with the Grievance Officer within [number] days of the incident on which the grievance 
is based, or [number] days after the student learns of the basis for the grievance, 
whichever is later.  The Statement of Grievance must be filed whether or not the student 
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has already initiated efforts at informal resolution, if the student wishes the grievance to 
become official.  Within two days following receipt of the Statement of Grievance Form, 
the Grievance Officer shall advise the student of his or her rights and responsibilities 
under these procedures, and assist the student, if necessary, in the final preparation of 
the Statement of Grievance Form. 
If at the end of [number] days following the student's first meeting with the Grievance 
Officer, there is no informal resolution of the complaint which is satisfactory to the 
student, the student shall have the right to request a grievance hearing 
 From current Lassen College Policy 5515 titled Student Grievance and 

Appeals 
 
The Governing Board of Lassen Community College District authorizes the 
establishment of procedures through which students can resolve issues concerning 
violations of their rights relating to alleged misinterpretation, misapplication, or violation 
of specific District policies.  These procedures are available and administered by the 
Associate Dean of Student Services. 
 

1. Within ten (10) school days of the occurrence, the student meets with the 
Associate Dean of Student Services to discuss the issue which constitutes the 
basis of the alleged violation.  Every attempt should be made to resolve the 
grievance at this meeting.  The Associate Dean of Student Services shall render 
a decision at this time. 

 
2. If the student is not satisfied with the decision, the Associate Dean of Student 

Services will require that the student put the complaint in writing, citing the 
specific rights violated, the persons involved, and a recommendation regarding 
solution of the complaint:  The written grievance must be delivered to the 
Associate Dean of Student Services no later than ten (10) school days after the 
meeting in Step 1.  The Associate Dean will render a decision no later than ten 
(10) school days after receiving the written complaint. 
 

3. If the student is not satisfied with the decision rendered in Step 2, he/she may 
request in writing that the Associate Dean convene the Grievance/Appeals 
Committee to review the case.  This must be done within ten (10) school days of 
the decision rendered in Step 2.  The student has the right to appear before the 
Grievance/Appeals Committee at some point during its deliberations, and to bring 
witnesses to appear before the Committee, in order to present information 
relevant to the grievance. 

 
The Associate Dean of Student Services will serve as an ex-officio member of the 
committee.  The committee shall render a decision within ten (10) School days of its 
meeting.  The decision of the committee shall be final. 
Note:  The following is optional. 
Grievance Hearing Committee 
The Superintendent/President shall at the beginning of each semester, including any 
summer session, establish a standing panel of [number] members of the District 
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community, including [number] students, [number] faculty members and [number] 
administrators, from which one or more Grievance Hearing Committees may be 
appointed.  The panel will be established with the advice and assistance of the 
Associated Students Organization and the Academic Senate, who shall each submit 
[number] names to the Superintendent/President for inclusion on the panel.  A 
Grievance Hearing Committee shall be constituted in accordance with the following: 

• It shall include [number] students, [number] instructors, and [number] District 
administrator selected from the panel described above. 

• No person shall serve as a member of a Grievance Hearing Committee if that 
person has been personally involved in any matter giving rise to the grievance, 
has made any statement on the matters at issue, or could otherwise not act in a 
neutral manner.  Any party to the grievance may challenge for cause any 
member of the hearing committee prior to the beginning of the hearing by 
addressing a challenge to the Superintendent/President who shall determine 
whether cause for disqualification has been shown.  If the Superintendent/ 
President feels that sufficient ground for removal of a member of the committee 
has been presented, the Superintendent/President shall remove the challenged 
member or members and substitute a member or members from the panel 
described above.  This determination is subject to appeal as defined below. 

• The Grievance Officer shall sit with the Grievance Hearing Committee but shall 
not serve as a member nor vote.  The Grievance Officer shall coordinate all 
scheduling of hearings, shall serve to assist all parties and the Hearing 
Committee to facilitate a full, fair and efficient resolution of the grievance, and 
shall avoid an adversary role. 

 
Request for Grievance Hearing 
Any request for a grievance hearing shall be filed on a Request for a Grievance Hearing 
within [number] days after filing the Statement of Grievance as described above. 
 
Within [number] days following receipt of the request for grievance hearing, the 
Superintendent/President shall appoint a Grievance Hearing Committee as described 
above, and the Grievance Hearing Committee shall meet in private and without the 
parties present to select a chair and to determine on the basis of the Statement of 
Grievance whether it presents sufficient grounds for a hearing. 
The determination of whether the Statement of Grievance presents sufficient grounds 
for a hearing shall be based on the following: 

• The statement contains facts which, if true, would constitute a grievance under 
these procedures; 

• The grievant is a student as defined in these procedures, which include 
applicants and former students; 

• The grievant is personally and directly affected by the alleged grievance; 
• The grievance was filed in a timely manner; 
• The grievance is not clearly frivolous, clearly without foundation, or clearly filed 

for purposes of harassment. 
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If the grievance does not meet each of the requirements, the Hearing Committee Chair 
shall notify the student in writing of the rejection of the Request for a Grievance Hearing, 
together with the specific reasons for the rejection and the procedures for appeal.  This 
notice will be provided within [number] days of the date the decision is made by the 
Grievance Hearing Committee. 
 
If the Request for Grievance Hearing satisfies each of the requirements, the District 
Grievance Officer shall schedule a grievance hearing.  The hearing will begin within 
[number] days following the decision to grant a Grievance Hearing.  All parties to the 
grievance shall be given not less than [number] days notice of the date, time, and place 
of the hearing. 
Note:  A hearing must comply with principles of due process, including the right to 
confront and cross examine witnesses.  The following procedure is legally advised. 
Hearing Procedure 
The decision of the Grievance Hearing Committee chair shall be final on all matters 
relating to the conduct of the hearing unless there is a vote of a majority of the other 
members of the panel to the contrary. 
The members of the Grievance Hearing Committee shall be provided with a copy of the 
grievance and any written response provided by the respondent before the hearing 
begins. 
Each party to the grievance may call witnesses and introduce oral and written testimony 
relevant to the issues of the matter. 
Formal rules of evidence shall not apply.  Any relevant evidence shall be admitted. 
Unless the Grievance Hearing Committee determines to proceed otherwise, each party 
to the grievance shall be permitted to make an opening statement.  Thereafter, the 
grievant or grievants shall make the first presentation, followed by the respondent or 
respondents.  The grievant(s) may present rebuttal evidence after the respondent(s)' 
evidence.  The burden shall be on the grievant or grievants to prove by substantial 
evidence that the facts alleged are true and that a grievance has been established as 
specified above. 
Each party to the grievance may represent himself/herself, and may also have the right 
to be represented by a person of his/her choice; except that a party shall not be 
represented by an attorney unless, in the judgment of the Grievance Hearing 
Committee, complex legal issues are involved.  If a party wishes to be represented by 
an attorney, a request must be presented not less than [number] days prior to the date 
of the hearing.  If one party is permitted to be represented by an attorney, any other 
party shall have the right to be represented by an attorney.  The hearing committee may 
also request legal assistance through the Superintendent/President’s any legal advisor 
provided to the hearing committee may sit with it in an advisory capacity to provide legal 
counsel but shall not be a member of the panel nor vote with it. 
 
Hearings shall be closed and confidential unless all parties request that it be open to the 
public.  Any such request must be made no less than [number] days prior to the date of 
the hearing. 
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In a closed hearing, witnesses shall not be present at the hearing when not testifying, 
unless all parties and the committee agree to the contrary. 
The hearing shall be recorded by the Grievance Officer either by tape recording or 
stenographic recording, and shall be the only recording made.  No witness who refuses 
to be recorded may be permitted to give testimony.  In the event the recording is by tape 
recording, the Grievance Hearing Committee Chair shall, at the beginning of the 
hearing, ask each person present to identify themselves by name, and thereafter shall 
ask witnesses to identify themselves by name.  The tape recording shall remain in the 
custody of the District, either at the college or the District office, at all times, unless 
released to a professional transcribing service.  Any party may request a copy of the 
tape recording. 
All testimony shall be taken under oath; the oath shall be administered by the Grievance 
Hearing Committee Chair.  Written statements of witnesses under penalty of perjury 
shall not be used unless the witness is unavailable to testify.  A witness who refuses to 
be tape recorded shall be considered to be unavailable. 
Within [number] days following the close of the hearing, the Grievance Hearing 
Committee shall prepare and send to the Superintendent/President a written decision.  
The decision shall include specific factual findings regarding the grievance, and shall 
include specific conclusions regarding whether a grievance has been established as 
defined above.  The decision shall also include a specific recommendation regarding 
the relief to be afforded the grievant, if any.  The decision shall be based only on the 
record of the hearing, and not on matter outside of that record.  The record consists of 
the original grievance, any written response, and the oral and written evidence 
produced at the hearing. 
Superintendent/President's Decision 
Within [number] days following receipt of the Grievance Hearing Committee's decision 
and recommendation(s), the Superintendent/President shall send to all parties his/her 
written decision, together with the Hearing Committee's decision and recommendations.  
The Superintendent/President may accept or reject the findings, decisions, and 
recommendations of the Hearing Committee.  The factual findings of the Hearing 
Committee shall be accorded great weight; and if the Superintendent/President does 
not accept the decision or a finding or recommendation of the Hearing Committee, the 
Superintendent/President shall review the record of the hearing, and shall prepare a 
new written decision which contains specific factual findings and conclusions.  The 
decision of the Superintendent/President shall be final, subject only to appeal as 
provided below. 
Appeal 
Any appeal relating to a Grievance Hearing Committee decision that the Statement of 
Grievance does not present a grievance as defined in these procedures shall be made 
in writing to the Superintendent/President within [number] days of that decision.  The 
Superintendent/President shall review the Statement of Grievance and Request for 
Grievance Hearing in accordance with the requirements for a grievance provided in 
these procedures, but shall not consider any other matters.  The Superintendent/ 
President's decision whether or not to grant a grievance hearing shall be final and not 
subject to further appeal. 
Time Limits 
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Any times specified in these procedures may be shortened or lengthened if there is 
mutual concurrence by all parties. 
FORMAL PROCESS FOR NON-ACADEMIC GRIEVANCES & CHALLENGES 
  
Time Limits:  Any times specified in these procedures may be shortened or lengthened if there 
is mutual concurrence by all parties. 
 
Step 1. Filing a Grievance  

a. Any student who believes, after the informal process, that he or she continues to have a 
grievance shall file a Statement of Grievance with the Grievance Officer within 30 days of the 
incident on which the grievance is based.  If not filed within 30 days then the grievance option 
is no longer available.   

b. The Statement of Grievance must be filed whether or not the student has already initiated 
efforts at informal resolution, if the student wishes the grievance to become official.  

 
Step 2. Review of Grievance 

c. Within ten days following receipt of the Statement of Grievance Form the Grievance Officer, 
as identified in the chart above, shall advise the student of his or her rights and responsibilities 
under these procedures.  At this time, the Grievance Officer will work with the student to 
determine if a formal grievance committee is necessary.   
  

d. In general, the requirements for Statement of Grievance to present sufficient grounds for a 
hearing shall be based on the following:  

• The statement containing what the student believes is true and if true, would 
constitute a grievance under these procedures.  In order for a grievance hearing to be 
called the student must clearly state which status, right or privilege has been violated 
and the grievance officer must concur. 

• The grievant is a student as defined in these procedures, which include applicants, 
enrolled students and former students;  

• The grievant is personally and directly affected by the alleged grievance;  
• The grievance was filed in a timely manner (within 30 days of the incidence); 
• The grievance is not clearly frivolous or clearly without foundation or clearly filed 

for purposes of harassment.  If the grievance officer determines any of these 
conditions exist the grievance process will immediately end. 

e.  After the Grievance has been accepted by the Grievance Officer the parties involved in the 
situation must be given the Statement of Grievance within 3 days of its receipt and be given 5 
days to provide a written response to be provided to the Grievance Committee 
  

f. If at the end of 10 days following the student's first formal meeting with the Grievance Officer, 
there is no informal resolution of the complaint the student shall have the right to request a 
grievance hearing provided there is adequate attempts to resolve the issue informally. The 
hearing will begin within 15 days following the decision to grant a Grievance Hearing. All 
parties to the grievance shall be given no less than 1 days notice of the date, time and place of 
the hearing.  

 
Step 3. Grievance Hearing Committee Members  
a. Membership: There are two types of Grievance Hearing Committees used to respond to the formal 

non-academic grievances. They include:  
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• Financial Aid Appeals Committee - One Faculty, One Student, Once Classified Staff 
Member, One Manager/Confidential Employee  

• General Grievance Committee - One Faculty, One Student, One Classified Staff Member, 
One Manager/Confidential Employee 

 
b. Appointment: The committees are appointed through the Lassen College Governance Process via a 

list of possible members and alternates established annually.    
No person shall serve as a member of a Grievance Hearing Committee if that person has been 
personally involved in any matter giving rise to the grievance or could otherwise not act in a neutral 
manner. Any party to the grievance may challenge for cause any member of the hearing committee 
prior to the beginning of the hearing by addressing a challenge to the Grievance Officer. The 
Grievance Officer shall remove the challenged member or members and substitute from the 
appropriate governance group if the challenge has merit. The Grievance Officer has seven days to 
assign a suitable replacement from the list of possible grievance committee members established 
annually. 
 
c. Grievance Officer shall organize the Grievance Hearing Committee.  This individual shall not 
serve as a member or vote. The Grievance Officer shall coordinate all scheduling of hearings, shall 
serve to assist all parties and the Hearing Committee to facilitate a full, fair and efficient resolution of 
the grievance, and shall avoid an adversarial role or take a biased role in the entire process.  
 
Step 4. Grievance Committee Hearing Process  
a. Prior to the scheduled Grievance Hearing, the Grievance Hearing Committee shall meet in private 

and without the parties present to select a chair and review the grounds for a hearing.  
b. The members of the Grievance Hearing Committee shall be provided with a copy of the grievance 

and any written response provided by the respondent before the hearing begins.  
c. Each party to the grievance may call witnesses and introduce oral and written testimony relevant to 

the issues of the matter.  
d. Formal rules of evidence shall not apply. Any relevant information shall be admitted.  
e. The decision of the Grievance Hearing Committee shall end the grievance process.  The decision is 

forwarded to the Grievance Officer for implementation.  
 
The following is the procedure for the hearing:  
a. Presentations  

1. Each party to the grievance shall be permitted to make an opening statement.  
2. Thereafter, the grievant or grievant(s) shall make the first presentation, followed by the 
respondent or respondents.  

 3. The grievant(s) may present rebuttal information after the 
respondent(s) information. The burden shall be on the grievant or 
grievant(s) to prove by substantial information that the facts alleged 
are true and that a grievance has been established as specified above.  

4. The respondent can then respond. 
b. Participants  

Each party to the grievance represents him or herself, and may also be accompanied by a 
college friend (active employee or student of the college) of his or her choice; except that a 
party shall not be represented by an attorney. Hearings shall be closed and confidential.  

c. Witnesses  
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In a closed hearing, witnesses shall not be present at the hearing when not testifying, unless 
all parties and the committee agree to the contrary.  

d. Recording  
The hearing will be recorded either by tape recording or detailed notes, and shall be the only 
recording made.  No witness who refuses to be recorded may be permitted to give testimony.  
In the event the recording is by tape recording, the Grievance Hearing Committee Chair shall, 
at the beginning of the hearing ask each person present to identify themselves by name, and 
thereafter shall ask witnesses to identify themselves by name. 

e. Attendance  
If the individual filing the grievance fails to appear at the hearing, the grievance process ends.  

f. Committee Decision  
Within 5 days following the close of the hearing, the Grievance Hearing Committee shall 
prepare and send to the Designated Administrator Grievance Officer a written decision. This 
shall include specific factual findings regarding the grievance, and shall include specific 
conclusions regarding whether a grievance has been established as defined above. The 
decision shall also include a specific recommendation regarding the relief to be afforded the 
grievant, if any. The decision shall be based only on the record of the hearing, and not on 
matter outside of that record. The record consists of the original grievance, any written 
response, and the oral and written evidence produced at the hearing.  

 
Step 5. Decisions   
a. For Financial Aid Appeals and General Grievances, the committee’s decision is final.  
b. Within 5 days following receipt of the Grievance Hearing Committee’s decision, the Grievance 
Officer shall inform in writing all relevant parties of the decision of the Hearing Committee. 
c. The Grievance Officer will forward all collected documents, hearing committee notes and the 
committee hearing audio tape to the office of the Dean of Students who will archive these notes and 
tapes for a period of at least 3 years. 
 
Office of Primary Responsibility: Chief Student Service Officer  
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 5515 titled Student Grievance and Appeals adopted on 3/17/87 and revised on 2/7/89, 
11/10/98, and 6/27/06.  The information in blue type is additional language to consider including in this 
procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 5515)  
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Proposed Lassen Community College District Policy CCLC No. 5700 
  

Student Services 
DRAFT as of 11/14/11 

 
BP 5700 INTERCOLLEGIATE ACTIVITIES & ATHLETICS 
References: 

Education Code Sections 66271.6, 66271.8, 67360 et seq., and 78223 
The District shall maintain an organized program for men and women in intercollegiate 
athletics.  The program shall not discriminate on the basis of gender in the availability of 
athletic opportunities. 
The Superintendent/President shall assure that the athletics program complies with 
state law, the California Community Colleges Commission on Athletics Constitution and 
Sports Guides, and appropriate Conference Constitution regarding student athlete 
participation. 
 
NOTE:  The red type signifies legally required language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore). 
 
Date Adopted:    
(This is a new policy recommended by the CC 
League and the League’s legal counsel) 
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Proposed Lassen Community College District 
Procedure 

CCLC No. 5700 

  
Student Services 

DRAFT as of 11/14/11 
 
AP 5700 INTERCOLLEGIATE ACTIVITIES & ATHLETICS 
References: 

Education Code Sections 66271.6, 66271.8, 67360 et seq., and 78223; 
Title IX, Education Amendments of 1972 

Note:  This procedure is legally advised.  Local practice may be inserted here.  Rules 
for participation in intercollegiate athletics should be developed in accordance with 
Education Code Sections 67360 et seq. and BP 5700, which states that the District shall 
comply with rules and regulations adopted by voluntary associations, one of whose 
purposes is to govern intercollegiate athletics (e.g. the Commission on Athletics). 
The authority for developing, implementing and monitoring these procedures should be 
stated, and should reference appropriate assistance required from the Academic 
Senate. 
 From current Lassen College Policy 6650 titled Intercollegiate Activities 

 
The college shall provide a well-rounded program of intercollegiate activities for both 
men and women in accordance with the Lassen Community College Mission Statement.  
(Note:  The highlighted sentence (above) parallels the first sentence in new Board 
Policy 5700 titled Intercollegiate Activities & Athletics.  Recommend deleting it here.) 
 
All activities and participants are regulated by their own particular national, state, 
regional, local and/or conference organizations: 
Associated Student Body:  Constitution and Bylaws 
Athletics:    California Commission on Athletics 
Livestock Judging:   National Junior College Coaches Association 
Rodeo:    National Intercollegiate Rodeo Association (NIRA) 
The following basic principles pertain to all matters of eligibility: 

1. Students shall not represent their college in any intercollegiate athletic activity 
unless they are enrolled in a minimum of twelve units of regular work in a regular 
or special course as defined in the curricula of this institution.  Scholastic checks 
shall be made each census period to ensure that each student is currently 
enrolled in 12 units. 
 

2. In meeting the unit-of-work requirement, subjects which have been failed may be 
repeated but those that have been completed with a passing mark may not be 
repeated and included in meeting this requirement. 
 

3. In order to be eligible, students who have previously participated must have 
completed 24 units of work with a minimum GPA of 2.0 before they are eligible 
for a second season, semester, year. 
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4. Students that participate in Lassen Community College Intercollegiate activities 
will complete a Student Education Plan no later than their second semester as a 
full time student. 

 
 

Athletic Drug Testing 
Note:  Athletic Drug Testing is not mandated. 
Office of Primary Responsibility:  Chief Student Services Officer 
 
NOTE:  The red type signifies legally advised language recommended from the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The wording in black ink is from current Lassen 
College Policy 6650 titled Intercollegiate Activities adopted on 2/22/77 and revised on 5/5/87 and 9/8/98.  
The information in blue ink is additional language to consider including in this procedure. 
 
Date Approved:    
(Replaces current Lassen College Policy 6650)  
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Lassen Community College
Educational Master Plan 

2012-2017

Professional 
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Capacity   
Building

Program 
Development 

Outreach  
Implementation

Capital 
Development

Institutional 
Development
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Educational Master Plan: Introduction 
 

The Educational Master Plan articulates a pathway to maximize the student experience through five all- 
encompassing elements: Professional Development, Capacity Building, Program Development, Outreach 
Implementation, and Vision: Institutional Development.  This pathway is the driving force behind all college 
planning and implements the college mission statement, identifies recommendations made through 
instructional program reviews, and utilizes strategic goals approved by the Governing Board.   
 
Element I – Professional Development 
 
 People are our most important asset.  In this regard, it is imperative that faculty have support to 
maintain currency through discipline-specific development opportunities in addition to training on emerging 
technologies, curriculum design, assessment of student learning outcomes, and adult learning theory.   
 
Element II - Capacity Building 
 
 Today’s educational environment requires colleges to deliver curriculum in alternative and 
innovative ways.   As a result, the college recognizes the need for relevant technology.  Throughout the next 
five years, the college will build this capacity in classroom technology, increase the number of classroom 
computer labs, and provide professional development. 
 
Element III - Program Development 
 
 Lassen Community College’s educational leadership in northern California will be sustained by 
strengthening and enhancing existing programs as well as developing new programs.  Initial programs 
identified for enhancement are nursing, automotive and welding.  Enhancement of additional programs will 
be identified through the instructional program review process. 
 
Element IV – Outreach Implementation 
 
 Lassen College serves a large geographic region and has a commitment to provide necessary training 
opportunities to all of its constituents. Currently under consideration, there are three different approaches to 
meet community needs: contract education, continuing education and community service.  In addition to 
expanding educational opportunities to our immediate community members, Lassen College is also 
committed to student diversity and would like to increase our international student  base. 
 
Element V – Capital Development  
 
 The pathway elements provide the foundation for continued institutional development.  The first 
four elements give the College the capacity to examine the feasibility of a proposed vision and bring it to 
fruition.  Prospective visions identified thus far are: allied health institute, public safety academy, and 
performing arts center. 
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Professional Development 
Professional 
Development 

Time Task Target Talent Resources Impact on 
Master 
Plans 

St
ra

te
gy

 1
 

Tr
ai

ni
ng

  
2012-
2013 

Discipline Specific 
Training (e.g., 
Sabbaticals, 
conferences, 
webinars, 
seminars, etc.) 
 
Classroom 
Technology 
Training 
 
Andragogical 
Training 
 
On-Course 
Training 
 

Auto plus three faculty 
 
 
 
 
 
17% of adjunct and FT 
faculty 
 
 
17% of adjunct and FT 
faculty 
 
17% of adjunct and FT 
faculty 

Flex 
Coordinator 
 
 
 
 
 
Title III 
Director 
IT Director 
 
Title III 
Director 
 
Title III 
Director 

External/$10,000 
 
 
 
 
 
External/Title III 
 
 
External/Title III 
 
External/Title III 

HRMP 
 
 
 
 
 
ITMP, 
HRMP 
 
 
HRMP 
 
HRMP 

2013-
2014 

Discipline Specific 
Training 
 
Classroom 
Technology 
Training 
 
Andragogical 
Training 
 
On-Course 

Welding plus three 
faculty 
 
 
17% of adjunct and FT 
faculty 
 
 
17% of adjunct and FT 
faculty 
 

Flex 
Coordinator 
 
 
Title III 
Director 
IT Director 
 
Title III 
Director 
 

External/$10,000 
 
 
External/Title III 
 
 
External/Title III 
 
External/Title III 

HRMP 
 
 
ITMP, 
HRMP 
 
 
HRMP 
 
HRMP 
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Training 17% of adjunct and FT 
faculty 

Title III 
Director 

2014-
2015 
 
 
 
 
 
 

Discipline Specific 
Training 
 
Classroom 
Technology 
Training 
 
Andragogical 
Training 
 

Four faculty 
 
 
25% of adjunct and FT 
faculty 
 
 
25% of adjunct and FT 
faculty 

Flex 
Coordinator 
 
 
Title III 
Director 
IT Director 
 
Title III 
Director 
 

External/$10,000 
 
 
External/Title III 
 
 
External/Title III 
 
 

HRMP 
 
 
ITMP, 
HRMP 
 
 
HRMP 

2015-
2016 
 
 
 
 
 
 

Discipline Specific 
Training 
 
Classroom 
Technology 
Training 
 
Andragogical 
Training 

Four faculty 
 
 
25% of adjunct and FT 
faculty 
 
 
25% of adjunct and FT 
faculty 

Flex 
Coordinator 
 
 
Title III 
Director 
IT Director 
 
Title III 
Director 
 
 

External/$10,000 
 
 
External/Title III 
 
 
External/Title III 
 

HRMP 
 
 
ITMP, 
HRMP 
 
 
HRMP 
 
 

2016-
2017 

Classroom 
Technology 
Training 
 
Discipline Specific 
Training 
 
Andragogical 

Four faculty 
 
 
25% of adjunct and FT 
faculty 
 
 
25% of adjunct and FT 

Flex 
Coordinator 
 
 
Title III 
Director 
IT Director 
 

External/$10,000 
 
 
External/Title III 
 
 
External/Title III 
 

HRMP 
 
 
ITMP, 
HRMP 
 
 
HRMP 
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Training faculty 
 
 

Title III 
Director 
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Professional Development 
Professional 
Development 

Time Task Target Talent Resources Impact on 
Master 
Plans 

St
ra

te
gy

 2
 

A
ss

es
sm

en
t o

f S
LO

s 
2012-
2013 

Dialog about the 
assessment of 
SLOs 

Hold one assessment 
methods training during 
Fall semester 
 
Two meetings per 
Division per semester 
 
Hold two campus Student 
Learning Round Table (1 
per semester) 
 
Attend Student Learning 
Institute-1 faculty per 
division 

Flex 
Coordinator 
 
 
Division Chairs 
 
 
Senate 
President 
 
 
 
Academic 
Senate  

Internal/no cost 
 
 
Internal/no cost 
 
 
Internal/no cost 
 
 
 
Internal/$4,000 

HRMP 
 
 
NA 
 
 
NA 
 
 
 
NA 

2013-
2014 

Dialog about the 
assessment of 
SLOs 

Hold one assessment 
methods training based on 
needs identified in 12/13  
 
Two meetings per 
Division per semester 
 
Hold one campus Student 
Learning Round Table (1 
per semester) 
 
Attend Student Learning 
Institute-1 faculty per 
division 

Flex 
Coordinator 
 
 
 
 
Division Chairs 
 
 
Senate 
President 
 
 
 

External/$5,000 
 
 
 
 
Internal/no cost 
 
 
Internal/no cost 
 
 
 
Internal/$4,000 

HRMP 
 
 
 
 
NA 
 
 
NA 
 
 
 
NA 
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Academic 
Senate 

2014-
2015 

Dialog about the 
assessment of 
SLOs 

Hold one assessment 
methods training during 
Fall semester 
 
Two meetings per 
Division per semester 
 
Hold two campus Student 
Learning Round Table (1 
per semester) 
 
Attend Student Learning 
Institute-2 faculty  

Flex 
Coordinator 
 
 
 
Division Chairs 
 
 
Senate 
President 
 
 
 
Academic 
Senate 

External/$5,000 
 
 
 
Internal/no cost 
 
 
Internal/no cost 
 
 
 
Internal/$2,000 
 

HRMP 
 
 
 
NA 
 
 
NA 
 
 
 
NA 

2015-
2016 

Dialog about the 
assessment of 
SLOs 

Hold one assessment 
methods training during 
Fall semester 
 
Two meetings per 
Division per semester 
 
Hold two campus Student 
Learning Round Table (1 
per semester) 
 
Attend Student Learning 
Institute-2 faculty  

Flex 
Coordinator 
 
 
 
Division Chairs 
 
 
Senate 
President 
 
 
 
Academic 
Senate 

External/$5,000 
 
 
 
Internal/no cost 
 
 
Internal/no cost 
 
 
 
Internal/$2,000 
 

HRMP 
 
 
 
NA 
 
 
NA 
 
 
 
NA 

2016- Dialog about the Hold one assessment Flex External/$5,000 HRMP 
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2017 assessment of 
SLOs 

methods training during 
Fall semester 
 
Two meetings per 
Division per semester 
 
Hold two campus Student 
Learning Round Table (1 
per semester) 
 
Attend Student Learning 
Institute-2 faculty  

Coordinator 
 
 
Division Chairs 
 
 
Senate 
President 
 
 
 
Academic 
Senate 

 
 
Internal/no cost 
 
 
Internal/no cost 
 
 
 
Internal/$2,000 
 

 
 
NA 
 
 
NA 
 
 
 
NA 

 
 
 
 

Capacity Building 
Capacity  
Building 

Time Task Target Talent Resources Master Plan 
Impact 

St
ra

te
gy

 1
 

A
lte

rn
at

iv
e 

D
el

iv
er

y 
Tr

ai
ni

ng
 

2012-
2013 

Faculty training 
for online 
instruction  

Forty participants 
 
Nine to ninety  

Online Site 
Administrator 
Online Mentor  
Flex 
Coordinator  

Internal/$ 
20,000 
 
Internal/TBD 
 

HRMP 
SSMP 
ITMP 

2013-
2014 

Faculty training 
for online 
instruction  
 
 
Training for 
alternative 

Twenty participants  
 
75% Courses Web-
enhanced 
 
Twelve participants 
 

Site 
Administrator 
Mentor  
Flex 
Coordinator 
 
IS Director 

Internal/$ 
20,000 
 
 
 
Internal/$2,400 
 

HRMP 
SSMP 
ITMP 
 
HRMP 
ITMP 
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instructional 
technologies 
 
Evaluate Moodle 
online platform 
 
Evaluate student 
success 
 
 
 

 
 
 
Platform decision 
(faculty) 
 
 
Fifteen percent increase 
in student retention and 
success as compared to 
baseline data in 2011-
2012 
 
 

Flex 
Coordinator 
 
 
 
IR Director 
 
 
IR Director 

 
 
 
Internal/TBD 
 
 
Internal/TBD 
 

 
 
NA 
 
 
NA 

2014-
2015 

Faculty training 
for online 
instruction  
 
 
Training for 
alternative 
instructional 
technologies 
 

Thirty participants  
 
100% Courses Web-
enhanced 
 
Twenty participants 

Site 
Administrator 
Mentor  
Flex 
Coordinator 
 
IT Director 
Flex 
Coordinator 

Internal/$ 
20,000 
 
 
 
Internal/$4,000 

HRMP 
SSMP 
ITMP 
 
HRMP 
ITMP 

2015-
2016 

Faculty training 
for online 
instruction  
 
 
Training for 
alternative 
instructional 
technologies 

Fifteen participants  
 
 
 
Twenty participants 

Site 
Administrator 
Mentor  
Flex 
Coordinator 
 
IT Director 
Flex 
Coordinator 

Internal/$ 
15,000 
 
 
 
Internal/$4,000 

HRMP 
SSMP 
ITMP 
 
HRMP 
ITMP 
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2016-
2017 

Faculty training 
for online 
instruction  
 
 
Training for 
alternative 
instructional 
technologies 

Fifteen participants  
 
 
 
Twenty participants 

Site 
Administrator 
Mentor  
Flex 
Coordinator 
 
IT Director 
Flex 
Coordinator 

Internal/$ 
15,000 
 
 
 
Internal/$4,000 

HRMP 
SSMP 
ITMP 
 
HRMP 
ITMP 
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Capacity Building 
Instructional 
Technology 

Time Task Target Talent Resources Impact on 
Master 
Plans 

St
ra

te
gy

 2
 

In
st

itu
tio

na
l T

ec
hn

ol
og

y 
2012-
2013 

11 smart classrooms  
[Hum  106, 204; CA 
113, 123A, 202, 204, 
207, 209G, MS 123 or 
128; Trades 103B, 
104D 
 
Business Computer Lab 
(CA123A) 
 
 
Create a full facility 
classroom assessment 

All rooms operational  
 
 
 
 
 
Operational Business 
Center 
 
 
 
Prioritized list of 
classroom renovations 
included in and 
implemented through  
the facility maintenance 
plan 
 

Facilities 
Director 
Department 
Faculty 
Information 
Services 
 
Division Chair 
Business 
Faculty 
Facilities 
Director 
 
Facilities 
Director 
Dean of 
Administrative 
Services 

External/$10,000 
Title III 
 
 
 
 
$24,000 
 
 
 
TBD – based 
upon assessment 

FMP 
ITMP 
 
 
 
 
FMP 
ITMP 
 
 
FMP 
ITMP 

2013-
2014 

Virtual Library/open 
access computing 
 
 
 
Create a 3-yr Refresh 
Plan(hardware/software,  
Smart classrooms, 
faculty computers & 
computer labs) 

Facilities modification 
to include air 
conditioning 
 
18 computing stations 
 
Approved Refresh Plan 
for 2014-2015 
implementation 

Librarian 
Facilities 
Director 
Dean of 
Academic 
Services 
 
 
Dean of Admin 
Services 

TBD 
 
 
 
 
 
NA 

HRMP 
FMP 
ITMP 
 
 
 
ITMP 



Consultation Council/Strategic Planning Committee Meeting - Minutes November 17, 2011  Page 103 
 
 

IS Director 
2014-
2015 

Implement Refresh Plan 
Yr 1 

Refresh 33% of campus 
technology 

IS Director TBD ITMP 

2015-
2016 

Implement Refresh Plan 
Yr 2 

Refresh 33% of campus 
technology 

IS Director TBD ITMP 

2016-
2017 

Implement Refresh Plan 
Yr 3 
 

Refresh 33% of campus 
technology 

IS Director TBD ITMP 
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Program Development 
Program 
Development 

Time Task Target Talent Resources Impact on 
Master Plans 

St
ra

te
gy

 1
 

N
ur

si
ng

 
2012-
2013 

Nursing- 
Expansion 
 
 
 
Facilities 
 
 
 
 
Curriculum 

Serving 30 VN students 
 
 
 
Three year temp solution 
Long range/permanent 
solution 
 
 
 
Develop RN Bridge 
curriculum 

VN Director 
Division Chair 
 
 
Dean of 
Academic 
Services 
Dean of Admin 
Services 
 
VN Director 
Division Chair 

FT Nursing 
Instr. 
3 adjunct instr. 
Adjunct Bio 
Instr. 
 
TBD 
 
 
 
 
NA 

HRMP 
 
 
 
FMP 
 
 
 
 
NA 

2013-
2014 

Curriculum 
 
Program Expansion   
 
 
 
 
Facilities 

RN Bridge approved 
curriculum 
 
Develop Comprehensive 
Allied Health Program & 
continuing educational unit 
(CEU) framework 
 
Remove  M  & N buildings 
Long-range Facilities 
Solution 
 

VN Director 
 
VN Director 
Division Chair 
 
 
 
Dean of 
Academic 
Services 
Dean of Admin 
Services 

 
 
Allied Health 
Dir. 
Internal/$6,000 
 
 
 
TBD 

NA 
 
HRMP 
 
 
 
 
FMP 

2014-
2015 

Evaluation and 
Realignment of 
Allied Health 
Program 

Optimize program 
effectiveness 
 

Dean of 
Academic 
Services 
Division Chair 
Directors 

TBD NA 
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2015-
2016 

     

2016-
2017 
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Program Development 
Program  
Development 

Time Task Target Talent Resources Impact on 
Master 
Plans 

St
ra

te
gy

 2
 

A
ut

om
ot

iv
e 

2012-
2013 

Curriculum  
 
Apply for ASE 
Certification 
 
Facility 
modification 
 
 
Equipment  

ASE Pathway 
 
Approval from ASE  
 
 
Meet ASE specifications 
 
 
Meet ASE specifications 

Division Chair 
 
FT Auto Instr. 
 
 
FT Auto Instr. 
Facilities 
Director 
 
FT Auto Instr. 

FT Auto Instr. 
2 Adjunct 
Instr. 
 
 
 
$3,000 
 
 
$50,000 

HRMP 
 
NA 
 
 
FMP 
 
 
NA 

2013-
2014 

Equipment Meet industry standards FT Auto Instr. $100,000 NA 

2014-
2015 

Equipment Meet industry standards FT Auto Instr. $100,000 NA 

2015-
2016 

     

2016-
2017 

     

 
 

Program Development 

Program  
Development 

Time Task Target Talent Resources Impact on 
Master 
Plans 

S t r a    2012-
2013 

Preparation for 
AWS application 

Application submittal 
early Fall 2013 

FT faculty Application fee 
(~$1,000)  

NA 
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2013-
2014 

Apply for AWS 
testing site 

Approval as an AWS 
testing site 

FT faculty 
Division Chair 

Facility 
modifications 
to support 
AWS $17,500 
and site visit 
team costs 

FMP 
 

2014-
2015 

     

2015-
2016 

     

2016-
2017 
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Program Development 
Program 
Development 

Time Task Target Talent Resources Impact on 
Master 
Plans 

St
ra

te
gy

 4
 

IP
R

 R
ec

om
m

en
da

tio
ns

 

2012-
2013 

Monitor feasibility of 
recommendations on 
program IPRs 

Staffing  
 
 
 
 
 
 
 
 
 
 
 
Budget for POST 
Program 
 
Facilities renovations for 
Agriculture Program 

Division Chair 
 
 
 
 
 
 
 
 
 
 
 
Division Chairs 
 
Division Chair 
Agriculture 
Faculty 
Dean of Admin 
Services  

1 FT English 
1FT 
Psychology 
1FT Auto 
1FT Art 
1 FT 
Performing 
Arts (Music,  
or Theater) 
1FT Language  
.5FTE PT 
Librarian 
1FT Admin. 
Asst. 
 
$10,000 
 
$20,000 

HRMP 
 
 
 
 
 
NA 
 
FMP 
 
 
 
 
 
FMP 

2013-
2014 

Monitor feasibility of 
recommendations on 
program IPRs 

Staffing 
Budget 
Facilities 

Division Chair TBD TBD 

2014-
2015 

Monitor feasibility of 
recommendations on 
program IPRs 

Staffing 
Budget 
Facilities 

Division Chair TBD TBD 

2015-
2016 

Monitor feasibility of  
recommendations on 
program IPRs 

Staffing 
Budget 
Facilities 

Division Chair TBD TBD 
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2016-
2017 

Monitor feasibility of 
recommendations on 
program IPRs 

Staffing 
Budget 
Facilities 

Division Chair TBD TBD 

 
 
 

Outreach Implementation 
Outreach 
Implementation 

Time Task Target Talent Resources Impact on 
Master Plans 

St
ra

te
gy

 1
 

C
on

tra
ct

 E
du

ca
tio

n 
C

on
tin

ui
ng

 E
du

ca
tio

n 
C

om
m

un
ity

 S
er

vi
ce

 

2012-2013 Evaluate Needs 
Assessment 
 
 
Establish outreach 
infrastructure 
 
 
 
Conduct  a feasibility 
check to determine 
outreach offerings 
 

Determine outreach method   
 
 
 
Self supporting outreach 
 
 
 
 
Offer outreach as appropriate 
 

Dean of 
Academic 
Services 
Division Chairs 
 
Dean of 
Academic 
Services 
Dean of Admin 
Services 
 
Dean of 
Academic 
Services 
Division Chairs 
 

 
 
 
 
0.5  Admin II 
 
 
 
 
$5,000 

NA 
 
 
 
HRMP 
 
 
 
 
NA 

2013-2014 Evaluate outreach 
infrastructure 
 
 
 
Evaluate contract 
education 

Modify as appropriate 
 
 
 
 
Modify contract offerings as 
appropriate 

Dean of 
Academic 
Services 
Dean of Admin 
Services 
 
Dean of 

 NA 
 
 
 
 
NA 
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performance 
 
 
Evaluate community 
service  offerings 
 
 
Evaluate continuing 
education offerings 
 

 
 
Modify community service 
offerings as appropriate 
 
 
Modify continuing education 
offerings as appropriate 

Academic 
Services 
Division Chairs 
 
Dean of 
Academic 
Services 
Division Chairs 
 
Dean of 
Academic 
Services 
Division Chairs 
 
 

 
 
NA 
 
 
 
NA 

Time Task Target Talent Resources Impact on 
Master Plans 

2014-2015 Evaluate outreach 
infrastructure 
 
 
 
Evaluate contract 
education 
performance 
 
 
Evaluate community 
service  offerings 
 
 
Evaluate continuing 
education offerings 

Modify as appropriate 
 
 
 
 
Modify contract offerings as 
appropriate 
 
 
Modify community service 
offerings as appropriate 
 
 
Modify continuing education 
offerings as appropriate 

Dean of 
Academic 
Services 
Dean of Admin 
Services 
 
Dean of 
Academic 
Services 
Division Chairs 
 
Dean of 
Academic 
Services 
Division Chairs 
 

 NA 
 
 
 
 
NA 
 
 
 
NA 
 
 
 
NA 

St
ra

te
gy

 1
 

C
on

tra
ct

 E
du

ca
tio

n 
C

on
tin

ui
ng

 E
du

ca
tio

n 
C

om
m

un
ity

 S
er

vi
ce
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 Dean of 
Academic 
Services 
Division Chairs 
 
 

2015-2016      
2016-2017      
2016-2017      
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Outreach Implementation 
Outreach 
Implementation 

Time Task Target Talent Resources Impact on 
Master Plans 

St
ra

te
gy

 2
 

In
te

rn
at

io
na

l S
tu

de
nt

s 
2012-2013 Prepare International 

Student Program 
 
Recruit students from 
the Pacific Rim 
 
 

 
 
 
Recruit 15-20 students 

International 
Student Advisor 

 
 
 
$12,000 

HRMP 
SSMP 
 
NA 
 

2013-2014 Enroll Students 
 
 
 
Continue Pacific Rim 
Recruitment 
 

Twelve students matriculated 
and integrated into campus 
community 
 
Recruit 15-20 students 

International 
Student Advisor 
 
 
International 
Student Advisor 

 
 
 
 
$12,000 

SSMP 
 
 
 
NA 

2014-2015 Enroll Students 
 
 
 
Continue Pacific Rim 
Recruitment 
 
Prepare International 
Student Athlete 
Program 

Twelve students matriculated 
and integrated into campus 
community 
 
Recruit 15-20 students 
annually 
 
 
Integration of student athletes 
into campus community 

International 
Student Advisor 
 
 
International 
Student Advisor 
 
International 
Student Advisor 
Athletic Director 

 
 
 
 
$12,000 

SSMP 
 
 
 
NA 
 
 
NA 

2015-2016      
2016-2017      
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Vision: Institutional Development 
 Time Task Target Talent Resources Impact on 

Master 
Plans 

St
ra

te
gy

 1
 

A
lli

ed
 H

ea
lth

 In
st

itu
te

 
Pu

bl
ic

 S
af

et
y 

A
ca

de
m

y 
Pe

rf
or

m
in

g 
A

rts
 C

en
te

r 
 

Annually Write a proposal  
using Feasibility 
Study 
Methodology 
 
Determine 
feasibility of 
impact on 
Academic Portfolio 
 

Submit proposal to the 
Dean of Academic 
Services 
 
 
Initiate planning as 
appropriate 

Proposal  
Champion 
 
 
Dean of 
Academic 
Services 
Division 
Chairs 

None 
 
 
 
TBD 

NA 
 
 
 
TBD 

 
 

 

 
2011-2013 LCC 2-year COM.P.ACT Action Plan   

19 Strategies  - 6 require dual reporting 

 
Status October 31, 2011 

 
Status 

January, 
2012 

 
Status  May, 

2012 

 
Reso   
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EMP 
(6) 

Transfer by Design: 
• Assure basic skills, general education and career and 

technical education course offerings reflect the needs of 
students desiring to transfer to a four-year college or 
enter a career 

• Strengthen the Basic Skills program by establishing the 
Basic Skills Collaboratory and expanding the number of 
qualified Basic Skills instructors as well as enhancing 
faculty skills in teaching developmental students 

• Assure effective and data-informed course scheduling that 
builds upon articulation agreements and promotes 
seamless and timely completion of educational goals 

• Market “Transfer by Design” internally and in outreach 
efforts to the community   (Also SSMP) 

  EMP:  
• Initiated: Academic leadership is engaged in a 

formal analysis of the three component core 
mission course offerings. The results of that study 
will guide the staffing plan proposed for AY 2012-
2013. 

• Not yet begun: Assessment Center move must 
occur before Collaboratory is established.  

• Initiated: Academic leadership is engaged in a 
formal analysis of course scheduling that reflects 
offerings and staffing gaps  

 
SSMP: 

• Initiated:  This strategy was supported by the 
development of fact sheets and their 
dissemination during the fall college fairs.  
Counselors establish education plans seeking 
to effectively help students develop a strategy 
for transfer. 

  • District    
time for  
research 

• Collabo   
carpetin    
and 18 c  
Comput    
purchas     
funds 

• District    
time for  
research 

• This str   
resourc    
district    
services      
spring m   
will be    
the fact  

 

EMP 

Assessment of Student Learning: 
• Faculty, who have implemented course changes as a 

consequence of assessment results for student learning 
outcomes, will have evaluated the impact of changes 

• Initiated: Faculty results are being compiled in 
Academic Services. Results will be used to inform 
Assessment dialogs scheduled to begin in Spring 
2012. 

  • District   
howeve    
problem    
staffing  

 

EMP 

Maximizing the Student Experience: 
• Encourage and support increased faculty/student, 

student/student interactions outside of the classroom 
• Employ communications strategies in order to inform and 

engage students in the life of the college 
• Convert traditional/print Library to virtual, paperless, 

digital library that better meets students’ needs 

• Directional Change: For first two activities - 
District resources focused on maximizing the 
student experience through classroom refresh, 
installation of instructional technology and 
professional development 

• Not yet begun: Adjunct Librarian hired, anticipate 
initiating activity in late spring 2012.  

  • No long   
• No long   
• Virtual L   

constru    
group ro   
carols a    
comput  

 

EMP 

Lassen Educational Collaborative: 
• Complete the development of Lassen Pathways, that 

enables high school students to concurrently complete 
their high school diploma and transferable general 
education coursework 

• Implement an annual College and Career Day              
(Also SSMP) 

EMP: 
• Completed: High School students can now enroll 

in the Lassen Pathway  
SSMP: 

• Initiated: This strategy was supported during 
the fall when the President’s office and 
Student Services staff  met twice to discuss 
outreach efforts county wide.  In addition the 
counseling department hosted and ran a 
countywide college fair program where the 

  • District    
Counsel    
LUHS Co    
Lassen P  

• This str   
support    
from ex   
funds. 
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junior class at local high schools was targeted 
for attendance. 

EMP 

Strengthening/Enhancing Existing Programs:  
• Determine the future of Allied Health programs at the 

college, including the development of an RN Bridge  
• Based upon instructional program reviews, feasibility 

analyses and/or regional interest and support, prioritize 
the viability of strengthening the following programs:  

                        Agri Business, Automotive Technology, Human 
Services, Logistics and Materials Handling and Small 
Business Management 

• Initiated: Comprehensive retool of the current 
Vocational nursing program is occurring including 
alternate facility, new equipment and curricular 
redesign. The addition of a CNA program is 
underway.  

• Initiated: Academic leadership recommends a 
focus on Automotive Technology and Welding. 
Following a feasibility analysis, Logistics and 
Handling is removed from consideration.   

  • District    
increase     
half/tim     
and LCC  
support    
new equ   
requirem   
~$90,00    
purchas   
requirem     
CNA Dir     
Allied H  
Program    

• Expansi    
technol    
will req   
funds as    
2012-20    

 

EMP 

Community Service Programs: 
• Analyze enrollment patterns that justify the transition of 

existing credit, apportionment supported courses to 
community service classes and begin to implement the 
transition in 2011-2012 course schedule 

• Create a structure within the college that will oversee the 
development of a robust community service program 

• Implement the plan/develop community service class 
schedule 

• Initiated: Academic leadership is engaged in a 
formal analysis of enrollment patterns and credit 
course offerings.  
 

  • All three   
require    
the imp    
robust C   
program   
 

 

SSMP 
(5) 

Program Review: 
• Complete the third assessment cycle for Non-Instructional 

student learning outcomes for all program areas 

• Initiated: SLO’s from student service areas 
were reviewed during the fall in preparation 
for data gathering and review during the spring 
2012 term. 

  • This stra    
and reso    
district f  

 

SSMP 

Early Alert: 
• Using research to evaluate the effectiveness of the Early 

Alert Interventions verify that they helped LCC to improve 
student success in Course/Certificate/Degree completion 
rates by 10% 

• Change of Direction: This strategy is undergoing a 
strategy change.  During the 2010-11 year objections 
to faculty support for Early Alert work was registered 
by the LCFA union in negotiations.  The use and pay 
for faculty time involved in early alert is under 
review. 

    



Consultation Council/Strategic Planning Committee Meeting - Minutes November 17, 2011  Page 117 
 
 

SSMP 

Student Services Success Strategies: 
• Implement a set of success oriented strategies that tailor 

counseling, orientation, first year experiences and work 
study experiences to each student’s needs 

• Initiated: Over the past two terms Student Services 
has been piloting and building an electronic 
application, education plan and progress report 
system as part of the EOPS service model.  These 
academic support and advising services help 
students internalize their educational planning.  The 
EOPS advisor monitors the student’s progress via 
Datatel report server data and guides the faculty 
counselor toward student needs as identified 
through these reports.  This pilot project is being 
considered for larger scale implementation in the 
future. 

  • This stra    
and reso    
categori    
funds. 

 

SSMP 

Student Services Technology: 
• Improve technology services in Admissions and Records, 

Financial Aid and Counseling  (Also ITMP) 

SSMP:  
• Initiated: This was initiated during the fall term as a 

team of IR and Student Services staff began work on 
CCCApply.  In addition upgrades in LCC infrastructure 
will make Web Access technology services possible in 
the Spring of 2012. 

 
ITMP: 

• Initiated: IS engaged a consultant to implement 
CCCApply. The CCCApply team is meeting and on 
schedule for roll-out in December 

   
• This stra    

and reso    
district f    
by outsid   
consulta  

 
• District   

renewa    
Consult    
to confi    

 

SSMP  

Student Services Research: 
• Define an annual data-gathering regimen for student 

services. 

• Initiated: The first section of Matriculation data was 
provided during this time frame.  It is being used to 
inform Matriculation planning. 

  • This stra    
and reso    
district f  

 

ITMP 
(2) 

Instructional Technology: 
• Equip eight of instructional spaces with state of the art 

technology, to include two additional computer labs and 
converting classrooms as appropriate into “smart” 
technology rich classrooms and building upon campus-
wide wireless capability (Also FMP) 

ITMP: 
• Initiated: Equipment purchased and partially 

installed. One flex day training for faculty 
occurred. No classrooms are fully functional. One 
room is functioning as a computer lab; the second 
room is not yet identified. 

 
FMP: 

• This project is ¾ complete. Expected completion 
by December 2011. 

 

  FMP: 
• This pro   

resourc    
funds fo    
District    
2010-20    
for the  
work. 

 

 

ITMP 

Institutional Infrastructure; 
• Define and implement ongoing refresh plan for desktops, 

servers (priority, frequency, funding) 
• Upgrade voice communications (VOIP phone system) 

• Not yet begun 
• Initiated: Phone sets delivered. Implementation 

cannot occur until Frontier completes PRI 
• Not yet begun 
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• Maximize capacity in Datatel  (eCommerce, web-time 
entry) 

• Evaluate the wireless technology project 
• Assure a vital Web presence (Portal implementation) 

• Not yet begun 
• Initiated: Website redesign is underway with re-

launch scheduled to occur in mid-November.  

FMP 
(3) 

ADA Compliance: 
• Fill the deep cracks in the Gym parking area in order to 

meet ADA compliance. 

Completed   FMP: 
• This pro   

resourc    
District   

 

 

FMP 

Emergency Mass Communication System: 
• Complete the purchase and installation of an Emergency 

Mass Communication System (EMCS) 

• Initiated – Complete by 11/30/2011   FMP: 
• This pro   

resourc    
District   
and exis    
aside fo    

 

 

FMP 

Leveraging Existing Facilities: 
• Identify location and equip: Basic Skills Collaboratory, 

Center for Excellence in Learning and Teaching, Student 
Center, Student Services Welcome Center, Board Room 

                  (Also  ITMP) 

FMP:  
• Initiated – Complete by 12/31/2011 

 
ITMP: 
 

  FMP: 
• This pro   

resourc    
District   
and  Dis    
the 201   
year 

 

 

HRMP 
(3) 

Training: 
• Provide for training on delivery methods in the Center for 

Excellence in Learning and Teaching 

• Initiated: Location is identified but waiting for the 
Center to be configured. Training will be 
scheduled upon completion of the Center. 

  • Short-Te   
funding     
painting    
smartbo    
comput  

     
   

HRMP 
Administrative Procedures: 

• Publish Classified Handbook 
• Not yet complete: / 06-30-2012   Existing Personnel  

 
      

 

HRMP 

Academic Support Staffing: 
• Increase staffing for Basic Skills instruction and  

instructional support (Also EMP) 

HRMP:  and  EMP:   
• Not yet complete: ISS-Basic Skills hired 11-08-

2012;  English Instructor – to be hired 

 
 

  Additional Funding     
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Rank         

(Consultation 
Council  Priority 

Recommendation) 

 

Short List of 10 Action Items supporting the 
achievement of strategies listed above 

(Completion in 2011-12)  

 

Status October, 2011 

 
Status 

January, 2012 

 
Status   

May, 2012 

1  (2) Convert MS 125 to Math/Science Computer Lab Complete   

2 (3) Install Classroom Technology in eight classrooms Initiated – Complete by 11/30/2011   

3 (4) Convert classroom to Teaching Center Initiated – Complete by 12/31/2011   

4 (5) Convert cafeteria to Student Center Complete   

5 (6) Furnish Basic Skills Collaboratory Initiated – Complete by 12/31/2011   

6 Install VOIP Phone System Initiated – Complete by 11/30/2011   

7 Install Emergency Notification System Initiated – Complete by 11/30/2011   

8 Relaunch WebAdvisor (attendance accounting, 
online grade entry) 

Initiated – Complete by 12/31/2011   

9 Implement CCCApply Initiated – Complete by 12/31/2011   

10 Implement Point of Sale System Complete – Needs refining   

 
 
Explanations: 

1. Resources: Please address how progress on the strategy was resourced: e.g., existing personnel/funds, additional funds, 
short-term staffing. Is the progress sustainable? If yes, are additional resources needed? 

2. Desired Outcome: How will you measure the achievement of this strategy on June 30, 2013? To what level will you achieve 
this outcome? 

3. Status: 
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• Not yet begun 
• Completed – strategy achieved to the level intended 
• Initiated – strategy begun and in early stages 
• Not Yet Complete – strategy in progress on pace for completion as planned or with new completion date as indicated 
• Directional Change – strategy no longer feasible with explanation provided 

 


