MOORPARK COLLEGE
TABLE FOR EVALUATING ACCJC STANDARDS
[bookmark: _GoBack]STANDARD I:  Institutional Mission and Effectiveness
The institution demonstrates strong commitment to a mission that emphasizes achievement of student learning and to communicating the mission internally and externally.  The institution uses analysis of quantitative and qualitative data and analysis in an ongoing and systematic cycle of evaluation, integrated planning, implementation, and re-evaluation to verify and improve the effectiveness by which the mission is accomplished.  

A. Mission
The institution has a statement of mission that defines the institution’s broad educational purposes, its intended student population, and its commitment to achieving student learning.  

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, valid and reliable)
	Does a gap exist? Please explain.

	What does the institution’s mission statement say about its educational purpose?
	List from catalog 
	SLO’s on TracDat and CurricUnet
	Developing the GEO’s and hyperlink in mission statement that transports to referenced item

	Who are the colleges intended students?  How does the institution determine its intended population?  Is the identified population a reasonable match for the institution’s location, resources, and role in higher education?
	Transfer, High School, Returning Adult, Career, Student Athletes, Veterans, etc. Population identified based on community needs, outreach efforts based on college’s enrollment management plan. Yes, there is a reasonable  match.
	Institutional effectiveness Report, ARCC data;  Scorecard, Enrollment Plan,  college website, Launchboard, Salary Surfer, SLOs,  Catalog, Mission Statement, Organizational Chart of Student Learning Divisin and the College Org Chart
	Lifelong learners; short term career education programs need better integration. Responsiveness to the needs of these populations may be impacted by the laborious curriculum development and approval process. Work  arounds?

	What processes does the institution use to foster college-wide commitment to student learning?  Does the mission statement express this commitment?
	Student Learning model informs the college’s organizational structure; SLO’s, Program planning, professional development for faculty and staff, student clubs and organizations, transfer opportunities such as Transfer Day, Athletics, specialized programming for specific populations such as EOPS, Cal WORKS, DSPS;  Yes, the mission statement expresses the commitment; the Vision and Value Statements are foundational documents to the Mission.
	My Nav, Trac Dat, Curricunet, Degree Works, D2L course management system; Library subscriptions; Fall Fling minutes; Minutes of the Mission Review Taskforce; Student Services Council minutes, Student evaluations, CCSSE (?);
	Better integration of data sources like Trac Dat to Curricunet to Degree works. If not possibole maybe a cross walk that illustrates the seamlessness of the processes








IA.1  The institution establishes student learning programs and services aligned with its purposes, its character, and its student population.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Have discussions been held among key constituents regarding the relevance of the mission statement to student learning?
	Yes, discussions were held at Fall Fling, Mission Review Workgroup was developed, Student Services Council
	Minutes from Fall Fling, Minutes from Mission Review Taskforce, Mission Survey, EdCAP, SSC Minutes
Student Success Taskforce
	Validation of external constituents relevance of our mission needed

	What statements about student learning are included in the mission statement?  How do these statements make explicit the purposes of the institution?
	Six bullet points under the mission statement that  address student learning.
	Catalog, website, VCCCD portal, documents produced by the programs and college, 
	None

	How does the institution know that it is addressing the needs of the student population
	To assess the College’s success in serving its community, the College regularly examines the demographics and enrollment profiles of its service area, analyzes economic forecast reports, and conducts both external and internal scans regarding current and emergent academic and career-technical training needs. These sets of data are documented in the Institutional Effectiveness Report (IA-2).
	Institutional Effectiveness Report, ARCC Report, LaunchBoard, ScoreCard, CCSSE, student faculty evaluations, student activities engage students through governance; special populations needs are addressed by EOPS, ACCESS, CalWORKS, student support services ,such as the Tutoring Center, Math and English Center, Career Center, Student Equity survey and focus groups,
	Increase tutoring for STEM related fields and Supplemental Instruction develop tracking of student success into the workforce; perform more target surveys of student populations to assess student learning; entrance survey and exit survey must be formalized.  Maybe make  orientation mandatory to better address student needs

	What assessments of the institutional effectiveness are undertaken?
	The College’s planning processes include an annual review of institutional effectiveness data as well as annual Program Plans and improvement strategies to ensure that programs are linked with the College Mission and fulfill students’ needs. These processes, described further in response to Standard IIA., create the venue for routine and systematic dialogue among members of the college community about the alignment of programs/services with the College Mission.
	GEOs, SLO’s , Institutional Effectiveness Report, Scorecard, Perkins Core Indicators, CCSSE, 
	None



2  The mission statement is approved by the governing board and published.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	When was the current mission statement approved by the board?
	July 14, 2009
	Board meeting minutes for 7/14/09
	no








IA.3  Using the institution’s governance and decision-making processes, the institution reviews its mission statement on a regular basis and revises it on a regular basis and revises it as necessary.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How effective is the institution’s process for periodic review of the mission statement?  Does the process allow for incorporating the interests for the institutions’ stakeholders?
	There is a process.
Mission Review Task Force meets as needed. Reports back at Fall Fling annually. 

Yes, stakeholder’s interests are incorporated.


	· Fall Fling/follow-up email/yearly review mission/vision/value, evaluation + validation of Strategic Objectives
· M/V/V  task force gp
· Board minutes
· Community feedback/groups
· Mission Review Taskforce

	Do we want a cycle for review of Mission (since Board approval needed)
If yes, add to Moorpark’s Making Decisions document.
Incorporation of interests of institution’s stakeholders effective + evaluated?  Data? Find a way of incorporating the interests of  external stakeholders (in addition to the BOT)  in the development and review of the mission statement

	How does the institution know that the way the mission statement is developed approved and communicated to all stakeholders is effective?  What circumstances prompt changes to the statement?
	· Fall Fling: validation
· Survey Faculty/Staff/Admin.
· Affect COR review

	Fall Fling minutes
Mission Review Taskforce
Vision and Values statement
Catalog
Board of Trustees Minutes 

	None












IA.4  The institution’s mission is central to institutional planning and decision making.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How effectively does the mission statement prompt planning and decision making?  To what extent is the mission statement central to the choices the college makes?
	Making Decisions Doc.
Includes the hiring, budget, facilities, funding and other  resource allocation processes. Program Plan doc.:  synopsis, effectiveness, purpose, strengths
	Program Plan: 
· Actions steps
· SLOs
· Environmental Scans
	None










B. Improving Institutional Effectiveness
The institution demonstrates a conscious effort to produce and support student learning, measures that learning, assesses how well learning is occurring, and makes changes to improve student learning.  The institution also organizes its key processes and allocates its resources to effectively support student learning.  The institution demonstrates its effectiveness by providing 1) evidence of the achievement of student learning outcomes and 2) evidence of institution and program performance.  The institution uses ongoing and systematic evaluation and planning to refine its key processes and improved student learning.  

IB.1  The institution maintains an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and institutional processes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How has the college structured its dialogue?  How well does the college embrace and understand the purpose of the dialogue?
	· Outlined in Making Decisions 
· 4 councils: VP, Admin, Deans, Student Services
· 3 senates: Academic, Associated Students, Classified
· Fall Fling
· Town Halls
· Y’all come
· Governance gps (6 standing Commit.)
· Planning process
· Division/Dept mtgs
· Surveys to campus community
	· Agendas
· Minutes
· Result of surveys
· Engagement of faculty in governance committees
· 

	None

	When, how, and about what subjects has the college engaged in dialogue?  What impact has the dialogue had on student learning?
	· Educational Master Plan-10 yrs challenges + opportunities
· Strategic Plan-3 yrs objectives
· Program Planning process-annual
· Institutional Effectiveness Report
· Fall Fling-yearly
· Town Halls-1/semester at least-Q&A
· Y’all comes-working sessions
· Self-evaluation-data driven: PP and LOs
· Planning Agenda (?)
· Governance gps:
· EdCap-program review/Course Outcome assessment
· FacilitiesCAP-plan and monitor
· TechCAP-plan and monitor
· Fiscal Planning-plan and monitor
· CurriculumCommittee
· Faculty Development
· Planning process
· Division/Dept mtgs
· Subject: budget +crisis, reorg, SLOs… teaching and learning topics, 
· Year Of

	· TracDat
· Agendas
· Minutes
· Student Score Card
· Salary Surfer
· Graduation Rates
· Course Completion Rate
· “Clearinghouse” follow up w/ student SS #
· CC placement in state and US
· 
	Is there a direct mapping of the impact of the dialogue?  Action Steps in Program Plan?

	Does the dialogue lead to a collective understanding of the meaning of evidence, data, and research used in evaluation of student learning?
	What defines/demonstrates a collective understanding? Continued participation reflects a commitment to the process and its value
Posting documents online calling for review and comments from campus community
Surveys
	Town Hall 
Y’All Come
Councils meetings minutes
Academic Senate minutes, Classified Senate minutes
Fall Fling Agenda and summary of event outcomes
Governance committees, Prioritization processes; 
	Example: Still resistance to the interpretation of SLOs and the effect of creating an SLO committee w/possible authority/decision over SLOs.




















IB.2  The institution sets goals to improve its effectiveness consistent with the stated purposes.  The institution articulates its goals and states the objectives derived from them in measurable terms so that the degree to which they are achieved can be determined and widely discussed.   The institutional members understand these goals and work collaboratively toward their achievement.  
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What criteria does the college use to determine its priorities (set goals)?
	
	
	

	Is there broad-based understanding of the goals and the processes to implement them?  Is there institutional commitment to achieve identified goals?
	
	
	

	How well does the college implement its goals?
	
	
	

	Are goals articulated so that the institution can later determine the degree to which they have been met?
	
	
	

	To what extent does the college achieve its goals?
	
	
	

	What evidence is used to demonstrate progress toward achieving college goals?
	
	
	











IB.3  The institution assesses progress toward achieving its stated goals and makes decisions regarding the improvement of institutional effectiveness in an ongoing and systematic cycle of evaluation, integrated  planning, resource allocation, implementation, and re-evaluation.  Evaluation is based on analysis of both quantitative and qualitative data.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	To what extent does the institution understand and participate in ongoing and integrated planning?
	College  planning process is integrated and connected to the VCCCD District Mission and the college’s Strategic Objectives. See Making Decisions for mapping of college planning process and roles of stakeholders
	Making Decisions; Master Plan, Strategic Plan; Program Plans; Minutes of Fall Fling; Educational Master Plan; Strategic Plan; Facilities Plan, Academic Senate minutes, Classified Senate meetings, Presidents Council, VP Council minutes; 
	None

	Does the college have a planning process in place?  Is it cyclical, i.e., does it incorporate systematic evaluation of programs and services, improvement planning, implementation, and re-evaluation?  How does college budgeting of resources follow planning?  How is planning integrated?
	Yes, the College has a planning process in place that is cyclical and integrated. The program review, resource allocations and budgeting are part of  integrated planning. Six standing committees monitor the planning process. Particularly:  Ed CAP and the CAP committees incorporates systematic evaluation 
	Strategic Plan Review
Master plan
Minutes of EdCAP Facilities, Tech, Fiscal, Curriculum and Faculty Development
Program Plans
	None

	To what extent are institutional data and evidence available and used for planning?   Are data analyzed and interpreted for easy understanding by the college community?
	Data driven decision making supports a culture of evidence . Data is analyzed and widely  used for planning
	Program Plans
Action Steps
Strategic Objectives
SLO Assessments
Institutional Effectiveness
Program Plan Data Report;
	None

	What data and/or evidence is used to communicate and analyze institution-set standards.
	Program Plans, SLOs, Productivity, 5 column Assessment model
	Program Plans
	None












IB.4  The institution provides evidence that the planning process is broad-based, offers opportunities for input by appropriate constituencies, allocates necessary resources, and leads to improvement of institutional effectiveness.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What mechanisms exist for participation in college planning?
	Academic Senate, Classified Senate, Associated Students; Governance committees, Councils, Taskforces, Workgroups, Y’all Comes, Town Hall meetings; Fall Fling; Program Planning cycle; EdCAP, TechCAP, Facilities CAP, Fiscal , Faculty Development; Budget meetings between Deans and the VP Business; Program Planning meetings 
	Minutes of governance committees, councils, workgroups, task force and advisory committee meetings. VCCCD Participatory Governance Handbook; Attendance roster for Fall Fling; College wide committee meeting  calendar; division and department meeting minutes; Presidential summary of fall fling outcomes to the College
	None

	How is broad involvement guaranteed?
	Making Decisions at Moorpark College defines membership and charge for each participatory group; emails; announcements on the VCCCD portal, College website; and through postings of agenda and minutes on the portal; invitations are sent to the College community; press releases to involve external stake holders, BOT meetings; Agenda and minutes of Academic Senate meetings; Curriculum Committee minutes;  
	Fall Fling agenda and minutes, Making Decisions at Moorpark College; Program Planning Status Report; minutes of BOT meetings; Prioritization lists and memo from the President; Academic Senate agenda; Classified Senate meeting agenda, Minutes of Student Services Council; 
	None

	To what extent does the college allocate resources to fulfill its plans?
	Resource allocation is defined in the Making Decisions document as integral to integrated planning
	Program budgets, Fiscal planning m committee minutes; Faculty and Classified Prioritization lists 
	None

	When resources fulfill plans are not available, does the college identify and follow strategies to increase its capacity, i.e., seek alternate means for securing resources?
	Yes through grants and partnership; shared resources; recycling equipment
	Perkins, ADN, SB70, donations from business and industry; fundraising for scholarships
	None

	What changes have occurred as a result of implemented plans?
	Program Planning process ; parking structure, faculty hiring, 
	Making Decisions; prioritization lists, Strategic Objectives;
	None



IB.5  The institution uses documented assessment results to communicate matters of quality assurance to appropriate constituencies.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What assessment data does the college collect?
	Institutional Effectiveness;
Productivity data ; student completion, persistence, retention and transfer rates; licensure and third party certification data; student and employee satisfaction surveys, SLO, environmental scans
	Institutional Effectiveness report; Education Master plan, District wide Student  Satisfaction Survey; VCCCD Employee Satisfaction Survey, College Survey of Committee Effectiveness; CTE Advisory Committee minutes; Program plans; VCCCD Participatory Governance Handbook;
VCCCD Annual Report to the Community 
	None

	By what means does the college make public its data and analysis internally and externally?
	VCCCD Annual Report to the  Community; Committees, Councils, EdCAP, department and  division meeting minutes; VCCCD portal; email, MC Share,  Enrollment Plan, Education Master plan, Facilities plan, Strategic plan, Informational Technology plan
	ARCC Report, Scorecard, LaunchBoard; CCCCO Legislative Reports, Institutional Effectiveness Report; VCCCD Annual Report to the Community; MyVCCCD portal; Advisory Committees; Accreditation ands program self -study reports published on website, portal, and via email lists 
	None

	How does the college assess whether it is effectively communicating information about the institutional quality to the public?
	District Director of Public Information Claire Geisen; hits in the press; satisfaction surveys
	Press release postings; Moorpark College press and media clippings, 
	Needs Institutional Public Information Officer and Marketing plan that is current; review of communication channels and products such as website, view book.

	How does the institution communicate its institution-set standards?
	Catalog, website, portal, Shared with the Academic Senate, Deans Council, Institution’s Strategic Objectives, Institutional Effectiveness Report, Town Hall Meetings, Y’All Come, Fall Fling, governance committees, outreach events
	Outreach activities calendar; 
College Catalog; program brochures, webpages and other publications
	None






IB. 6  The institution assures the effectiveness of its ongoing planning and resource allocation processes by systematically reviewing and modifying, as appropriate, all parts of the cycle, including institutional and other research efforts.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What processes does the institution use to assess the effectiveness of its cycle of evaluation, integrated planning, resource allocation implementation, and re-evaluation?
	Economic forecast reports, and conducts both external and internal scans regarding current and emergent academic and career technical training needs.
Program plan and then determine the budget, TCAP,FCAP,EDCAP, fiscal planning, midterm review, year-end review,
	annual review of institutional effectiveness data, 
annual Program Plans
and improvement strategies to ensure that programs are linked with the College Mission and fulfill students’ needs.. Institutional research, score card, strategic objectives, action plans

	None

	How effective is the college planning process for fostering improvement?
	Very effective. Fall Fling, Educational Master plan, Facilities, Technology Master plans, strategic plan, , Making decision process document, surveys, Standard 1 review group.
	Institutional Effectiveness Report, Standard 1 review group or Ed cap minutes,  Fall Fling minutes,  minutes of governance committee meetings, SLO, PLO, ILO, environmental scans, advisory committee reports, students success rates, satisfaction surveys, completion data, action plan 
	None



IB.7  The institution assesses its evaluation mechanisms through a systematic review of their effectiveness in improving institutional programs, student support services, and library and other learning support services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What mechanisms does the institution uses to gather evidence about the effectiveness of programs and service?
	Self-study, surveys and evaluations, program plans, integrated program planning review,
	Data from institutional research, score card, national clearing house, program plans, number of transfer students, CCSSE, Health survey, student evaluations, advisory committee meetings, CTE Outcomes Survey,  program accreditation by professional and third party agencies, focus groups, Alumni surveys, and exit interviews
	None

	How effectively do evaluation processes and results contribute to improvement in programs and services?
	Very effective; results from environmental scans, surveys, program planning, program status report are used in assessing  the improvement effectiveness of the evaluation processes
	Program plan status report, program plan, SLOs, PLO’s, ILOs, Advisory committee minutes, satisfaction surveys, Summary of College Program Evaluation produced by EVP
	None








STANDARD II:  Student Learning Programs and Services
The institution offers high-quality instructional programs, student support services, and library and learning support services that facilitate and demonstrate the achievement of stated student learning outcomes. The institution provides an environment that supports learning, enhances student understanding and appreciation of diversity, and encourages personal and civic responsibility as well as intellectual, aesthetic, and personal development for all of its students.   

A. Instructional Programs
The institution offers high-quality instructional programs in recognized and emerging fields of study that culminate in identified student outcomes leading to degrees, certificates, employment, or transfer to other higher education institutions or programs consistent with its mission.  Instructional programs are systematically assessed in order to assure currency, improve teaching and learning strategies, and achieve stated
student learning outcomes.  The provisions of this standard are broadly applicable to all instructional activities offered in the name of the institution.

IIA.1  The institution demonstrates that all instructional programs, regardless of location or means of delivery, address and meet the mission of the institution and uphold its integrity.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure that all institutional offerings align with the stated mission of the institution?
	1. Mission is reviewed annually by a broad campus collective to ensure it continues to match college ideals, student needs, and community needs.
2. Course curriculum is reviewed as scheduled every 2-3 years as part of Curriculum Committee (College Standing Committee-participatory governance group
3. Over the past few years with budget cuts, many conversations have occurred among faculty and administration discussing “coring” the curriculum to focus on basic skills, transfer (AA-T & AS-T) and career tech.
4. All courses have SLOs that can be mapped to PLO/ILO which link to the mission
	1. Fall Fling
2. Curriculum COR review schedule; Making Decisions documentation of Curriculum Committee Charter 
3. Division, department meeting minutes, Dean IGETC chart of course offerings, Ya’ll Comes (?), MC Collaborative, Fall Fling (2011)
4. TracDat and CurriUNET; Mapped connection graphic???
	Maybe- evidence of the curriculum being specifically compared to mission was not readily found.  Retrospectively, we can probably link every course in a table to portions of the mission.  What I don’t see is prospectively how we ensure every course is aligned with the mission.

	How does the institution ensure that its programs and services are high quality and appropriate to an institution of higher education?
	1.  Curriculum reviewed as scheduled by Curriculum Committee
2. 100% of courses are measured for Continuous Quality Improvement in a sustained process evaluation of SLO’s and PLO’s
3. Services and programs are evaluated annually through the Program Planning Process
	1.  Curriculum schedule of COR review
2. Lisa Putnam reports and Julie Campbell, examples on Trackdat
3. Program Plans in TracDat and EVP Summaries
	No gap

	How does the institution choose the fields of study in which it offers programs? 

	1. For CTE, SCANS and input from advisory committee
2. Discussions at department meetings and annual Program Planning meeting in January
3. Faculty collaborate on courses/program content when writing CORs using CurricUNET
4. Dept. Chairs in collaboration with the Dean determine the courses to offer each semester
	1.  COR Scans, Program Plan Scans, advisory committee meetings
2. Dept. meeting minutes, EVP summary, 
3. Faculty meetings, approval signature sheet in CurricUNET
4. AFT Contract, emails between faculty and deans
	No

	How does the institution ensure that its programs and curricula are current?
	1.  Curriculum is reviewed routinely
2. During every faculty evaluation, peers review the content taught for currency
3. On COR, CTE faculty not SCANs for every course
	1.  See Curriculum disciplin review schedule\
2. COR examples
	No




IIA.1.a  The institution identifies and seeks to meet the varied educational needs of its students through programs consistent with their educational preparation and the diversity, demographics, and economy of its communities.  The institution relies upon research and analysis to identify student learning needs and to assess progress toward achieving stated learning outcomes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What research is conducted to inform the college of student learning needs?  What means does the institution use to assess students' educational preparedness?
	1.  Student Success Scorecard provides information on momentum points (remedial, persistence, 30 units) and completion outcomes (Degree/transfer and CTE)

2. Institutional Effectiveness Reports includes information on Moorpark College service areas, student profiles, enrollment trends, student retention rates, student success rates, program completion and transfer rates.

3. SENSE Report (Survey of Entering Student Engagement) helps to provide a picture of student behaviors and institutional practices that affect beginning students.  Included is a college specific scorecard with averages and benchmarks.  This tool can help colleges identify reasons for why a student persist and succeeds and why others may not.  The survey is administered to students during the 4th and 5th weeks of the Fall semester.  
4. Community Data helping to inform the environment that the college to which the college is located.
5. Responsive ness information related to the Market place can be found in employment surveys.
6. National Licensure exam statistics and pass rates help inform the CTE programs. 
7. Program and Student Level Outcomes assessments inform the college on a program and course level for continuous quality improvement.
	1.  Student Success Scorecard  http://scorecard.cccco.edu/scorecardrates.aspx?CollegeID=681

2. Institutional Effectiveness Report

3. SENSE Report (not sure where this is kept but Kim has a hard copy)

4. Community Data including:

a. VCCCD Snapshot reports http://www.vcccd.edu/departments/institutional_research/snapshot_reports.shtml
b. CCCCO Datamart (link online broken; emailed Lisa FYI)
c. Ventura County information “Quick facts”  http://quickfacts.census.gov/qfd/states/06/06111.html


5. Market Place:

a. Employment surveys http://www.moorparkcollege.edu/departments/administrative/institutional_research/MarketplaceAwareness.shtml
b. Gainful Employment disclosures http://www.moorparkcollege.edu/departments/administrative/student_learning/gainfulemployment.shtml
c. Health Sciences surveys of students,  employers, alumni, and agencies http://www.moorparkcollege.edu/departments/administrative/presidents_office/HealthScienceSurveys.shtml
d. Career Technical Program’s Advisory meeting minutes


6. National exam pass rates/statistics:  http://quickfacts.census.gov/qfd/states/06/06111.html
7. Program and Student Level Outcomes assessments
a. Program http://www.moorparkcollege.edu/departments/administrative/institutional_research/ProgramReview.shtml  and TracDat
b. TracDat and probably McShare
	No

	How is this information incorporated into program planning?
	Information from the above resources are included in many places of the program plan including:

1. Listing of program strengths
2. Productivity data including (course completion rates, course success rates, declared majors, number of degrees/certificates
3. Summary of Access and Productivity Effectiveness,
4. Environmental Scans
5. Resource Requests
	Trac Dat examples
	

	What kind of research is being conducted to determine if students are achieving stated learning outcomes?
	Quantitative and qualitative data is being collected at the course and program levels.  See information included above.
	
	




IIA.1.b  The institution utilizes delivery systems and modes of instruction compatible with the objectives of the curriculum and appropriate to the current and future needs of its students.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution determine that delivery of instruction supports the objectives and content of its courses?
	1.  Curriculum when proposed and reviewed by the Curriculum Committee evaluates the COR (Course Outline of Record) as it relates to the standard delivery of teaching the course in the classroom or laboratory settings.  
2. If the discipline would like to also include online offerings (fully or hybrid), then the discipline faculty must complete additional criteria on the COR justifying the online modality of teaching.  

	1. COR and Curriculum Committee minutes
2. DE Addendum and Curriculum minutes

	No

	How are delivery methods evaluated for their effectiveness in meeting student needs?
	1. Faculty and courses are evaluated every semester in accordance with the AFT Contract (Article 12) through student surveys.  
2. Faculty are evaluated by peers and administrator as stated in the AFT agreement; regular contract faculty every three years and non-contract faculty during their first semester and at least every 6 semesters ( Article 12.4)
3. Disciplines are provided information about student success rates and retention rates as it relates to on-ground or distance education to review
	1. Collective bargaining agreement
2. Collective bargaining agreement
3. See _________discipline Retention and Success Tables
	No

	What dialogue is taking place about delivery systems and modes of instruction?
	Departments conducted discussion regarding various delivery modes related to specific courses/content.  
1. For example, Biotechnology has created hybrid and online deliver for many of their courses because of suggestions from their advisory committee and because many of their students are working adults.
2. Also, department when discussing program plans and course offerings discuss comparisons of delivery methods.
	1. Advisory meeting minutes for Biotechnology
2. Biology has had several meetings to discuss online courses (any others?).  Meeting minutes from biology.
	Maybe-Not sure what the breadth of conversations are occurring?

	How effectively are delivery systems and modes of instruction facilitating student learning?
	1. Disciplines are provided information about student success rates and retention rates as it relates to California percentages.
	1. See _________discipline Retention and Success Tables
	Maybe-Can Pamela pull college results compared to state data for our review?




IIA.1.c  The institution identifies student learning outcomes for courses programs, certificates, and degrees; assesses student achievement of those outcomes; and uses assessment results to make improvements.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What student learning outcomes has the institution identified for its courses, programs, certificates, and degrees?
	1. Institutional Level Outcomes
2. General Education Outcomes
3. Programs and certificates are found in the college catalog, on CurricUNET (COR) and TracDat.
4. ACCJC SLO report
	1.  ILOs and GLO’s:
http://www.moorparkcollege.edu/departments/administrative/institutional_research/LearningOutcomes.shtml
2. ILOs and GLO’s:
http://www.moorparkcollege.edu/departments/administrative/institutional_research/LearningOutcomes.shtml
3. Examples from Moorpark College catalog, CurriUNET and TracDat
4. ACCJC 10/10/12 College Status Report on Student Learning Outcomes Implementation: http://www.moorparkcollege.edu/assets/pdf/institutional_research/2012%20ACCJC%20MC%20SLO%20Status%20Report.pdf

	Yes- #3-Not sure how consistently we have this information in all three places and if it matches?

	How and by whom are student learning outcomes and strategies for attaining them created?  How and by whom are student learning outcomes and program outcomes assessed?  How are the results used for improvement?
	1. Institutional level and 
2. For program, certificate and course level outcomes, the discipline department Chairs work with faculty to create, assess, strategize and monitor student learning outcomes.  They are assisted by a Student Learning Coordinator who receives release time to work them.  
3. Student Learning Outcomes are part of the official Course Outline of Record (COR) which is reviewed regularly (CTE every 2 years and other programs every 5 years) and approved by the Curriculum Committee.
	1.  ILO Evidence:
a. Flex Week
b. Ya’ll Comes
2. Program, certificate and course level evidence:
a. Department minutes
b. Curriculum Minutes
c. Advisory minutes
d. Annual EVP Program Planning meeting summary
3. CORs and Curriculum minutes
	Yes-  
· ILO’s and GLO’s need more robust and wider conversations and assessment processes.  ILO’s are general; we need to identify measurable ways to assess them.
· Also, we need to find evidence that results are used for improvement.  I think we are using the results but probably not documenting them consistently. 

	Are student learning outcomes verifiably at the collegiate level?  What assessments are in place for measuring these outcomes?  How effectively are the assessments working?
	1. Outcome results are discussed annually at the program planning meeting with EVP, Deans, Department Chairs and Business Services.  
2. Each Department has individual assessments modalities in place.
3. Assessments of SLO results are identified as effective based on the course level of scrutiny.  
	1. Annual EVP Program Planning meeting summary
2. TracDat
3. ???
	Yes- perhaps the new SLO Committee with help bridge this gap. Currently, we “map” course level SLO’s to ILO’s.  If we can develop measureable ILO’s with benchmarks, we could probably have a better understanding of our effectiveness.

	What dialogue has occurred about using assessment results to guide improvements to courses, programs, etc.?  What improvements have resulted?
	1. Dialog is discussed at the program level typically in department meetings.
2. Outcome results are discussed annually at the program planning meeting with EVP, Deans, Department Chairs and Business Services.  
3. Outcome results are discussed at MC Standing Committees when determining allocation of resources (faculty, staff, technology, and facilities).
4. Added a narrative section to program plan for each discipline to described improvements resulting from SLO results
	1.  Department minutes
2. Annual EVP Program Planning Summary and TracDat
3. Standing Committee minutes
4. New section in Program Plan form may help with evidence for this section.
	Can be strengthened- New section in Program Plan form may help with evidence for this section




IIA.2  The institution assures the quality and improvement of all instructional courses and programs offered in the name of the institution, including collegiate, developmental, and pre-collegiate courses and programs, continuing and community education, study abroad, short-term training courses and programs, programs for international students, and contract or other special programs, regardless of type of credit awarded, delivery mode, or location.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	By what criteria and processes does the institution decide to offer developmental, pre-collegiate, continuing and community education, study abroad, short-term training, international student, or contract education programs?
	1) College complies with State, District, and College Master Plan and Strategic Goals 
2) Faculty complete Program Plans in which they complete an Environmental Scans Analysis, indicating courses/programs/certificates that would be marketable in the workplace 
3) Faculty complete Program Plans in which they review the major transfer institutions’ current lower-division course requirements to ensure that appropriate courses are being offered so students can successfully transfer
4) CTE programs have advisory boards, which advise programs on course/certificate offerings
5) Assessment testing of our student population to determine number of necessary developmental course (Math and English) offerings 
6) Honors Advisory Committee 
7) Learning Community Committee
 8) Over the past few years with budget cuts, many conversations have occurred among faculty and administration discussing “coring” the curriculum to focus on basic skills, transfer (AA-T and AS-T) and career tech. However,  we still offer a limited number of short term training programs such as certificates and proficiency awards (Biotech, EATM, Child Development, Kinesiology)

	1) District master and strategic master plan

2) College master and strategic master plan

3) Advisory committee meeting minutes (honors, basic skills, Learning Community)

4) Fall fling minutes

5) Enrollment management plan
	1) Survey students to determine why they dropped to better determine need for developmental courses or need for other special programs

2) Clear definition of continuing education

 

	Which of these (or other) categories of courses and programs does the institution offer?
	1) General education/transfer credit courses
2) Career-technical courses and programs
3) Pre-collegiate credit courses in Math, English and English as a Second Language
4) Contract education and community education through a centralized District model ?????
5)  Honors courses
6) Central Coast Study Abroad Consortium (study abroad)

	1) Schedule of classes on web
2) College catalog
3) Career Center brochures on study abroad program
	

	By what means does the institution ensure that all of its instructional courses and programs are of high quality?  Are they all of high quality?
	1) Curriculum approval process (CTE programs reviewed every 2 years, Academic programs every 5)
2)  Instructor evaluation process 
               - New full-time faculty go through four year Tenure Review Process  
               In which they are evaluated annually
              - Tenured faculty evaluated every three years
              - New Part-time faculty evaluated for the first 4 semesters 
3) A distance education work group under the Curriculum Committee is currently incorporating new standards from the state in developing standardized distance education evaluation criteria
4) Every instructor teaching a distance education course must complete two types of trainings: 1) software program 2) online pedagogy
5) Distance education training flex events
6) Systematic evaluation of student learning outcomes
7) Annual Program Review & Planning Process 
          - EVP reviews each departments’ program plan and indicates a rating of 
           success based on the following criteria: 1) Retention 2) Success (How 
           many students are passing the class with grade C or better and 3) FTEs

	1) Curriculum Review Schedule
2) Making decisions document
3) Curriculum Committee Minutes
4) Division-wide evaluation schedule
5) Contract (Evaluation Schedule)
6) Evaluation faculty form (district human resources website)
7) Flex events ( fall and spring schedules)
8) Faculty development area on  portal
9) SLO review schedules (academic, CTE, and student services
10) MC share annual summary of program plan evaluations
11) Institutional Effectiveness Document
	

	What is the process for establishing and evaluating each type of course and program?  How does the college determine the appropriate credit type, delivery mode, and location of its courses and programs?
	1) See above regarding “What is the process for establishing and evaluating each type of course and program”
2) Credit courses must meet our college mission. We have one non-credit course and the rationale is ??
3) Delivery mode is determined by faculty when developing COR
- Faculty reviews parallel courses at other Community Colleges/transfer institutions to determine units, accepted delivery type
- Faculty consult SLOs/PLOs to determine which delivery mode would best meet course/program outcomes
- Faculty consult Chair and Dean
- Determine if faculty is appropriately trained to teach online
- Advisory boards may influence faculty’s decision on delivery mode.  For example, biotech and nuclear medicine)
- Faculty consult C-IDs when available

4) Location – Department decides (Faculty in consultation with Deans and Chairs make the decision based on a number of factors (enrollment size, lab component or special equipment needs, off-site needs such as career focus) 

	1) Department Chair scheduling process notes
2) List of Division wide classroom primacy 
	

	How does the institution ensure the quality of all instructional courses and programs offered in its name?  Does the institution use evaluation of courses and programs effectively for improvement?
	1) Curriculum quality ensured through Curriculum Committee Review Process

2) When programs establish AA-Ts, state requirements (C-ID) are consulted and adhered to

3) Programs develop and assess Program Learning Outcomes as well as Student Learning Outcomes for each course

4) Annual program review & planning process - EVP reviews each departments’ program plan and indicates a rating of success based on the following criteria: 1) Retention 2) Success(How many students are passing the class with grade C or better and 3) FTEs
 5) Offer faculty development opportunities
         -  distance education coffee breaks 
         -  Fall and spring flex week
          - Fund faculty to attend professional developmental conferences
          - Fund faculty sabbatical projects 

6) Student evaluation of faculty

· CTEs programs have outside accreditors that evaluate quality of programs (e.g., child development, EATM)
· CTE success rates on National exams
· Transfer rates of students

7) Passing rates of Moorpark College students enrolled in programs (e.g., nursing) with national exams
	1) Curriculum Committee binder
2) CORs in CurricUNET
3) College ScoreCard
4) Summary of program plan reviews in EVP office
5) TracDat
6) Faculty Development Committee web section on portal
7) Fall and spring flex week schedules
8) List of faculty who have been paid to attend professional development conferences
9) Sabbatical written reports on  district website
10) Student evaluation reports 
10) National exam passing rates on web 

	



IIA.2.a  The institution uses established procedures to design, identify learning outcomes for, approve, administer, deliver, and evaluate courses and programs.  The institution recognizes the central role of its faculty for establishing quality and improving instructional courses and programs.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What established policies and institutional processes guide the development and evaluation of courses, programs, certificates, and degrees?  What is the role of faculty?
	1) see above IIA.2 (1 and 2 are additional evidence) for “What established policies and institutional processes guide the development and evaluation of courses, programs, certificates, and degrees”
Role of faculty: 
1) Curriculum Committee: Each department has
                            faculty  representation
2) Courses, programs, certificates and their associated student learning outcomes and program learning outcomes are developed and reviewed by faculty

3) When review indicates need for improvement, Program faculty discuss and agree upon appropriate   Improvement strategies. 
1) Strategies can include but are not limited to:
· changes in instructional delivery
· improved textbook
· need for increased time spent on particular topic of  course
· need for an entirely new course or prerequisite, or other strategies that faculty deem suitable (IIA-26). 
· When identified strategy includes change to curriculum, faculty develop proposal and forward it through curriculum process
4) CTE faculty meet with advisory boards
                4) Faculty research and adhere to implemented state-
                 wide C-IDs
5) Faculty consult with Deans and EVP to discuss
                               annual program plan
                          - As part of the annual program review and
                          planning process, faculty:
               
a. Identify program strengths and weaknesses
b. Determine steps to take to maintain strengths and correct  weaknesses
c.  Review Program productivity data 
d. Review environmental scans findings  
i. Transfer programs compare their program offerings to those of corresponding CSU and UC programs
ii. Career-technical programs seek advice of advisory groups and conduct labor-market analyses
iii. Faculty often survey students, CSU and UC program leaders, and local industry employers to ensure the curriculum and learning outcomes are valid and current 

	1)VCCCD Administrative Procedure (AP 4020) specifies level of review for legal compliance as well as content quality in program, curriculum, and course development (IIA-23)

2) VCCCD Board Policy (BP 4020) ensures procedures are established for appropriate content review by faculty (IIA-22). 

3)Curriculum  Committee Meeting Minutes

4) TracDat
 
5)  Program Plan Evaluations in EVP’s office

6) Fall Fling minutes 

7) SLO coordinator notes from department meetings

8) State-wide C-ID website
	

	Do these procedures lead to assessment of quality and improvement? Who is responsible for identifying appropriate student learning outcomes/assessments

	Yes (see above)

Faculty/student service leaders are responsible for identifying appropriate student learning outcomes/assessments.             
	Where is it stated officially that faculty/student service leaders are responsible for identifying appropriate student learning outcomes/assessments????
	

	Are student learning outcomes and assessments established for each course, program, certificate, and degree?
	Yes
	TracDat
	

	What processes exist to approve and administer courses, programs, certificates, and degrees?  Are the processes effective?
	See above
	
	

	How are courses, programs, certificates, and degrees evaluated?  How often?  What are the results of the evaluations?
	See above
	
	

	What improvements to courses, programs, certificates, and degrees have occurred as a result of evaluation?  How does the institution assure that it relies on faculty discipline expertise for establishing the quality of its courses and programs?
	See specific improvements listed in departmental program plans and in departmental notes based on SLO/PLO findings




See above for “How does the institution assure that it relies on faculty discipline expertise for establishing the quality of its courses and programs?

	1) Program Plan Summary Evaluations in EVPs office
2) TracDat under Program Plans and SLO/PLO process
	




IIA2.b  The institution relies on faculty expertise and the assistance of advisory committees when appropriate to identify competency levels and measurable student learning outcomes for coursed, certificates, programs including general and vocational education, and degrees. The institution regularly assesses student progress towards achieving those outcomes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How are competency levels and measurable student learning outcomes determined?  What is the role of faculty?  What is the role of advisory committees?
	1) Course competencies are driven by Program competencies, which are driven by core competencies, which are ultimately driven by the college mission

2) Course competencies and related student learning outcomes also determined by state wide C-IDs

 3) Competency levels for CTE programs such as nursing set by state national board standards

4) Non-CTE programs complete their own environmental scans of marketplace and transfer institution requirements



	1) College Catalog
2) CORS in CurricUNET
3) Program Plan Evaluation Form

4) TracDat

	

	How has the institution structured the relationship between student learning outcomes, competency levels for degrees, certificates, programs, and courses?
	Course competencies are driven by Program competencies, which are driven by core competencies, which are ultimately driven by the college mission

	1) College Catalog
2) CORS in CurricUNET
3) Program Plan Evaluation Form

4) TracDat

	

	Do students have a clear path to achieving the student learning outcomes required of a course, program, certificate and degree?  How well does the institution achieve and evaluate the effectiveness of learning at each level?
	1) Courses are offered on a 2-year cycle so students can complete degree requirements in 2 years

2) Program, certificate, degree requirements are clearly specified in College Catalog

3) Course objectives are specified on course syllabi

4) Student support services such as Career/Transfer center are readily available on campus and discussed in college catalog

5) Every instructor is required to assess student learning based on assessment methods discussed in Course Outline of Record

6) Every course, program, certificate degree conducts PLOs on a 5 year cycle

7) Departmental SLOs and PLOs indirectly assess ILOs

	1) Department Chair/Dean scheduling notes
2) College Catalog
3) Student Services syllabus
4) Course syllabi
5) TracDat
	



IIA2.c  High-quality instruction and appropriate breadth, depth, rigor, sequencing, time to completion, and synthesis of learning characterize all programs. 
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution demonstrate the quality of its instruction?  What evidence exists that all programs are characterized by the variables cited in this standard?
	1) Faculty evaluations
2) Student Success Rate
3) SLO/PLO results


	
1) Division evaluation schedules
2) Faculty evaluation forms specified in contract
3) College scorecard on website
4) TracDAT

	

	What institutional dialogue has occurred to enhance understanding and agreement about the quality and level of its programs?
	1) Annual discipline/program plan review with EVP
2) EdCAP meetings
3) Curriculum Committee meetings
4) Academic Senate meetings
5) Faculty Development Meetings
6) Annual Fall flex
7) Distance Education Coffee Breaks
8) Department/Division Meetings
9) Discipline meetings with SLO Coordinator
	1) Program Plan reviews in EVP office
2) Department Chair receives signed copy of Program Plan reviews
3) EdCAP meeting minutes
4) Curriculum Committee meeting minutes
5) Academic Senate Committee meetings
6) Faculty Development Meeting minutes
7) Fall flex minutes
8) Distance Education Coffee Break Minute meetings
9) Department/Division Meetings
10) SLO Coordinator records
	

	What criteria does the college use to decide the breadth, depth, rigor, sequencing, time to completion, and synthesis of learning breadth of each program it offers?
	1) College complies with State, District, and College Master Plan and Strategic Goals 
2) Program Environmental Scans Analyses of marketplace and of major transfer institutions , 
3) CTE programs have advisory boards, which advise programs 
4) C-IDs 
	1) District master and strategic master plan

2) College master and strategic master plan

3) Departmental Program Plans in TracDAT

4) Joint department/advisory meeting minutes

5) State-wide C-ID website

	

	What role do faculty play in these decisions?  How does the college use these qualities (breadth, depth, etc.) to determine that a program is collegiate or pre-collegiate level?
	1) For courses with C-IDs, faculty are invited to contribute through the discipline C-ID website
2) For courses with no C-ID, faculty look to equivalent programs at other Community Colleges/four-year institutions
3) CTE programs seek feedback from advisory boards
5) Program CORs approved by articulation officer and larger curriculum committee (each member is trained annually based on state-wide standards).   
	1) State-wide C-ID website
2) CurriCUNET
3) Joint department/advisory meeting minutes
4) Curriculum Committee Binder
	





IIA2.d  The institution uses delivery modes and teaching methodologies that reflect the diverse needs and learning styles of its students.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What assessment of student learning styles has the college performed?
	None through the college-wide institutional research office
	Career Center and ACCESS?
	Is this considered a gap???????

	How does the institution demonstrate it is meeting the needs and learning styles of its students?  What do faculty and staff know about learning needs and pedagogical approaches?
	1) On the Faculty evaluation form, there are sections where faculty are reviewed on diversity of  delivery modes and on their sensitivity to different student learning styles
2) As part of DE training, instructors must complete an online pedagogy training
3) Instructors must make all course materials accessible to all learners (e.g., movies would be cced for deaf students)
4) College has ACCESS, which is a student service meant to meet the needs of students with any type of disability (physical, learning, psychological, etc.)
5) Learning Resource Center/tutoring is available to students
6) Student Health Center (physical/psychological health)
7) CARE Program (state funded program designed to assist single parents receiving calWORKS/TANF – provide academic success workshops
7) Office of institutional research gathered and tabulated success rates for students from different demographics (e.g., age, gender, ethnicity) 

	1) Faculty Evaluation form (HR tools)
2) Office of Instructional Technology (Ashley ??)
3) College website (student services section)
4) Office of Institutional Research records
	No recent college-wide assessment of faculty/staff knowledge on learning needs and pedagogical approaches

	Do courses include multiple ways of assessing student learning?  How does the college determine what delivery modes are appropriate for its students?
	1) For each objective on the COR, faculty must list a number of possible assessment methods.  In addition, a separate section on the COR lists acceptable methods of evaluation
2) When faculty are evaluated, evaluators are asked to determine if assessment methods used are effective 
3) SLO data provides insight into the effectiveness of different delivery modes
	1) CurricUNET
2) Faculty evaluation  form (HR tools)
3) TracDAT
	

	What teaching methodologies are commonly used?  How are
methodologies selected?  Have faculty discussed the relationship between teaching methodologies and student performance?  What efforts has the
college made to match methodologies with particular needs of students’
learning styles?

	1) Completed faculty evaluations list teaching methodologies utilized
2) CORs lists acceptable methods of instruction 
3) ACCESS department notifies instructor of special instructional accommodations for individual students

	1) Dean/Department Chair records
2) CurricUNET
3) ACCESS eligibility forms
	

	Has the college investigated the effectiveness of its delivery modes?  How effective are delivery modes and instructional methodologies that the college uses in producing learning?
	1) Based on a systematic evaluation schedule, faculty are evaluated on the effectiveness of their teaching methods
2) According to School ScoreCard Moorpark College students are successful in transferring, completing programs, earning certificates
3) Moorpark College students such as those in nursing, child development, criminal justice, rad tech have high passing rates on national exams
4) Programs identified through the Program plan review process as having low student success rates are put on “needs to improve” status
	1) Faculty evaluation form on HR website
2) Completed evaluation forms in Department Chair/Division offices
3) Completed Program Plan evaluation summaries in EVP office
	



IIA2.e  The institution evaluates all courses and programs through an ongoing systematic review of their relevance, appropriateness, achievement of learning outcomes, currency, and future needs and plans.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the college evaluate the effectiveness of its courses and programs?

	See above
	
	

	Do criteria used in program review include relevancy, appropriateness, achievement of student learning outcomes, currency, planning for the future?  Is this process consistently followed for all college programs, regardless of the type of program (collegiate, developmental, etc.)?
	Relevancy/appropriateness/currency:  As part of the annual program plan process, environmental scans are conducted for all college programs

Achievement of student learning outcomes: Every five years instructional, CTE, and student service programs (as of 2014) undergo a review process of their progress on SLOs/PLOs.  In addition, as of the 2013-2014 academic year, as part of the program plan review process, programs must comment on how their SLO/PLO findings tie to their program plans

Planning for the future: As part of the annual program plan, programs are required to list short term as well as long term goals

Yes, this process is consistently followed for all college programs, regardless of the type of program

	1) Program Plan form
2) Office of Institutional Research notes
3) SLO Coordinator notes
	

	What types of data are available for program evaluation?  Does the evaluation include a curricular review?  Does the evaluation include a comprehensive review of the program role in the overall college curriculum?

	1) The data provided for program evaluation: 1) student success rates (# of students completing with C or better), 2) retention rates, 3) part-time/full-time ratios 4) meeting course caps.  All of this information is given for a 6 semester period so trend analyses can completed

On the program plan is a section where program strengths/weakness are indicated.  Faculty indicate progress in curriculum review there. 

2) On a regular review cycle (every 5 or 2 years depending on program type), the curriculum committee reviews all active CORs for each department/program 

Yes, only courses/programs that fulfill the college mission  successfully complete the program plan/curricular review processes
	1) Program Plan form in TracDat
2) Curriculum Review Schedule
	

	How is the relevancy of a program determined?  Have student learning outcomes for the program been identified and assessed?  How well are students achieving these outcomes?
	1) For determining program relevancy, see above
2) Student learning outcomes for all programs have been identified and assessed
3) Student success on student learning outcomes is evaluated departmentally


	1) TracDat

	

	How are results of program evaluation used in institutional planning?
What changes/improvements in programs have occurred as a result of the consideration of program evaluations?

	1) Based on program evaluations, the college decides: 1) which programs will continue and which won’t 2) resource allocation 3) focus of professional development opportunities 
2) As a result of program evaluations, some programs have been discontinued, certain departments have received greater resources, annual fall flex/fall fling themes have been determined through this means
	1) Fall flex schedules
2) Minutes from fall flings
3) Discontinuance committee meeting minutes
4) Completed Program Plan Evaluation Forms in EVP office 
	




IIA2.f  The institution engages in ongoing, systematic evaluation and integrated planning to assure currency and measure achievement of its stated student learning outcomes for courses, certificates, programs including general and vocational education, and degrees.  The institution systematically strives to improve those outcomes and makes the results available to appropriate constituencies.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	To what extent does the institution understand and participate in ongoing and integrated planning?
	See above
	
	

	Does the college have a planning process in place?  Is it cyclical, i.e., does it incorporate systematic evaluation of programs and services, improvement planning, implementation, and re-evaluation?  How does college budgeting of resources follow planning?
	See above
	
	

	To what extent are institutional data and evidence available and used for planning?  Are data analyzed and interpreted for easy understanding by the college community?
	1) Program Productivity data is provided to programs through Office of Institutional Research.  This data is used by programs for future planning (e.g., how many courses to offer, number of new hires needed, etc.)
2) Regularly, the document of institutional effectiveness is published by the Office of Institutional Research, which is easily comprehended by the college community
	1) Office of Instructional Research archives
	




IIA2.g  If an institution uses departmental course and/or program examinations, it validates their effectiveness in measuring student learning and minimizes test biases.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure the use of unbiased, valid measures of student learning?
	
	
	



IIA2.h  The institution awards credit based on student achievement of the course's stated learning outcomes.  Units of credit awarded are consistent with institutional policies that reflect generally accepted norms or equivalencies in higher education.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Are student learning outcomes the basis for credit awarded for courses? Are credits awarded consistent with accepted norms in higher education?
	
	
	




IIA.2.i  The institution awards degrees and certificates based on student achievement of a program's stated learning outcomes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	By what means does the institution ensure that achievement of stated programmatic learning outcomes are the basis for awarding degrees and certificates?
	
	
	

	What institutional dialogue has occurred about the learning expected of students to earn a degree or certificate?
	
	
	

	How has the college identified student learning outcomes for its degrees and certificates?
	
	
	



IIA.3  The institution requires of all academic and vocational degree programs a component of general education based on a carefully considered philosophy that is clearly stated in its catalog.  The institution, relying on the expertise of its faculty, determines the appropriateness of each course for inclusion in the general education curriculum by examining the stated learning outcomes for the course.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What evidence is found in the catalog of a faculty developed rationale for general education that serves as the basis for inclusion of courses in general education?
	Included in the college catalog for the past 5 years
	2013-2014 catalog p.60 philosophy and objectives
	

	How are student learning outcomes used to analyze courses for inclusion as general education?
	Does TracDat link SLOs to Gen Ed?
	Gen Ed Rubric
	Contact Chair of Gen Ed Subcommittee and SLO Coordinator 

	How is the rationale for general education communicated to all stakeholders?
	Included in the college catalog under Gen Ed philosophy
	Gen Ed SLO p.60
	

	How is the general education philosophy reflected in the degree requirements?
	In the program purpose statement in the college catalog
	Step 2 Gen Ed require for degree for RADT p. 224
Step 3 Gen Ed require for nursing p. 205 
	



IIA.3.a  An understanding of the basic content and methodology of the major areas of knowledge: areas include the humanities and fine arts, the natural sciences, and the social sciences.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How are the basic content and methodology of traditional areas of knowledge in general education determined?
	
	GE subcommittee, GE Rubric
	

	What process is used to ensure that general education courses include this content and methodology?
	
	COR review process
	

	Do general education courses demonstrate student attainment of comprehensive student learning outcomes?
	
	COR, GE Rubric
	

	Do student learning outcomes for general education courses require students to understand the basic content and methodology in the major areas of knowledge?  Is there a consistent process for assuring that the content and methodology are included in course outlines?
	
	TracDat-SLO, check catalog for GE courses
	

	How well are students able to apply their understanding to subsequent coursework, employment, or other endeavors?
	
	Nursing and RADT assessment plan – critical thinking, communication, responsibility & accountability
	



IIA.3.b  A capability to be a productive individual and lifelong learner: skills include oral and written communication, information competency, computer literacy, scientific and quantitative reasoning, critical analysis/logical thinking, and the ability to acquire knowledge through a variety of means.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What criteria have been developed to determine if general education students have attained these capabilities or skills?
	
	Check GE course SLOs
	Need to check if Gen Ed outcomes (college catalog p.60) are linked to Gen Ed course SLOs

	What criteria does the college use to assure that the required skill level meets collegiate standards?  Is there a consistent process for assuring that expected skill levels are included in course outlines?  What measures of student skills are employed?  Is the college satisfied that these measures are effective?
	
	GE Rubric?
	

	How well are students achieving these outcomes?  How well are students able to apply these skills to subsequent coursework, employment, or other endeavors?
	Advisory meeting minutes
Employer surveys
	Nursing & RADT assessment plan
	








II.A.3.c  A recognition of what it means to be an ethical human being and effective citizen: qualities include an appreciation of ethical principles; civility and interpersonal skills; respect for cultural diversity; historical and aesthetic sensitivity; and the willingness to assume civic, political, and social responsibilities locally, nationally, and globally.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How are student learning outcomes developed to address concerns about ethics and effective citizenship?  How is it determined where to include student learning leading to development of these qualities?
	Program meetings
Advisory meetings
Included in nursing and RADT handbooks, clinical portfolios, student, graduate, and employer surveys
	Nursing & RADT assessment plan
	Contact SLO Coordinator



II.A.4  All degree programs include focused study in at least one area of inquiry or in an established interdisciplinary core.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Do degree programs include at least one area of focused study or interdisciplinary core?
	From 2010 doc: 
1.  Students graduating with an associate in arts (AA) or associate in science (AS) degrees must successfully complete a minimum of 60 semester units of degree-applicable college coursework, including the general education (GE) requirements listed in the College Catalog. Each major or area of emphasis requires a minimum of 18 units, successfully complete with a grade of C or better. Each major is described in detail in the catalog.
	1.  Catalog
	



II.A.5  Students completing vocational and occupational certificates and degrees demonstrate technical and professional competencies that meet employment and other applicable standards and are prepared for external licensure and certification.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What evidence exists that students who complete vocational and occupational degrees and certificates meet employment competencies; are prepared for licensure; are prepared for certification by external agencies?
	1) Environmental scans in program plans

2) CTE programs have yearly advisory meetings 

3)employer surveys


4) Graduate surveys



5) Nursing/Rad tech  have outside certification

	1) Institutional researcher has access to these

2) MC share


3) Nursing, Rad tech have these surveys. EATM has evaluations from 14A/B externships
4) Nursing, Rad tech and EATM keep surveys on file.


5) Moorpark Website, California Licensure  Exam Pass rate for Nursing and Rad Tech


	No

	How does the college acquire reliable information about its students' ability to meet these requirements?
	1)CTE programs have year advisory meetings

2) Outside certification

3)Number of degrees awarded
	1) MC share


2) Moorpark college Website Exam Pass rate
3) Instructional effectiveness document

	No



II.A.6  The institution assures that students and prospective students receive clear and accurate information about educational courses and programs and transfer policies. The institution describes its degrees and certificates in terms of their purpose, content, course requirements, and expected student learning outcomes.  In every class section students receive a course syllabus that specifies learning outcomes consistent with those in the institution's officially approved course outline.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution assure that information about its programs is clear and accurate?  Are degrees and certificates clearly described? Are student learning outcomes included in descriptions of courses and programs?
	· Curr. Comm. verifies clarity & accuracy
· courses updated every 5 years
· SLO’s on COR’s
· catalog available online & in print division offices (true?)
· clearly describes programs, courses, certificates
· PLO’s for each program in catalog

From 2010 Study:
Descriptive Summary 
The primary mechanism for delivery of information about college programs and services is the College Catalog. The printed version is available at the college library and bookstore; an electronic version is available via the college website and student portal. The College Catalog states requirements for becoming a student, course descriptions, and requirements to complete degrees and certificates. The Executive Vice President oversees the annual update of the College Catalog, with input from appropriate staff and faculty of the individual programs and services. The College Catalog lists the members of the VCCCD Board of Trustees and the names and degrees of academic administrators and full-time faculty. 
Faculty members generate syllabi to set out general expectations of behavior, learning outcomes, assessment requirements, timeline of course progression, texts, and assignments. Course syllabi follow the official course outline of record, and reflect outcome expectations. 
Self Evaluation 
The College Catalog communicates clear and accurate information on courses and programs. The College Catalog is updated annually and is readily available to the College and the community. Faculty is expected to communicate expectations in learning outcomes, methods of assessment, and general expectations of student behavior though a course syllabus. Syllabus creation is one of the topics of discussion in the year-long New Faculty Orientation program. It is standard practice for syllabi to be collected and filed with the division office. A sample syllabus is in the Faculty Handbook for faculty reference. The adherence of a particular course section to course learning outcomes is validated through faculty evaluations. The evaluation team conducts a classroom observation, and reviews the syllabus and other class preparation material to ensure learning outcomes are met in the course delivery.

	.catalog
.Curr. Comm. Minutes

 

	.no course-level SLO’s in catalog.
.print catalog not widely available

	How does the institution verify that students receive a course syllabus that includes student learning outcomes?
	· deans instruct faculty to create syllabi that include SLO’s
· deans collect syllabi every semester
· syllabi checked at faculty eval
	· Dean “Welcome Back” semester letters
· Division Meeting minutes
· Faculty Handbook
	Faculty Handbook out of date

	How does the college verify that individual sections of courses adhere to the course objectives/learning outcomes?
	· regular faculty evals incl syllabi
· New Fac Orientation
· From 2010 Study:
Descriptive Summary 
The primary mechanism for delivery of information about college programs and services is the College Catalog. The printed version is available at the college library and bookstore; an electronic version is available via the college website and student portal. The College Catalog states requirements for becoming a student, course descriptions, and requirements to complete degrees and certificates. The Executive Vice President oversees the annual update of the College Catalog, with input from appropriate staff and faculty of the individual programs and services. The College Catalog lists the members of the VCCCD Board of Trustees and the names and degrees of academic administrators and full-time faculty. 
Faculty members generate syllabi to set out general expectations of behavior, learning outcomes, assessment requirements, timeline of course progression, texts, and assignments. Course syllabi follow the official course outline of record, and reflect outcome expectations. 
Self Evaluation 
The College Catalog communicates clear and accurate information on courses and programs. The College Catalog is updated annually and is readily available to the College and the community. Faculty is expected to communicate expectations in learning outcomes, methods of assessment, and general expectations of student behavior though a course syllabus. Syllabus creation is one of the topics of discussion in the year-long New Faculty Orientation program. It is standard practice for syllabi to be collected and filed with the division office. A sample syllabus is in the Faculty Handbook for faculty reference. The adherence of a particular course section to course learning outcomes is validated through faculty evaluations. The evaluation team conducts a classroom observation, and reviews the syllabus and other class preparation material to ensure learning outcomes are met in the course delivery.
	· Peers evaluating course content during faculty evaluations
· SLO’s assessment measures student learning related to outcomes

	



II.A.6.a  The institution makes available to its students clearly stated transfer-of-credit policies in order to facilitate the mobility of students without penalty.  In accepting transfer credits to fulfill degree requirements, the institution certifies that the expected learning outcomes for transferred courses are comparable to the learning outcomes of its own courses.  Where patterns of student enrollment between institutions are identified, the institution develops articulation agreements as appropriate to its mission.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What policies does the institution have to address transfer of coursework internally and externally and how are they communicated to students?  Are these policies regularly reviewed?
	.District AP’s & BP’s on transfer
.catalog lists transfer policies,
reviewed annually by AO
.transferability monitored by curr. process
.Career/Transfer Center info, workshops, college reps, assist.org
.counselors
.what does “internally” mean?

From 2010 Study:
Descriptive Summary 
Moorpark College follows the District’s policies and procedures in all academic matters, including transfer and granting of credits. Information relating to transfer and credit is in the College Catalog. The Articulation Officer, a full-time Counselor assigned articulation responsibilities, reviews and updates this section annually, with each catalog publication. 
All Counselors at Moorpark College assist students in planning and attaining their educational goals, and are knowledgeable in transfer requirements and policies. Students may also seek help in the Career/Transfer Center. Staffed by a full-time Counselor, the center maintains a collection of catalogs from colleges and universities, and summary sheets of transfer requirements for both CSU and UC schools. Students may access the “Assist” website (www.ASSIST.org), which provides specific information on transfer of courses and programs. The Career/Transfer Center webpage also provides information on transfer policies, links to relevant sites, and a calendar of upcoming events for students seeking to transfer (IIA-51). 
The Articulation Officer maintains articulation of courses for transfer to the California Community College System and the CSU and UC Systems, and to a number of private and independent colleges and universities. The Articulation Officer serves on the technical review subcommittee, the curriculum committee, the general education subcommittee and the District technical review workgroup. 
Self Evaluation 
The College provides information regarding transfer and articulation through the College Catalog as well as through the Counseling Department and the Career/Transfer Center. Articulation agreements with 4-year institutions are maintained by the Articulation Officer, and transferability of courses and programs is monitored through the curriculum development and review process. The Articulation Officer’s established role in the curricular review process ensures that new and revised curriculum continues to meet all criteria for transfer credit, including comparability of course content and outcomes.
	 Board Policies
· MissionVCCCD Mission BP-1200
· Institutional Planning BP 3250
· Transfer Center BP 5120
· MC Mission
· Flyers from Career/Transfer center
· Catalog
· Curriculum Committee minutes
· Academic Senate minutes

	No

	How does the institution develop, implement, and evaluate articulation agreements?
	The college Articulation Office works in conjunction with the Curriculum Committee and discipline faculty/administrators to optimize the colleges transferable course offerings by getting them approved for IGETC and CSU transfer.

From 2010 Study:
Descriptive Summary 
Moorpark College follows the District’s policies and procedures in all academic matters, including transfer and granting of credits. Information relating to transfer and credit is in the College Catalog. The Articulation Officer, a full-time Counselor assigned articulation responsibilities, reviews and updates this section annually, with each catalog publication. 
All Counselors at Moorpark College assist students in planning and attaining their educational goals, and are knowledgeable in transfer requirements and policies. Students may also seek help in the Career/Transfer Center. Staffed by a full-time Counselor, the center maintains a collection of catalogs from colleges and universities, and summary sheets of transfer requirements for both CSU and UC schools. Students may access the “Assist” website (www.ASSIST.org), which provides specific information on transfer of courses and programs. The Career/Transfer Center webpage also provides information on transfer policies, links to relevant sites, and a calendar of upcoming events for students seeking to transfer (IIA-51). 
The Articulation Officer maintains articulation of courses for transfer to the California Community College System and the CSU and UC Systems, and to a number of private and independent colleges and universities. The Articulation Officer serves on the technical review subcommittee, the curriculum committee, the general education subcommittee and the District technical review workgroup. 
Self Evaluation 
The College provides information regarding transfer and articulation through the College Catalog as well as through the Counseling Department and the Career/Transfer Center. Articulation agreements with 4-year institutions are maintained by the Articulation Officer, and transferability of courses and programs is monitored through the curriculum development and review process. The Articulation Officer’s established role in the curricular review process ensures that new and revised curriculum continues to meet all criteria for transfer credit, including comparability of course content and outcomes. 

	· Curriculum Meeting Minutes
· Catalog identifying transfer courses
· Email communication to faculty/administration on curriculum transfer updates
	No





II.A.6.b  When programs are eliminated or program requirements are significantly changed, the institution makes appropriate arrangements so that enrolled students may complete their education in a timely manner with a minimum of disruption.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What policy does the institution have to address elimination of, or major changes in, programs?
	· Completed the District policy and administrative procedure on program discontinuance- BP 4021 adopted on 3/8/11 and reviewed on 2/14/12
· AP 4021
· need to add something re modifications to conform to AA-T requirements

.program planning process evaluates program status
.catalog

From 2010 Study:
Descriptive Summary 
A recommendation for the significant change or elimination of a program may arise from the annual program review and planning. The program planning process calls for an evaluation of program status. Programs determined to need “Attention” may trigger additional analysis as to viability and necessary program restructuring (IIA-52). If substantive changes or discontinuation occurs, the Dean and the faculty members within the instructional department provide alternatives for students to complete their educational objectives. Counseling faculty advise students about these alternative means of satisfying academic goals when programs are eliminated. 
Students with continuous enrollment maintain catalog rights with regards to graduation requirements for modified or eliminated programs. Should courses required to complete a program be eliminated, students may petition for a variance to substitute another course. Students are advised of these procedures by counseling; the process is also documented in the College Catalog. 
Self Evaluation 
The College identifies at-risk programs through the annual program planning process. The College also has a process to ensure a student’s ability to complete a program is not compromised. In cases of substantive program requirement change or program discontinuance, students have catalog rights, and the College has a viable process to assist students in completing their studies appropriately and in a timely manner. 
A draft of the District policy on program discontinuance is currently being reviewed in the District Council for Student Learning (DCSL) to ensure uniformed standards and processes for program discontinuance district-wide. Its recommendation to the Chancellor and the Board of Trustees is anticipated in 2010-2011. 

	·  Program discontinuance- BP 4021 and AP 4021

	No

	How are students advised to complete educational requirements when programs are eliminated or modified?
	· counselors advise students
· catalog rights or petitions to subst. courses
· Two programs have been eliminated since our last self-study (HIM and Interior Design, Others??)
· Courses were either continued to be offered in order to meet our catalog commitment to students or students were assisted with transferring to another community college to complete their program.


	Carol Higashida probably has evidence for HIM program.

Not sure who has the evidence for Interior Design?
	


II.A.6.c  The institution represents itself clearly, accurately, and consistently to prospective and current students, the public and its personnel, through its catalogs, statements, and publications, including those presented in electronic formats.  It regularly reviews institutional policies, procedures, and publications to assure integrity in all representations about its mission, programs, and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution conduct regular reviews of its policies and practices regarding publications to ensure their integrity?  Are electronic representations of the institution regularly reviewed?
	.course information in catalog linked to Banner, updated automatically
.catalog updated annually by responsible parties, overseen by EVP’s office(?)
.SOC created/proofread by individual programs, data entered by dedicated technicians
.CTE licensing requires regular review (?)
.individual departments issue print brochures or maintain webpages

From 2010 Study:
Descriptive Summary 
Moorpark College uses a variety of methods to communicate with the public, including the College Catalog, the Schedule of Classes, MyVCCCD District portal for staff and students, the College website, printed and electronic promotional materials and capability brochures [what are “capability brochures”?], an electronic marquee prominently posted at the entrance to the campus, and LCD monitors prominently posted in key locations throughout the campus. 
The College Catalog is systematically reviewed and updated. All instructional programs, student service areas, and business service areas are responsible for the accuracy of their program’s information; final review is conducted by the Office of Student Learning under the direction of the EVP. Curriculum updates are added to the College Catalog after going through the appropriate processes and being approved by the VCCCD Board of Trustees, and, where required, the California Community College State Chancellor’s Office. Policies and procedures are updated annually, based on any policy change approved by the VCCCD Board of Trustees, or procedural changes recommended by DCSL and approved by the Chancellor. 
The Schedule of Classes is created each semester, with oversight from the Office of Student Learning. It draws data directly from Banner to ensure the most up-to-date listing for students. Instructional programs are responsible for the accuracy of schedule information within their disciplines. Student service areas and business service areas are responsible for the accuracy of information within their purview. Each program reviews the information prior to publication. 
The college website is created and updated using district-wide website software, ensuring consistency of design style (OmniUpdate). Each college program that has information posted on the web has an identified user with the responsibility of maintaining accurate and updated information. The Deans and administrators have an overall perspective of the accuracy of information and are responsible for the approval of postings and updates to the website. 
Announcements made on MyVCCCD are designed to allow faculty and staff a central location to find information about programs or events. To post an announcement to the portal, users send an email to mcannounce@vcccd.edu; messages are posted and monitored by District staff as well as college personnel. 
The electronic marquee provides information such as emergency information, school closure dates, parking lot availability, and current events available to students and the public, such as theatre productions or guest speakers. Programs that wish to have events or information displayed on the marquee, MyVCCCD, or the campus LCD screens submit their request to the Outreach Office online at moorparkcollege.edu/pr (IIA-53). 
Student achievement information is made available to the public by the Office of Institutional Research at the district level and college level. The Students’ Right to Know information is published annually in the College Catalog. The college website (www.moorparkcollege.edu) provides a link to the current College Catalog, as well as the Educational Master Plan 2009-2019 and the Institutional Effectiveness Report, which contain student profiles and student achievement information, including graduation and transfer rates. 
Self Evaluation 
The College provides electronic and print communication that accurately reflects its mission, programs, services, and policies. All forms of college communications are regularly monitored. Official publications are annually updated to ensure accuracy and currency. 


	
	.no consistent monitoring of online information, websites, documents; they are not always up to date or in agreement with catalog or current practices
.district/college website monitored by whom?
.who monitors announcements on portal, marquee, electronic billboards?


	Does the institution provide information on student achievement to the public?  Is that information accurate and current?
	.Student Success Scorecard (available where?)
.Institutional Effectiveness doc. (available online)
	
	No









II.A.7  In order to assure the academic integrity of the teaching-learning process, the institution uses and makes public governing board-adopted policies on academic freedom and responsibility, student academic honesty, and specific institutional beliefs or world views. These policies make clear the institution's commitment to the free pursuit and dissemination of knowledge.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Do board-approved policies on academic freedom exist and are they made public?  



Do board-approved policies on student academic honesty exist and are they made public?
	







Is this as readily available as it could be?
Should we list Student Conduct code in catalog index?  Currently, it’s under the heading “Student Discipline Procedures.”
	*BP 4030 (IIA-54) on     
  Academic Freedom
*Academic Federation of  
  Teachers CBA
*Academic Freedom  
  Statement from AS, in   
  Faculty Handbook 
 
*BP 5500 (IIA-56) Student  
  Standard of Conduct on 
  District Website.
*BIT  (Behavior     
  Intervention  Team)  


	



II.A.7.a  Faculty distinguishes between personal conviction and professionally accepted views in a discipline.  They present data and information fairly and objectively.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What policies demonstrate institutional commitment to the pursuit and dissemination of knowledge?
	School policy and the Faculty Handbook ensures that faculty distinguishes between personal conviction and professionally accepted views in a discipline
	
	

	How does the college communicate its expectation that faculty distinguish between personal conviction and professionally accepted views in a discipline?  In what discussions have faculty engaged to deepen understanding of this expectation?  How successfully does the faculty make this distinction in the classroom?  What mechanisms does the college have for determining how effectively it is meeting this expectation?
	What mechanism do we have to monitor this?  
Is this addressed in faculty evaluations?
	*The VCCCD BP on Academic Freedom (BP4030): “The College or university teacher is a citizen, a member of a learned profession, and an officer of an education institution. When a teacher speaks or writes as a citizen, he or she should be free from institutional censorship or discipline, but this special position in the community imposes special obligations.”

*The Moorpark College Academic Senate Statement of Professional Ethics: “In communicating our knowledge to students, we accept an obligation to do so with self- discipline, good judgment, and intellectual honesty.”

*The Faculty Handbook states that a faculty member is “entitled to freedom in the classroom in discussing his or her subject, but should be careful not to introduce into the teaching controversial matter which has no relation to the subject.”

*Academic Senate reviewed Code of Ethics
	



II.A.7.b  The institution establishes and publishes clear expectations concerning student academic honesty and consequences for dishonesty.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What mechanism does the institution have for informing and enforcing its policies on academic honesty for students and faculty?
	Again, should we more prominently list this in the catalog?  Give it its own heading in the index?
	*Student Conduct Code (BP 5500) in the College Catalog.
* The Faculty Handbook encourages faculty to include a statement on academic integrity in their syllabi.  It also has examples of ways to deal with academic dishonesty.
* The Behavior Intervention Team has established processes for faculty to deal with academic dishonesty.
* Many faculty use Turnitin.com.
	



II.A.7.c. Institutions that require conformity to specific codes of conduct of staff, faculty, administrators, or students, or that seek to instill specific beliefs or world views, give clear prior notice of such policies, including statements in the catalog and/or appropriate faculty or student handbooks.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How are requirements of conformity to codes of conduct communicated?
	
	BP 5500
Student conduct is outlined in College Catalog .

Employee Code of Ethics (BP 7205) A Policy on Employee Code of Ethics (BP 7205) 

	No Current Faculty handbook





	If a college seeks to instill specific beliefs or world views, what policies does it have in place to detail these goals?  How are the policies communicated to appropriate constituencies?
	
	Moorpark College does not instill specific beliefs or world views in its staff, faculty, administrators, or students

A Policy on Employee Code of Ethics (BP 7205) 
http://www.boarddocs.com/ca/vcccd/Board.nsf/vpublic?open#

	





II.A.8. Institutions offering curricula in foreign locations to students other than U.S. nationals operate in conformity with standards and applicable Commission policies.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How well do curricula offered in foreign locations to non-U.S. students conform to the specifications of the Commission’s “Policy on Principles of Good Practice in Overseas International Education Programs for Non-U.S. Nationals?”
	
	
	






Standard II: Student Learning Programs and Services
The institution offers high-quality instructional programs, student support services, and library and learning support services that facilitate and demonstrate the achievement of stated student learning outcomes.  The institution provides an environment that supports learning, enhances student understanding and appreciation of diversity, and encourages personal and civic responsibility as well as intellectual, aesthetic, and personal development for all of its students.

B. Student Support Services
The institution recruits and admits diverse students who are able to benefit from its programs, consistent with its mission. Student support services address the identified needs of students and enhance a supportive learning environment. The entire student pathway through the institutional experience is characterized by a concern for student access, progress, learning, and success. The institution systematically assesses student support services using student learning outcomes, faculty and staff input, and other appropriate measures in order to improve the effectiveness of these services. 

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution determine that admitted students are able to benefit from its programs? How is this information applied to admissions policies and procedures?
	Program plans, SLOs, IR effectiveness report.
Surveys, Early alert, Title 5, Transfer and success rates, counseling support for degree attainment and transfer.
	Program plans, SLOs, IR effectiveness report.
Score card, DATA MART,
	Lack of first year experience programs, online orientation, limited Learning communities,

	What college wide discussions have occurred about how student access, progress, learning, and success are consistently supported?
	Fall fling, 3SP advisory group, Yall Come, Program plans
	Meeting minutes from: Fall fling, 3SP advisory group, Yall Come, Program plans
	SB1456 is work in progress.














IIB.1 The institution assures the quality of student support services and demonstrates that these services, regardless of location or means of delivery, support student learning and enhance achievement of the mission of the institution.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	By what means does the institution assure the quality of its student support services? How does the institution demonstrate that these services support student learning?
	Scorecard surveys
IR, Slos, Program plans.
Score card surveys in financial aid.

	Program plans
Slos in trac dat
	Potentially doing student focus groups.

	How are distance education and correspondence education (DE/CE) student support services evaluated for comparability to face-to-face course/program student support services?
	Training D2L
	
	Gap: No master record of which services are available online. Gap: No evaluation of effectiveness of online vs on ground services?





II.B.2 The institution provides a catalog for its constituencies with precise, accurate, and current information concerning the following:


II.B.2.a  	General Information

•	Official Name, Address (es), Telephone Number(s), and Website

•	Address of the Institution

•	Educational Mission

•	Course, Program, and Degree Offerings

•	Academic Calendar and Program Length

•	Academic Freedom Statement

•	Available Student Financial Aid

•	Available Learning Resources

•	Names and Degrees of Administrators and Faculty

•	Names of Governing Board Members


II.B.2.b	  	Requirements

•	Admissions

•	Student Fees and Other Financial Obligations

•	Degree, Certificates, Graduation and Transfer


II.B.2.c 	Major Policies Affecting Students

•	Academic Regulations, including Academic Honesty

•	Nondiscrimination

•	Acceptance of Transfer Credits

•	Grievance and Complaint Procedures

•	Sexual Harassment

•	Refund of Fees

II.B.2.d  	Locations or Publications Where Other Policies May Be Found

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Is the catalog current, complete, clear, easy to understand, easy to use, well-structured?
	Yes, the catalog is updated every year.
The catalog is complete as it includes a detailed appendix section to cover board policy in full as it pertains to students.  The catalog is clear and easy to understand in that it is written in plain spoken language with the intended student reader population in mind.  There is also a glossary of terms.  The catalog is easy to use in that there is a table of contents that is available via PDF &  searchable.  The structure reflects the need to get at vital information quickly and the need to provide a detailed and definitive resource to staff and students.
MC is now making ongoing amendments thru the addendum.

	All MC catalogs are now available online at 
http://www.moorparkcollege.edu/
assets/pdf/apply_and_enroll/
college_catalog/mc_13-14_catalog.pdf  

	Gap:  Online not easy to navigate and user friendly search function such as (hyper links from table of contents or pre-bookmark).

Gap: Timing of catalog hasn’t always been available prior to fall registration for students.

Gap: Formal way to ask students about it such as survey.


	How is the catalog reviewed for accuracy and currency? What process does the college use to ensure that the information in its publications is easily accessible to students, prospective students, and the public?
	By circulating relevant areas annually to those involved who make updates as needed. Those involved provide timely updates to reflect changes in the law, district board policy, college protocols, and departmental practices under the publishing timeline coordinated by our Curriculum Technician.
Catalog is published online via website, students also have access in the my.vcccd.edu portal, and hard copy available for purchase in the bookstore, and some service depts. make copies available to students for use while in the area.

	


The College Catalog is available in alternate formats upon request. Call (805) 378-1461.
	Idea:  Sell catalogue to students and publicize to campus community that we are selling it.

Idea: utilize catalog as course text for student success courses.

Gap:  Schedule of classes needs description of CRN (course description) in online schedule. 

Gap: No interface between actually registering for class and catalog description.

	Is the catalog information on the college website identical to the printed version?
	Yes. Amendments are made thru online addendum.

	College Catalog
2013 - 2014
 
[image: Moorpark College Catalog]
[image: Moorpark College Catalog in pdf format] Download in .pdf format
[image: Moorpark College Catalog in txt format]Download in .txt format
[image: Moorpark College Catalog in pdf format] 2013-14 Addendum (.pdf)
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Important Notice - Moorpark College has made every reasonable effort to ensure that the information provided in this general catalog is accurate and current. However, this document should not be considered an irrevocable contract between the student and Moorpark College. The content is subject to change. The College reserves the right to make additions, revisions or deletions as may be necessary due to changes in governmental regulations, district, or college policy, procedures, or curriculum. The College will make every reasonable effort to inform students of significant changes that occur after publication of this document

2013-2014 catalog page 5
Accreditation
Moorpark College is accredited by the Accrediting Commission for Community and Junior Colleges of the Western Association of
Schools and Colleges, 10 Commercial Boulevard, Suite 204, Novato, CA 94949, (415) 506-0234, an institutional accrediting body
recognized by the Council for Higher Education Accreditation and the U.S. Department of Education.
Moorpark College has made every reasonable effort to ensure that the information provided in this general Catalog is accurate and
current. However, this document should not be considered an irrevocable contract between the student and Moorpark College. The
content is subject to change. The College reserves the right to make additions, revisions, or deletions as may be necessary due to
changes in governmental regulations, district policy, or college policy, procedures, or curriculum. The College will make every reasonable
effort to inform students of significant changes that occur after publication of this document.
The College Catalog is available in alternate formats upon request. Call (805) 378-1461.
	

	When policies are not included in the catalog, are the publications in which they are found easily accessible?
	District policies are accessible on the district website which has a link from our website.




	Board documents.
Catalog appendices
California Code of Regulations (CCR) Title 5 Education Code Section References found in  catalog.
Title IV and Code of Federal Regulation (CFR) Section references found in catalog.
FERPA, Student-Right-to-Know, HIPAA, Campus Security Act of 1990 (Public Law) Section references in the catalog.
AP/BP references in catalog.
	GAP:  Process in catalogue and online to refer students to district website for most up to date policies &information.
Gap:  direct online link or hyperlink to district ap/bp-board docs and process (step by step instructions) in catalog for accessing board docs information.

	Does the institution maintain records of student complaints/grievances and make them available to the team?
	Yes at various levels and dependent upon type. Grievance process-student fills out form in division office-meeting scheduled, referred out to Dean/EVP. Grievance process in classroom directed to Dean.

	BIT tracking system is online form that is submitted to BIT Team. 
Bit system tracking evidence. 
Grievance forms maintained by EVP per catalog.
Per catalog District shall maintain records of all Disciplinary Hearings in a secure location on District premises for a period of 7 years.
The final action of the Board on an expulsion shall be taken at a public meeting, and the result of the action shall be a public record of the District per our catalog.
College Discipline files are maintained by the CSSO.
	Gap:  Consistent information sharing of student complaints. Gap: centralized process to track or share info- somehow expand bit process? Grades 1st notes?








	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	By what means does the institution determine the support needs of its students? How well does it address these needs?
	Moorpark College participates in annual national surveys, Survey of Entering Student Engagement (SENSE) and Community College Survey of Student Engagement (CCSSE), to provide information on students’ experiences with student services, behaviors and learning. The College also participates in the ACHA-National College Health Assessment to understand the health trends of students and offer support services.
Individual services and programs conduct their own surveys, analysis of usage statistics. Enrollment data is used to determine needs by programs and services.  
 
	The results of the ACHA – National College Health Assessment helped understand the needs of Moorpark College students and the Student Health Center was able to establish programs and services to meet students need, such as, Mindful Meditation. Institutional research web page indicates participation.
Program plans and SLOs.
	The SENSE, CCSSE and individual services results are not shared with the campus community. It is unclear how the results are used or shared with various departments and services to improve. Not all student information is available that some programs and services need to support students (transfer goals to 4yr colleges).
      








	If courses, programs, certificates or degrees are offered via DE or CE, how does the institution determine and monitor learning support needs?
	Instructor evaluations are given to students in distance education/online courses.  Deans, the instructional technologist and instructors informally assess students’ needs.
At the district level, there is the Instructional Technology Advisory Committee (ITAC).
	Instructors and instructional technologist take inventory of students’ needs and pass information to deans and TCap Committee. 

	A gap exists for the distance education courses in a lower success rate for online courses opposed to on-ground. A possible solution would be for an online tutorial that students would complete before the online course began.
The low response rate to instructor evaluation request.
There has not been a campus DE Committee or formal process for monitoring students’ needs. ITAC evaluates DE district needs.  










II.B.3.a  The institution assures equitable access to all of its students by providing appropriate, comprehensive, and reliable services to students regardless of service location or delivery method.


	Probing Questions
	Answer/Discussion
	Evidence (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)
 

	
	1.MC participates in the following assessments: a. Community College Survey of Student Engagement  (CCSSE)  
b. Survey of Entering Student Engagement (SENSE).
c. National College Health Assessment (NCHA).



2. Student Services Council discusses student needs for services. SS Retreat last done ’09??.

3. Individual Programs do assessment of their programs – satisfaction surveys. 

4. Resources/forms are available for all students online. Some programs provide direct service to on-line services. 




5. Hours of operations for all services have expanded to be open one night a week, Wednesday, until 7 PM.
	1 a & b The most recent CCSSE and SENSE have not been shared with campus community.  
1 c. NCHA – helps us understand the health needs of our students and how they impact their academics.  Data is used to support services offered and health education & promotion activities such as Mindfulness Meditation.

2. SSC Agendas are on MC Share. Agenda items reflect assessment topics (CCSSE).



3. Individual Program Plans/SLO’s



4. Program websites.  Examples of this are:
a. Online Library Tutorial.
c. Online academic counseling through counseling and career transfer center. 
d. “Ask- A- Librarian”
d. Application submission. 



5. Posted in SS Syllabus, websites, areas of service.

	1a.b.c. Information is not posted on one site for campus community to review and utilize. 








Reinstate Student services retreat.










4. All service programs need to identify broadening offerings similar to what is being done through academic counseling and the library.

5. One night a week is not sufficient for students who attend T/Th evening classes only. Currently Student Services Council is having dialogue about this.







 II.B.3.b The institution provides an environment that encourages personal and civic responsibility, as well as intellectual, aesthetic, and personal development for all of its students.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the institution doing to provide a learning environment that promotes these personal attributes?  What dialogue has the institution engaged in
about what constitutes a good learning environment?
	Student cancer fundraising (Athletics) student govt. attending National Advocacy conf. in Wash. DC, through development of student organizations - students attending regional & state conferences - student org leaders facilitating campus events - student elections, student club days, constitution day. Fall fling discussion  - student govt. involvement in funding campus-wide events i.e. Transfer Social, One Campus One Book, EATM Spring Spectacular, Poetry Series, Nursing Pinning Ceremony, Chemistry Club, Engineering Robotic World Competition, Biology Club events, Health Services Events & Awareness, Math Club Movie Nights, guest speakers for student org. events, Business club Expo, FLEX club activities
	Fall fling, student conference attendance roster & conference programs, Associated Students Programming Committee meeting minutes, Associated Students Board of Directors meeting minutes, event reports from student orgs., conference reports from students, minutes from Inter-Club Council mtgs.
	

	What programs or services has the institution determined contribute to this environment?  What areas have been identified for improvement?  How does the college evaluate its efforts in this area?  How are the results of the evaluations used to improve the environment?
	Financial Aid and federal work study, student government, student activities beyond the classroom
	FISAP( Annual campus based programs report)
	




II.B.3.c  The institution designs, maintains, and evaluates counseling and/or academic advising programs to support student development and success and prepares faculty and other personnel responsible for the advising function.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Does the institution develop, implement, and evaluate counseling and/or academic advising?
	***Masters Prepared Counselors assist students in transfer, career preparation, and life and academic planning activities
***Academic counseling provided through several delivery methods in a number of locations on campus; in counseling faculty offices by appointment, in drop-in “Express Counseling”, in classroom presentations, online, courses, and in workshops
*** Academic counseling is provided through other support service locations such as Career Transfer Center, EOPS, CalWORKs, Financial aid appeals committee and ACCESS
***Counseling has developed courses for orientation, student success, career assessment, and career development
***Each academic counselor has assigned majors, special populations, or areas of emphasis, but all are able to counsel in career and transfer academic planning for all students
***Counselors are assigned to special populations such as Basic Skills, Veterans, STEM, ACCESS, CalWORKs, EOPS, Career & Technical, Returning Adults
***Counseling offers general student orientations and workshops in the areas of probation, transfer, choosing a major, and careers for majors.
***Counseling offers group counseling for cohort programs such as Nursing, Radiologic Technology, and EATM
***Counselor Assistants assist counselors in areas such as pre-requisite clearance, events, information dissemination, and coordination of workshops
***Counselor Peer Evaluation Process every 3 years
***Tenure process for FT Counselors.
***Student evaluations- 30 each semester
***SARS reporting on # student seen in what type of activity
***NFO integrates new FT counseling faculty with instructional faculty and into college

	-Student evaluations
-Transfer data from MC to four colleges
-Gradation data for AA/AS/Certificate
-Associate degree for transfer data
-Number of financial aid appeals data
-SARS reporting data on counseling
-Consolidation of most of student services to central location in Fountain Hall
-Faculty evaluation process through Collective Bargaining Agreement AFT
-counselors serve on campus wide committees and initiatives, such as Basic Skills, CTC
-Software/Technology Banner, SARS, DegreeWorks, College Source, Career Cruising, Eureka, Bridges
-SLOs and Program Plans for counseling, Career Transfer Center, EOPS, Access
-Class visits by counseling staff
-College Service and Flex Hours Records
-CCCCO Annual Reports such as Transfer and Articulation
-Counselor assignments in catalog, online
	-Gap in documentation of  assignments, activities, SARS reporting
-Tenure committee for fulltime, but lack of established procedure for part-time training.
-Need a formal mentorship program for part time faculty.
-Counselor Meeting minutes on MCShare for 2009-2010. Gap since then. 
-Establish a process for posting agenda and minutes of counseling meetings. Assign note takers.  
-Expand special population counseling to include International students, Foster youth, AB540 students


	Does the evaluation of counseling and/or academic advising include how it enhances student development and success?
	***Student Success Task Force Counselor Participation
***SLOs and program plans reflect student development and success 
-***District counselor meetings to share best practices and campus highlights
***Counselor Task Force Groups (CTC, Orientation, COUNM03, Probation, Vets, Forms)
***Counselor Assistants expand availability of information for students
*** Working with special population cohorts such as Vets, STEM, EOPS,ACCESS, CalWORKs, Returning Adults, CTE, Honors 
***Counseling partners with the Honors Program for UCLA TAP Certification
***Counseling and Career Transfer Center partner with Admissions and Records for streamlining the ADT process
***Partner with Outreach for Student Orientations
***Probation workshops coordinated with Early Alert System
***Cohort group counseling Nursing, Rad Tech
***BIT
***Continuing Professional Development and Technology Support with new software to assist in student success
***Ability to run reports on student contacts with Counseling 
***Use of SARs notes and alerts to assist in student success and communicating across counselor
-Use of SARS reporting to schedule counseling
	-Fountain Hall Centralization
-Program Plans & SLOs
-Workshop Surveys-  Pass, Transfer Basic/Prep 
-Software integration Banner, DegreeWorks, Grades First
-Successful ADT Initiatives such as fall 2014 applicant list follow up
-Group Orientations
-Express/Drop In Counseling in Counseling and CTC
-Adjust counselor schedules to fit student needs during high traffic times (ie)increase drop in during grad app
-SARs reports
-Development of process for online calendar, announcement system
-Development for process of posting to MC Front Page
-MC Articulation website

	- Targeted communication with different student grouping such as major or transfer goals. (Grades first should help with that)
-Survey students at point of contact for SLOs for all counseling and academic advising activities
-Improve student access to information through calendar, portal, online application
-Re-establish counselor sub groups to work on specific student success initiatives
-More involvement of entire counseling team with Program Plan/SLO development and tracking
- Sharing of CCESSE DATA
-Surveys at preview days (started in spring 2014)
-Establish first year experience and learning communities.
-Expand counseling/student success courses
-Lack of phone access and ability to make appointments


	Are those responsible for counseling/advising trained?
	***Opportunities for continuing professional development through regular district and campus meetings, webinars, flex activities, and conferences
***Weekly departmental meetings where speakers present materials and information on topics and programs such as financial aid, probation, early alert, transfer, new developments in disciplines 
***Monthly AIM Academic Information Meetings(11B20) for case studies addressing articulation and curriculum
***In-services held 2 to 3 times a semester on professional development activities
*** Regular attendance at conferences for UC, CSU, ISP,OOS
***District Trainings for Career Pathways, new software such as Degree Works
***Access to State sponsored professional list serves for information update and professional development (Transfer Directors, Articulation Officer, Counselor, Transfer)
*** Development of counseling Intern program
***On the job training
***Pairing of  new counselors with experienced faculty on staff through tenure process


	-Look for minutes. Evidence of mentors?
-List of conferences and who went?
-Presentations at meetings?
-Who is on what list serves?
-MC Faculty Handbook online
-Faculty Development holds Flex Activities
-Flex activities and college service hour reporting
-Staff Resource Center
-Instructional Technologist holds technical trainings
-Counselor Assistant Training
-Travel approvals
-Categorical programs have travel reports (EOPS,ACCESS,CALWORKS)
-Attendance at Annual student success conference

	-Have new counselors go through some steps of internship program.  
-Pair new pt counselors with experienced counselors
-Establish a list of professional development activities such as conferences, webinars and attendees as a resource to other counselors (add to minutes)
-Formalized Counselor Assistant Training (use orientation to campus from Intern program)
-Reporting back from conference attendance at division and department meetings


	Are these or comparable services available to online students?
	***Cyber counseling through counseling dept and CTC 
***Information on websites Counseling, EOPS, CTC, Access, R&R (including forms, events)
***Information through portal, course studio, D2L
***Virtual university representative appointments
	-Google analytics for usage of websites
-SARS Cyber counseling (emails) reports
-mctransfer@vcccd.edu
-UCSB, UCB Virtual appointment logs
	- D2L shells for each service
-Expand cyber counseling options and method of recording
-Archive power points or from workshops on website
-Create videos of FAQ for counseling
-Virtual counselor appointments/live chat, using SKYPE or similar online system (ie UCB online appt system)
-Establish a campus system for online videos( FAQ)
-Expand counseling course options via hybrid and online
-Develop special population online orientation modules (International students,ACCESS,Veterans,EOPS,CALWORKS,AB540)
-Phone access to online students and all students

























II.B.3.d  The institution designs and maintains appropriate programs, practices, and services that support and enhance student understanding and appreciation of diversity.


	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What does the institution do to promote student understanding and appreciation of diversity?  What measures does the institution use to determine the effectiveness of services?
	Multicultural Day. This one-day event is a 24 year tradition to celebrate cultural diversity and educate the campus and local community on the history and resources of diverse cultures in the region and around the world. 
Year of. Since 2006, MC faculty has initiated and institutionalized a themed year of speakers and activities related to the chosen theme.
Faculty speakers addressing diversity issues such as Keynote speaker Dr. Duncan Andrade.
Student Organizations:
Bahai Club, Campus Crusade for Christ, Catholic Student Organization, Jewish Student Association, Latter-Day Saints Student Association, M.E.C.H.A., Multicultural Club, and Gay and Lesbian Club.  Further, the reinstatement of two athletic programs (baseball and men’s cross country).
	Meet minutes, surveys, event program. Many courses include attendance and assignment as of the instructional day. 

Meeting minutes. Activities planned such as TedX

Program plans.
	Sharing of the multicultural day assignments given. 
Identify meeting minute’s location (MC Share?). 

How do we use the data to promote students understanding and appreciation of diversity?

Clarity on how we support veteran’s students. 

Clarity of storage of documentation of MC share and lack of protocol. 

	Are these or comparable services available to online students?
	Very limited online services to address diversity. 
	Webpages on MC DAY, Year OF and all service areas.
	Find a mechanism to video tape or stream live diversity activities for online students. Recommend that distance education committee address diversity accessibly to online students.



II.B.3.e  The institution regularly evaluates admissions and placement instruments and practices to validate their effectiveness while minimizing biases.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What processes are used to evaluate the effectiveness of practices and tools of admissions?  What evaluations of placement processes are used to ensure their consistency and effectiveness?  How are cultural and linguistic bias in the instruments and processes minimized?
	Admissions: Employee performance evaluation, documented complaint response, district-wide best practices, board policy, annual record audit performed by Vavrinek, Trine, Day & Co., LLP
Certified Public Accountants

Bias: Cultural & linguistic bias in the admissions processes are minimized to the extent possible by having bi-lingual support services for any prospective student that requests assistance in making an application to the college.
	Change from XAP corp. to Open CCC Apply for processing online applications to the college.

Annual Audit reports

Board policy

College Catalog
	










II.B.3.f The institution maintains student records permanently, securely, and confidentially, with provision for secure backup of all files, regardless of the form in which those files are maintained.  The institution publishes and follows established policies for release of student records.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What institutional policies govern the maintenance of student records? Are records secure?  Does the institution have a policy for release of student records?
	Programs keep records according to the Privacy Rights Governing Student Records (FERPA & ED Code).
In addition some programs, such as Financial Aid, Cal Works, and Health Center, comply with outside governing bodies.

Student records are kept locked and secure onsite or on secure offsite locations. 

The M Drive allows for locked files with limited access. The Consultation File is one example.

Individual programs have their own record release forms such as Registration & Records, EOPS, Financial Aid, ACCESS, and Health Center. These forms can be accessed on line.
	College catalog (online/hard copy) and program websites. 
	Potential gap – Lack of centralized forms to address release of records of various departments. 







II.B.4 The institution evaluates student support services to assure their adequacy in meeting identified student needs.  Evaluation of these services provides evidence that they contribute to the achievement of student learning outcomes.  The institution uses the results of these evaluations as the basis for improvement.

	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution provide for systematic and regular review of its student support services?  How are the results used?
	Annual program plans, SLOs
	Trac DAT
	

	Does the evaluation assess how student support services contribute to the achievement of student learning outcomes?  How are evaluation results used to improve services?
	Yes. On going SLO process. Education master plan
	TRAC DAT
	Student services retreat to share results.







Standard II: Student Learning Programs and Services
The institution offers high-quality instructional programs, student support services, and library and learning support services that facilitate and demonstrate the achievement of stated student learning outcomes.  The institution provides an environment that supports learning, enhances student understanding and appreciation of diversity, and encourages personal and civic responsibility as well as intellectual, aesthetic, and personal development for all of its students.

C. Student Support Services
Library and other learning support services for students are sufficient to support the institution's instructional programs and intellectual, aesthetic, and cultural activities in whatever format and wherever they are offered.  Such services include library services and collections, tutoring, learning centers, computer laboratories, and learning technology development and training.  The institution provides access and training to students so that library and other learning support services may be used effectively and efficiently.  The institution systematically assesses these services using student learning outcomes, faculty input, and other appropriate measures in order to improve the effectiveness of the services.

II.C.1  The institution supports the quality of its instructional programs by providing library and other learning support services that are sufficient in quantity, currency, depth, and variety to facilitate educational offerings, regardless of location or means of delivery.
II.C.1.a  Relying on appropriate expertise of faculty, including librarians and other learning support services professionals, the institution selects and maintains educational equipment and materials to support student learning and enhance the achievement of the mission of the institution.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What information about student learning needs is provided by other instructional faculty and staff to inform selection of library resources?
	Mary LaBarge is a member of the Curriculum Committee and uses the formalized Tech Review process to evaluate whether the library has met the instructional needs for all college courses. If a professor feels the library does not have adequate resources for their assignments, Mary begins a dialogue with them to gather resource titles for future purchase. 
All college courses are required to be reviewed / revised every 5 years (some CTE 2-3 years) by the Curriculum Committee. At that time, the library resources are evaluated, insuring that there is a formal tie-in between the course assignments and the library collection.
In addition to this, the Faculty Guide (available through the Moorpark College Library website) informs professors of their ability to request materials for instructional support. Request forms are available in person at the Reference Desk. Faculty members are also given the option to email their requests to the librarians. New faculty members are informed of this process when they visit the library during the New Faculty Orientation session and also through the Welcome Email from the Department Chair at the beginning of the school year. 
	· Faculty Guide 
· New Faculty Orientation NFO Library Handout
· Faculty emails to librarians requesting materials 
· Copied order cards with the names of instructors and/or students
· COR filled out form 
· Welcome email from the Dept. Chair

	We would like to provide faculty members with the additional option of requesting materials through the Moorpark College Library website. 


	How does the institution assess the effectiveness of its own library collection in terms of quantity, quality, depth and variety?

	A library survey is distributed to students to determine library collection relevancy/effectiveness amongst our student population. 
Librarians use feedback from the Reference Desk interviews with students as one of the ways to determine whether the library has the necessary materials to meet student needs.
As part of the process of setting up instructional sessions, librarians have a chance to look at syllabi and evaluate the library collection to support the appropriate classroom assignments. 
For new and specialized course, librarians work with appropriate faculty to try and update the collection in those areas.
There is a “weeding” process, where materials are evaluated based on the date of publication, number of circulation transactions and relevance to study, as time permits. If we deem the material to be inadequate for our collection, we will remove it from circulation.
Many departments are requiring up-to-date periodical articles and additional material for research assignments. The librarians work with these departments/professors to construct an orientation session to guide students to the appropriate materials. 
The librarians work with academic departments to review materials and discuss necessary updates. 
When evaluating library resources, both electronic and print materials are subject to the review process.

	· Library Survey to students
· Oder cards from new faculty to build the collection for specialized courses
· Syllabi & Assignments from faculty


	

	What level of quality is determined by the institution?
	Before making purchases, the librarians refer to a number of resource reviews from professional library journals and specialized academic journals. 
The librarians also evaluate the quality of resources, by examining the author’s background and credentials, publishing company information, academic content and relevancy to the curriculum. 
	
	

	How does the institution know it has sufficient depth and variety of materials to meet the learning needs of its students?
	When adequate resource materials cannot be found in the Moorpark College Library, there are several services in place to connect students, faculty and staff to necessary materials: 
· Universal Borrowing is a service that allows Moorpark College students, faculty and staff to request books from the Ventura and Oxnard library collections and have them delivered to the Moorpark College Library.
· OCLC Interlibrary Loan is a service provided by the Moorpark College Library to obtain materials from other institutions which are not available in the Moorpark College Library and the Ventura County Community College District Libraries.
The MC Library offers reference desk assistance whenever the library is open. Reference librarians can refer students to additional libraries/resources that can provide access to their information needs. 
The library also gathers student suggestions/requests for purchase.
	--Interlibrary Loan Book (ILL)Online Request Form available on the ILL page
--Universal Borrowing Guide 2013
--Interlibrary Loan (ILL) outside the Ventura County Community College District FAQs
--Interlibrary Loan (ILL) – Universal Borrowing Within the Ventura County Community College District FAQs
--Interlibrary Loan FAQs
	

	What information does the library use to determine whether it is enhancing student attainment of identified learning outcomes?
	The librarians have created assignments and assessments that are distributed at the end of library orientations to determine whether or not the students have retained skills for finding information through the library resources. 
	--Library Assignments
--Online Library Assessment

	

	How are comparable services provided to DE/CE students and students at off- site locations?
	There is an online Library tutorial (Searchpath Basic) available through the Moorpark College Library website. This extensive tutorial includes self-assessment quizzes at the end of each module to help students gauge their retention of the material. An online assessment is also provided by the library to the online professors should they wish to use it for assessing their students once they’ve completed the seven-module tutorial. 

In addition to this, the MC Library has online course guides that can be referred to for research assistance tailored to specific courses.

The majority of the library resources are available via the library home page and the online portal. These eResource materials include: eBooks, online full text reference materials, and online databases. 

There is an “Ask-A-Librarian” service, where students can reach out to librarians via email or telephone to get research assistance. 

The MC Library website has several links that provide the students with up-to-date information:  the Library News blog, new book titles displayed through the LibraryThing program, and a “Services for Students” handout.
	--LibGuide statistics 
--Online Library Tutorial (Searchpath) First Page
--“Ask a Librarian” Page
--“Library News” Page
--“New Books” Page

	



II.C.1.b The institution provides ongoing instruction for users of library and other learning support services so that students are able to develop skills in information competency.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What are the information competencies that the institution purports to teach all students?  What is the evidence that the institution acts purposefully to teach these competencies?
	The librarians have identified and  information competency points and they are all delineated in the program plan. All students who attend library instruction sessions are taught these competency points. The librarians are continually making adjustments in the library assignments and assessment tools. 

	--Library assignments
--SLOs Report (Program -Plan)
--Program Plan
--SLO – Evaluating Sponsorship/Authorship of a Website


	

	How does the institution assess the competencies in information retrieval/use that it teaches students?  How does the institution evaluate its teaching effectiveness and set goals for improvement?
	Results are gathered through the assignments and the SLO assessment. The assessments are reviewed and graded by the librarians, and the information is recorded and charted.  

	-- Library Assignments

--Graded assessment sets

--SLO assessments

	

	How are comparable information competency skills developed for DE/CE students and students at off-site locations?
	There is an online orientation/Library tutorial (Searchpath Basic) available through the Moorpark College Library website. This extensive orientation tutorial includes self-assessment quizzes at the end of each module to help students gauge their retention of the material. An online assessment is also provided by the library to the online professors should they wish to use it for assessing their students once they’ve completed the seven-module tutorial.
A survey link is also provided on the Searchpath tutorial page for students to provide feedback. 
	--Library Tutorial (Searchpath) available from the library homepage
-- Online assessment for Searchpath
-- Library Tutorial Survey
	



II.C.1.c The institution provides students and personnel responsible for student learning programs and services adequate access to the library and other learning support services, regardless of their location or means of delivery.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What are the hours of operation of the library? What is the availability of electronic access to library materials?
	Hours of operation: 
M-Th 8:00am-8:00pm
F 8:00am-12:00pm
Saturday & Sunday Closed 
Students have access to electronic library materials 24 hours a day using remote access via the myVCCCD portal authentication. 
	-- Library hours posted on the library homepage 
	

	Are all campus locations/all types of students/all college instructional programs equally supported by library services and accessibility?
	No – there are times when classes are in session when the library is not open (specifically for night and weekend students)
	--Library hours posted on the library homepage 
	The library program does not serve all types of students. The Library is open 8:00am to 8:00pm Monday-Thursday, 8:00am till 12:00 noon on Fridays and is closed on Saturdays and Sundays. 



II.C.2 The institution evaluates library and other learning support services to assure their adequacy in meeting identified student needs.  Evaluation of these services provides evidence that they contribute to the achievement of student learning outcomes.  The institution uses the results of these evaluations as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What methods does the institution use to evaluate its library and other LSS?  Does the evaluation assess use, access, and relationship of the services to intended student learning?  Does the evaluation include input by faculty, staff and students?
	The MC Library uses the following methods to evaluate its library: 
- SLO
- Online assessment
- Student Survey
These methods measure use, access, and relationship of services to intended student learning. The evaluation includes input from students.
	--Library Survey
--Library Survey Results
--SLOs Report from Library Program Plan
--Online Assessment (Searchpath)
	The library does not have a formal faculty assessment. We would like to create an assessment of library services, and have it distributed to all faculty members for feedback with the help of the Institutional Researcher. 



Standard III: Resources
The institution effectively uses its human, physical, technology, and financial resources to achieve its broad educational purposes, including stated student learning outcomes, and to improve institutional effectiveness.  Accredited colleges in multi-college systems may be organized such that responsibility for resources, allocation of resources and planning rests with the system.  In such cases, the system is responsible for meeting standards on behalf of the accredited colleges.

A.  Human Resources
The institution employs qualified personnel to support student learning programs and services wherever offered and by whatever means delivered, and to improve institutional effectiveness.  Personnel are treated equitably, are evaluated regularly and systematically, and are provided opportunities for professional development. Consistent with its mission, the institution demonstrates its commitment to the significant educational role played by persons of diverse backgrounds by making positive efforts to encourage such diversity.  Human resource planning is integrated with institutional planning.

III.A.1 The institution assures the integrity and quality of its programs and services by employing personnel who are qualified by appropriate education, training, and experience to provide and support these programs and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What methods does the institution use to assure that qualifications for each position are closely matched to specific programmatic needs?  What analyses and discussions have led the institution to agree on those needs?
	District follow state MQ requirements.

Hiring managers are consulted to develop/update  job descriptions and hiring criteria.  Supervisors and peers, district wide are involved in the interview, rating, and hiring process.
	See the AP/BP from 7xxx for all HR policies and Procedures

See BP/AP 7120 for faculty hiring


See BP 7230 for classified hiring
	No gaps

	Are the institution's personnel sufficiently qualified to guarantee the integrity of programs and services?
	Faculty:  District uses state defined MQs to hire faculty.  These are reviewed by discipline experts, a hiring committee and HR prior to hire

Classified: District maintains current job descriptions, interview questions and requirements and follows title 5 procedures.  In addition as a Merit District we follow the personnel commission requirements.

	
	No gap



III.A.1.a Criteria, qualifications, and procedures for selection of personnel are clearly and publicly stated.  Job descriptions are directly related to institutional mission and goals and accurately reflect position duties, responsibilities, and authority. Criteria for selection of faculty include knowledge of the subject matter or service to be performed (as determined by individuals with discipline expertise), effective teaching, scholarly, and potential to contribute to the mission of the institution.  Institutional faculty play a significant role in selection of new faculty.  Degrees held by faculty and administrators are from institutions accredited by recognized U.S. accrediting agencies.  Degrees from non-U.S. institutions are recognized only if equivalence has been established.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution decide hiring criteria?
	Hiring Committee determines criteria based on program plan needs.
	See BP/AP 7120 for faculty hiring

	No gap

	How are faculty involved in the selection of new faculty?
	Faculty on hiring committees
	See BP/AP 7120 for faculty hiring

	No gap

	How does the college decide an applicant is well-qualified?
	Through screening and interview process
	See BP/AP 7120 for faculty hiring

	No gap

	How does the college know that the faculty selected have knowledge of their subject matter?
	Screening of 
transcripts, oral interviews, reference checks
	See BP/AP 7120 for faculty hiring

	No gap

	By what methods does the college define and evaluate "effective teaching" in its hiring processes? How is that effectiveness judged?
	Teaching demonstration and/or role play of required skills
	College practice
	No gap

	How does the college define and judge scholarship in a candidate, and by what means does it judge a candidate's potential to contribute to a college mission?
	Screening of 
transcripts, resume, oral interviews, reference checks
	See BP/AP 7120 for faculty hiring

	No gap

	How are jobs advertised?
	Journal of Higher Education, other journals, discipline specific publications, in-house, with local institutions 
	See ORAP advertisement request
	No gap

	By what means does the institution verify the qualifications of applicants and newly hired personnel?
	Reference Checks, transcripts screening by both discipline experts and HR
	See BP/AP 7120 for faculty hiring

	No gap

	How does the college identify faculty expertise in DE/CE instruction?
	Required training prior to teaching DE; evaluated during peer eval process; follow up training and flex opportunities 
	Some guidelines exist but are not well disseminated 
	gap

	How does the college check the equivalency of degrees from non-U.S. institutions?
	HR works with an organization that evaluates transcripts 
	Confirm with HR
	??

	What evidence is there that hiring processes yield highly qualified employees?
	We have an extensive 4 year tenure process that is very successful
	Very few tenures have been denied 
	No gaps

	What safeguards are in place to assure that hiring procedures are consistently applied?
	A trained diversity facilitator is part of each FT hiring committee and managers serve in a similar role for PT hiring.
	See BP/AP 7120 for faculty hiring

	No gaps





III.A.1.b The institution assures the effectiveness of its human resources by evaluating all personnel systematically and at stated intervals.  The institution establishes written criteria for evaluating all personnel, including performance of assigned duties and participation in institutional responsibilities and other activities appropriate to their expertise.  Evaluation processes seek to assess effectiveness of personnel and encourage improvement.  Actions taken following evaluations are formal, timely, and documented.
	
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the college decide on appropriate institutional responsibilities for personnel participation?  How is participation judged?
	Part of contract and tenure process; evaluated during the regular evaluation process
	See contract
	Documentation and follow through are weak

	What process is in place to assure that evaluations lead to improvement of job performance?

	Recommendations are made during the evaluation process. If there is a need, evaluations are conducted more frequently.  Similar recommendations and suggestions for growth are made by tenure committees
	See evaluation forms
	No gap

	What is the connection between personnel evaluations and institutional effectiveness and improvement?
	It is not related and there has been hesitancy to allow any connections between individuals and institutional effectiveness.
	See evaluation forms
	gap

	Do evaluation criteria measure the effectiveness of personnel in performing their duties?
	Evaluation critera  request ratings regarding effectiveness
	See evaluation forms
	No gap













III.A.1.c Faculty and others directly responsible for student progress toward achieving stated student learning outcomes have, as a component of their evaluation, effectiveness in producing those learning outcomes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What are the roles of faculty, tutors, and others in producing student learning outcomes?
	In some cases faculty and others participate in the development of SLOs
	See dept meeting minutes and email discussions; see TracDat
	No gap

	What in depth thinking have faculty, as individuals and collectively, engaged in about how well students are learning in their courses and programs?
	Some depts More than others
	See dept meeting minutes and email discussions; see TracDat
	

	 What measures have they, again as individuals and collectively, created or
selected to measure that learning?  
	Every dept and program has developed SLOs and PLOs.  There is variance between department as to individual v group development. 
	See dept meeting minutes and email discussions; see TracDat
	gap

	 Are these measures different for DE/CE
students?
	DE courses are assessed with the same criteria as on the ground counterparts.
	See dept meeting minutes and email discussions; see TracDat
	No gap

	What discussions have faculty had about how to improve learning?  What plans have been made?
	Anecdotal rather than formal; currently fulfilling the letter.  Not yet at the spirit in all departments.
	See dept meeting minutes and email discussions
	gap

	What changes have faculty made in teaching methodologies to improve learning?
	Some depts farther along with implementing change 
	See psychology, counseling, ask for other examples 
	gap

	What changes in course content or sequencing have resulted from analyses of how well students are mastering course content in both DE/CE and face- to-face instructional formats?
	Some depts farther along with implementing change
	Counseling has increased face-to-face orientations; Math has used assessment to restructure developmental math and proportion of course offerings.
	gap

	What methods has the institution developed to evaluate effectiveness in producing student learning outcomes?  Are these methods yielding meaningful and useful results?
	Implementation of TracDat; meeting with deans; in the past, meeting with Institutional Researcher; currently less monitoring of SLO data collection has resulted in less reporting of data 
	See Trac Dat
	gap

	How does the institution use analysis of the results of assessment to improve student learning outcomes?
	Until TracDdat, SLOS were more closely  monitored through the program planning process. Now monitoring is done by department chair and reflected in the program plan
	
	gap

	How has professional development supported faculty performance in satisfactory development and assessment of student learning outcomes?
	Flex activities
	See Flex book
	gap

	Is there professional development for faculty using DE/CE modes of instruction?
	yes
	See flex book and DE Webpage
	No gap





III.A.1.d The institution upholds a written code of professional ethics for all its personnel
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution foster ethical behavior in its employees?
	The evaluation/tenure process
	
	No gap

	Does the institution have a written code of professional ethics for all its personnel?
	yes
	Need to find location
	No gap



III.A.2 The institution maintains a sufficient number of qualified faculty with full-time responsibility to the institution.  The institution has a sufficient number of staff and administrators with appropriate preparation and experience to provide the administrative services necessary to support the institution's mission and purposes.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	By what means does the institution determine appropriate staffing levels for each program and service?
	Through program planning process; Hiring Prioritizations for both faculty and classified
	See TracDat; See minutes of prioritizations.
	No gap

	How does the institution decide on the organization of administrative and support staffing?
	Through EVPs office with input from Academic Senate and administrative team
	See Deans’ Council and VP Council Agendas and email discussions
	No gap

	How effectively does the number and organization of the institution's personnel work to support its programs and services?  How does the institution evaluate this effectiveness?
	There is insufficient personnel in all areas of the college. 

This is evaluated through program planning process
	Trac Dat and EVP Review of Program Plans
	gap





III.A.3 The institution systematically develops personnel policies and procedures that are available for information and review.  Such policies and procedures are equitably and consistently administered.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What processes does the institution use to develop and publicize its personnel policies?
	Developed through district committees and publicized through Board Policies and Administrative Procedures and HR Tools
	See  HR Tools on the Portal  AP/BP 7xxx
	no

	How does the institution ensure that it administers its personnel policies and procedures consistently and equitably?  Do these policies and processes result in fair treatment of personnel?

	Close connection between HR and the campuses. Regular training for college management. Reference materials on HR Tools

There is a strong commitment to treat personnel fairly and equitably at all times.  Those who feel this has not occurred may avail themselves of the grievance process   
	See HR training agenda and website
	No gap



III.A.3.a The institution establishes and adheres to written policies ensuring fairness in all employment procedures.

III.A.3.b The institution makes provision for the security and confidentiality of personnel records.  Each employee has access to his/her personnel records in accordance with law.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What are the institution’s provisions for keeping personnel records secure and confidential?
	Personnel records are securely housed at the district office.
	See district files
	No gap

	How does the institution provide employees access to their records?
	Employees may request to see their records from the district office
	Have asked Gary for the process
	No gap



III.A.4 The institution demonstrates through policies and practices an appropriate understanding of and concern for issues of equity and diversity.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	In what ways does the institution foster an appreciation for diversity?
How effective are the institution's policies and practices in promoting understanding of equity and diversity issues?  How does the institution know these policies and practices are effective?
	Great care is taken to make sure hiring and tenure committees are diverse in experience, gender, and ethnicity.

The campus celebrates Multi-Cultural Day each year as an alternative day of instruction.

???    
	See BP/AP 7120 for faculty hiring




See collection of past Multicultural Agendas and Events


Does Multicultural Day do any type of evaluation
	



III.A.4.a The institution creates and maintains appropriate programs, practices, and services that support its diverse personnel.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution determine what kinds of support its personnel need?
	Surveys are distributed to faculty and staff asking for professional development suggestions

*** 
	See info from Faulty Development and from Iris’s office
	

	How does the institution design programs and services that provide for the range of diverse personnel at the institution?
	Surveys are distributed to faculty and staff asking for professional development suggestions
	See info from Faulty Development and from Iris’s office
	

	What programs and services does the institution have to support its personnel?  How effective are these programs?
	A Faculty Development committee.


	Are there any survey results that Faculty Develoment has?
	

	Are the programs, practices and services evaluated on a regular basis?
	Evaluations are standard at the conclusion of each flex event
	See flex committee evaluations
	



III.A.4.b The institution regularly assesses that its record in employment equity and diversity is consistent with its mission.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the institution’s record on employment equity and diversity?
	Email question sent to HR
	
	

	How does the institution track and analyze its employment equity record?
How does it use this information?
	Email question sent to HR
	
	


 


III.A.4.c The institution subscribes to, advocates, and demonstrates integrity in the treatment of its administration, faculty, staff and students.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What policies and procedures about the treatment of personnel does the institution have in place?
	The district follows Title 5 regulations, Personnel Commission Regulations and the contract agreements with both faculty and classified staff.
	See BP/AP 7xxx

See contracts
	No gaps

	How does the institution ensure that its personnel and students are treated fairly?
	The district follows Title 5 regulations, Personnel Commission Regulations and the contract agreements with both faculty and classified staff.
	See BP/AP 7xxx

See contracts
	No gaps



III.A.5  The institution provides all personnel with appropriate opportunities for continued professional development, consistent with the institutional mission and based on identified teaching and learning needs.

III.A.5.a The institution plans professional development activities to meet the needs of its personnel.

III.A.5.b With the assistance of the participants, the institution systematically evaluates professional development programs and uses the results of these evaluations as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What professional development programs does the institution offer and/or support?
	Professional Development week/days; Prof Dev Committee supporting faculty/staff request for prof dev
	See Prof Dev Committee minutes
	Insufficient for classified staff

	How does the institution identify teaching and learning needs of its faculty and other personnel?
	Faculty and staff are asked for input into the development of flex activities
	See minutes of Flex committee
	

	What processes ensure that professional development opportunities address those needs?
	Flex Committee reviews the results of surveys and addresses those requests as possible.
	See minutes of Flex committee 
	

	How does the college ensure meaningful evaluation of professional development activities?
	Surveys are typically administered after flex activities
	See Flex committee records
	

	What impact do professional development activities have on the improvement of teaching and learning?  How does the institution evaluate that improvement?
	This is not specifically addressed at this time
	
	gap



III.A.6 Human resources planning is integrated with institutional planning.  The institution systematically assesses the effective use of human resources and uses the results of the evaluation as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What process does the institution use to assess the effectiveness of human resources in meeting the stated college mission and goals?
	All district personnel are evaluated on a regular basis.
	See personnel evlauations
	No gap

	How does the institution ensure that human resource decisions are developed from program review results, institutional needs, and plans for improvement? What evidence is there that demonstrates the institution bases its human resource decisions on the results of the evaluation of program and service needs?
	Personnel are addressed in the program plan process and through the hiring prioritization of both faculty and classified staff
	
	There is no systematic way to evaluate and prioritize administrative personnel needs

	How does the institution determine that human resource needs in program and service areas are met effectively?
	Through the program planning process
	
	






Standard III: Resources
The institution effectively uses its human, physical, technology, and financial resources to achieve its broad educational purposes, including stated student learning outcomes, and to improve institutional effectiveness.  Accredited colleges in multi-college systems may be organized such that responsibility for resources, allocation of resources and planning rests with the system.  In such cases, the system is responsible for meeting standards on behalf of the accredited colleges.

B.  Physical Resources
Physical resources, which include facilities, equipment, land, and other assets, support student learning programs and services and improve institutional effectiveness.  Physical resource planning is integrated with institutional planning.

III.B.1 The institution provides safe and sufficient physical resources that support and assure the integrity and quality of its programs and services, regardless of location or means of delivery.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Against what criteria and by what processes does the institution evaluate the safety of its facilities?
	Five-Year Schedule Maintenance Program Process
Environmental Committee Process
Safety and Wellness Committee Process
State Wide Association of Community Colleges (SWACC) 
State Fire Marshal/County Fire Codes
California Building Codes
Division of the State Architect Inspection Process
Foundation Facility Condition Assessment Process
F, M& O Monthly Safety Training
Annual Hazardous Material Safety Training

	Agendas/minutes from the committees
Safety Procedure Manual (Sharon Manakas)
State Inspector Reports (DSA)
Fire Department inspections
Scheduled Preventive Maintenance Report – Work Orders
Minutes from F, M & O Weekly Reports
Minutes from monthly VP and F, M & O Meetings
Foundation Facility Condition Assessment Reports
SWACC Inspection Reports 
Environmental Committee Meeting Notes
Safety & Wellness Committee Meeting Notes

	no

	What evidence and/or data does the institution use to determine the sufficiency of its classrooms, lecture halls, laboratories, and other facilities?  What mechanisms does the college use to evaluate how effectively facilities meet the needs of programs and services?
	Educational Master Plan Process
Facilities Master Plan Process
Five-Year Capital Outlay Program Process
Five-Year Schedule Maintenance Program Process
Facilities Condition Assessment
Annual Program Plans
Facilities/Technology CAP
FRAWG Workgroup
TRAWG  Workgroup
Work Order Requests
F, M & O Weekly Meetings

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]VCCCD Five Year Capital Outlay Plan
Moorpark College Five Year Capital Outlay Plan 
VCCCD Five Year Scheduled Maintenance Plan
Moorpark College Five Scheduled Maintenance Plan
Minutes from Campus-wide Y’all Come meetings
Notes from F, M & O Weekly Reports
Notes from monthly VP and F, M & O Meetings
Minutes from Facilities/Technology CAP
F, M & O Weekly Meeting Notes
Completed Work Orders

	no

	How well does the institution meet its facilities needs?  Does the institution use the same criteria and processes for determining safety and sufficiency of facilities at off-campus sites?  To what extent are off-campus sites safe and sufficient?
	Six-Year Facilities Master Plan (FMP) Process
Five-Year Capital Outlay Program Process
Five-Year Schedule Maintenance Program Process
Facilities Condition Assessment
Annual Program Plans
Facilities/Technology CAP
F, M & O Weekly Meetings
State Wide Association of Community Colleges (SWACC)
Work Order Requests
Business Services Council
Business Services Customer Service Survey Process

	VCCCD Five Year Capital Outlay Plan - Moorpark College Five Year Capital Outlay Plan
VCCCD Five Year Scheduled Maintenance Plan - 	Moorpark College Five Scheduled Maintenance Plan
Minutes from Campus-wide Y’all Come meetings
Minutes from F, M & O Weekly Reports
Minutes from monthly VP and F, M & O Meetings
Minutes from Facilities/Technology CAP
F, M & O Weekly Meeting Notes
SWACC Inspection Reports
Nursing Program off-site facilities
Program Plan Reports (facilities requests)
Work Orders
Business Services Council Meeting Notes
Business Services Customer Service Survey Results

	Yes.

Off-Site Facility Evaluation.  There is no oversight for off-campus sites.

	How does the college use the results of facilities evaluations to improve them? Does the college use similar processes to assure the safety and sufficiency of its equipment?
	Six-Year Facilities Master Plan Process
Facilities/Technology CAP (FRAWG subcommittee)
State Wide Association of Community Colleges (SWACC)
Safety and Wellness Committee Meetings
Environmental Committee Meetings
Campus-wide Y’all Come Meetings	
Work Order Requests
Preventative Maintenance Programs
Equipment Preventative Maintenance Contracted Services
Business Services Council
Business Services Customer Service Survey Process

	Minutes from Campus-wide Y’all Come meetings
Notes from F, M & O Weekly Reports
Minutes from monthly VP and F, M & O Meetings
Minutes from Facilities/Technology CAP
Meeting Notes from FRWG subcommittee
State Wide Association of Community Colleges (SWACC) Report
Completed Work Orders
Equipment Maintenance Service Contracts
Vehicle Service Records
Business Services Customer Service Surveys
		

	no

	How does the institution support the equipment needs of the distance delivery modes it offers?  Are institutional needs for equipment met?
	Six-Year Facilities Master Plan Process
Facilities/Technology CAP (FRAWG/TRAWG subcommittees)
Work Order Requests F, M & O & IT
Facility Upgrade Projects

	Minutes from Facilities/Technology CAP
Meeting Notes from FRAWG/TRAWG subcommittees
Completed Work Orders
Completed Project Documents
	

	no



III.B.1.a The institution plans, builds, maintains, and upgrades or replaces its physical resources in a manner that assures effective utilization and the continuing quality necessary to support its programs and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution consider the needs of programs and services when planning its buildings?
	Six-Year Facilities Master Plan
Five Year Capital Planning Process
Five-Year Scheduled Maintenance Process
State Fire Marshal/County Fire Codes
California Building Codes
Division of the State Architect Approval Process
Foundation Facility Condition Assessment Process
Annual Program Plan Process
Facilities/Technology CAP Process

	FMP document
Annual Program Plan facilities requests
Minutes from Campus-wide Y’all Come meetings
Minutes from Facilities/Technology CAP
State Fire Marshal/County Fire Inspection/Approval
California Building Codes
Division of the State Architect Plan Approval Process
Division of the State Architect Inspection Process
Foundation Facility Condition Assessment Process
Capital Project Records
Scheduled Maintenance Project Records

	no

	What processes ensure that program and service needs determine equipment replacement and maintenance?
	Annual Program Plan Process
Facilities/Technology CAP and FRAWG and TRAWG workgroups
Work Order Requests
Scheduled Maintenance Five-Year Plan

	Annual Program Plans
Minutes from Facilities/Technology CAP	
Notes from FRAWG and TRAWG workgroups
Completed Work Orders
Scheduled Maintenance Project Records

	no

	How does the institution evaluate effectiveness of facilities and equipment in meeting the needs of programs and services?
	Institutional Effectiveness Report Process
Business Services Council
Business Services Survey Process
Program Plans


	Institutional Effectiveness Report
Business Services Council Meeting Notes
Business Services Surveys
Program Plans	


	no

	How effectively does the institution use its physical resources?
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Institutional Effectiveness Report Process
Annual Space Inventory Process
Five-Year Capital Planning Process

	Institutional Effectiveness Report
FUSION  Space Inventory 
Five-Year Capital Plan

	no





III.B.1.b The institution assures that physical resources at all locations where it offers courses, programs, and services are constructed and maintained to assure access, safety, security, and a healthful learning and working environment.
	
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution assure access to its facilities?
	Division of the State Architect
Environmental Committee
Safety and Wellness Committee
Site Review by State Chancellor’s Office, Civil Right Division

	Inspections performed by DSA Inspector
Notes from Environmental Committee
Notes from Safety and Wellness Committee
Report by State Chancellor’s Office, Civil Right Division and corrective actions taken following the report
	no

	How does the institution ensure it maintains sufficient control over off-site facilities to ensure their quality?
	Current off-site facility usage is limited to hospitals used by the nursing program.  Moorpark College has no control over the operation or maintenance of these hospitals

	
	Yes.

There is no oversight of off-campus facilities.



III.B.2 To assure the feasibility and effectiveness of physical resources in supporting institutional programs and services, the institution plans and evaluates its facilities and equipment on a regular basis, taking utilization and other relevant data into account.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What process does the institution use to assess the use of its facilities? How often does the evaluation occur?
	Six-Year Facilities Master Plan (FMP) Process
Five-Year Capital Outlay Program Process
Five-Year Schedule Maintenance Program Process
Facilities Condition Assessment
Annual Program Plans
Facilities/Technology CAP
F, M & O Weekly Meetings
State Wide Association of Community Colleges (SWACC)
Work Order Requests
Business Services Council
Business Services Customer Service Survey Process

	VCCCD Five Year Capital Outlay Plan - Moorpark College Five Year Capital Outlay Plan
VCCCD Five Year Scheduled Maintenance Plan - 	Moorpark College Five Scheduled Maintenance Plan
Minutes from Campus-wide Y’all Come meetings
Minutes from F, M & O Weekly Reports
Minutes from monthly VP and F, M & O Meetings
Minutes from Facilities/Technology CAP
F, M & O Weekly Meeting Notes
SWACC Inspection Reports
Nursing Program off-site facilities
Program Plan Reports (facilities requests)
Work Orders
Business Services Council Meeting Notes
Business Services Customer Service Survey Results

	no

	How does the college use the results of the evaluation to improve facilities or equipment?
	Five-Year Scheduled Maintenance Program Process
Facility Assessment Process
Program Plan Process
F/T CAP Meeting
FRAWG work group process
FRAWG work group process
Work Order Requests

	Five-Year Scheduled Maintenance Plan
Facility Assessment Report
Program Plans
F/T CAP Meeting Minutes
FRAWG work group recommendations
FRAWG work group recommendations
Completed Work Orders

	Sufficient State funding



III.B.2.a Long-range capital plans support institutional improvement goals and reflect projections of the total cost of ownership of new facilities and equipment.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What process does the institution follow to develop capital plans?  How are long-range capital projects linked to institutional planning?
	VCCCD Strategic Plan Process
MC Educational Master Plan Process
MC Facilities Master Plan Process
MC F/T CAP Meetings
MC Five-Year Capital Outlay Program Process
Campus-wide Y’all Come Meetings
	VCCCD Strategic Plan
MC Six-Year MC Educational Master Plan
MC Six-Year Facilities Master Plan
MC F/T CAP Meeting Minutes
MC Five-Year Capital Outlay Program
Minutes from campus-wide Y’all Come meetings
	no

	What elements comprise the definition of "total cost of ownership" that the institution uses when making decisions about facilities and equipment?
	Facilities Condition Assessment Process
Facility/Equipment life-cycle Evaluation Process
Facility Maintenance Staff Assessment Process
Five-year Scheduled Maintenance Plan Process

	Facilities Condition Assessment Report
Report to Governing Board – Facilities Condition and Staffing Assessment 
Five-year Scheduled Maintenance Plan
Scheduled Maintenance Projects

	Sufficient State funding
Sufficient maintenance staffing

	How do planning processes ensure that capital projects support college goals?  How effective is long-range capital planning in advancing the college improvement goals?
	Educational Master Plan Process
Facilities Master Plan Process
Five-Year Capital Outlay Program Process
Five-Year Schedule Maintenance Program Process
Facilities Condition Assessment
Annual Program Plans
Facilities/Technology CAP
FRAWG Workgroup
TRAWG  Workgroup
Work Order Requests
F, M & O Weekly Meetings

	VCCCD Five Year Capital Outlay Plan
Moorpark College Five Year Capital Outlay Plan 
VCCCD Five Year Scheduled Maintenance Plan
Moorpark College Five Scheduled Maintenance Plan
Minutes from Campus-wide Y’all Come meetings
Notes from F, M & O Weekly Reports
Notes from monthly VP and F, M & O Meetings
Minutes from Facilities/Technology CAP
F, M & O Weekly Meeting Notes
Completed Work Orders

	No





III.B.2.b Physical resource planning is integrated with institutional planning.  The institution systematically assesses the effective use of physical resources and uses the results of the evaluation as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure that facilities decisions are developed from program review results, institutional needs, and plans for improvement?
	Annual Program Plan Process
Facilities/Technology CAP and FRAWG and TRAWG workgroups
Work Order Requests
Scheduled Maintenance Five-Year Plan

	Annual Program Plans
Minutes from Facilities/Technology CAP	
Notes from FRAWG and TRAWG workgroups
Completed Work Orders
Scheduled Maintenance Project Records

	No

	What evidence is there that the institution bases its physical resource decisions on the results of evaluation of program and service needs?  How does the institution prioritize needs when making decisions about equipment purchases?
	Annual Program Plan Process
Facilities/Technology CAP and FRAWG and TRAWG workgroups
Work Order Requests
Scheduled Maintenance Five-Year Plan

	Annual Program Plans
Minutes from Facilities/Technology CAP	
Notes from FRAWG and TRAWG workgroups
Completed Work Orders
Scheduled Maintenance Project Records

	No

	How does the institution determine that physical resource needs in program and service areas are met effectively?  How effectively are those needs met?
	Institutional Effectiveness Report Process
Annual Space Inventory Process
Five-Year Capital Planning Process

	Institutional Effectiveness Report
FUSION  Space Inventory 
Five-Year Capital Plan

	No

















Standard III: Resources
The institution effectively uses its human, physical, technology, and financial resources to achieve its broad educational purposes, including stated student learning outcomes, and to improve institutional effectiveness.  Accredited colleges in multi-college systems may be organized such that responsibility for resources, allocation of resources and planning rests with the system.  In such cases, the system is responsible for meeting standards on behalf of the accredited colleges.

C.  Technology Resources
Technology resources are used to support student learning programs and services and to improve institutional effectiveness.  Technology planning is integrated with institutional planning.

III.C.1 The institution assures that any technology support it provides is designed to meet the needs of learning, teaching, college-wide communications, research, and operational systems.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure that its various types of technology needs are identified?
	· Program plan—communication from academic and student service programs.
· Academic Senate meetings
· F/TCAP
· ITAC (district)
· Business Services Satisfaction Survey (minimal)
·  Fall Fling (2013)
· Professional Development conferences (external)
· District surveys for students (web app)
· IT help desks (district/college)
· Mandates from the state (registration, assessment, record keeping)
· Associate Vice-Chancellor attends workgroups and committees related to technology
	· TracDat
· T/FCAP agendas/minutes
· Academic Senate agendas/minutes
· Prioritization lists from TRAWG
· Documentation of IT tickets
· ITAC minutes
· Statewide mandates (Chancellor’s office)
· Making Decisions Document

	· How does staff communicate their needs? Some campus groups do not fall in to a program (OAL) so cannot communicate their needs.

· No campus-wide survey done to our knowledge.

· We are dependent on the District’s opinion of the necessity of our wants/needs.

· Y’all come format could be used for evaluation

	If the college is not supported by technology, how did the college make that decision?
	NA








	
	

	How does the institution evaluate the effectiveness of its technology in meeting its range of needs?  How effectively are those needs met?
	· Campus Business Services Survey 
· District Survey
· Discussions in department/division meetings
· TCAP
· Office of Instructional Technology takes in feedback about campus-wide technology
· IT help desk tickets response time
· Associate Vice-Chancellor attends workgroups and committees related to technology
	· Survey results from Business Services Satisfaction Survey (Iris’ office)
· District Survey (Dave Fuhrmann)
· Division meeting  minutes
· ITAC minutes
· TCAP minutes
· IT help desk tickets response time
	No detailed questions in the Business Services Survey to measure the effectiveness.



III.C.1.a Technology services, professional support, facilities, hardware, and software are designed to enhance the operation and effectiveness of the institution.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution make decisions about technology services, facilities, hardware, and software?
	· Program plans-T/FCAP
· TRAWG prioritization
· Process is described in MDD
· ATAC (District)
· Strategic Plan
	· Agendas/minutes from TCAP/TRAWG/ATAC
· Pages in MDD and Strategic plan
	How does staff communicate their needs? Some campus groups do not fall in to a program (OAL) so cannot communicate their needs.


	How well does technology accommodate the college's curricular commitments for distance learning programs and courses? Whether technology is provided directly by the institution or through contractual arrangements, are there provisions for reliability, disaster recovery, privacy, and security?
	· Campus does not have its own plan for DE. The district provides DE technology.
· Pay for licenses for Respondus etc.
· Headsets/tablets/computer labs
	Dave (for D2L info)
	No college plan to support DE.





III.C.1.b The institution provides quality training in the effective application of its information technology to students and personnel.
	
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution assess the need for information technology training for students and personnel?
	· Faculty Development does survey every year at Fall Fling asking faculty what workshops they want.

· New programs or  systems lead to training.
	Surveys from Fall Fling

	Limited assessment of needs for students and personnel other than faculty.



	What technology training does the institution provide to students and personnel?  How does the institution ensure that the training and technical support it provides for faculty and staff are appropriate and effective?  How effective is the training provided?  How is the training evaluated?
	· Mandatory D2L faculty training for web-enhanced/online classes
· Lynda.com training
· Coffee Breaks
· District trainings (OMNI update)
· Lync phones
· One-on-one trainings for specific needs
· Student workers for peer-to-peer help
· Flex week survey for flex week trainings
· Department-level training (Nursing)
· Instructor orientations in D2L for students

	· Schedule of D2L trainings
· Coffee Breaks announcements
· Announcements for various trainings from district
· Flex week survey
· Faculty development of attendance to trainings
	Limited assessment of the effectiveness.





III.C.1.c The institution systematically plans, acquires, maintains, and upgrades or replaces technology infrastructure and equipment to meet institutional needs.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How has the institution provided for the management, maintenance, and operation of its technological infrastructure and equipment?
	· Program plans/TCAP
· Strategic Plan
· Technology Master Plan
· Tech Operations Plan
	· Program plans/TCAP
· Strategic Plan
· Technology Master Plan
· Tech Operations Plan
	

	Does the college provide an appropriate system for reliability and emergency backup?
	Yes
	Strategic Plan (?)
Back-up and recovery logs 
	No



III.C.1.d  The distribution and utilization of technology resources support the development, maintenance, and enhancement of its programs and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution make decisions about use and distribution of its technology resources?
	· Program plans-T/FCAP
· TRAWG prioritization
· Process is described in MDD
· ATAC (District)
· Strategic Plan
	· Agenda minutes from Program plans-T/FCAP
· TRAWG prioritization
· Process is described in MDD
· ATAC (District)
· Strategic Plan
	Yes—at times the process is not always followed. Executive order does exist.

	What provisions has the institution made to assure a robust and secure technical infrastructure that provides maximum reliability for students and faculty?
	District?
	
	

	What policies or procedures does the institution have in place to keep the infrastructure reasonably current and sustainable?
	· Program plans-T/FCAP
· ATAC (District)
· Strategic Plan
	
	

	Does the institution give sufficient consideration to equipment selected for DE programs? How effectively is technology distributed and used?
	· Library provides computer labs for student use
· Server size (District)
· Program plans requests for equipment
	· Number of computers
· Computer lab hours
· District (Dave, Marc)
· TCAP
	















III.C.2 Technology planning is integrated with institutional planning.  The institution systematically assesses the effective use of technology resources and uses the results of evaluation as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure that facilities decisions are developed from program review results, institutional needs, and plans for improvement?
	· Program plans-T/FCAP
· FRAWG prioritization
· Process is described in MDD

	
	

	What evidence is there that the institution bases its technology decisions on the results of evaluation of program and service needs?
	· Program plans 
· T/FCAP
· TRAWG prioritization
· Process is described in MDD

	· Agenda minutes from Program plans-T/FCAP
· TRAWG prioritization
· Process is described in MDD

	How does staff communicate their needs? Some campus groups do not fall in to a program (OAL) so cannot communicate their needs.

No institution-wide survey/evaluation


	How does the institution determine that technology needs in program and service areas are met effectively?
	· Technology MP
· Delegated from institutional level to program level
	· TMP
· Program Plans (TracDat)

	No institution-wide survey/evaluation


	How does the institution prioritize needs when making decisions about technology purchases?  How effectively are those needs met?
	· TCAP/TRAWG
· Data from Program Plans
· Criteria for TRAWG prioritization
· Effectiveness is determined at the program level
· Business Survey

	· TCAP prioritization process through TRAWG
· Criteria for TRAWG prioritization
· Business Survey—is technology sufficient to meet needs?
	No institution-wide survey/evaluation

Communication of decisions to programs






	
Discussion Participants:   
Darlene Melby, Leanne Colvin, Tracy Corbett, Allam Elhussini, Michele Perry, Norman Marten

Standard III: Resources
The institution effectively uses its human, physical, technology, and financial resources to achieve its broad educational purposes, including stated student learning outcomes, and to improve institutional effectiveness. Accredited colleges in multi-college systems may be organized such that responsibility for resources, allocation of resources and planning rests with the system. In such cases, the system is responsible for meeting standards on behalf of the accredited colleges.

D.  Financial Resources
Financial resources are sufficient to support student learning programs and services and to improve institutional effectiveness. The distribution of resources supports the development, maintenance, and enhancement of programs and services. The institution plans and manages its financial affairs with integrity and in a manner that ensures financial stability. The level of financial resources provides a reasonable expectation of both short-term and long-term financial solvency. Financial resources planning is integrated with institutional planning at both college and district/system levels in multi- college systems.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the institution's overall budget?
	Defined by District Budget Allocation Model.  
New evidence -- Infrastructure Model
	Defined by District Budget Allocation Model and  
Infrastructure Model
(Quantitative and Reliable)
	No

	Does it have sufficient revenues to support educational improvements?
	Improvements recommended via participatory governance mechanisms.
	TechCap  and FacCAP, Fiscal Cap notes,  Program Plans.

	Limited by state allocation of funds to the district.

Feedback by president/vp to departments/services on final prioritization of facilities/tech allocations requested in program plans

	Are the institution’s finances managed with integrity in a manner that ensures financial stability?
	High level of oversight and reporting to ensure stability
	Internal and External, Audits, Town halls, Board Polices, Governance, Committees (Fiscal CAP)
Iris Ingrams reports, District level oversight
	No

	Does the resource allocation process provide a means for setting priorities for funding institutional improvements?
	Yes, allocation process provided via Program Plans requests and subsequent review in T-CAP/F-CAP  
	Program Plans, T-CAP/F-CAP meeting notes
	T-CAP/F-CAP  resolve whether smart classroom issues are Fac or Tech.
Which group prioritizes certain equipment requests--e.g. telescopes


	Are institutional resources sufficient to ensure financial solvency?
	Have met budget without having to borrow.

Allotment of money and criteria for student success to be determined.

	Need evidence that school has not borrowed money to support instruction???

	How to match for student success funds $3 us/ $1 state
From IELM monies?



III.D.1The institution’s mission and goals are the foundation for financial planning.

III.D.1.aFinancial planning is integrated with and supports all institutional planning.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Does institution review its mission and goals as part of the annual fiscal planning process?
	Mission and goals are discussed / decided in Fall Fling
	Fall Fling notes
	No

	Does the institution identify goals for achievement in any given budget cycle?
	Goals for achievement are decided annually via Program Plans, Fall Fling, Standing Committee Goals, Business Scorecard (in addition to Program Plans) and discussed in Town Halls.
	Program Plans, Fall Fling notes, Standing Committee notes, Business Scorecard
	No

	Does the institution establish priorities among competing needs so that it can predict future funding? Do institutional plans exist, and are they linked clearly to financial plans, both short-term and long-range?
	F-CAP (staff), T-CAP, AS (faculty), Program plans (short term and long term goals).


	Fiscal cap, T cap, AS balloting results and reports.   Program plan faculty and staff requests.

	Concerns:  If expanding course offerings/hours/ building /technology no direct way to account for  increased need for support staff 

Staff representation during fiscal for hiring needs.

	Does the financial planning process rely primarily on institutional plans for content and timelines?
	Financial planning and timelines discussed in Fall Fling, governance committees (F-CAP, T-CAP, Ed-CAP) program plan meetings
	Fall Fling note, F-CAP, T-CAP, Ed-CAP, Program Plans and Program Plan meeting summaries
	Revised budget cuts by state

Student success mandates--not clear yet

Need integrated planning model




	Can the institution provide evidence that past fiscal expenditures have supported achievement of institutional plans?
	Requested, discussed reviewed in Governance Committees, Program Plans and Program Plan meetings
	Governance Committees minutes, Program Plans and Program Plan Meetings summaries
	Program Plans: Need to close loop between program requests for support with achievement / increased success within the program plan and SLO reporting

	Does the governing board and other institutional leadership receive information about fiscal planning that demonstrates its links to institutional planning?
	Information provided via Board Reports. Institutional leadership perform program reviews/town halls.
District reviews of campus budgets,
If additional funds (grants, etc..) are available or needed president must advise chancellors who advise board, 
DCAS--reviews allocation model.
	Board reports, Program Plan Meetings summaries, Town Hall notes, 

	No





III.D.1.bInstitutional planning reflects realistic assessment of financial resource availability, development of financial resources, partnerships, and expenditure requirements.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Do individuals involved in institutional planning receive accurate information about available funds, including the annual budget showing ongoing and anticipated fiscal commitments?
	This information is available on the Business Services Webpage (business tools links). 
This is where meeting notes are posted and can be found
	Business services webpage 
	Feedback by president/vp to departments/services on prioritization of final facilities/tech allocations requested in program plans (noted previously)   e.g. send out an email that decisions have been made and they can check whether requests were approved.

	Does the institution establish funding priorities in a manner that helps the institution achieve its mission and goals? Are items focused on student learning given appropriate priority? What other documents are used in institutional planning?
	Funding priorities established via Facilities Master Plan, Education Plan, Technology plan, Program Plans, and Capital Plan.

	Facilities Master Plan, Education Plan, Technology plan, Capital Plan, and Program Plans & Program Plan Review summaries 
	Educational master plan needs Planning Objective for Academic and Fiscal Planning vs. the Economic Environment 

See last paragraph page 193?



III.D.1.c When making short-range financial plans, the institution considers its long-range financial priorities to assure financial stability. The institution clearly identifies, plans, and allocates resources for payment of liabilities and future obligations.
	
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What evidence of long-term fiscal planning and priorities exits?
	Evidence is contained in Master plans and standing committee minutes as well as Program Plans
	Facilities master plan, Education plan, Technology Plan, Program Plan, Capital Plan, T-CAP, F-CAP, 
	No

	Does the institution have plans for payments of long-term liabilities and obligations, including debt, health benefits, insurance costs, building maintenance costs, etc.?  Is this information used in short-term or annual budget and other fiscal planning?
	For hiring, a costs of benefits assessment is performed.
For physical obligations John Sinutko presents to district on Capital Planning
	Facilities Master Plan, Education Plan, Techology Plan, Program Plan, Capital Plan, T-CAP, F-CAP, Trawg refresh.  .
	Long term funding of Student success act requirements

	Does the Institution allocate resources to the payment of its liabilities and funds/reserves to address long-term obligations? Are resources directed to actuarially developed plans for Other Post-Employment Benefit (OPEB) obligations?
	District issue:
Ask Debra___________(missing last name) to take a look
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.1.d The institution clearly defines and follows its guidelines and processes for financial planning and budget development, with all constituencies having appropriate opportunities to participate in the development of institutional plans and budgets.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Where or how are the processes for financial planning and budget recorded and made known to college constituents?
	Towns, fall flings, committees, DCAS.doc
Budgets are posted on district web sites. 
	Towns, Fall Flings, standing committees, DCAS.doc
Budgets are posted on district web sites. Budget reviews which are performed twice a year.
	State changes affect adopted budget.  Executive  changes in response are not always well distributed to all affected parties.

	What mechanisms or processes are used to ensure constituent participation in financial planning and budget development?
	Town halls, Program Plans and Program Plan review, standing committees, 
Deans meet with faculty/staff to discuss budgets
	Town halls notes, Program Plans and Program Plan review summaries, standing committee minutes, 
divisional meeting notes
	No








III.D.2 To assure the financial integrity of the institution and responsible use of financial resources, the internal control structure has appropriate control mechanisms and widely disseminates dependable and timely information for sound financial decision making.

III.D.2.aFinancial documents, including the budget and independent audit, have a high degree of credibility and accuracy, and reflect appropriate allocation and use of financial resources to support student learning programs and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Are funds allocated, as shown in the budget, in a manner that will realistically achieve the institution's stated goals for student learning?
	Yes, student achievement/needs assessed in SLO's and Student survey as well as reviewed within programs
	Student survey, Programs Plan reviews, SLO's
	Student success and equity funding remains a gap.

	What do the audit statements say about financial management?
	Audits are clean maybe a few recommendations.
Had one finding but was minor 
	Audit statements
	No

	Does the institution provide timely corrections to audit exceptions and management advice?
	Had one Audit finding but was minor (material fees-communication error and had been addressed)
	Audit statements
	No

	Is the institutional budget an accurate reflection of institutional spending and does it have credibility with constituents?
	Constituents are made aware of budget and spending allocations via Town Halls, Fall Flings, Standing Committees.

	Town Hall summaries, fall Fling notes, Standing Committee minutes, DCAS.doc
Budgets posted on district web sites. Budget reviewed twice a year.
	Communication: State changes in funding affect adopted budget.  Executive  changes in response are not always well distributed to all affected parties.

	Are audit findings communicated to appropriate institutional leadership and constituents?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.2.bInstitutional responses to external audit findings are comprehensive, timely, and communicated appropriately.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What information about budget, fiscal conditions, financial planning, and audit results is provided throughout the college? Is this information sufficient in content and timing to support institutional and financial planning and financial management?
	Budget information is provided  via Town Halls, Iris's newsletters, F-CAP meeting; MC share. Timelines for district, campus and department budgets.
	Town Halls, Iris's newsletters, Fiscal meeting; MC share. Timelines for district, campus and department budgets.
	No



III.D.2.cAppropriate financial information is provided throughout the institution, in a timely manner.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the ending balance of unrestricted funds for the institution's immediate past three years?  Is this amount sufficient to maintain a reserve needed for emergencies?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Does the institution have any other access to cash should the need arise?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	How does the institution receive its revenues? Does this receipt pose cash- flow difficulties for the college?  If so, how does the college address cash- flow difficulties? (e.g., Certificates of Participation (COPS),loans)?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Has the institution sufficient insurance to cover its needs? Is the institution self-funded in any insurance categories? If so, does it have sufficient reserves to handle financial emergencies?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.2.dAllfinancial resources, including short-and long-term debt instruments (such as bonds and Certificates of Participation),auxiliary activities, fund-raising efforts, and grants, are used with integrity in a manner consistent with the intended purpose of the funding source.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What are the institution's procedures for reviewing fiscal management? Are they regularly implemented?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	What evidence about fiscal management is provided by external audits and financial program reviews?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Does the institution review its internal control systems on a regular basis?
Does the institution respond to internal control deficiencies identified in the annual audit in a timely manner?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Is there an annual assessment of debt repayment obligations, and are resources allocated in a manner that ensures stable finances?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Are student loan default rates, revenues, and related matters monitored and assessed to ensure compliance with federal regulations?
	Yes, loan default rates are assessed to ensure compliance
	NSLDS (national student loan default system) & District
	No

	Has the institution received any audit findings or negative reviews during the last six years? Have these been addressed in a timely manner?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.2.eThe institution’s internal control systems are evaluated and assessed for validity and effectiveness and the results of this assessment are used for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Are the institution's special funds audited or reviewed by funding agencies regularly?

	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Do the audits demonstrate the integrity of financial management practices?

	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Are expenditures from special funds made in a manner consistent with the intent and requirements of the funding source?  Are bond expenditures consistent with regulatory and legal restrictions?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



IIID .2(f) and (g) is missing from the gap report.


III.D.3The institution has policies and procedures to ensure sound financial practices and financial stability.

III.D.3.aThe institution has sufficient cash flow and reserves to maintain stability, strategies for appropriate risk management, and develops contingency plans to meet financial emergencies and unforeseen occurrences.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the level of the institution’s fiscal reserve?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.3.b The institution practices effective oversight of finances, including management of financial aid, grants, externally funded programs, contractual relationships, auxiliary organizations or foundations, and institutional investments and assets.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What processes does the institution use to assess its use of financial resources?
	Meetings/Town Halls/ Program Plans, analysis of proposed budget vs. actual funding
	Meeting / Town Halls / Program Plans, review of initial proposed budget vs. actual funding
	No

	How does the institution ensure that it assesses its use of financial resources systematically and effectively?
	Use of financial resources is discussed in participatory governance committees, Town Halls, Program Plan reviews.
Faculty survey
	Governance committees, town halls, 
Program plan reviews.
Faculty survey
	Program plan linkage between allocation and student achievement.

Faculty survey indicates a lack of information regarding budget allocations--information removed from portal after certain date--need a common permanent fiscal report site.

	How does the institution use results of the evaluation as the basis for improvement?
	Program plan reviews assess strengths / weaknesses of programs and how they might be supported / improved
	Program Plans and Program Plan review summaries
	Program plan linkage between allocation and student achievement.



III.D.3.cThe institution plans for and allocates appropriate resources for the payment of liabilities and future obligations, including Other Post-Employment Benefits (OPEB),compensated absences, and other employee related obligations.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Is the institution fully funding its annual OPEB obligation (Annual required contribution [ARC])?  At what level is the contribution being funded?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.3.dThe actual plan to determine Other Post-Employment Benefits (OPEB)is prepared, as required by appropriate accounting standards.

III.D.3.eOn an annual basis, the institution assesses and allocates resources for the repayment of any locally incurred debt instruments that can affect the financial condition of the institution.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the level of locally incurred debt?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	What percentage of the budget is used to repay this debt?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Does the locally incurred debt repayment schedule have an adverse impact on institutional financial stability?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level




III.D.3.fInstitutions monitor and manage student loan default rates, revenue streams, and assets to ensure compliance with federal requirements.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What is the default rate forth past three years?
	Records of default rate maintained by financial aid.
	Financial aid
	No

	Is the default rate within federal guidelines?
	Yes
	Financial aid
	No

	Does the institution have a plan to reduce the default rate if it exceeds federal guidelines?
	Yes--Counseling/loan committees
	FATB website
	No



III.D.3.gContractual agreements with external entities are consistent with the mission and goals of the institution, governed by institutional policies, and contain appropriate provisions to maintain the integrity of the institution.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What contractual agreements exist, and are they consistent with institutional mission and goals?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Does the institution have appropriate control over these contracts? Can it change or terminate contracts that don't meet its required standards of quality?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level

	Are external contracts managed in a manner to ensure that federal guidelines are met?
	District Issue
	Needs to be addressed at District level
	Needs to be addressed at District level



III.D.3.hThe institution regularly evaluates its financial management practices and the results of the evaluation are used to improve internal control structures.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	Does the institution have an annual external audit to provide feedback on its processes?
	District manages external audits.  District reporting of audit results to specific areas
	External audits and reports sent to specific areas
	No

	Does the institution review the effectiveness of its past fiscal planning as part of planning for current and future fiscal needs?
	Performed during Budget reviews, Program Plans review
	Summaries of budget reviews, Program Plan Reviews summaries
	Program plan linkage between allocation and student achievement.
(Previously noted)




III.D.4 Financial resource planning is integrated with institutional planning. The institution systematically assesses the effective use of financial resources and uses the results of the evaluation as the basis for improvement of the institution.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	How does the institution ensure that financial decisions are developed from program review results, institutional needs, and plans for improvement?
	Funding provided in response to master plans and program requests to meet goals of plans.  Review of requests performed during Program Plan review.
	Institutional Effectiveness Report, Master plans, Education plan, Capitol plan.  Program Plans and Program reviews.
Recommendations from governance groups.
	Program plan linkage between allocation and student achievement. 
(Previously noted)


	What evidence is there that the institution bases its financial decisions on the results of evaluation of program and service needs?
	Funding provided in response to master plans and program requests to meet goals of plans.  Review of requests performed during Program Plan review.
	Institutional effectiveness report, Master plans, Education plan, capitol plan
Recommendations from governance groups.
	Program plan linkage between allocation and student achievement.
(Previously noted)


	How does the institution determine that financial needs in program and service areas are met effectively?
	Funding provided in response to master plans and program requests to meet goals of plans.  Review of requests performed during Program Plan review.
	Institutional effectiveness report, Master plans, Education plan, capitol plan
Recommendations from governance groups.
	Program plan linkage between allocation and student achievement.
(Previously noted)


	How does the institution prioritize needs when making financial decisions?
How effectively are those needs met?
	Funding provided in response to master plans and program requests to meet goals of plans.  Review of requests performed during Program Plan review.
	Institutional effectiveness report, Master plans, Education plan, capitol plan, TracDat
Recommendations from governance groups.
	Program plan linkage between allocation and student achievement.
(Previously noted)








Standard IV: Leadership and Governance
The institution recognizes and utilizes the contributions of leadership throughout the organization for continuous improvement of the institution. Governance roles are designed to facilitate decisions that support student learning programs and services and improve institutional effectiveness, while acknowledging the designated responsibilities of the governing board and the chief administrator.

A.  Decision-Making Process
The institution recognizes that ethical and effective leadership throughout the organization enables the institution to identify institutional values, set and achieve goals, learn, and improve.
IV.A.1 Institutional leaders create an environment for empowerment, innovation, and institutional excellence.  They encourage staff, faculty, administrators, and students, no matter what their official titles ,to take initiative in improving the practices, programs, and services in which they are involved. When ideas for improvement have policy or significant institution-wide implications, systematic participative processes are used to assure effective discussion ,planning, and implementation.
	Name
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	
Gilbert Downs
	What do the statements about institutional mission and goals reveal about the institution's commitment to student success and educational excellence?
	The institutional mission and goals are clearly defined throughout the Making decisions at Moorpark College document as well as The 2010 Accreditation Self-Study Report. In the Making Decisions document, it states “All students attending Moorpark College will receive the support they need to meet their individual educational goals.”
	Making Decisions at Moorpark College (page 2 see Moorpark Mission statement; Moorpark College Vision Statement pages 8-9: “Classified staff members are provided with opportunities to participate in the formulation and development of district and college recommendations as well as in the processes for recommendations that have or will have a significant effect on them.

For purposes of college and district governance, classified staff members have formed a Classified Senate to provide classified staff with an opportunity to participate effectively in district and college governance in the areas that are outside the scope of collective bargaining and that have or will have a significant effect on staff. “
page 32: see Internal environment);
2010 Accreditation Self-Study Report (page 57: “
	3.6 Create training opportunities for the college community on the total cost of ownership concept. 
STATUS Process in implementation. 
The District and the College have made progress in raising awareness of the “total cost of ownership” concept in the college community. The District Council for Administrative Services, which includes the Vice Chancellor of Business Services, the College Vice Presidents of Business Services, the Academic Senate Presidents, Classified Senate Representatives, and students, uses the “total cost of ownership” concept in its working philosophy. “


page 65: “The first step in the college resource allocation process begins with the College’s Fall Fling planning retreat, where the mission, the Strategic Objectives, and the planning year budget are reviewed. The data presented are disseminated widely to the campus to provide a context for unit planning.”
 page 75: see IB1 The institution maintains an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and institutional processes.
	Possible posters in all classrooms;  Suggestion: Have art students create a poster

Possible GAP: increase promotion of mission to students.

	
Gilbert Downs
	Are the institution's goals and values clearly articulated and understood by all?
Can college stafflist what those goals and values are?
	Yes, goals and values are clearly articulated and understood by all.
Yes??-according to the Accreditation Self Study report, staff has several opportunities to learn the goals and values. In the same document, it has been recommended that “District develop written personnel procedures that are equitable and consistently administered to ensure fairness in all employment practices. This should include a clearly defined and well-articulated policy for the selection and evaluation of the Presidents of the Colleges.”
	Making decisions at Moorpark College (page 2 “To best implement our actions and decisions, our internal working environment
is based on the following beliefs:
· Participatory governance is an accepted part of our decision-making process.
· We will strive to build greater trust, understanding, and cooperation among the other segments of the Ventura County Community College District and Moorpark College.
We will provide all staff with support for professional development.” pages 6-10: see Chapter 1:  The College Culture 


(1) Making decisions at Moorpark College (page 45: “Staff shall be provided with opportunities to participate in the formulation and development of district and college policies and procedures, and in those processes for jointly developing recommendations for action by the governing board, that the governing board reasonably determines, in consultation with staff, have or will have a significant effect on staff. 
(2) Except in unforeseeable, emergency situations, the governing board shall not take action on matters significantly affecting staff until it has provided staff an opportunity to participate in the formulation and development of those matters through appropriate structures and procedures as determined by the governing board in accordance with the provisions of this Section.

2010 Accreditation Self-Study Report (page 45: “
An annual all-College retreat (the Fall Fling) that has as part of its standing agenda a review of progress, an assessment of the process, and a validation of the goals of the Strategic Plan.”
	Possible gap in “Can college staff, faculty, students, and administrators list what those goals and values are?” as stated in answer/discussion

	
Gilbert Downs
	Can staffdescribe theirroles in assistingthe institution toachieve its goals?
	It is explained in detail through professional development
	2010 accreditation Self-Study Report (page 52: “
	2.3 Implement training for faculty who teach technology-mediated classes, with the goal of ensuring consistency in standards for these courses and updating faculty and staff on relevant distance education pedagogical strategies, regulations, and guidelines. “


Page 75: “IB1 The institution maintains an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and institutional processes.” 

Making decisions at Moorpark College (page 10: “Drawing from job descriptions approved by the Board of Trustees for each administrative position, and in addition to the supervision of budgets, personnel, and related operational responsibilities, college administrators are responsible to
· provide leadership and expertise in assessing, identifying, formulating, and aiding in implementing the overall academic direction for the college in conjunction with the Chancellor;” “plan and recommend the instructional and student services programs, college budget, and organizational structure of the college”
page 23: Chapter 3:  Timeline and Sequences in Key College Decisions shows the complete timeline of communication
page 33: “Action Plans 
The Action Plans operationalize the Strategic Planning of the College and ensure logical implementation of the Strategic Directions over time. Action Plans may be created
· at the college level through work by the Executive Vice President and appropriate College Groups. Examples include Enrollment Management Plan, Marketing/Outreach Plan, Student Equity Plan 
· at the program level as specified in individual Program Plans “  

	

	
Maureen Rauchfuss
	What information about institutional performance is circulating and available to staffand students? How is the informationkept current?Isit easily accessed,is it understandable? Is itregularly used in institutional dialogueand decision- making sessions?
	Institutional performance information is available through multiple sources – ie. Program plans, SLO’s, Institutional effectiveness report, Student Success Scorecard.  These are updated regularly – usually at least once a year.  Since it is presented in different formats there are many opportunities for clarity of the information.  Program plan and SLO information is used yearly in the program plan cycle to evaluate outcomes, and make necessary changes.  Items such as success, retention, persistence, degrees and certificates, and transfer numbers are used by the institution in planning ongoing program changes and possible additions or eliminations.
	Program plans and SLO’s are currently stored within the TracDat system and available to the departments and individuals as authorized in that system.  They are not for general campus access.
The current (Fall 2013) and most recent, Institutional Effectiveness documents are available to staff and students on the Moorpark College website under the Departments/Administrative/
Research.  Page 7 of the current document shows our Strategic Planning Process including our annual Fall Fling, Strategic Objectives and Action Plans. Page 8 shows the assessment and program improvement process. Chapter 4 addresses retention, success, completion, degrees, certificates and transfer rates.
The CCC Student Success Scorecard which addresses many of these same areas is also easily accessible with one click on the Moorpark College website.
	Planning activities involving faculty and staff are planned – but staff understanding the importance of allowance of their being involved in these activities is a concern.  Possibly a more personal invitation to be involved to our staff would be appropriate.




	Do the institution's processes forinstitutional evaluation and review,and planning forimprovements,provide venues where the evaluations ofthe institution's performance are made available toall staff?
	As indicated above, much of this information is located on our website.
	Both the Institutional Effectiveness document and the CCC Student Success Scorecard are always available on the Moorpark College website.

	Email reminders that this information is available online would be helpful.

	Do institutional planningefforts provide opportunity forappropriate staff participation?
	Staff are invited to the annual Fall Fling planning activity as well as various Y’all come meetings throughout the academic year.
	3/9/12 email from the EVP/AS Pres. Invited campus to a Y’all come to discuss a proposed revision to MC’s GE Pattern. 
2012/13 Welcome letter invites all faculty and staff to be involved in the Fall Fling. 3/5 and 3/8/13 Emails from the MC President’s office invited participation in Districtwide planning opportunities.   
	Again – a more personal invitation – possibly from immediate supervisors would encourage more staff to participate in these ongoing opportunities.

	How do individuals bring forward ideas forinstitutional improvement?
	Individuals can contribute ideas for institutional improvement in the following ways…
1) at dept meetings to the appropriate committee rep for committee discussion
2) as an invited guest at the relevant committee
3) directly to the AS, either via email to the AS President or as a guest  
4) directly to the Dean, EVP, or Pres, who takes forward to the appropriate committee/process
5) through campus-wide events (such as Y’All Come and Fall Fling in which individual opinions are solicited and recorded for future consideration.
6) by responding to all-campus emails requesting input and/or leadership


	1) ex. #1: Topic-College Hour.  Psychology faculty brought to Div Mtg, which voted approval for consideration; faculty member was invited to speak to Faculty Development committee; Faculty Development Committee approved a recommendation for consideration to the AS. EVIDENCE: FD Minutes 1/15/13; Recommendation 1/16/14.
2) Ex. #2: Faculty Development Committee tabulates requests for professional development made at the Fall Fling and implements programs accordingly. EVIDENCE: FD Minutes 11/21/12; Flex Schedule Fall 2013.
3) Ex. #3: PT faculty brought request for professional development travel funds to FD committee, which approved a recommendation and sent to the college President.  In response, the college President allocated $3000 annually for PT professional development travel. EVIDENCE: FD PT Funds Recommendation 12/2/12; FD Minutes 11/21/12.
4) Campus-wide surveys to solicit opinion on programs, updating docs, campus technology, etc., including OCOB ideas and Year of… leadership & ideas
5) Ex.Facilities dispursement-voted by classified and faculty committee members.  EVIDENCE: Facilities Request List 3/20/13; Ranking 5/15/13.  


	1) No record in AS minutes of discussing this recommendation
2) Need evidence of facilities implementation


	How does theinstitutionarticulate the responsibilities ofindividuals to develop ideas forimprovements in theirareas ofresponsibility?
	1) VCCCD Participatory Governance handbook
2) Making Decisions outlines process for communication and change
3) College-wide events, such as Fall Fling, invite individual responses to surveys and in discussions

	1) Making Decisions at MC (detail not yet provided)
2) Agendas and announcements for campus-wide events, such as Fall Fling and Y’All come


	1) Locations of current Making Decisions
2) Location of agendas for names events.



	How do individuals and groups at the institutionuse the governance process to enhance student learning?
	1) (ideally) Faculty and Staff working directly w/ students bring ideas for improvement through the above process
2) Committee recommendations and goals align to the district and college mission.
	1) Evidence? See some of examples below.
2) Evidence?
3) Any evidence that student completion or progress has improved due to this process? Individual ideas that eventually became student-oriented programs: 
a. Phi Theta Kappa
b. Learning Communities
c. OCOC integrates content across disciplines
d. Year of … provides additional speaker and content
e. Honors improvement; Students in UCI and other competitions
	1) Process of establishing Phi Theta Kappa (Lee Ballestero).
2) (not sure if additional listed situations relevant; will pursue more evidence if decide that they are).









IV.A.2The institution establishes and implements a written policy providing forfaculty, staff,administrator,and student participation indecision-making processes. The policy specifies the mannerin which individualsbring forward ideas fromtheir constituencies and work togetheron appropriate policy,planning,and special- purpose bodies.

IV.A.2.aFaculty and administrators have a substantive and clearly definedrole in institutional governance and exercisea substantial voice in institutionalpolicies, planning,and budget that relate to theirareas ofresponsibility and expertise. Students and staffalso have established mechanisms ororganizations for providing input into institutional decisions.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What do institutional policies and procedures describe as theroles foreach group in governance,including planning and budget development?
	The document “Making Decisions at Moorpark College: 2012” delineates decision making procedures at Moorpark College.  At Moorpark College four groups are identified as contributing bodies to the decision making processes.  These four groups are categorized based on their responsibilities and source of authority.  They include: 
1) Organizational Groups
2) Governance Groups
3) Advisory Committee Groups
4) Project Groups 

Summary of Roles:
1) Organizational Groups assist the President in decision making and policy implementation.
2011 Visiting Committee’s recommendation was to create an additional advisory body to the President.  That recommendation is met.  The College has created a Presidents Council which advises the President regarding recommendations stemming from College’s Standing Committees which are part of the Governance Group.  Before there were 4 Organizational Groups (Administrative, Vice Presidents, Deans, and Student Service Councils), now there are 5 with the addition of Presidents Council.

2) Governance Groups are formed to actualize the mandate of AB 1725 for participatory government. It includes three Senates:
1) Faculty or Academic, 2) Staff, and 3) Student Body
and six Standing Committees: 
1) Committee on Accreditation and Planning – Education (EdCAP) - makes recommendations on college-wide planning and accreditation issues related to educational programs and student services
2) Committee on Accreditation and Planning – Facilities (FacilitiesCAP) - makes recommendations on college-wide planning and accreditation issues related to facilities for educational programs and student services.  
3) Committee on Accreditation and Planning – Technology (TechCAP) - makes recommendations on college-wide planning and accreditation issues related to campus instructional and administrative digital technology.  This committee recommends funding for technology based on a general allocation guideline that assumes budget stability or growth.
4) Curriculum Committee - reviews and recommends new courses, new programs, modifications to existing courses and programs, and graduation requirements
5) Faculty Development Committee - makes recommendations on the direction of professional development activities for full-time and part-time faculty
6) Fiscal Planning Committee - makes recommendations on college-wide fiscal processes

3)  Advisory Committee Groups are charged by the College President to perform specific functions to benefit the college and will dissolve at the completion of their task.  These groups report to and make recommendations to either the EVP or the VP of Business Services.

4)  Project Groups are established by the College President according to need and are dissolved at the completion of their task.  They report to either the VPs or the President.
	Qualitative – Decision Making Document 

2013 Midterm Report to the visiting committee
	If need to go back 5 years we have 2012, 2008-2010, but no 2011 document?



	What evidence demonstrates that these policiesand procedures are functioning effectively?
	Members of the college community participate in the planning and resource allocation decisions by following guidelines set forth by the College and the District to move an issue from discussion to recommendation.  Discussions, recommendations, and final implementation of decisions are all conducted within the four groups based on the scope of their responsibility and source of authority.  Budgetary decisions and resource allocations are tied to Program Plans.  Final decisions in this regard are made by the Executive council with input from the various Governance Groups according to faculty prioritization process, facilities request, classified staff prioritizations process, etc.

	The evidence is sought in the: 
A) Document center of MCShare

B) MC Website

A) In the Document Center of MCShare there is limited evidence of dialogue and action for the Organizational Group:

1) See screen shot of MCShare – no evidence of Presidents Council.  In Folder Probing Question 2<Organizational Groups.  There was one agenda item for the Presidents Council in the Accreditation section of MCShare. Provided a screenshot.  Qualitative evidence.
2) See screen shot of MCShare – no evidence of dialogue for Administrative Council.  In Folder Probing Question 2<Organizational Groups
3) See screen shot of MCShare – limited evidence of dialogue for VPs Council.  In Folder Probing Question 2<Organizational Groups
4) See screen shot of MCShare –more comprehensive evidence of dialogue for Deans’ Council. Included agendas for 2012-2013. In Folder Probing Question 2<Organizational Groups. Qualitative some agenda items are not filled out.
5) See screen shot of MCShare –more comprehensive evidence of dialogue for Students’ Council. Included agendas for 2012-2013. In Folder Probing Question 2<Organizational Groups. Qualitative some agenda items are not filled out.


In the Document Center of MCShare there is ample evidence of dialogue and action for most of the Governance Group but the Student Body Senate is missing:

6)  Student Body Senate documents are missing

7)  Evidence of dialogue and action for Academic Senate: 2012-2013
With some missing items

8) Academic Senate Budget Folder empty: 2012-2013

9) Ample evidence of dialogue and action from Academic Senate meeting minutes: 2012-2013

10) Evidence of dialogue and action for Classified Senate, not up to date: 2006/2008-2011
Minutes and agendas

11) Evidence of existence of Standing Committees

12) Evidence of Curriculum Committee meeting agenda and minutes

13) Evidence of Fiscal Planning Committee

14) Evidence of TechCAP Committee

15) Evidence of EdCAP Committee

16)  Evidence of Facilities CAP Committee

17) Evidence of Faculty Development Committee



In the Document Center of MCShare there is some evidence of dialogue and action for most of the Advisory Groups:

18) College Advisory Group Folders. Some folders are empty, namely: 
BAC – Business Advisory Committee
Learning Communities
Service Learning

Some Committee Folders have limited information or seem to be recently started:
Wellness Committee – 2008 to 2012 minute folders but most of them are empty except 2012

Student Success only has 2014 minutes


In the Document Center of MCShare there is some evidence of dialogue and action for most of the Project Groups:


19) Campus Project Group Folders: Year of …, Multicultural Day, One Campus One Book

Year Of … Limited Info.
One campus .. One Book Limited

Multicultural Day … Substantial evidence since 2009 - 2013


B) MC Website:

20) Organizational Groups:
· No evidence of Presidents Council
· No evidence of Vice Presidents Council
· No evidence of Deans Council
· There is a webpage devoted to Student Services but not a clear evidence of Student Services Council

21) Governance Groups: 

· Academic Senate ample evidence of meetings and constitution and bylaws since 2008.
· Associated Students Senate webpage, ample evidence although meeting agenda only for 2013
· Classified Senate webpage ample evidence

22) Standing Committees
· There is a College Campus Committees webpage
· Curriculum committee ample evidence
· EdCAP ample evidence
· Facilities CAP ample evidence until 2013
· Tech CAP ample evidence until 2013
· Fiscal Planning ample evidence
· Faculty Development seems to have ample evidence need to add 2014 



23) Advisory Groups: Some have webpages such as Honors Program, Wellness and Safety, but no meeting minutes.

24) Project Groups
Year Of … has a webpage but some fields are empty and no meeting agenda
	Yes. See Evidence column for details.

A) Gaps found in MCShare. 

Organizational Group:
1) No clear evidence of newly formed Presidents Council and dialogue 

2) No evidence of dialogue for Administrative Council  

3)  Limited evidence of dialogue for VPs Council – 2009

4)  Evidence of dialogue for Deans Council from 2008 to 2013

5) Evidence of dialogue for Students Council from 2008 to 2013

Governance Group

6) See screen shot of MCShare for Governance Group. Student Body Senate is missing.  In Folder Probing Question 2<Governance Group.

7)See screen shot of MCShare for Academic Senate. In Folder Probing Question 2<Governance Group.

8) See screen shot of Academic Senate Budget empty.  In Folder Probing Question 2<Governance Group.

9) See screen shot of Academic Senate meeting minutes.  In Folder Probing Question 2<Governance Group.

10) See screen shot of Classified Senate meeting minutes.  In Folder Probing Question 2<Governance Group.

11) In Folder Probing Question 2<Governance Group.

12) In Folder Probing Question 2<Governance Group< Standing Committees< Curriculum

13) In Folder Probing Question 2<Governance Group<Standing Committees<Fiscal Committee

14) In Folder Probing Question 2<Governance Group<Standing Committees<
TechCAP.  Last meeting minutes is in April 2013.

15) In Folder Probing Question 2<Governance Group<Standing Committees<
EdCAP.  Last meeting minutes is in April 2013.  

16) In Folder Probing Question 2<Governance Group<Standing Committees<
Facilities CAP.  Last meeting minutes is in May 2013.  

17) In Folder Probing Question 2<Governance Group<Standing Committees<
Faculty Development.  Last meeting agenda March 2013. Some empty folders.

Advisory Groups:
18) In Folder Probing Question 2 <Advisory Folder

Project Groups:
19) In Folder Probing Question 2 < Project Groups


Suggestion: Clean-up MCShare  e.g. should advisory committees be included in MCShare?

B) Some Gaps found in MC Website

20) Organizational Groups some gaps:

In Folder Probing Question 2 < MC Website< Organizational Groups. Only Student Services webpage.

21) Governance Groups:

Academic Senate, Classified Senate, and Student Association webpage screen shot, no gaps here.  Although meeting minutes for Student Association here is since 2013


22) Standing Committees
See screen shots in the evidence folder, seems to be ample evidence.  Some committees only have minutes for up until 2013: Tech CAP and Facilities CAP

23) College Advisory Groups. 
Their meeting minutes are not easily accessible.  On the website there is an Honors Program webpage but no meeting minutes

24) Project Groups.  Some have webpages but no meeting agenda such as the: 
- Year Of ..













IV.A.2.bThe institution relies on faculty ,its academic senate or other appropriate faculty structures ,the curriculum committee, and academic administrators for recommendations about student learning programs and services.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What documents describe the official responsibilities and authority ofthe faculty and ofacademicadministrators in curricularand othereducational matters?
	Section 1.2 of the document “Making Decisions at Moorpark College: 2012” explains the role of faculty and college administration in decision making processes in regards to curricular and other educational matters.  College faculty, full time and part time, make their recommendations through the Academic Senate to the administration and the Board of Trustees.  Furthermore in this document in Section 2.1.3, the “Route of a Proposal in Model Consultation”, is illustrated.  It explains how a proposal is initiated and then moves up the decision making chain to the Presidents Council.
The scope of responsibility and authority for each group involved in curricular and other educational matters is derived from the California Code of Regulations (CCR), the Ventura County Community College District Board Policy, senate constitutions, college/district practices, procedures, and job descriptions.
	Folder IV.A.2.b

1) Qualitative – Decision making document 

2) California Code of Regulations (CCR)

3) Ventura County Community College District Board Policy

4) Senate constitutions

5) College/district practices procedures, and job descriptions.

	2 through 5?

Wasn’t easily accessible




IV.A.3Through established governance structures, processes, and practices, the governing board, administrators, faculty, staff, and students work together  for the good of the institution. These processes facilitate discussion of ideas and effective communication among the institution's constituencies.
	Name
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	
Andrea Rambo
(staff)


	Do the written policies on governance procedures specify appropriate roles for all staffand students? Do these policies specify the academic roles offaculty in areas ofstudent educational programs and services planning?
	Yes, Making Decisions at Moorpark College, 2011-2012 2013-2015 includes the roles and responsibilities of all staff. Section 2.1.1 states, all members of the faculty, staff, and student body are members of their respective senates. The larger constituent group elects the Officers of their respective Senates.  This document also explains that faculty are represented by the Academic Senate. The Academic Senate Constitution & Bylaws explains the faculty roles within the decision-making structure of the College.
The VCCCD Participatory Governance Handbook also includes the roles and responsibilities of the faculty and staff on pages 12-13. For faculty, it states, “ Through the three Academic Senates and their College governance structure, recommendations are made to the administration of its College and the District on the following specific academic and professional matters: Curriculum, including establishing prerequisites and placing courses within disciplines; 
• Degree and certificate requirements; 
• Grading policies; 
• Educational program development; 
• Standards or policies regarding student preparation and success; 
• District and College governance structures, as related to faculty roles; 
• Faculty roles and involvement in accreditation processes, including self-study and annual reports; 
• Policies for faculty professional development activities; 
• Processes for program review; and 
• Processes for institutional planning and budget development 
• Other academic/professional matters, mutually agreed upon between the Board of Trustees and the Academic Senate.
	Making Decisions at Moorpark College 2011-2012 2013-2015 describes the structure and operating agreements for making decisions at Moorpark College. These processes put into practice the mechanisms through which the voices of the college’s constituent groups are heard.

The Academic Senate Constitution & Bylaws explains the roles of the faculty in the decision-making process.

The VCCCD Participatory Governance Handbook includes the roles and responsibilities of the faculty and staff. These roles are further defines by their participation in participatory governance committees.  
The VCCCD Participatory Governance Handbook explains the roles of the faculty in the decision-making process.

	The AS Constitution does not explain the faculty roles in the current version. This is being updated as of 3/12/14.






	Are staffand students well informed oftheirrespective roles? Do staffparticipate as encouraged by these policies? Dothe various groups work in collaborativeeffort on behalfofinstitutional improvements? Is theresult ofthis effort actualinstitutional improvement?
	Yes, each College Standing Committee under 2.1, Governance Groups, has a staff member listed under representation.
	Making Decisions at Moorpark College 2011-2012 2013-2015
Chapter 2 
2.1 Governance Groups and Membership

Governance groups are those whose authority is derived from law and regulation, either as written expressly in the law/regulation or as delegated by another group that possesses said authority.

AB 1725 (Education Code 53200 and Assembly Bill 1725) mandates a participatory governance process for California Community Colleges. It authorizes the formation of governance groups and appropriate venues to host governance conversations in a participatory manner. To actualize the mandate of AB1725, the College has formed three Senates and six College Standing Committees to carry on its participatory governance work.

	

	Is thereeffectivecommunication at the college -clear,understood,widely available,currentcommunication?
	Yes. The Academic Senate and the Classified Senate Constitution &
Bylaws make the Senate member roles and communication very clear.

The Fall Fling, Town Hall and Y’all Come meeting information is distributed campus wide and available for viewing on MCShare.
	The Academic Senate’s 
Bylaws Article I, Section A under Function and Responsibilities includes the following statement, 
“It shall be the responsibility of the Academic Senate Council to be the official representative of the Faculty in relationships with the College and District administration and with the Board of Trustees, on all academic and professional matters. Article I, Section B states, “Representation shall be based upon academic “departments” as administratively organized. It shall be the responsibility of each representative: a) To represent the viewpoints of the department electors. b) To maintain liaison and report Academic Senate Council business and activities to all members of the electing department. 
Example of communication: Distribution of agenda to all faculty in advance of meetings. Posting meeting minutes on the MC website.
The Classified Senate’s Constitution in Article II states, “The objective of this organization shall be to address the non-bargaining concerns of the classified employees and, in the spirit of participatory governance, work with college management in the development and implementation of college goals and objectives to promote campus community involvement, personal development, and collegiality.
Article III includes the following statement: “
 The general membership of the Classified Senate shall include all regular, permanent, probationary full-time and part-time, merit system and confidential classified employees whose work assignment is attached to the Moorpark College campus.” Example of communication: Distribution of agenda to all classified staff in advance of meetings. Posting of minutes on MC website.  

Example: Fall Fling email to campus with agenda.
	Possible gap: Reporting back to faculty and staff after meetings. Meeting minutes are posted on the website, but not necessarily distributed. 
Note: Meeting minutes for the Classified Senate have not been posted to the website since 3/2013.

Y’all Come, Town Hall and Fall Fling materials are only updated as of 2012 in MCShare.

	Do staffat the college know essential information about institutional efforts to achieve goals and improve learning?
	Yes, as evidenced by attendance at meetings and related meeting minutes. 

In October 2013, the Classified Senate conducted a survey and held a workshop designed to determine the optimal conditions necessary for Moorpark College to be a high performing, student-centered organization. The survey was discussed at the professional development workshop and there was collaborative discussion regarding the goals of the college.  
	Examples include Standing Committee meeting minutes with Classified Staff and faculty participation. 

Example 2: Classified Workshop and Survey emails
	

	Do the written policies on governance procedures specify appropriate roles for all staffand students? Do these policies specify the academic roles offaculty in areas ofstudent educational programs and services planning?
	Yes, Making Decisions at Moorpark College 2011-2012 2013-2015 describes the structure and operating agreements for making decisions at MC. Section 2.1.1 states, all members of the faculty, staff, and student body are members of their respective senates. The larger constituent group elects the Officers of their respective Senates.  Also, this document explains that at MC the Student Senate is represented by Associated Students.  The Associated Students’ Constitution &
Standing Rules explains the student roles within the decision-making structure of the College.


	Making Decisions at Moorpark College 2011-2012 2013-2015 describes the structure and operating agreements for making decisions at Moorpark College. These processes put into practice the mechanisms through which the voices of the college’s constituent groups are heard.

The Associated Students’ Constitution &
Standing Rules explains the roles of the student body in the decision-making process. 
	






	

Inajane Nicklas (student)
	Are staffand students well informed oftheirrespective roles? Do staffparticipate as encouraged by these policies? Dothe various groups work in collaborativeeffort on behalfofinstitutional improvements? Is theresult ofthis effort actualinstitutional improvement?
	Yes, each College Standing Committee under 2.1, Governance Groups, has an Associate Student Body member listed under representation. 
	Making Decisions at Moorpark College 2011-2012 2013-2015
Chapter 2 
2.1 Governance Groups and Membership

Governance groups are those whose authority is derived from law and regulation, either as written expressly in the law/regulation or as delegated by another group that possesses said authority.

AB 1725 (Education Code 53200 and Assembly Bill 1725) mandates a participatory governance process for California Community Colleges. It authorizes the formation of governance groups and appropriate venues to host governance conversations in a participatory manner. To actualize the mandate of AB1725, the College has formed three Senates and six College Standing Committees to carry on its participatory governance work.

	

	
Inajane Nicklas (student)
	Is thereeffectivecommunication at the college -clear,understood,widely available,currentcommunication?
	Yes. The Associated Students’ Constitution &
Standing Rules makes the Board Members roles in committees and communication very clear.
	The Associated Students’ Constitution &
Standing Rules Article II, under Board of Directors Responsibilities includes the following statement, 
“The Board of Directors shall be responsible for the safeguarding of the rights of the students to vote and to participate in all Moorpark College sponsored activities. The Board of Directors shall oversee the promotion of close cooperation between the Associated Students, administration, faculty, and staff of the college. The official representation of the Associated Students of Moorpark College shall be entrusted to the Board of Directors. The participation is required.  Board of Directors will ensure that good relations are maintained with student body governments at other colleges and universities.”
Article II under section B.3. states, “The Vice President of the Associated Students shall appoint each Board member to at least one of the participatory governance committees, and may make appointments to [other] committees as needed. 
Article IV indicates that the Associated Students is a standing committee. Thus provides students a consistent venue to report out on their appointed participatory governance committee. Article VII on General Duties and Responsibilities in terms of attendance at the Board’s Standing Committee includes the directive to, “Make an honest attempt to make all other meetings … “ 

	

	
Inajane Nicklas (student)
	Do staffat the college know essential information about institutional efforts to achieve goals and improve learning?
	Yes, as evidenced by attendance at meetings and related meeting minutes. 
	Review email to include agenda’s with student participation. 
	The only Gap discovered was the difficulties of students to participate in District meetings due to geography and timing. 



IV.A.4The institution advocatesand demonstrates honesty and integrity in its relationships with external agencies.  It agrees to comply with Accrediting Commissionstandards, policies,and guidelines,and Commission requirements forpublicdisclosure,self-evaluation,and otherreports,team visits,and priorapproval ofsubstantive changes. The institutionmoves expeditiously torespond to recommendations made by the Commission.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What does documentation ofthe institution's past accreditation history demonstrateabout integrity in its relationship with the Commission -has it
responded expeditiouslyand honestly to recommendations,are there citations indicating difficulty,etc.?
	When the Commission placed MC on probation, they made 7 recommendations. Most of these recommendations were District and Board issues, however, efforts were made by MC to address those concerns.  Each of those seven items were addressed to the satisfaction of the Commission, and probation was removed in 2013

	-From MC self-evaluation, “The College submits required reports as scheduled, including midterm reports (IVA-9), annual reports (IVA-10), and the Substantive Change Report (IVA-11)”.
–The Substantive Change Report for distance education was approved January 2010
–2009-2010 Academic Senate Meeting accomplishments 
-2010-2011 Academic Senate Meeting accomplishments
-2011-2012 Academic Senate Meeting minutes
–2012-2013 Academic Senate Meeting minutes
–2013-2014 Academic Senate Meeting minutes
-5-2-2012 VCCCD Functional Mapping Y’All Come
–9-4-2012 Academic Senate Meeting
–MC College Team Follow-Up Report 12/5/11 discusses recommendations by the Commission, and efforts by MC to address those concerns
-MC Accreditation Follow-Up Report- October 12 addresses the concerns addressed in 12/5/11  recommendations by the Commission;
-Follow-Up visit Evaluation Report-MC 12-6/12
–ACCJC Final SLO Report 
-ACCJC Action Ltr MC 2-7-14
–MC October 2013 Midterm Report
–9/26/12 Ya’ll Come on SLO assessment
	Gaps that existed in 12/5/11 Follow-Up reports were addressed in October 2012 Follow-Up Report;

-Any continuing gaps in the commission recommendations were successfully addressed by MC
-MC Action Letter 2-11-13 ProbRemoval

	Are theinstitution's communications ofeducationalquality and institutional effectiveness to the publicaccurate?

	MC strives to be transparent in all of its ongoing matters.  Most of college business is posted on the college website.  There are frequent town hall meetings, come ya’ll gatherings, and surveys given to campus community to fill any gaps.
	–Invitation to campus community to go over budget (1/24/11)
–1/31/11 MC Town Hall –Budget Presentation (2/14/11), with follow up email to campus community by Dr. Eddinger (2/14/11)
–5/10/11 MC Program Coring Report and Excel File (6/22/11)
–2008-2010 Making Decision Documents (12/15/10)
–10/24/12 Community Info Session on the State Budget Crisis and Moorpark College; powerpoint slides posted on MC website and portal;
–2-16-12 Accreditation Town Hall Meeting
–8/22/12 Budget Forum Presentation (Town Hall Meeting)
–10/12/12 Fall Fling;  all presentations and agenda on MC portal;
–9/26/12 Ya’ll Come on SLO assessment and proficiency
–10/24/12 Community Info Session on State Budget
– 10/1/12 Gap Analysis of Outcomes and Assessment at Moorpark 
College: Timeline of Next Steps
-2010-2012 Balanced Score Report 
–3/7/12 Chancellor’s Accreditation Update posted on MC portal
–2012 Customer Satisfaction Survey posted on MC portal
–Evidence SEIU Announcements- Chancellor folder
–SLO Work folder
–Biology SLO’s Reminder (in Moorpark Accreditation email)
–Biological Anthropology Fall 2011 SLO (in Moorpark accreditation email)
–Lisa Miller email folder 
–Lisa Putnam email folder
–Pam Eddinger email folder
–201103 Accreditation, Y’all Come meeting, SLO’s (in informing Faculty of Different Issues folder)

	

	What is the institution'sevidence ofcompliance with the U.S.Department of
Education (USDE)regulations?
	Accreditation of the college and certificate awarding programs (nursing/rad-tech/EATM/Bio-tech)
	–From MC self evaluation, “the College complies with regulations of other external agencies for compliance review and accreditation. These include the State Chancellor’s Office Student Services Program Review (IVA-12), the UCLA Honors Accreditation (IVA-13), the National League of Nursing Program Accreditation (IVA-14), the JCERT Radiologic Technology Accreditation (IVA-15), and the National Association for the Education of the Young Child Accreditation for the Child Development Center (IVA-16). The College also complies with all federal and State statutorial requirements, and observes local ordinances and regulations as they apply to State public institutions”
-2012 USDA Zoo accreditation
–3-21-12 Moorpark EATM USDA Report 
–4-12 Moorpark EATM USDA reinspection
–4-24-12 USDA letter
–2011 Advisory Committee Program Outcome Assessment for RADTech Program
–2012 Advisory Committee Program Outcome Assessment for RADTech Program
-4-18-12 NLNAC Accreditation Final Report and MC Nursing

	



IV.A.5The role of leadership and the institution's governance and decision-making structures and processes are regularly evaluated to assure their integrity and effectiveness. The institution widely communicates the results of these evaluations and uses them as the basis for improvement.
	Probing Questions
	Answer/Discussion
	Evidence  (previous 5 years, qualitative/quantitative, and reliable)
	Gap (yes/no; if a gap exist-explain)

	What process does the institution use to evaluate its governance and decision- making structures? Are the results communicated within the campus community?
	MC uses varied  processes and communication methods for its different structures.  This is seen, for instance, in its (1) annual updating of its Making Decisions at MC document, its (2) annual evaluation of its process, timeline and forms for program plans, and (3) the establishing of annual goals and accomplishments for its Standing Committees.
	(1) ‘Making Decisions at MC’:
   Annual rewrite involves all constituents for feedback (Deans’ Council; VP Council; ASC; Standing Cttees –- see agendas).  Then rewritten draft goes out to all faculty, staff and administrators through email for last comments.  Final draft distributed to campus through standing committees,by email, and on website and MCShare.

(2) Program plans:
EdCAP’s first charge is “refining the annual program plan templateand timeline as needed” (‘Making Decisions at MC’).Procedures, forms, and timeline are considered annually by the committee at the end of every program plan cycle. Any recommendations are discussed by the Academic Senate Council before being considered for adoption by the administration. Any changes are published in EdCAP’s minutes and then reiterated at the start of the new cycle through the membershipof the committee that includes all deans, department chairs, and coordinators or their designees.  Training is also given to department chairs and lead faculty during Fall Flex Week (Flex handbook, 2013).

(3) Standing committees:
All standing committees are required to consider and publish their goals in relation to their charges at the start of the academic year, and then to list their accomplishments at the end of the year.  This encourages evaluation of their governance and decision-making roles, and the accomplishments and challenges of the preceding year are incorporated into the following year’s goals (see minutes).

	Questions – not necessarily gaps!

(1) Making Decisions at MC:
Do Classified Senate and Associated Students review document, and if so is this recorded in minutes?

(2) Program plans:
How are changes to the program plans communicated to the campus, except through EdCAP?  (Deans’ Council?)  Is there always training during Fall Flex Week?   

(3) Standing committees:
Ensure all committees do carry out and record annual goals and accomplishments.  Should this expectation be included in ‘Making Decisions at MC’?

Gaps from Self-study of 2010:

(i)
‘Committee Effectiveness Surveys’ from 2008 and 2010 mentioned as evidence of evaluation of college structures.  Did we do this in 2012?  And are we planning to do it in 2014?

(ii) ‘District Survey of Employee Perceptions’ given as example of evaluation of college structures.  Has district done one since 200??

(c) Effectiveness of Fall Fling:
Self Studystates that the College will “develop a process to evaluate the effectiveness of the Fall Fling agendas and activities in advancing the College’s planning efforts” (p. 206).  Was this done at 2012 and 2013 Fall Fling?  How and what evidence?  And will it be continued and refined in Fall 2014?  Have any results been used to make needed improvements?

	How does the institutionuse identified weaknesses to make needed improvements?
	
	(1) Making Decisions at MC, 2012 review:
In annual review of 2012 one weakness perceived of some of the standing committees was low representative attendance, in some cases resulting in lack of a quorum at meetings.  The Academic Senate carried out research to determine the attendance of all standing committees over the past three years.  (See ASC minutes, .)  Through this it was determined that the Facilities CAP, Technology CAP, and Faculty Development Committee did trend towards low attendance.  This research was incorporated into the decision to amalgamate the Facilities and Technology Committees in 2013 (renamed Fac/Tech CAP), and to re-determine its membership by divisions, not by  departments.  The Faculty Development Committee membership is currently being reviewed in 2014.  (Making Decisions at MC, 2014).
(2) Program Plans: Some examples of recommendations made and carried out to the templates, procedures, and timeline of the program plans are as follows.
2012: changes to the signatures required on the PP Evaluation Form to ensure discipline faculty are always involved in the program plan meetings (EdCAP minutes,    )
2013: changes to the timetable, allowing extra time for both the EVP to give his/her final recommendation for programs and for faculty to respond to the final evaluation (EdCAP minutes    )
2014: increasing refinement in the categories of facility and technological resources able to be requested on PP template (EdCAP minutes, 02.25.14).
(3) Standing committees:
The formation of annual goals for each committee and then the assessment of their accomplishments, along with the annual review of Making Decisions at MC,has led to several changes in the charges of standing committees.  Examples include:
EdCAP, in 2014 Making Decisions at MC, added new charge: “Strategic Plan: monitor progress on Strategic Plan Action Steps”, and
“Educational Master Plan: defining the format for the Educational Master Plan, establishing and monitoring the timeline, and recommending approval of the final document.”
Fac/Tech CAP: 
New charges, 2014 Making Decisions at MC, “prioritize technology-related issues and resources identified in the annual program plans”, and
“prioritize facilities –related issues and resources identified in the annual program plans.”
Faculty Development Committee:
In 2014 Making Decisions at MC new name (Professional Development Committee) and updated charges to reflect new role covering staff as well as faculty development.




	No gaps identified.
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PLEASE NOTE CHANGES TO CATALOG REVISION PROCESS:

If you have not already submitted your catalog changes to me, please note the following
changes to our revision/approval process.

Please review your section of the Catalog for SY 14-15 and use Track Changes in Word to
make any changes. Once you have completed your changes please forward to your Dean
for review and approval. Once all your changes have been finalized, either you, or your
Dean, should accept all the Track Changes in the Word document.

Once you have accepted all Track Changes, you can forward me the final copy you would
like published in the Catalog. If you have any questions, please don’t hesitate to contact me
directly, as | am happy to assist. You can reach me at ext. 1808 or 805-553-4066.

The deadline to receive your final copy is Monday, February 24, 2014.

Thanking you in advance for your time and effort in completing this project. Looking forward
to working with you, and many apologies for revising the process. We hope this makes it
easier for everyone.

Many thanks.

Best,

Carmen Leiva

Curriculum Technician
Moorpark College

7075 Campus Road, A-125A
Moorpark, CA 93021

p: 805.378.1400 x 1808

e: cleiva@vccced.edu
moorparkcollege.edu
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ADMISSIONS & REGISTRATION







Eligibility for Admission



The right of any person to attend any college in the Ventura County Community College District is conditioned by certain admission and residency qualifications as provided by state and federal law.



Admission to the colleges of the Ventura County Community College District is open to any California resident who is a high school graduate, or who possesses a high school certificate of proficiency or GED, or who is 18 years of age or older and capable of benefitting from instruction offered.  Admission is also open to any California resident who is an apprentice as defined in Section 3077 of the Labor Code. 



Students’ self-certification may serve as proof of high school attendance and graduation or its equivalent, except that home schooled students may be required to provide verification from an accredited high school district that the home school curriculum completed is deemed equivalent to graduation from an accredited high school.



Persons who are attending an accredited public or private K-12 school may be eligible for admission under special admission provisions noted elsewhere in this catalog. Persons who are attending a non-accredited K-12 school or home school may petition for admission under special admission provisions noted elsewhere in this catalog. Special admission provisions apply to minors, and to persons 18 years of age and older if they are still attending a K-12 educational institution as defined above.



Persons entering any of the public community colleges of California are subject to the residency requirements as determined by the State of California. Persons whose legal residence is determined to be in another state (nonresidents) or in a foreign country (International Students) may be admitted under conditions stipulated by the governing board on payment of specified tuition and fees.  Additional information regarding residency requirements may be found under the "Residency" section in this Catalog, on the College website or by contacting the campus Registration and Records Office.



The right of a student to attend any community college in this District is conditioned by certain admission and residency qualifications as provided by law.



Further information is listed under the Residency Requirements section in this catalog.







General Admission Procedures



Students new to the Ventura County Community College District must complete an application for admission. The application for admission is available online at www.moorparkcollege.edu/apply. Printed copies of the application for admission can be downloaded from the College website. Consult the college website for application dates and deadlines.  An admission application must be on file before students can register.  There is no cost to apply.



A returning student who has not attended one of the VCCCD colleges in the last year must reapply for admission at the college website provided above. Students will be prevented from registering and accessing the MyVCCCD student portal until an application for admission has been submitted. 




[bookmark: _GoBack]Applications for admission to the colleges of the Ventura County Community College District are submitted under penalty of perjury, whether submitted online or in written form. Falsification of information provided therein may result in disciplinary measures up to and including dismissal, termination of eligibility for programs and/or services as appropriate, and/or the retroactive assessment of nonresident tuition charges if warranted. Falsification of information that results in fraud or other crimes may result in legal penalties. 







Admission of Minors



In accordance with the California Education Code, minors may be permitted to take college courses under very specific circumstances.  The intent of Special Admissions is to provide minors who can benefit from advanced scholastic and vocational education the opportunity to take college-level courses that are not available through their primary school or other alternatives.



Students admitted as part-time special admission students may enroll in a maximum of six (6) units per semester or term, unless approved for additional units by their primary school and the designated college administrator. Under no circumstances may a part-time special admission student enroll in more than eleven (11) units in a regular semester.



Enrollment fees are waived for Special Admission students who are enrolled in 11 units or less.  All other fees apply. 



Once a student has applied for admission, and in order to qualify and register for Special Admission, all students must present the following for each semester they register:



· Written permission of a parent or guardian and written permission of their high school principal or counselor on the Special Admission form. In addition, students below the 11th grade are not permitted to enroll until the semester begins and must also have the written consent of the college instructor whose class they wish to attend.



· A Memorandum of Understanding signed by a parent/ guardian and student.



· A current transcript or report card. Transcripts are used to confirm grade level and for clearance of enforced prerequisites.



· Home-schooled students must present the completed Private School Affidavit. For more information, visit www.cde.ca.gov/sp/ps



All Special Admission forms are available online at the college website, at area high schools and at the college Records Office.  Detailed information on prerequisites clearance is available on-line and in this catalog. 



Important Note: Under the Family Educational Rights and Privacy Act, once a student is attending an institution of postsecondary education, all rights pertaining to the inspection, review and release of his/her educational records belong to the student without regard to the student’s age. Therefore, all students, regardless of age, must provide written consent for release of their college transcripts and/or college records.  For more information, please refer to “Privacy Rights Regarding Student Records” in this catalog.



Parents and students applying for Special Full-time Admission status must contact the Registrar’s Office.  Petitions for Special Full-Time Admission will be considered only after the parent and student have exhausted all alternatives available through the secondary school district that the student would be attending.  The decision to admit a minor as a special full-time admission student may be subject to the availability of classes.  Special full-time admission students are required to complete at least 12 units in each primary term, and to maintain continuous enrollment until reaching the age of 18.







Residency Requirements



The determination of legal California residence is a complex matter. Students will be required to present various kinds of documentation for purposes of the final determination. All questions as to legal residence and the exceptions allowed under California law shall be directed to the Records Office. The right of a student to attend any public community college in California is conditioned by certain residency qualifications set forth in the California Education Code. Residence determination is based on state and federal law, and is subject to change without prior notification.







California Residents



To qualify as a California resident, a student must have legally resided in California for one year and one day prior to the beginning of the semester he or she is planning to attend and must have taken actions that express intent to establish California residence.  



Students who have lived in California for more than one year but less than two years will be asked to show proof of legal California residence. The burden of proof lies with the student, who must present documentation of both physical presence in the state for at least one year and one day, and intent to establish permanent California residence. Failure to present such proofs will result in a non-resident classification for admission and tuition purposes. A list of acceptable proof documents is available on the college website and from the Records Office.



Students who are both U.S. citizens or permanent residents and former California residents who are returning to the state after an absence may be eligible for exemption from the requirement to pay nonresident tuition while they reestablish their California residency.  They would be required to meet all of the following criteria: 



· Attendance at a California high school for three or more years, and;



· Graduation from a California high school or attainment of the equivalent thereof, (CHSPE, GED acceptable), and



· Submission of the self-certifying affidavit required by the California Community Colleges' Chancellor's Office, and



· Submission of additional verifying documentation as required by the college (e.g. high school transcripts)  



Non-citizens holding immigrant and non-immigrant visas (other than F1 or M1) may be eligible to establish California residency if allowed under the terms of his/her visa, and upon presentation of acceptable residency documentation.  The student will initially be classified as a nonresident and required to present the following items at the Records Office:



· Visa



· Documentation that verifies that the student has resided in California for one year and one day preceding the first day of the semester, and that the student has taken actions consistent with the intent to establish California residency.



Nonresidents



A nonresident is a student who has not lived in California continuously for one year and one day prior to the beginning of the semester he or she is planning to attend, or who is unable to present proof of intent to establish permanent California residency, or who is not eligible to establish residency.  Students classified as nonresidents shall pay non-resident tuition fees in addition to mandatory enrollment and health fees. Conduct inconsistent with a claim for California residence includes but is not limited to:



•	being an actively registered voter in another state



•	petitioning for divorce as a resident of another state 



•	attending an out-of-state educational institution as a resident of that state



•	declaring nonresident status for California state income tax purposes



•	maintaining a valid driver’s license or vehicle



Legal intent to establish residency in California requires that the student take actions that carry an expression of intent to make California their primary and permanent state of residence. Intent can be manifested in many ways, including but not limited to filing California taxes as a resident, being a registered California voter, registering vehicles in California, buying residential property in California (and living here).



Non-citizens without lawful immigration status shall be classified as a non-residents but may be exempted from payment of non-resident tuition pursuant to AB 540 provided they submit verifiable documentation to certify that they meet all of the following criteria:



· Attendance at a California high school for three or more years, and;



· Graduation from a California high school or attainment of the equivalent thereof, (CHSPE, GED acceptable), and



· Submission of the self-certifying affidavit required by the California Community Colleges' Chancellor's Office, and



· Submission of additional verifying documentation as required by the college (e.g. high school transcripts)







Reclassification of Residence Status



Students who are admitted as nonresidents must petition for reclassification to California resident status. The petition process includes the completion of a Residence Reclassification Request form and the submission of acceptable documentation to support a claim that the student has met the requirements for physical presence and intent to establish legal residence in California. The physical presence requirement is one year of living in California. Students must show proof that California has been their primary state of residence, excluding vacations, for one year and one day prior to the beginning of the term for which reclassification is requested.	



Request for Reclassification may be denied if the student:



· is in California solely for educational purposes.



· possesses a driver’s license or vehicle registration or voter registration or selective service registration from a state other than California; such items constitute maintaining residence in another state. 



· is claimed as a dependent on out-of-state tax returns (e.g., by parents living in another state). 



Other regulations and restrictions apply that may affect the determination of residence status. Questions should be referred to the Registration and Records Office.







Military Personnel and Dependents 



A student who is a member of the Armed Forces of the United States stationed in this state on active duty (except a service member assigned for educational purposes to a state-supported institution of higher education), or a student who is a dependent (natural or adopted child, stepchild, or spouse) of a member of the Armed Forces of the United States stationed in this state on active duty is entitled to resident classification only for the purpose of determining the amount of tuition and fees.



If that service member is subsequently transferred out of California on military orders but continues to serve in the U.S. Armed Forces, or is subsequently retired from military service, neither the service member nor his or her dependent shall lose resident classification for tuition purposes so long as he or she remains continuously enrolled at the institution.



MILITARY VETERANS



A student who was a member of the Armed Forces of the United States stationed in this state on active duty for more than one year immediately prior to being discharged shall be exempt from paying nonresident tuition for up to one year if he or she files an affidavit with the community college stating that he or she intends to establish residency in California as soon as possible.



The one year exemption provided in paragraph (1) shall be used while the student lives in this state and within two years of being discharged.



A former member of the Armed Forces of the United States who received a dishonorable or bad conduct discharge shall not be eligible for an exemption pursuant to this section.







International Student Admission [MAUREEN RAUCHFUSS]



This school is authorized under Federal law to enroll nonimmigrant students.  International students  (F1 visas) and persons who hold nonimmigrant visas including but not limited to visa types B(special restriction applies), C, D, H1, H2, H3, H4, J, O, P, Q1, TN, TD, TWOV, U,  are citizens and residents of another country. Eligibility for admission is determined by the type and current status of the visa. If eligible for admission, students present in the United States under these visa types are classified as International Students and are required to pay nonresident tuition fees in addition to the mandatory enrollment and health fees for each semester of attendance. Contact the International Student Program (within the office of Outreach and Admissions) for more information. Students who hold certain types of nonimmigrant visas approved by the United States Citizenship and Immigration Services may be eligible for admission as well as residence classification for tuition purposes. 



Proof of current visa status must be submitted to determine this eligibility. Contact the International Student Office or Records Office, or see the International Students Program section for more information.







International Student Admission Requirements and Procedures



(F-1 Visa student only) [MAUREEN RAUCHFUSS]



An international student is anyone enrolled in courses in the United States who is neither a permanent resident nor a citizen of the United States.  Most international students who intend to study full time in the United States will have an F-1 visa. Persons holding visas should contact the Records Office to determine their eligibility for admission to the college, or contact the International Student Program.







Prior to admission, international students must submit all of the following documents for evaluation to the International Student Office:



· International Student Application form for Moorpark College



· Personal letter (in English) describing education background, special interests, and reason for applying to Moorpark College



· Proof of TOEFL with a score of 450 (PBT); 133 (CBT); 45 (IBT) or higher; or other acceptable evidence of proficiency in the English language as approved by the International Student Program.



· Official Translated Transcripts: Transcripts of all High Schools and Colleges previously attended must be translated to English in English and submitted.



· A $50 non-refundable Application Processing fee. Check or money order payable in US dollars and made out to “Moorpark College”.



· An official bank statement or affidavit of support from a sponsor, to showing proof of sufficient financial support to pay tuition, fees, and living expenses for one year. This cost is estimated to be $22,700 based on the geographical area of the college. If bank statement is provided from a sponsor other than the student or their parents, they must also provide a notarized Financial Certification (form is available from the International Student Program).



· A personal letter of reference from a school instructor, administrator or an employer.



Prior to enrollment in classes, international students must complete the following activities:



· Take appropriate assessment tests at Moorpark College.



· Attend an orientation session for new international students, including academic counseling



· Attend in-person, an individual appointment with the International Student Office staff.







Prior to attendance in classes, international students must provide the following items to the International Student Office:



· Completed Health Statement, and negative Tuberculosis skin test (Mantoux). If skin test is positive, student will be required to obtain a clear follow-up chest x-ray.



· Proof of major medical insurance coverage meeting minimum school requirements. Appropriate insurance may be purchased through the International Student Office on campus.



· Passport, visa, I-94 card and any previous I20s issued by other schools, so copies can be made and filed.



Limitations on International Student Enrollments In order to foster cultural exchange, the District encourages ethnic and national diversity among the student body. Due to the District’s space limitations and to the special educational needs of international students, the Ventura County Community College District reserves the right to limit the number of international students admitted each year.



Permission to Work (F-1 visa only): According to immigration policy, International students may work 20 hours a week, on-campus only, during their first nine months of study. After the first nine months of study, foreign students may request permission to work off-campus. Contact the International Students Office for information, (805) 378-1414.







Student ID Numbers 



Student ID numbers (also called 900 numbers) are assigned to replace social security numbers as the student‘s primary identifier. The assigned ID number will appear once you log into your MyVCCCD account. It will also appear on printed mailers and notices from the College and on faculty attendance, drop, and grade rosters.



Your social security number will still be collected for such purposes as statistical reporting, financial aid, and Hope Scholarship Tax Credit reporting, and it will appear on your official transcript.



Students are strongly encouraged to use only their Student ID numbers in all College related business as it provides them with additional security and confidentiality.







Moorpark College Matriculation [MAUREEN RAUCHFUSS]



See Appendix XI for details.  The primary goal of Matriculation is to assist all students in attaining academic success. It is a partnership which results in an agreement between the College and the student for the purposes of defining and realizing the student’s educational goal.  This agreement includes responsibilities for both the college and the individual student, who work together combining several activities and processes to develop a Student Educational Plan (SEP). The SEP is a schedule of recommended courses for two semesters. Within the Matriculation process both college and student responsibilities are defined.



The following matriculation activities should be completed before registration: 



·     an online and/or In-person orientation, 



· assessment testing for math and English prerequisite clearance and course placement recommendations, and 



· counseling advisement.  



Additional requirements and exceptions apply.  Consult Appendix XI at the end of this catalog for full policy and procedures regarding Matriculation Services.







Registration Procedures



See Appendix XIV for details on Enrollment Priority. Register online through the student portal (my.vcccd.edu) for the earliest and best opportunity to enroll in classes. Registration appointments are posted approximately one week before registration begins. Registration calendars may be viewed through the portal or the college website.   



Registration appointments are determined by student status as a continuing, returning or new student; and for continuing students, by the total number of degree applicable completed and in-progress units within the VCCCD.  The calculation of total units includes degree applicable units earned only at colleges within the Ventura County Community College District.  The registration priority for students who have earned 76 or more degree applicable units at the colleges of the VCCCD will have their registration appointment set to the lowest continuing student registration level.  This provision will not affect students who are identified as participants in special programs or populations who are eligible to receive priority registration as identified below.  Students who are actively enrolled In and pursuing a degree program considered to be a high unit major should contact the Counseling Office to petition for an exception.



Students who are eligible for services through the EOPS, ACCESS (DSP&S), students who are foster youth or former foster youth (through age 24), military veterans or active duty servicemembers, are eligible for advanced priority registration one week before the continuing student registration begins.



The California Community College Board of Governors has unanimously approved changes to take effect in Fall 2014 that will establish system-wide enrollment priorities. The changes are designed to ensure that classes are available for students seeking associate degrees, transfer or job training, and to reward students who make steady and efficient progress toward their educational goals. See Appendix XIV for additional details.







Special admission students who are concurrently enrolled in K-12 schools must register in person on the dates specified each term in the registration calendar.







Prerequisites and Corequisites



All course prerequisites are strictly enforced at registration. Students must have completed the prerequisite course at this college with a grade of A, B, C or P, or be currently enrolled in the prerequisite class at one of the VCCCD colleges, or have had external transcripts evaluated in the Counseling Office and received prerequisite clearance. 



Students who do not meet a course prerequisite through college coursework as evidenced on a college transcript may be eligible to challenge the prerequisite requirement.  Challenge petitions must be submitted and approved before registration can occur.  Consult the Counseling Office for more information about the challenge requirements and process.



Corequisites require that a student register in both of the linked classes during the same semester. Both classes must be registered at the same time, and waitlisting is not allowed for corequisite courses. 







Late Registration and Program Adjustment begins on the first day of the semester or summer session, and on the first day of instruction in short-term classes.







Registration into a Closed Class/Waitlists may be accomplished through the use of waitlist options or add authorization codes. The waitlist option is available for most full semester classes through the end of the first week of the semester. Add authorization codes are available beginning the second week of the semester.  Summer session procedures may differ.



Waitlisted students are captured in chronological order based on the date they register for the waitlist, and are automatically registered into open seats in that order. Email notification is sent confirming the registration. Students who have not received a confirming email by the day of the first class meeting must attend class for further direction from the instructor.



Important details about Waitlists:



· All co-requisites or prerequisites must be met before a student will be placed on a waitlist.  Students must have completed the prerequisite course at this college with a grade of A, B, C or P, or be currently enrolled in or obtained counselor approval for prerequisite clearance. 



· The waitlist course cannot cause any time conflicts with a student’s existing class schedule, or with other courses for which the student may be on the waitlist. 



· Students may not exceed the maximum allowable number of units including the waitlisted course (19.5). Requests for unit overload must be approved by a counselor and filed with the Records Office. 



· Students may not exceed the maximum allowable number of repeats for any class. 



· Students will be informed if the waitlist is full. 



· Fees will be assessed when a student is moved from the waitlist and registered in the class. 



· If students wish to remove themselves from a waitlist they may do so by activating the drop code function on their MyVCCCD account.   



· Students dropped from all enrolled courses due to nonpayment of fees will also be dropped from the priority waitlist. 



· Instructors may drop students who are registered or waitlisted but fail to attend the first day of class.







Online Services @ My.VCCCD.edu



Your Gateway to Online Student Services



MyVCCCD is the gateway to online services, providing college and district information for current students. New applicants and reapplying returning students will be provided a link to the portal setup in their acceptance email from the college.



MyVCCCD provides access to the following online services and features:



· Registration appointments and calendars



· Registration, add and drop classes



· Pay fees, purchase parking permits and ASB cards



· Sign up for payment plan



· Track and manage financial aid awards



· Check progress toward a degree, certificate or transfer requirements using DegreeWorks



· Access online classes



· View/Print Schedule
• View/Print Unofficial transcript
• Print official enrollment verification



· Search for classes using the registration "shopping cart" or the “searchable” schedule of classes (find drop deadlines, prerequisites, & more!)



· Update personal information (address, phone, emergency contact numbers, major, program of study, educational goal)



· Forward college email to a personal email account 



· Change password







Updating Student Records 



Once a student application is on file, any necessary communication with the student is conducted through the contact information provided and through the VCCCD e-mail account given to all students, via phone call or text message to either the contact information or emergency numbers on file in the student's records, or through the MyVCCCD Student Portal. It is important that address, phone, and alternate e-mail address updates or corrections be recorded in student academic records. Students may update this information at any time by logging into the MyVCCCD Student Portal and selecting Personal Information. Name changes must be filed in-person at the Registration and Records Office on campus, and they require that the student present a picture ID (driver's license or California ID card), and at least one other piece of identification bearing the new name. Name changes cannot be completed online. 







Transcript Requirements



All new, continuing and returning students are encouraged to submit official transcripts from all high schools, colleges and universities they have attended. EXCEPTION: Students do not need to submit transcripts from Ventura and Oxnard Colleges. 



The transcripts should be directed to: Moorpark College Registration and Records Office, 7075 Campus Road, Moorpark, CA 93021.



Students are encouraged to have their transcripts submitted to Moorpark College before enrolling for their first semester, to prevent delays in processing their registration. 



All transcripts submitted to Moorpark College become the property of the college and copies cannot be forwarded elsewhere or released to the student. These transfer records may be used by authorized college personnel only.



Transcripts are required for verification that students have met degree, certificate, or prerequisite requirements with courses from other schools. Special programs with special requirements such as nursing, athletics and financial aid may require a student to file all high school and college transcripts to verify eligibility. 



The College is not required to keep external transcripts. Therefore, students should be aware that records are periodically purged and external transcripts are destroyed.







Acceptance of Transfer Coursework



FROM REGIONALLY ACCREDITED COLLEGES AND UNIVERSITIES:



Institutions must be regionally accredited by one of the following accrediting bodies: 



· Middle State Association of Colleges and Schools, Commission on Higher Education



· New England Association of Schools and Colleges, Commission on Institutions of Higher Education



· New England Association of Schools and Colleges, Commission on Technical and Career Institutions



· North Central Association of Colleges and Schools, The Higher Learning Commission



· Northwest Commission on Colleges and Universities



· Southern Association of Colleges and Schools, Commission on Colleges



· Western Association of Schools and Colleges, Accrediting Commission for Community and Junior College



· Western Association of Schools and Colleges, Accrediting Commission for Senior Colleges and Universities. 



Coursework presented on official transcripts from regionally accredited colleges and universities will normally be granted lower division credit by Moorpark College. Exceptions may apply, see a counselor.



All transcripts submitted become the property of the College, and copies cannot be forwarded elsewhere or released to the student. These transfer records may be used by authorized College personnel only.







FROM OTHER ACCREDITED INSTITUTIONS:



Coursework presented on official transcripts from nationally or professionally accredited colleges and universities may be eligible for lower division credit from Moorpark College based on an approved Petition for Variance, recommendations for lower division baccalaureate credit by the American Council on Education, or other evaluative alternatives utilized by College counselors.



All transfer coursework is evaluated based upon the current information and practices specified in the Accredited Institutions of Postsecondary Education by the American Council on Education. Students transferring to colleges of the Ventura County Community College District are required to declare all previous college attendance. Failure to provide complete information may result in dismissal from the Ventura County Community Colleges.







FROM FOREIGN COLLEGES AND UNIVERSITIES:



Students transferring to the Ventura County Community Colleges from foreign colleges or universities must have their transcripts translated and evaluated as being equivalent to a regionally accredited institution by one of the member agencies of the National Association of Credentials Evaluation Services or one approved by the California Commission on Teacher Credentialing. Evaluations from other professional credentials evaluation services will be reviewed for acceptability on a case-by-case basis.  The evaluation must be a Detailed or Comprehensive evaluation that includes course-by-course descriptions, unit values and/or grade point average, and Identification of lower and upper division courses.  Evaluations must be mailed directly to Moorpark College from the evaluation service.  Contact the Moorpark College Registrar's Office for more information regarding credential evaluation criteria. 



Students must submit official transcripts to a qualified agency and request that the agency forward the official evaluation to the College. Completed coursework will be considered for lower division unit credit only. However, foreign coursework cannot be applied to CSU General Education Breadth or IGETC (except Area 6) certification unless the foreign institution has U.S. regional accreditation The individual CSU campus may opt to give students credit for foreign coursework, but community colleges do not have that prerogative. Requests for equivalent Moorpark College course credit are evaluated on an individual basis by a counselor. This review is based upon the recommendations of the transcript evaluation service and by the appropriate college discipline.











Credit for Military Service



The colleges of the Ventura County Community College District will recognize and grant credit to service personnel for formal educational training completed in the United States armed forces provided such credit is not a duplication of work taken previously.



Service personnel may be allowed credit for formal service school courses offered by the United States military service recommended in the Guide to the Evaluation of Educational Experiences in the armed services of the American Council on Education. The credit allowed will be based upon the recommendations specified in the Guide. 



Service personnel may be allowed full advanced standing credit for college level courses completed under the auspices of the Defense Activity for Nontraditional Education Support (DANTES) or the United States Armed Forces Institute (USAFI) as recommended in the Guide to the Evaluation of Educational Experiences in the Armed Services of the American Council on Education. Such credit will be treated in the same manner and under the same policies as allowing credit from regionally accredited colleges and universities.



Any work completed at a regionally accredited college or university by service personnel while in military service and for which the college or university issues a regular transcript showing the credits allowable toward its own degrees, will be allowed advanced standing credit toward the associate degree in the same manner as if the student had pursued the courses as a civilian.



Service personnel should be aware that other colleges and universities may have different policies concerning credit for military educational training. There is no assurance that the granting of these units by the colleges of this district will be accepted by other institutions of higher education. Students must submit an official transcript of military course work to the Registration and Records Office for evaluation.  Contact the Registration and Records Office for more information.







Fees



ENROLLMENT FEES ARE SET BY THE STATE, ARE SUBJECT TO CHANGE WITHOUT NOTICE AND MAY BE RETROACTIVE. ALL OTHER FEES ARE SET BY THE VENTURA COUNTY COMMUNITY COLLEGE DISTRICT BOARD OF TRUSTEES AND ARE SUBJECT TO CHANGE BY BOARD ACTION. ALL FEES MUST BE PAID IMMEDIATELY (OR COMMITTED TO BE PAID) TO COMPLETE A STUDENT’S REGISTRATION.   IF THE REGISTRATION PROCESS IS NOT COMPLETED, THE STUDENT WILL NOT BE ENROLLED IN CLASSES.	



	Enrollment Fee:	$46.00 per unit



			23.00 per 1/2 unit



			11.50 per 1/4 unit



	Health Fee (mandatory)	$19.00 fall/spring



			16.00 summer



	This health fee enables the College to provide you with a variety of health care services. In accordance with the California Education Code and Board policy, students are required to pay the health fee, regardless of the units taken, unless they meet one of the exemptions. See Health Fees section located on next page for more information. Waiver forms are available at the Admissions and Records Office.  



	Nonresident Tuition:  Non-California 



		resident and International students	$230.00 per unit



	International and Nonresident 



		Domestic Student Surcharge	$14.00 per unit



	International Student Application 



		Processing fee..	$50.00



	Materials Fees	see Instructional Material Fee



	Remote nonrefundable registration fee	$2.00 per semester



		(Fee charged to any student using online registration) 



	Student Center Fee	$1.00 per unit



		(maximum of $10 per fiscal year)



	Student Representation Fee (optional)	$1.00 per term



		This student representation fee provides support for students or representatives who share positions and viewpoints before city, county, and district governments, and before offices and agencies of the state and federal governments. Authorized by Education Code, Section §76060.5, this fee may be waived for religious, political, financial, or moral reasons. Waiver forms are available at the Student Business Office.



	Credit by Exam Fee	$46.00 per unit



	Audit Fee (non-refundable):



		Students enrolled in 10 or more 



		credit units.	no charge



		Students enrolled in fewer than 10 



		credit units.	$15.00 per unit



		Note: auditing students also pay the health fee.



	MC Student Photo ID Card (optional)	$10.00 per semester



	Note: year ends last day of summer session.	$15.00 per year



Students who owe outstanding fees may not register until their fees are paid and cleared from the computer.







Fees/Obligations/Holds



CALIFORNIA RESIDENTS: California residents must pay the mandated enrollment fee. California residents and AB 540 students meeting certain criteria may be eligible for a Board of Governor’s Fee Waiver (BOGW) or other financial aid. Contact the Financial Aid Office.



NON-CALIFORNIA RESIDENTS: Non-California residents must pay nonresident tuition and the nonresident student surcharge, plus the enrollment fee, health fee, student center fee, and applicable material fees. You are a nonresident if you have lived in California for less than one year and one day prior to the first day of the semester, or you are unable to present sufficient documentation to prove that you have established California residency. See this Catalog for Residency information.



INTERNATIONAL STUDENTS: International students must pay enrollment fees, health fee, nonresident tuition, student center fee and applicable materials fees, the International student surcharge and an application processing fee of $50 that covers the cost of federally mandated documentation. The surcharge and the application processing may be waived if the student meets one of the following exemptions as listed pursuant to Education Code §76141 and §76142: 



		Student must demonstrate economic hardship or 



		Student must be a victim of persecution in the country in which the student is a resident. 



Instructional Materials Fee (Optional Fee):



Instructional material fees for certain selected credit or noncredit courses may be required at the time of registration, or the materials may be purchased on your own. If an Instructional Materials Fee is required, the amount of the fee is listed beneath the course title in the schedule of classes. Authority for the charge is granted under VCCCD Board 



Policy 5030. These instructional or other materials include, but are not limited to, textbooks, tools, equipment and clothing if: 



1.)	the instructional and other materials required for the course have a continuing value to the student outside of the classroom setting, or



2.)	the instructional and other materials are used in the production of an “end product” that has continuing value to the student outside the classroom setting. See course schedule for instructional material fee costs.



Payment of Fees



All fees must be paid immediately (or committed to be paid) to complete a student’s registration.   If the registration process is not completed, the student will not be enrolled in classes. 



Students must:



		pay all fees (including any past term fees), or



		enroll in a payment plan, or



		have been awarded financial aid, or



		have a Ventura Promise award, or



		be sponsored by a third party agency (veterans, etc. ).







_____________________FEES SEE VARIOUS HIGHLIGHTED________________







Health Fees [SHARON MANAKAS]



This fee enables the College to provide you with a variety of health care services. In accordance with the California Education Code and Board policy, students are required to pay the health fee, regardless of the units taken, unless they meet one of the exemptions listed: 



· students who depend exclusively upon prayer for healing in accordance with the teachings of a bona fide religious sect, denomination, or organization. Documentary evidence of such an affiliation is required.



· students who are attending a community college under an  approved apprenticeship training program (see Education Code §76355).







Student Center Fee [SHARON MILLER]



Students of Moorpark College enacted a Student Center fee of $1.00 per unit, up to a maximum of $10.00 per student per fiscal year (July 1 to June 30), for the purpose of financing, constructing, expanding, remodeling, refurbishing and operating a Student Center. The money collected may only be used for this purpose. The fee shall not be charged to: a student enrolled in noncredit courses; a student who is a recipient of benefits under Aid to Families with Dependent Children (AFDC) program; a student on the Supplemental Security Income/State Supplementary Program (SSI/SSP); or a student on a General Assistance Program.







Refund Policy [MARSHA KLIPP]







Enrollment Fee Refund Policy (Resident Students): 



· Student must drop classes by the credit refund deadline as stated in the Academic/Registration Calendar to qualify for a credit or refund of enrollment fees 



· Application for refunds must be made to the Student Business Office after the class or classes have been dropped. 



· Credits/refunds will NOT be authorized for drops or withdrawals occurring after the deadline date. 



· Refund checks will be mailed by the VCCCD District Office after the application is received and processed at the Student Business Office. 



· Enrollment fee refunds are subject, once a semester, to the withholding of a $10 Administrative Fee.



· Resident students who drop a class or classes by the appropriate date may request a refund of the full enrollment fees paid for that class or classes, less the administrative fee; and the Health Center fee, any Instructional Materials fees, and the Student Center fee as set out in this policy.



The following schedule of refunds will be in effect for resident students who drop a class or classes or withdraw from college: 



Full-semester Length Classes 



	In first and second week 100% enrollment fee refund



Short-term Classes and Summer Session 



	Withdraw within 10% of class sessions 100% enrollment fee refund



No refunds are authorized thereafter.







Tuition and Surcharge Refund Policy [MARSHA KLIPP]







(Nonresident / International Students)



· Student must drop classes by the deadline set forth below to qualify for a credit or refund of tuition and surcharge. 



· Application for refunds must be made to the Student Business Office after the class or classes have been dropped. 



· Credits/refunds will NOT be authorized for drops or withdrawals occurring after the deadline date. 



· Refund checks will be mailed by the VCCCD District Office after the application is received and processed at the Student Business Office. 



· Enrollment fee or tuition and surcharge refunds are subject, once a semester, to the withholding of a $10 Administrative Fee.



· Nonresident and International students who drop a class or classes prior to the date listed below may request a refund of their tuition and surcharge fees; and the Health Center fee, any Instructional Materials fees, and the Student Center fee as set out in this policy.



The following schedule of refunds will be in effect for nonresident/International students who drop a class or classes or withdraw from college: 



Full-semester Length Classes 



		In first and second week 100% tuition/surcharge refund



		In third and fourth week 50% tuition/surcharge refund



Short-term Classes and Summer Session 



		Withdraw within 10% of class sessions 100% tuition/surcharge refund



		Withdraw within 20% of class sessions 50% tuition/surcharge refund



	No refunds are authorized thereafter.







Other Refund Policy Fees [MARSHA KLIPP]







Audit Fees: are not refundable



Health Center Fee: is only refunded if all classes are dropped for the semester/session within the deadline, regardless of the residency status of the student.



Instructional Materials Fees: are refunded in full when a class requiring the fees is dropped within the stated deadline.



Non-mandatory Fees: are refunded in full when requested within the stated deadline.



Parking Fee: to qualify for a refund of parking fees, whether classes are dropped or not, return the original parking permit to the Student Business Office by the deadline.



Remote Registration Fee: there is no refund for the remote registration fee. 



Student Center Fee: refunds may include a pro-rated refund of the Student Center fee. If all classes are dropped, a student may be entitled to a full refund of the Student Center fee, depending on enrollment in prior semesters for the academic year.



Instructional Materials Fee - Optional Fee  [MARSHA KLIPP]



Instructional materials fees for certain selected credit or noncredit courses may be required at the time of registration, or the materials may be purchased on your own. If an instructional materials fee is required, the amount of the fee is listed beneath the course title in the Schedule of Classes. Every effort will be made to identify in the Schedule of Classes those courses which may require materials fees. Authority for the charge is granted under Ventura County Community College District Board Policy 5030. These instructional and other materials include but are not limited to textbooks, tools, equipment and clothing if: (1) The instructional and other materials required for the course have a continuing value to the student outside of the classroom setting, or (2) The instructional and other materials are used in the production of an “end product” that has continuing value to the student outside the classroom setting. 



A list of all instructional and other materials required in a course will be made available for students no later than the first class meeting each term. The list also will be available in the Division Office and the Bookstore. Fees charged by the College are subject to change at the discretion of the Governing Board. 



Moorpark College Student Photo ID Card [MARSHA KLIPP]



Available for $10/semester or $15/year.  Your Moorpark College Student ID card may be purchased through your MyVCCCD account when registering for classes.  Go to Pay Fees (under the Registration tab) and then click on optional fees and select either the $10/semester or $15/year option.  You may also purchase this card at the college Student Business office inside the Administration building.  Once you have paid for your ID card, bring your printed receipt to the Associated Students office in the Campus Center to have your picture taken and ID card made.  There are a variety of benefits to purchasing your college student ID.  You will receive discounts to Moorpark College Performing Arts events, get in free to all Moorpark College athletic events, and receive discounts from local businesses.  For more information, call the Associated Students at (805) 378-1400 x1635.



Textbooks and Supplies [MARSHA KLIPP]



By state law, the College is prohibited from furnishing free textbooks or supplies to students. These items may be purchased in the College Bookstore. Save Your Receipts! No Refunds After Late Registration!



Nonmandatory Fees [MARSHA KLIPP]



Nonmandatory fees are the same whether the student takes day or evening classes, is full time or part time, and has resident, nonresident or international residency. Fees are paid at the Student Business Office.



Student Parking [MARSHA KLIPP]



· Parking permits are required when classes are in session for all vehicles including those with handicapped parking permits and for those attending athletic, theater, dance, music, and other college events.  



· Daily parking permits may be purchased for $2 from parking lot permit dispensers.



· All vehicles must park within a marked stall  (CVC 21113a)



· Head-in parking required in all diagonal stalls on campus.



· Ventura County Community College District is not responsible for any theft or loss of property while utilizing parking facilities.



· Students with a Department of Motor Vehicles disabled person’s plate or placard, or with a current disabled parking decal issued by the Educational Assistance Center (EAC), may park in marked disabled stalls on campus. Drivers with disabilities are subject to the same parking fees as nondisabled drivers. Disabled parking decals may be obtained at the EAC.



· Unauthorized vehicles parked in designated handicapped spaces not displaying distinguishing placards or license plates for physically disabled persons may be towed away at owner’s expense. Towed vehicles may be reclaimed by contacting the Campus Police office in building BCS or by calling 805-654-6486. (CVC 22652)



Parking Fees: All students parking a vehicle on the campus must pay the parking fees listed below, regardless of the number of units for which they are enrolled.



There will be a strict enforcement of parking regulations requiring students to have parking permits the first day of the term; there is not a "grace period" for obtaining your permit.  Semester permits are purchased online through the student web portal: MyVCCCD. Permits will be delivered by mail to the address provided at the time of purchase.











Parking fees are subject to change 



at the discretion of the Governing Board.



	Automobile:



		regular sem. / summer sem.	$50 / $25



	BOGW students:



		regular sem. / summer sem.	$30 / $25



	Motorcycle:



		regular sem. / summer sem.	$30 / $25



		Single Day	$2



Purchasing Semester Permits:  Semester permits are purchased on-line through the student web portal: MYVCCCD. Permits will be delivered by mail to the address provided at the time of purchase.  Day use passes are $2 and can be purchased at machines located in several parking lots on campus: A, B, C, D/E, F, H, M and PA. Student semester parking permits are valid only in student lots and can be used on all three campuses. Parking is strictly enforced Monday through Thursday, 7:00am to 12:00am, and Friday, 7:00am to 5:00pm.  Auto permits are static vinyl and must be affixed to the inside lower-left corner of the front windshield.  Motorcycle permits are adhesive and must be affixed to the front fork of the motorcycle.



Financial Aid Students: Students who receive financial assistance pursuant to any of the programs described in subsection of Education Code §72252(g) shall be exempt from parking fees in excess of thirty dollars ($30) per semester for one vehicle.







______________________________DAVE CONTINUES_____________________



Requests for Transcripts & Transcript Fees



Two official non-rush transcripts are furnished to each student free of charge. A $3.00 per copy fee is charged for each additional transcript requested thereafter. Normal processing time is 10-20 working days but may be longer at the end of the semester. All requests for transcripts must be in writing and include the student’s signature and date of birth. Rush transcript (3-5 working days) service is available upon receipt of a signed student request and payment of the $5.00 per copy rush transcript processing fee. No cost unofficial transcripts can be printed at My.vcccd.edu.  Unofficial transcripts are available for $1.00 from the Records Office.  



IMPORTANT NOTE: Official Transcripts cannot be released if a student has any outstanding fees and/or obligations due the District. Students must present picture ID to receive transcripts.



Under the Family Educational Rights and Privacy Act, once a student is attending an institution of postsecondary education, all rights pertaining to the inspection, review and release of his/her educational records belong to the student without regard to the student’s age. Therefore, all students, regardless of age, must provide written consent for release of their transcripts. For more information, please refer to Appendix I in this catalog, “Privacy Rights Regarding Student Records.”



Educational Work Load



A student’s educational work load generally consists of fifteen (15) units of work per semester in order to make normal progress towards the Associate degree and/or transfer requirements.



Students desiring to take an overload of more than 19.5 units but less than twenty-two (22) must have a counselor’s approval. Students desiring to take twenty-two (22) units or more must have the approval of the appropriate Dean in addition to the counselor’s approval.



Full-Time Student - A student is defined as full-time if carrying 12 or more units in a regular Fall or Spring semester or 4 units in a summer session.



Unit Requirements for Benefits and Activities



To qualify for certain benefits and activities, minimum unit requirements must be maintained, as follows:



· Veteran and war orphan benefits under GI Bill: 12 or more units completed by end of semester, full subsistence; 9-11 units, three-quarters subsistence; 6-8 units, one-half subsistence.



· Automobile insurance discounts and dependent medical insurance: 12 units



· Financial Aid



Student Loan deferments:



Half-time required	6 units or greater



· Financial Aid Enrollment status: 



Full-time	12 units or greater



Three quarter time	9 -11.5 units



Half-time	6 -8.5 units



Less than half-time	half a unit to 5.5 units



· EOPS Services: 12 units 



· Athletic eligibility: 12 units



· Student Government: 6 units for major offices; 3 units for Council members



· Student employment: 12 units (generally); 6 units or less if eligible for CalWORKs, EAC, or EOPS or financial aid work study funds.







Selective Service Registration 



The colleges of the Ventura County Community College District, in accordance with AB 397 added by statutes 1997, c. 575, E.C.s 66500 & 69400, is alerting all male applicants for admission who are at least 18 years of age and born after December 31, 1959 to be aware of their obligation to register with the Selective Service. In order to receive Federal student aid, you must be registered with the Selective Service. For more information, refer to: www.sss.gov. .



Courses Open to Enrollment



All courses and class sections are open to enrollment and participation by any person admitted to the college. The college will only restrict enrollment in a course when the restriction is specifically required by statute or legislation, by prerequisites and/or corequisites, or by health and safety considerations. Other limitations can include facility limitations, faculty availability, funding limitations or other constraints imposed by code, regulations or contracts. The college can provide special registration assistance to the disabled or disadvantaged student. And, the college can enroll students in accordance with a priority system adopted by the local Board of Trustees that can apply a "first-come, first-served" basis of enrollment.











ACADEMIC POLICIES



Attendance



All students, both registered and on the waitlist, are expected to attend the first class meeting.  Instructors are required to drop all registered and waitlisted students who do not attend the first day of class and those who quit attending prior to the census date for each class.  They may, but are not required to, drop registered students who quit attending after census but before the final drop deadline for each class. 



All students admitted to the colleges of the Ventura County Community College District are expected to attend classes regularly, both because continuity of attendance is necessary to both individual and group progress in any class, and because financial support of the college is dependent upon student attendance. Absence for any reason does not relieve the student from the responsibility of completing all class requirements.



It is also the responsibility of students, at the beginning of the semester, to become aware of the attendance and absence policies of the instructor for each class in which they are enrolled. When a student’s absence exceeds in number 1/9 of the total class contact hours for the session (e.g., absence from a semester-long class equal to twice the number of hours the class meets in one week), the instructor may drop such student from the class and record a grade in accordance with the policy for dropping a course.







Grading System and Practices



Work in all courses acceptable in fulfillment of the requirements for associate degrees, certificates, diplomas, licenses, or baccalaureate level work shall be graded in accordance with the provisions adopted by the District Board of Trustees.







Units of Credit



The Carnegie unit formula applies to all credit courses offered by the College, whether or not applicable to the associate degree.  “One credit hour of community college work (one unit of credit) requires a minimum of 48 hours of lecture, study, or laboratory work at colleges operating on the semester system.”   



The colleges of the Ventura County Community College District bases its semester unit on one lecture class period of 50 minutes each week of a minimum 16-week semester.  For practical purposes, the following terms are synonymous: unit, semester unit, semester hours, credit, credit hour.



For purposes of sections dealing with standards for probation and dismissal, all units attempted means all units of credit for which the student was enrolled in any college or university, regardless of whether the student completed the courses or received any credit or grade.







Letter Grading Scale



Grades from a grading scale shall be averaged on the basis of the point equivalence to determine a student’s grade point average.  The highest grade shall receive four points, and the lowest grade shall receive no point, using the following evaluative symbols:







Evaluative Symbols



A – Excellent (4 points per semester unit)



B – Good (3 points per semester unit)



C – Satisfactory (2 points per semester unit)



D – Passing, Less than satisfactory (1 point per semester unit)



F –  Failing (0 point per semester unit)



P – Pass, At least satisfactory (units awarded not counted in GPA. Replaced CR effective Fall 2009)



Pass ("P") is used to denote "passed with credit" when no letter grade Is given.  Credit Is assigned for work of such quality as to warrant a letter grade of "C" or better.



NP – No Pass, Less than satisfactory, or failing (units not counted in GPA. Replaced NC effective Fall 2009)



CRE – Credit by Exam (units awarded not counted in GPA)



Grades from the letter grading scale shall be averaged on the basis of the numerical grade point equivalencies to determine a student’s grade point average.







Non-Evaluative Symbols



The District Governing Board has authorized the use of the non-evaluative symbols “I,” “IP,” “RD,”  “W,” and “MW” defined as follows:







I - Incomplete



Students who are at the end of a term and have failed to complete the required academic work of a course because of unforeseeable, emergency, and justifiable reasons may receive a symbol “I” (Incomplete) on their records. 



The conditions for receiving a letter grade and for the removal of the “I” must be stated by the instructor in a written record which must also state the grade to be assigned in lieu of the removal of the “I.” This record must be given to the student and a copy is to be placed on file with the Registrar until the conditions are met (the “I” is made up) or the time limit is passed. 



A final grade shall be assigned when the work stipulated has been completed and evaluated, or when the time limit for completing the work has passed. The “I” may be made up no later than one year following the end of the term for which it was assigned. The “I” symbol shall not be used in calculating units attempted or for grade point averages.







IP – In Progress



The “IP” symbol shall be used only in those courses which extend beyond the normal end of an academic term. It indicates that work is “in progress,” but that assignment of an evaluative symbol (grade) must await its completion. The “IP” symbol shall remain on the student's permanent record in order to satisfy enrollment documentation. The appropriate evaluative symbol (grade) and unit credit shall be assigned and appear on the student's permanent record for the term in which the course is completed. The “IP”shall not be used in calculating grade point averages. If a student enrolled in an “open-entry, open-exit” course is assigned an “IP” at the end of a term and does not re-enroll in that course during the subsequent attendance period, the appropriate faculty will assign an evaluative grade symbol in accordance with the academic record symbols to be recorded on the student’s permanent record for the course. 







RD - Report Delayed



The “RD” symbol may be assigned by the Registrar only. It is to be used when there is a delay in reporting the grade of a student due to circumstances beyond the control of the student. It is a temporary notation to be replaced by a permanent symbol as soon as possible. “RD” shall not be used in calculating grade point averages.







W- Withdrawal 



Withdrawing from semester-length classes:  Students may withdraw from full semester-length classes through the end of the 14th week.   A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the end of the 14th week.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after the end of the 14th week will receive a grade other than “W” on their academic record.



Withdrawing from short-term classes:  Students may withdraw from short-term classes through 75% of the total number of class meetings.  A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the 75% deadline.  No grade will be posted  to the academic record for withdrawals that occur before the class census date.  Students still enrolled after 75% of class meetings will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.







MW- Military Withdrawal



Military withdrawal occurs when students who are members of an active or reserve United States military service receive orders compelling withdrawal from classes.  Upon verification of orders, the appropriate withdrawal symbol may be assigned at any time after the period established by the governing board during which no notation is made on the permanent academic record for withdrawals.



Students requesting military withdrawal must present a petition for withdrawal and a copy of the military orders, or other acceptable documentation, which verifies the dates and location of military assignment that compelled or compels withdrawal from classes.  Military withdrawal may be requested at any time upon the student’s return to college.



A grade of MW shall be recorded on the permanent academic record upon approval of petition for military withdrawal that occurs after the third week of full-semester length classes or 16% of total meetings of short-term classes.  MW grades shall not be counted as one of the three enrollment attempts allowed to achieve a standard (passing) grade of C/P or better, or in the calculation of a student’s academic progress for the determination of academic standing.







Scholastic Standing and Achievement



Scholastic standing is based on a student’s work measured quantitatively in semester units and qualitatively in letter grades. This relationship is expressed as a numerical grade point average.



To illustrate the calculation of a grade point average, a student who earns a grade of A in three units, B in three units, C in three units, D in three units, F in two units, and CR in two units, would have a grade point average of 2.14. The computation is shown below.



	3 units A x 4	=	12 grade points



	3 units B x 3	=	9 grade points



	3 units C x 2	=	6 grade points



	3 units D x 1	=	3 grade points



	2 units F x 0	=	0 grade point



	2 units CR x 0	=	0 grade point        



	14 graded units		30 grade points



	(+ 2 CR)



		30 ÷ 14 = 2.14 grade point average



In calculating a student’s degree-applicable grade point average, grades earned in nondegree courses shall not be included.







Pass/No Pass Grading Option (Formerly CR/NCR)



Pass/No Pass replaced Credit/No Credit effective Fall 2009.



Colleges of the Ventura County Community College District may offer courses in two pass/no pass (“P”/”NP”) options: (1) courses which are offered on a pass/no pass basis only, and (2) courses in which students may elect the pass/no pass option. Pass ("P") is used to denote "passed with credit" when no letter grade is given.  Credit is assigned for work of such quality as to warrant a letter grade of "C" or better.



The first category includes those courses in which all students in the course are evaluated on a pass/no pass (“P”/”NP”) basis. This “P”/”NP” grading option shall be used to the exclusion of all other grades in courses for which there is a single satisfactory standard of performance and for which unit credit is assigned. Credit shall be assigned for meeting that standard, no credit for failure to do so.



The second category of Pass/No Pass options is comprised of courses designated by the college wherein each student may elect by no later than the end of the first 30 (16% for short-term courses) percent of the term or length of the class whether the basis of evaluation is to be Pass/No Pass or a letter grade. Once the 30 (16% for short term courses) percent deadline has passed, the request cannot be withdrawn. It is the student’s responsibility to file appropriate form by the 30% (16% for short-term courses) deadline; otherwise a letter grade will be assigned.



The petition for this purpose, “Request for Pass/No Pass Grade” is available online at the college website and through the MyVCCCD student portal (see "college downloadable forms"). All units earned on a pass/no pass basis in accredited California institutions of higher education or equivalent out-of-state institutions shall be counted in satisfaction of community college curriculum requirements. 



A student may apply a maximum of 20 units of credit earned under the pass/no pass option to an A.A. or A.S. degree or Certificate of Achievement. Units earned on a Pass/No Pass basis shall not be used to calculate grade point averages. However, units attempted for which “NP” is recorded shall be considered in probation and dismissal procedures.



Students should be aware that other colleges and universities may restrict the acceptance of courses taken on a pass/no pass basis, especially for general education major requirements; therefore, units of “Pass” should not be used to satisfy major requirements for AA, AS degrees or transfer.







Remedial Coursework Limitations



The colleges of the Ventura County Community College District (VCCCD) offer courses which are defined as remedial. “Remedial coursework” refers to nondegree-applicable basic skills courses in reading, writing, computation, learning skills, study skills and English as a Second Language which are designated by the college district as not applicable to the Associate Degree. 



Students enrolled in remedial courses will receive unit credit and will be awarded an academic record symbol on transcripts as defined under other academic policies. However, the units earned in these remedial courses do not apply toward proficiency awards, certificates of achievement, or associate degrees.



No students shall receive more than 30 semester units of credit for remedial coursework. This limitation of 30 units applies to all remedial coursework completed at any of the campuses of the college district (Moorpark, Oxnard and Ventura Colleges). It does not apply to remedial coursework completed at colleges outside the District. Students transferring from other educational institutions outside VCCCD shall be permitted to begin with a “clean slate” with regard to the remedial limitation. The 30-unit limit applies to all remedial coursework attempted; however, in the event that some of these 30 units are substandard and a student successfully repeats one or more courses in which substandard grades were earned, then the 30-unit limit would be modified by the application of the Course Repetition Policy.



Students who exhaust the unit limitation shall be referred to appropriate adult non-credit educational services provided by adult schools or other appropriate local providers with which the colleges have an established referral agreement. Such a student may, upon successful completion of appropriate “remedial coursework,” or upon demonstration of skills levels which will reasonably assure success in college-level courses, request reinstatement to proceed with college-level coursework. Procedures relating to dismissal and reinstatement are specified in the College Catalog under policies governing Probation, Dismissal and Readmission. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



The following students are exempted from the limitation on remedial coursework: students enrolled in one or more courses of English as a Second Language and/or students identified by one of the colleges as having a learning disability.



Any student who shows significant, measurable progress toward the development of skills appropriate to his or her enrollment in college-level courses may qualify for a waiver of the unit limitation. Petitions for waiver can only be given for specified periods of time or for a specified number of units. The petition for this purpose, the Student Educational Plan, is available in the Counseling Office.



The Office of Student Learning shall maintain a list for each academic year of remedial courses limited by this policy. Students should be aware that this policy applies to all students enrolled in remedial coursework. Students receiving financial aid may have more restrictive limitations due to federal regulations.



The federal rules specify a limitation of one year regardless of units, do not exempt learning skills, and do not provide for a waiver.







Final Examinations



Final examinations are given at the end of each semester. Students are required to take examinations for the classes in which they are enrolled. No examinations are administered prior to the regular schedule for examinations. 







Grade Changes



Grades are determined and assigned as a result of academic assessment made by the instructor of record of a course.  Determination of the student's grade by the instructor is final in the absence of mistake, fraud, bad faith, or incompetence. "Mistake" may include, but is not limited to, errors made by an instructor in calculating a student's grade, and clerical errors. "Fraud" may include, but is not limited to, inaccurate recording or change of a grade by any person who gains access to grade records without authorization. 



The removal or change of an incorrect grade from a student's record shall only be done pursuant to California Education Code §76232, or by a compliant alternative method that ensures that each student shall be afforded an objective and reasonable review of the requested grade change.



Grade change petitions must be submitted by the instructor of record or appropriate substitute, or by the Executive Vice President.



Procedure requires that a student first request a grade change from the instructor. In cases where the student has filed a discrimination complaint, or if the instructor of record is not available, or where the district determines that there is a possibility of gross misconduct by the original instructor, provisions shall be made to allow another faculty member to substitute for the instructor of record.



Grade changes shall be requested by the student no more than three (3) years after the term in which the grade was awarded. Exceptions to the time limit may be made if it is determined that the grade was awarded as a result of mistake, fraud, bad faith or incompetence by the instructor. Students may be required to provide documentation to support the requested grade change that may include but is not limited to graded assignments and tests from the class in question or substantiation of verifiable extenuating circumstances.



In the case of fraud, bad faith, or incompetence, the final determination concerning the removal or change of grade will be made by the Executive Vice President. In all cases, where means exist and when at all possible, the instructor who first awarded the grade will be given notice of the change.



Pass/No Pass (P/NP), Credit/No Credit (C/NC) and Credit-by-Exam (CRE) grade designations, once applied to the transcript, cannot be changed to a letter grade.



When grade changes are made, the student’s permanent academic record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.







Availability of Semester Grades



Grades for each semester are generally available within 24 hours of each instructor submitting his/her grades. Students may access their grades through their portal at my.vcccd.edu.  Students with outstanding fees and/or obligations will not be able to access their grades until they have cleared their fees/obligations







Auditing Classes



Auditing enables a student to attend a class without taking exams, receiving a grade or earning unit credit. Students enrolled in ten units or more in Fall or Spring (or three or more unit in Summer) may, with instructor consent, be allowed to audit one lecture class per term without a fee. Students enrolled in less than ten units may, with instructor consent, audit one lecture class per term for a non-refundable fee of fifteen dollars ($15.00) per unit per semester. Audit students must also pay the health fee. Audit fees are nonrefundable. All fees are subject to change. Priority in class enrollment shall be given to students desiring to take the courses for credit toward a certificate, degree or transfer certification. 



Petitions to Audit are accepted on or after the last two days of program adjustment as specified in the registration calendar.  Laboratory and activity classes are not normally eligible for audit. Students auditing a course shall not be permitted to change their enrollment in that course to receive credit for the course, nor are they permitted to challenge the course at a later date. Students auditing a course are not permitted to take exams in class, nor are they permitted to challenge the course by exam at a later date. Instructors are under no obligation to grade assignments of students auditing a course. Attendance requirements for students auditing courses are the same for all other students as stated in this Catalog. The Petition to Audit is available at the office of Registration and Records.







Withdrawal from Class 



Withdrawal from a class or from the college is primarily the responsibility of the student.  Withdrawals may be done online or in person at the Records Office.  It is the student’s responsibility to understand how a withdrawal will affect their academic records, academic standing, ability to repeat the course, eligibility for financial aid, athletic participation veterans’ educational benefits and other programs, services or benefits.  Instructors have a responsibility to drop students under certain circumstances as identified below. 



Deadline dates for withdrawing from a class may be found on the student’s Schedule/Bill and in the online searchable schedule of classes in the CRN notes – click on the CRN to view notes. Students who do not officially withdraw by the stated deadlines will receive an evaluative grade (A-F, P or NP).  Withdrawal after the final deadline may be permitted if it is determined that extenuating circumstances prevented a student from completing and withdrawing from a course.  Extenuating circumstances are verified cases of accident, illness or other circumstances beyond the student’s control.  Supporting documentation will be required.   Students should contact a counselor or the Registration & Records Office to initiate a Petition to Change a Grade to W.  A graded course that has been used to satisfy degree, certificate or transfer requirements will not be changed to a W.



Students who, due to a severe illness or injury are unable to attend classes for a substantial length of time, should contact the Student Health Center regarding their eligibility for medical withdrawal.  Verifiable documentation of circumstances will be required.



A grade of “W” is not calculated in the grade point average (GPA).  Courses that receive “W” grades are counted as an enrollment attempt and will affect a student’s ability to repeat the class.  Students will be blocked from repeating any course in which they have already received three W, D, F or NP grades in any combination. See Appendix XIII – Course Repetition for details.  “W” grades are also counted in the determination of a student’s academic standing, and excessive “W”s will be cause for placing students on progress probation.   Students are encouraged to consult a counselor regarding the full impact of “W” grades.



Instructor-initiated drops:  Instructors are required to drop by the census date any student who has never attended class or who has quit attending class.  They may drop students who do not attend the first class meeting.  The census date for each class is determined by the length of the class and may vary. Instructors may but are not required to, drop students after the census date for excessive absences. Absence is generally considered excessive if a student misses 1/9 or more of the total number of classes (2 weeks of a full –semester class); however, the nature of the class may require a stricter absence policy. Consult the class syllabus or instructor for more information.



Withdrawing from semester-length classes:   Students may withdraw from full semester-length classes through the end of the 14th week.   A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the end of the 14th week.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after the end of the 14th week will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.



Withdrawing from short-term classes:  Students may withdraw from short-term classes through 75% of the total number of class meetings.  A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the 75% deadline.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after 75% of class meetings will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.







Military Withdrawal



Military withdrawal occurs when students who are members of an active or reserve United States military service receive orders compelling withdrawal from classes.  Upon verification of orders, the appropriate withdrawal symbol may be assigned at any time after the period established by the governing board during which no notation is made on the permanent academic record for withdrawals.



Students requesting military withdrawal must present a petition for withdrawal and a copy of the military orders, or other acceptable documentation, which verifies the dates and location of military assignment that compelled or compels withdrawal from classes.  Military withdrawal may be requested at any time upon the student’s return to college.



A grade of MW shall be recorded on the permanent academic record upon approval of petition for military withdrawal that occurs after the third week of full-semester length classes or 16% of total meetings of short-term classes.  MW grades shall not be counted as one of the three enrollment attempts allowed to achieve a standard (passing) grade of C/P or better, or in the calculation of a student’s academic progress for the determination of academic standing.







Course Repetition: Limitation on Enrollments & Withdrawals



See Appendix XIII for details. A non-repeatable course in which a grade of C/P/CR or better is earned may not be repeated except as allowed under special circumstances.  Students are permitted a total of three enrollment attempts to achieve a standard grade (defined as a passing grade of A, B, C, P or CR).  This rule applies to courses taken at any regionally accredited college, in which the student received a substandard grade as defined above.  Once a passing grade of C/P/CR or better is received, the course may not be taken again under this section.  However, repetition may be allowable under special circumstances as defined in the appendices.  



An enrollment attempt is defined as any enrollment in a course that results in an evaluative (A, B, C, D, F, P, NP,  CR, NC) or non-evaluative (W) grade.  All of these grades are counted as enrollment attempts when determining a student’s eligibility to repeat a course.



Withdrawals may not exceed three (3) times in the same class.  Students who have withdrawn from the same class the maximum number of times will be required to petition for a fourth enrollment attempt.  The fourth attempt, if authorized, must reflect a grade other than W.



Petitions for Course Repetition are available in the Counseling Office.



Consult Appendix XIII of this catalog for full policy and procedure information regarding course repetition.







Academic Renewal Without Course Repetition



See Appendix XV for details.  Students may petition only one time to have a portion of previous college work disregarded in meeting academic requirements in the colleges of the Ventura County Community College District. Academic renewal is intended to facilitate the completion of requirements necessary for an academic degree or certificate.



Consult Appendix XV of this catalog for full policy and procedure information regarding academic renewal.







Probation, Dismissal, and Readmission 



See Appendix XII for details. Probation, dismissal, and readmission   policies and procedures are designed to assist students in making progress toward realistic academic, career, and personal goals. Students who choose to enroll should be encouraged to take advantage of the opportunity to realize their full potential. Limitations regarding programs, courses, and unit loads are consistent with the philosophy of providing an opportunity to succeed.



Consult Appendix XII at the end of this catalog for full policy and procedures for Probation, Dismissal and Readmission practices.




Academic Dishonesty



Moorpark College takes academic honesty very seriously. Instructors, accordingly, have the responsibility and authority for dealing with instances of cheating or plagiarism that may occur in their classes. Such activities could include stealing tests, using “cheat sheets,” using unauthorized technology, copying off another’s test, or turning in someone else’s work as his/her own. Instructors have the responsibility to report instances of plagiarism or cheating to the Dean of Student Life. Academic dishonesty, in any form, is a violation of the Moorpark College Student Code of Conduct as outlined in the Student Rights and Responsibilities section and, as such, is subject to investigation, charges of misconduct, and disciplinary consequences.







Credit By Examination



Students may petition to receive credit by exam for external test scores such as the College Board (AP), College Level Exam Program (CLEP) and International Baccalaureate (IB) exams; by taking a locally administered exam (also referred to as “challenging a course”), or through an articulation agreement between the student’s high school and this college.



All petitions for credit by exam must be initiated with a college counselor.  A fee of $46.00 per unit is charged for all credit awarded through the credit by exam process, except that no fee is charged for credit awarded through a High School to College articulation program.



Consult Section 8 of this catalog for complete information, policy and procedures for requesting credit by exam.



Dean’s List



Special recognition is accorded to full-time students who complete a program of letter-graded coursework with a 3.50 grade point or higher during a semester. Pass/No Pass units are not considered in the full-time requirement. These students are placed on the Dean’s List and accorded appropriate recognition, including a letter of commendation for academic distinction.




Graduation with Honors



The honors designation is placed in the commencement program of the graduate who has achieved an overall grade point average (GPA) of 3.5. 







Use of Listening or Recording Devices



State law in California prohibits the use by anyone in a classroom of any electronic listening or recording device without prior consent of the instructor and school administration. Any student who has need to use electronic aids must secure the consent of the instructor. Students who need to use recording devices as an authorized disability accommodation must receive verification through campus Accessibility Coordination Center & Educational Support Services (ACCESS) and must provide this verification to the instructor prior to use.




Use of the Internet



PURPOSE OF THE INTERNET: The Internet access provided by Moorpark College is to be used to support the instructional process of students who are actively enrolled in a designated course. Non-educational, recreational and commercial uses of the Internet are prohibited on the Moorpark College network. 



RULES FOR USING THE INTERNET: Each student is responsible for ensuring that he or she uses the College provided Internet access in an effective, efficient, ethical and lawful manner. To this end, students must comply with the following rules: 



1. Observe with the guidelines for acceptable use of networks or services.



2. Only attempt to gain access to resources for which he or she has authorization. Moorpark College will not assume financial responsibility for unauthorized Internet-related expenditures.



3. Do not make harassing or defamatory remarks using the Internet.



4. Do not create a personal link to any Moorpark College page, and do not represent Moorpark College on any personal page.



5. Do not install any software.



6. Do not use any unapproved software.



7. Do not violate any federal or state law, including copyright laws.



8. Download data from the Internet onto personal data storage units—any data found on a College-owned hard drive will be deleted.



9. Do not create any social networking page on behalf of Moorpark College or claiming to represent Moorpark College.







PRIVACY ON THE INTERNET: Please be aware that any electronic mail is not private since classes will be sharing a mailbox, and that the College reserves the right to access any such information on College-owned servers.











RESPONSIBILITY FOR INFORMATION ON THE INTERNET: Through the Internet, the College provides access to public and private outside networks which furnish electronic mail, information services, bulletin boards, conferences, etc. Please be advised that the College does not assume responsibility for the contents of any of these outside networks.







OBSCENE MATERIAL: District information resources should not be used for knowingly viewing, downloading, transmitting, or otherwise engaging in any communication which contains obscene, indecent, profane, lewd, or lascivious material or other material which explicitly or implicitly refers to sexual conduct.    This policy does not prohibit the use of appropriate material for educational purposes, nor limit academic freedom.  However, knowingly displaying sexually explicit or sexually harassing images or text in a private and/or public computer facility or location that can potentially be in view of other individuals is prohibited.











STUDENT AND INSTRUCTIONAL SUPPORT SERVICES







Registration and Records



The Registration and Records Office performs a variety of functions and services that facilitate student access to the college from preadmission through the achievement of their educational goals.  Admission functions include preadmission guidance, admission, residency determination and reclassification, registration and program adjustments.  Records office functions includes processing grades, transcripts, applications for degrees, certificates and transfer certification, enrollment verifications and determination of eligibility for veteran's benefits and Intercollegiate Athletics. 







Veterans' Educational Benefits



Moorpark College offers courses approved for Veterans Administration (V.A.) benefits under Chapters 30, 31, 32, 33, 35, and 1606/1607.  All veterans and eligible dependents are required to meet with the Veteran's Counselor from the Counseling Office to develop a Veterans' Educational Plan before enrolling. Veterans are entitled to registration priority even if they do not plan to use their educational benefits while attending Moorpark College. 



Enrollment can only be certified to the V.A. when a student has completed the following:



· Official transcripts of all previous coursework taken at colleges or universities, including military education (SMART transcripts) are filed with the V.A. Certifying Official in the Registration & Records Office.



· DD214 discharge documents and Certificate of Eligibility are filed with the V.A. Certifying Official in the Registration & Records Office. 



· Veteran’s Educational Plan is filed with the V.A. Certifying Official in the Registration & Records Office.



· Registration for all classes in the semester to be certified.



V.A. Certifying Official must be notified of any changes in academic program, marital or dependent status, or address. The Moorpark College V.A. Certifying Official is located in the Registration & Records Office and can be reached at (805) 378-1400, ext. 1612 or online at http://www.moorparkcollege.edu/services_for_students/veterans_services/. The California Department of Veteran Affairs can be reached directly at 1 (800) 952-5626 or www.cdva.ca.gov. The Department of Veteran Affairs can be reached at 1 (888) 442-4551 or www.va.gov.
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The general terms "college" and "colleges" are used interchangeably throughout the Appendices to reference procedures that apply to all three colleges of the Ventura County Community College District (VCCCD), Moorpark College, Oxnard College, and Ventura College.







Appendix I



Privacy Rights



Privacy Rights Governing Student Records



Pursuant to the Federal Educational Rights and Privacy Act (FERPA), the California Education Code (§76240 et. seq.), and the California Administrative Code Title 5, student records are maintained in manner to ensure privacy of such records.  The colleges of this district shall not, except as authorized, permit any access to or release of any information therein.



The colleges of the Ventura County Community College District establish and maintain information on students relevant to admission, registration, academic history, career, student benefits or services, extracurricular activities, counseling and guidance, discipline or matters related to student conduct, and shall establish and maintain such information required by law. All such records are maintained under the direction of the Executive Vice President or designee.



The Colleges are not authorized to permit access to student records to any person without the written consent of the student or under judicial order except to college officials and employees with legitimate educational interest, except in cases of requests for directory information or noted exceptions to law requiring response to subpoenas and court orders.



For purposes of this article and for use in the enforcement of FERPA procedures, a student is defined as an individual who is or has been in attendance at one of the colleges of the Ventura County Community College District. “In attendance” is defined as an individual whose application has been accepted and entered into the district student database.



Directory Information



The colleges of this District maintain directory information which may be released to the public without the written consent of the student.  Directory information may include: student’s name; address; telephone number; date of birth; major field of study; participation in officially recognized activities and sports; dates of attendance; degrees and awards received; the most recent educational institution attended by the student; and weight and height of members of athletic teams.



Directory information will be released to branches of the United States military services in compliance with the Solomon Act, the National Student Clearinghouse, and may be released to other parties in accordance with the Education Code §76240.  No directory information shall be released regarding any student or former student who has notified the District or any college thereof in writing that such information shall not be released.  Such requests shall be addressed to the Executive Vice President or designee.



The colleges will forward a student’s educational records to other institutions of higher education that have requested the records and in which the student seeks or intends to enroll, providing such release of educational records complies with the requirements of FERPA.



FERPA affords students certain rights with respect to their education records.  These rights include:



(1)  The right to inspect and review his/her own education record.  Any currently enrolled or former student has a right to access to any or all student records relating to the student which are maintained by this District. The editing or withholding of such records is prohibited except as provided by law. Requests for access shall be in writing, addressed to the Executive Vice President or designee at the college of attendance, and shall clearly identify the records requested for inspection and review.  Requests by students to inspect and review records shall be granted no later than 15 days following the date of request.  The inspections and review shall occur during regular school hours. The Executive Vice President or designee shall notify the student of the location of all official records which have been requested and provide personnel to interpret records where appropriate.



Access to student records may be permitted to any person for whom the student has executed written consent specifying the records to be released and identifying the party to whom the records may be released. Information concerning a student shall be furnished in compliance with a court order. The colleges shall make a reasonable effort to notify the student in advance of such compliance if lawfully possible within the requirements of the judicial order.



Students, for a fee determined by the Board, may request copies of their records.



Students may request copies of records for review. A fee of one dollar ($1) will be charged per page per copy.



In accordance with the Family Education Rights and Privacy Act of 1974, all other student information, excluding that designated as Directory Information, cannot be released to a third party without written permission submitted to the college by the student. This law applies to all students attending the colleges of the Ventura County Community College District, regardless of the student’s age.



(2) 	The right to request the amendment of the student’s education records that the student believes is inaccurate.  Any student may file a written request with the President of the college or the designee to remove student records which the student alleges to be: (1) inaccurate, (2) an unsubstantiated conclusion or inference, (3) a conclusion or inference outside the observers’ areas of competence, (4) not based on personal observations of the named person with the time and place of the observation noted. Allegations which are sustained shall be expunged and the record removed and destroyed.



Students filing a written request shall be provided a hearing and receive, in writing, a decision either sustaining or denying the allegations.



Allegations which have been denied by the college may be further appealed to the Chancellor of the Ventura County Community College District and his or her designee. Allegations which have been denied by the Chancellor may be further appealed to the Governing Board of the Ventura County Community College District who shall meet with the student, within 30 days of receipt of such appeal, to determine whether to sustain or deny the allegations. All decisions of the Governing Board shall be final.



(3) 	The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent.



One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the College District in an administrative, supervisory, academic or research, or support staff position (including law enforcement unit personnel and health staff); a person or company with whom the College District has contracted (such as an attorney, auditor, or collection agent); a person serving on the Board of Trustees; or a person serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.



In compliance with California Education Code §76222, a log or record shall be maintained of persons, agencies or organizations requesting and receiving information from a student record.  Also pursuant to code, such log or record will not include the following:



1. A student to whom access is granted pursuant to Education Code §76230.



2. Parties to whom directory information is released pursuant to §76240.



3. Parties for whom written consent is executed by the student pursuant to §76242.



4. Officials or employees having a legitimate educational interest pursuant to §76243(a).



Such record shall be open to inspection only by the student and the college official or his or her designee responsible for the maintenance of student records, and to the Comptroller General of the United States, the Secretary of Education, an administrative head of an education agency as defined in Public Law 93-380, and state educational authorities as a means of auditing the operation of the system.



(4) 	The right to file a complaint with the U.S. Department of Education concerning alleged failures by the College to comply with the requirements of FERPA. The name and address of the Office that administers FERPA are:



Family Policy Compliance Office



U.S. Department of Education



400 Maryland Avenue, SW



Washington, DC 20202-5920



Appendix II



Statement of Nondiscrimination



 The Ventura County Community College District and its three colleges -- Moorpark College, Oxnard College, and Ventura College -- are committed to providing an equal opportunity for admissions, student financing, student support facilities and activities, and employment regardless of race, color, religion, sex, national origin, disability, age, sexual orientation, marital status or Vietnam veteran status, in accordance with the requirements of Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964 (as amended by the Equal Employment Opportunity Act of 1972), sections 503 and 504 of the Rehabilitation Act of 1973 and the Rehabilitation Act Amendments of 1974, Executive Order 11246 (as amended by Executive Order 11375), and the Federal Age Discrimination Employment Act of 1967 and the Age Discrimination Employment Act Amendments of 1978 and the Americans with Disabilities Act of 1992. The Executive Vice President is the Title IX Facilitator and the ADA/504 Coordinator and can be reached at (805) 378-1403.



Maintaining an Environment of Civility and Mutual Respect



Moorpark College takes all steps necessary to provide a positive educational and employment environment that encourages the full range of equal educational opportunities noted above without limiting any citizens right to free speech. The college actively seeks to educate staff members and students on the deleterious effects of expressions of hatred or contempt based on race, color, national or ethnic origin, age, gender, religion, sexual orientation or physical or mental ability. A more detailed review of expected respectful behavior is provided in the Student Conduct Code.



To better ensure appropriate, respectful behavior across campus, the College will take immediate, appropriate steps to investigate complaints of discrimination in order to eliminate current discrimination and to prevent further discrimination. The College prohibits retaliation against any individual who files a complaint or who participates in a discrimination or discriminatory harassment inquiry. If you feel you have experienced discrimination at Moorpark College, initiate the Complaint Procedure outlined in the Sexual Harassment Policy later in this section. If you have any questions on how to proceed with your concerns or complaints, contact the Office of the Executive Vice President at (805) 378-1403.



Equal Opportunity Act



The Ventura County Community College District subscribes to and promotes the principles and implementation of Equal Opportunity and Diversity.



Inquiries regarding related laws and regulations, and the corresponding Board policies may be directed to the:



District Diversity Facilitator



c/o District Office



255 W. Stanley Avenue, Suite 150



Ventura, California 93001



phone: (805) 652-5500



Appendix III



Sexual Harassment Complaint Procedures



A.  Introduction



It is the policy of the Ventura County Community College District to provide an educational, employment and business environment free of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communications (including voice and e-mail telecommunications, fax machines, etc.) constituting sexual harassment as defined and otherwise prohibited by state and federal statutes.



It shall be a violation of this policy for anyone (employee, student, or contractor) to engage in sexual harassment. Within the Ventura County Community College District, sexual harassment is prohibited regardless of the status and/or relationship of the affected individuals.



Disciplinary action, up to and including termination or expulsion, may be instituted for behavior described in the definition of harassment set forth in this policy.



Any retaliation against a student or employee for filing a harassment charge, making a harassment complaint or otherwise being involved in a harassment investigation is prohibited. Any persons found to be retaliating against another employee or student shall be subject to disciplinary action up to and including termination or expulsion.



Any employee who receives a harassment complaint, observes, or otherwise learns of harassing behavior in the educational/business environment or workplace, must direct the concerns to the appropriate Sexual Harassment Intake Facilitator or to the Vice Chancellor of Human Resources at the District Office. Students are encouraged to follow the same procedure.



B. Complaint Procedure



Any student, employee, job applicant, or contractor who believes he/ she have been harassed should direct his/her concerns to either of the following:



The Office of the Executive Vice President: (805) 378-1403.



Associate Vice Chancellor of Human Resources, Ventura County Community College District: (805) 652-5513.



Anyone who receives a harassment complaint, observes, or otherwise learns of harassing behavior in the work place must direct the complaint or complainant to either Sexual Harassment Intake Facilitators at Moorpark College or to the Associate Vice Chancellor of Human Resources at the District Office. 



C. Investigative Procedure



The Sexual Harassment Intake Facilitator or Associate Vice Chancellor of Human Resources will initiate a sexual harassment investigation that shall include, but may not be limited to:



Interviews with the complainant, the alleged harasser; and any other persons the investigator has reason to believe have relevant knowledge concerning the complaint.;



Review of the factual information gathered during the investigation to determine whether the alleged conduct occurred and whether such conduct constitutes harassment under this policy, based on the totality of the circumstances, including the nature of the verbal, physical, visual or sexual conduct, and the context in which the alleged incident(s) occurred;



Using the District Reporting Form as a guide, the Intake Facilitator will prepare a written report setting forth the results of the investigation. The findings shall be reported to the Associate Vice Chancellor of Human Resources;



Final disposition shall be reported back to the complainant and the alleged harasser in a timely manner and will also be filed with the State Chancellor’s office in Sacramento.



D.  Remedial Action



If it has been determined that a violation of this policy has occurred, prompt and effective corrective action shall be taken.



Reasonable steps shall be taken to protect the complainant from further harassment and/or retaliation.



E.  The Definition of Sexual Harassment



Sexual Harassment has been defined by the Equal Employment Opportunity Commission Guidelines (29 C.F.R. 1604.11) and the California Education Code (212.5), and includes unwelcome sexual advances, requests for sexual favors, or any other visual, telecommunications, verbal or physical conduct of a sexual nature made by someone from or in a work or education setting, under any of the following conditions:



submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment, academic status, or progress;



submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual;



the conduct has the purpose or effect of having a negative impact upon the individual’s work or academic performance, or of creating an intimidating, hostile, or offensive work or educational environment;



submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities available at or through the District.



Examples of behavior which could constitute sexual harassment include but are not limited to:



verbal: repeated sexual innuendoes or sexual epithets, derogatory slurs, off-color jokes, propositions, threats, or suggestive or insulting sounds;



visual/non-verbal: derogatory posters, cartoons or drawings; suggestive objects or pictures; graphic commentaries; leering; or obscene gestures;



physical: unwanted physical contact including touching, interference with an individual’s normal work movement, such as blocking or assault.



F. Additional State and Federal Procedures



In addition to the District’s procedure for reporting sexual or other prohibited types of harassment, both the State of California and the federal government have established processes by which student and employee claims of sexual harassment may be reported.



• Department of Fair Employment and Housing



1-800-884-1684



• Equal Employment Opportunity Commission



(213) 894-1000



• Chancellor’s Office of the California Community Colleges



(916) 445-8752



• California Department of Education



(916) 319-0800



• Department of Education



(800) 421-3481



If you feel you are a victim of sexual harassment, please report the incident immediately. Keep records to track dates, places, times, witnesses, and the nature of the harassment.



G.  A Final Precaution



Consensual sexual relationships between faculty and student, or between supervisor and employee, while not expressly forbidden, are generally deemed unwise. Although such relationships may be appropriate in other settings, they are not appropriate when they occur between members of the teaching staff and students or between a supervisor and an employee.



Appendix IV



Rights and Responsibilities



A. Associated Students



The Governing Board of the Ventura County Community College District recognizes the need for and authorizes the operations of the Associated Students in accordance with Education Code sections 10701 to 10705, inclusive. 



B. Privileges of Student Organizations



To use the name of one of the colleges or to use college facilities for regular meetings or special events, student organizations must be chartered by the Associated Students.



Recognized student organizations shall not use District facilities for the purpose of planning or implementing off-campus political or social events, nor use the name of the colleges in conducting such off campus events, unless authorized by the Associated Students.



A chartered student organization shall have a faculty advisor who shall be chosen by the members of that organization and approved by the Executive Vice President of Student Learning or designee. Institutional recognition shall not be withheld or withdrawn solely because of the inability of a student organization to secure an advisor.



Chartered student organizations shall be open to all students without respect to race, creed or national origin.



C. Off-Campus Affiliations



Any organization (whether official or unofficial) of students on the college campuses which, in its constitution or method of operation, vests control of its policies in an off campus organization, shall not be recognized as an official college organization and shall not be allowed to use the facilities of the District.



D.  Advocacy and Free Expression



Purpose - The primary purpose of a college is the advancement and dissemination of knowledge. Free inquiry and expression are indispensable to the attainment of this purpose. The colleges of the Ventura County Community College District have the responsibility to establish and maintain general conditions conducive to an orderly and open examination of ideas and issues relevant to the primary purpose referred to above.



Registered Students - Students of the Ventura County Community College District have the right of free expression and advocacy and may exercise this right within the framework outlined below:



a) that the cause or issue being advocated is legal.



b) that the District’s outside speaker policy is observed.



c) that the college rules regulating time, place, and manner, developed by a student/faculty/administrator committee at each college and approved by the college President or designated representative are respected.



d) that if, in the judgment of the President of the college or designated representative, an activity or event is disruptive or incompatible with the educational objective of the college, s/he may order individual students or chartered student organizations to discontinue the activity or event pending due process by either college and/or civil agencies. Due process is defined by a student/faculty/ administrator committee at each college and approved by the college President.



Non-Students - The colleges of the Ventura County Community College District are provided for the purposes commonly ascribed to higher education. Non-students who wish to pursue these purposes at one of the colleges of the District are encouraged to enroll as registered students; however, in regard to any event or activity that takes place on one of the college campuses of the Ventura County Community College District, non-students are governed by the same rules that apply to registered students.



Maintenance of Order - It shall be the policy of the Governing Board of the Ventura County Community College District to cooperate with all established governmental agencies in the maintenance of order on and about its properties. This cooperation shall in no way infringe upon or limit the use of these properties for the purposes historically and legally reserved for them. The President of the Board, as appropriate, shall convene a special meeting for the purpose of taking proper action to support the District and college administrations in carrying out the policy referred to in this section.



E.  Dress Code



The dress of persons appearing on the campuses of the Ventura County Community College District shall comply with generally accepted standards of hygiene and good taste. Clothing that is worn shall be such as to avoid interference with the educational responsibilities of the District, or with any other approved activities taking place within the District’s jurisdiction.



F. Solicitation



The solicitation, selling, exposing for sale, offering to sell, or endorsing any goods, articles, wares, services or merchandise of any nature whatsoever for the purpose of influencing lease, rental or sale at a college is prohibited except by written permission of the District Chancellor, President of the college or the President’s designee. This policy applies to all students, staff and community members.



Nothing in this policy shall be construed to revoke the rights and privileges of students and staff as specifically granted by Education Code sections and board policy with regard to fund raising activities (EC 76062), examination of instruction materials (EC 78904, 78905), or other activities sanctioned by federal, state and local regulations.



G. Notices and Posters



Student and other college developed posters and flyers may be distributed or displayed as follows:



Any posters, flyers or other materials which advertise instructional programs, student activities or any other events that can be clearly identified as having Moorpark College sponsorship may be circulated and posted without bearing the “approved for posting” stamp.



All other notices or posters must have an “approved for posting” stamp obtained from the Student Business Office in the Administration Building. Posters should be placed in a designated area. Blue painter’s tape must be used for posting. Posters should be removed when no longer applicable. Any postings not in compliance with these guidelines will be removed.



H. Use of College Facilities



The purpose of these policies is to assure the full effective use and enjoyment of the facilities of the college campus as an educational institution. Orderly procedures are necessary to promote the use of facilities by students and college personnel, to conserve and protect facilities for educational use and to prevent interference with college functions.



Available college facilities may be used and shall be reserved in advance for meetings and other events related to their purpose by:



a) chartered student organizations;



b) certificated personnel; 



c) organizations of college employees;



d) the associated students;



e) groups of ten or more students;



f) community organizations and groups under the Civic Center Act. (Education Code, 16551-16556).



Reservation of college facilities shall be made through the College Business Services office in advance of the event. Reservations will be granted in the order of application, unless considerations of format, room size or equitable distribution of special facilities will require adjustments. Student groups should also seek approval from the Advisor to Student Activities.



The college may make reasonable charges for the use of college facilities by community groups in accordance with the civic center charges as published by the Ventura County Community College District.



Outdoor meetings and events.



a) Students and college personnel may gather at reasonable places and times on the campus consistent with the orderly conduct of college affairs and the free flow of traffic. Interference with entrances to buildings and college functions or activities, disturbance of offices, classes and study facilities and harm to property are prohibited.



b) The Campus Center patio is available as a discussion area. The Executive Vice President of Student Learning or designee may approve other areas if unusual circumstances require.



c) Voice amplification will be permitted in the above areas between 11:30 a.m. and 12:30 p.m. on Fridays. Voice amplification equipment will be provided by the college upon request and without charge. No other voice amplification equipment may be used. The Executive Vice President of Student Learning or designee may arrange for voice amplification at other times or places on the campus if unusual circumstances require it to implement the purposes of these regulations. The volume and direction of voice amplification will be adjusted to reach no farther than the audience present. Specific stipulations have been established by the Moorpark College Academic Senate.



Tables



a) Student organization and groups cited may maintain a table in the following areas: Foyer of the campus center, patios of the campus center or Raider Walk.



b) Tables shall be staffed at all times. The name of the sponsoring organization shall be displayed at each table.



c) Tables shall be furnished by the Associated Students. Posters shall be attached to the tables.



d) Tables may be used to distribute and exhibit, free of charge, non-commercial announcements, statements and materials and for fund raising. Distributing or soliciting by means of shouting or accosting individuals is prohibited.



Appendix V



Grievance



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 the college decision or action has adversely affected his or her status, rights, or privileges as a student.



A grievance is an allegation of a violation of any of the following:



A. sex discrimination as prohibited by Title IX of the Higher Education Amendments of 1972.l.



B. course grades, to the extent permitted by Education Code 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.



C. the exercise of rights of free expression protected by the state and federal constitutions, Education Code Sections 66301 and 76120, and District Board Policy and Administrative Procedures concerning the right of free expression.



D. violation of published District rules, Board Policies, and Administrative Procedures, except as set forth below. This procedure does not apply to:



- challenges to the process for determining satisfaction of prerequisites, corequisites, advisories, and limitations on enrollment. Information on challenges to prerequisites is available from the Office of Academic Affairs.



- allegations of harassment or discrimination on the basis of any protected characteristic as set forth in Board Policies 3410 and 3430 and 5 California Code of Regulations Section 53900 et seq. Such complaints may be initiated under the procedures described in the college catalogs.



- appeals for residency determination. Residency appeals should be filed with the Admissions and Records Office.



- student disciplinary actions, which are covered under separate Board Policies and Administrative Procedures.



- police citations (i.e. “tickets”); complaints about citations must be directed to the Campus Police.



- evaluation of the professional competence, qualifications, or job performance of a District employee.



- claims for money or damages against the District.



Information about other procedures is listed in the college catalogs or may be obtained from the Office of Student Learning.



The alleged wrong must involve an unjust action or denial of a student’s rights as defined above. A grievance exists only when such an error or offense has resulted in an injury or harm that may be corrected through this grievance procedure. As noted above there may be other procedures applicable to various other alleged injuries or harms, and this grievance procedure may not be the sole or exclusive remedy, and it may not be necessary to exhaust this process before presenting allegations to other government agencies or the courts. The outcome of a grievance must be susceptible to producing a tangible remedy to the student complaining or an actual redress of the wrong rather than a punishment for the person or persons found in error. For example, a grievance seeking only the dismissal of a District employee is not viable.



Definitions



Chief Student Services Officer (CSSO) – A college’s Executive Vice President or Vice President of Student Services, or designee.



College Grievance Officer – The administrator in charge of student discipline and/or grievances who shall assist students in seeking resolution by informal means; if informal means are not successful, the College Grievance Officer shall assist students by guiding them through the formal grievance process.



Day – A calendar day unless otherwise specified in this procedure. If the final day to take any action required by this procedure falls on a Saturday, Sunday, or other day that the administrative offices of the District are closed, the date for such action shall be extended to the next business day. Similarly, if the final day to take any action required by this procedure occurs during summer session or during an intersession, but the basis for the grievance arose prior to that summer or intersession, the final day to take any required action shall be extended to the first business day of the next academic term.



Grievant – Any student currently enrolled in the college, a person who has filed an application for admission to the college, or a former student. A grievance by an applicant shall be limited to a complaint regarding denial of admission. Former students shall be limited to grievances relating to course grades to the extent permitted by Education Code Section 76224(a).



Respondent – Any person claimed by a Grievant to be responsible for the alleged grievance.



Informal Resolution



Informal meetings and discussion between persons directly involved in a grievance are essential at the outset of a dispute. A student who has a grievance shall make a reasonable effort to resolve the matter on an informal basis prior to filing a formal grievance, and shall attempt to solve the problem with the person with whom the student has the grievance or dispute. If a student cannot resolve a grievance informally with the Respondent, then the student will request a meeting with the Respondent’s administrator, manager, or division chairperson, who shall meet with the student in an attempt to resolve the issue and may meet with the student and Respondent either jointly or separately. 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 any time, the student may request the assistance of the College Grievance Officer in understanding or arranging the informal resolution process.



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.



Formal Resolution



In the event an informal resolution is not reached, the grievant shall submit a preliminary written statement of the grievance to the College Grievance Officer within 90 days of the incident on which the grievance is based, or 90 days after the student knew or with reasonable diligence should have known of the basis for the grievance, whichever is later.



Within 10 days following receipt of the preliminary written statement of the grievance, the College 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 formal written statement of the grievance.



The submission of this formal signed and dated written description of the complaint signals the beginning of the formal resolution, serves as the request for a hearing, and shall serve as the dated start of the hearing timeline.



The College Grievance Officer will submit a copy of the formal written grievance to the Respondent. The Respondent will be given an opportunity to submit a written response to the allegations to the College Grievance Officer. This response must be received within 10 days.



Hearing Procedures



Grievance Hearing Committee – The hearing panel for any grievance shall be composed of one administrator, one faculty member and one student. At the beginning of the academic year, and no later than October 1st, the College President, the President of the Academic Senate, and the Associated Students President shall each establish a list of at least two persons who will serve on student Grievance Hearing Committees. The College President will identify two administrators; the President of the Academic Senate will identify two faculty; and the Associated Students President will identify two students. The College President shall appoint the Grievance Hearing Committee from the names in this pool; however, no administrator, faculty member or student who has any personal involvement in the matter to be decided, who is a necessary witness, who is a relative of any party or witness, or who could not otherwise act in a neutral manner shall serve on the Grievance Hearing Committee.



Upon notification of the Grievance Hearing Committee composition, the Respondent and Grievant shall each be allowed one peremptory challenge, excluding the chairperson. The College President shall substitute the challenged member or members from the panel pool to achieve the appropriate Grievance Hearing Committee composition. In the event that the pool names are exhausted in any one category, further designees shall be submitted by the College President (for administrators), the President of the Academic Senate (for faculty), or the Associated Student President (for students).



The Grievance Officer shall sit with the Grievance Hearing Committee but shall not serve as a member or vote. The Grievance Officer shall coordinate all scheduling of hearings, and shall serve to assist all parties and the Grievance Hearing Committee to facilitate a full, fair and efficient resolution of the grievance.



A quorum shall consist of all three members of the Committee.



Grievance Hearing Committee Chair – The College President shall appoint one member of the Grievance Hearing Committee to serve as the chair. 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 by both other members of the Grievance Hearing Committee to the contrary.



Time Limits – Any times specified in these procedures may be shortened or lengthened if there is mutual concurrence by all parties in writing.



Hearing Process – Within 14 days following receipt of the formal written statement of the grievance and request for hearing, the College President or designee shall appoint a Grievance Hearing Committee as described above. The Grievance Hearing Committee and the Grievance Officer shall meet in private and without the parties present to determine whether the written statement of the grievance 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 considerations:



the statement satisfies the definition of a grievance as set forth above;



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



the grievant is a student, which under certain circumstances includes applicants and former students, and meets the definition of “grievant” as set forth in these procedures;



the grievant is personally and directly affected by the alleged grievance;



the grievance seeks a remedy which is within the authority of the hearing panel to recommend or the college president to grant:



the grievance was filed in a timely manner;



the grievance is not clearly frivolous, clearly without foundation, or clearly filed for purposes of harassment.



If the grievance does not meet all of the above requirements, the Grievance 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 7 days of the date the decision is made by the Grievance Hearing Committee.



The student may appeal the Grievance Hearing Committee’s determination that the statement of grievance does not present a grievance as defined in these procedures by presenting his/her appeal in writing to the College President within 7 days of the date the student received that decision. The College President shall review the statement of grievance in accordance with the requirements for a grievance provided in these procedures, but shall not consider any other matters, including any facts alleged in the appeal that were not alleged in the original grievance. The College President’s decision whether or not to grant a grievance hearing shall be final and not subject to further appeal.



If the statement of the grievance satisfies each of the requirements The College Grievance Officer shall schedule a grievance hearing to begin within 30 days following the decision to grant a Grievance Hearing. All parties to the grievance shall be given at least 10 days’ notice of the date, time and place of the hearing.



Before the hearing commences, the members of the Grievance Hearing Committee shall be provided with a copy of the grievance, the written response provided by the Respondent, and all applicable policies and administrative procedures. The Grievance Hearing Committee may request other documents as needed.



A time limit on the amount of time provided for each party to present its case, or any rebuttal, may be set by the Grievance Hearing Committee. Formal rules of evidence shall not apply. All witnesses shall be bound by the student code of conduct and professional codes of ethics to present truthful evidence. Any witnesses not so bound will testify under oath, subject to the penalty of perjury. Any relevant evidence may be admitted at the discretion of the Grievance Hearing Committee Chair, in consultation with the College Grievance Officer and Grievance Hearing Committee. Hearsay evidence will be admissible, but will be insufficient, alone, to establish the allegations.



The Grievance Hearing Committee Chair, in consultation with the Grievance Hearing Officer and Grievance Hearing Committee, shall be responsible for determining the relevancy of presented evidence and testimony, the number of witnesses permitted to testify, and the time allocated for testimony and questioning. The Grievance Hearing Committee Chair, in consultation with the Grievance Hearing Committee, shall further be responsible for instructing and questioning witnesses on behalf of the Grievance Hearing Committee, and for dismissing any persons who are disruptive or who fail to follow instructions. The Grievance Hearing Committee Chair, in consultation with the College Grievance Officer, shall have the final decision on all procedural questions concerning the hearing.



The Grievance Hearing Committee shall conduct the hearing in accordance with established standards of administrative procedure. 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 shall make the first presentation, followed by the respondent. The grievant may present rebuttal evidence after the respondent completes presentation of his or her evidence. The burden shall be on the grievant to prove by a preponderance of the evidence that the facts alleged are true and that a grievance has been established as presented in the written statement of the complaint.



Both parties shall have the right to present statements, testimony, evidence, and witnesses. Each party to the grievance may represent him or herself, and may be represented by a person of his or her choice, except that neither party shall be represented by an attorney. The Grievance Hearing Committee may request legal assistance for the Committee itself through the College President. Any legal advisor provided to the Grievance Hearing Committee may be present during all testimony and deliberations in an advisory capacity to provide legal counsel but shall not be a member of the panel or vote with it.



The grievant shall, in consultation with the College Grievance Officer, have the right to be served by a translator or qualified interpreter to ensure his/her full participation in the proceedings.



Hearings shall be closed and confidential. No other persons except the Grievant and his/her representative and/or translator/interpreter, the Respondent and his/her representative, scheduled single witnesses, the College Grievance Officer, the Grievance Hearing Committee members, and the Committee’s legal advisor, if any, shall be present. Witnesses shall not be present at the hearing when not testifying, unless all parties and the Grievance Hearing Committee agree to the contrary. The rule of confidentiality shall prevail at all stages of the hearing. Moreover, the Grievance Hearing Committee members shall ensure that all hearings, deliberation, and records remain confidential in accordance with the Family Educational Rights and Privacy Act (FERPA), California Education Code Section 76200 et seq., and District Board Policies and Administrative Procedures related to the privacy of student and employee records.



The hearing shall be recorded by the District by electronic means such as audiotape, videotape, or by court reporting service and shall be the only recording made. No other recording devices shall be permitted to be used at the hearing. Any witness who refuses to be recorded shall not be permitted to give testimony. A witness who refuses to be recorded shall not be considered to be unavailable within the meaning of the rules of evidence, and therefore an exception to the hearsay rule for unavailability shall not apply to such witness.



At the beginning of the hearing, on the record, the Grievance Hearing Committee Chair shall ask all persons present to identify themselves by name, and thereafter shall ask witnesses to identify themselves by name. The recording shall remain the property of the District and shall remain in the custody of the District at all times, unless released to a professional transcribing service. Any party to the grievance may request a copy of the recording. Any transcript of the hearing requested by a party shall be produced at the requesting party’s expense.



Following the close of the hearing, the Grievance Hearing Committee shall deliberate in closed session. These deliberations shall not be electronically recorded and the proceedings shall be confidential for all purposes. Within 30 days following the close of the hearing, the Grievance Hearing Committee shall prepare and send a written decision to the College Grievance Officer to be forwarded to College President. The decision shall include specific factual findings regarding the grievance, and shall include specific conclusions regarding whether a grievance has been established as defined in these procedures. 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 any matters outside of that record. The record consists of the original grievance, any written response, and the oral and written evidence produced at the hearing, and additional information or documentation related to the hearing that is requested by the Grievance Hearing Committee. The District shall maintain records of all Grievance Hearings in a secure location on District premises for a period of 7 years.



College President’s Decision



The College President, at his/her discretion, may accept, reject, or modify the findings, decision, and recommendations of the Grievance Hearing Committee. The factual findings of the Grievance Hearing Committee shall be accorded great weight. The College President may additionally remand the matter back to the Grievance Hearing Committee for further consideration of issues specified by the College President. Within 21 days following receipt of the Grievance Hearing Committee’s decision and recommendation(s), the College President shall send to all parties his or her written decision, together with the Grievance Hearing Committee’s decision and recommendations. If the College President elects to reject or modify the Grievance Hearing Committee’s decision or a finding or recommendation contained therein, the College President shall review the record of the hearing, and shall prepare a new written decision that contains specific factual findings and conclusions. The decision of the College President shall be final, subject only to appeal as described below.



Any party to the grievance may appeal the decision of the College President after a hearing before a Grievance Hearing Committee by filing an appeal with the Chancellor. The Chancellor may designate a District administrator to review the appeal and make a recommendation.



Any such appeal shall be submitted in writing within 5 days following receipt of the College President’s decision and shall state specifically the grounds for appeal.



The written appeal shall be sent to all concerned parties by the Chancellor or designee. All parties may submit written statements, within 5 days of receipt, in response to the appeal.



The Chancellor or designee may review the record of the hearing and the documents submitted in connection with the appeal, but shall not consider any matters outside of the record and the appeal.



If the Chancellor chooses a designee to review the record and appeal statements, that designee shall make a written recommendation to the Chancellor regarding the outcome of the appeal. The Chancellor may decide to sustain, reverse or modify the decision of his/her designee.



The decision on appeal shall be reached within 21 days after receipt of the appeal documents. The Chancellor’s decision shall be in writing and shall include a statement of reasons for the decision. Copies of the Chancellor’s appeal decision shall be sent to all parties.



The Chancellor’s decision shall be final.



Appendix VI



Sexual Assault



California Education Code Section 67385 requires that community college districts adopt and implement procedures to ensure prompt response to victims of sexual assault which occur on campus or during official campus events, as well as providing the victims with information regarding treatment options and services.



Ventura County Community College District exercises care to keep its campuses free from conditions which increase the risk of crime. Crimes of rape and other forms of sexual assault are violations of VCCCD standards and will not be tolerated on campus. California statutes and the VCCCD Standards of Student Conduct prohibit sexual assaults. Where there is cause to believe the District’s regulations prohibiting sexual assault have been violated, the District will pursue strong disciplinary actions including suspension or dismissal from the college.



Ventura County Community College District is committed to providing prompt, compassionate services to those individuals who are sexually assaulted, as well as follow-up services, if needed.



Administrative Regulations and Procedures Concerning Incidents of Sexual Assault on Campus



1. Introduction



Education Code Section 67385 requires that the governing board of each community college district adopt and implement clear, consistent, and written procedures to ensure that specific victims of sexual assault which occurred on campus property or during college sponsored events shall receive information regarding available treatment options and services, both on and off campus, as well as to ensure that the colleges will promptly respond to the option selected by the victim.



2. Definitions



For the purpose of the legislation, the following definitions are offered.



“Specific population” and “specific victim” include students, faculty and staff.



“Sexual assault” is any kind of sexual activity which is forced upon a person against his or her will. The definition includes, but is not limited to: rape (including “date” or “acquaintance rape”), forced sodomy, forced oral copulation, rape by a foreign object, or sexual battery or threat of sexual assault.



“On campus” is defined quite broadly to include: 1) any building or property owned or controlled by the District within the same reasonable contiguous geographic area and used by the District in direct support of, or related to, its educational purposes; or 2) any building or property owned or controlled by student organizations recognized by the institution.



“Official college sponsored events” include, but are not limited to, all classes off campus, field trips, or any event on the college calendar.



“Victim” of sexual assault is generally referred to here as being female, but could also include a male.



3. College Policy



Moorpark College exercises care to keep the campus free from conditions which increase the risk of crime. Crimes of rape and other forms of sexual assault will not be tolerated on campus.



The Ventura County Community College District Student Code of Conduct prohibits sexual assaults, as do California criminal statutes.



The Board of Trustees commits the college to taking prudent action to prevent sexual assaults from occurring and to ensure that students, faculty and staff are not adversely affected for having brought forward a charge of rape or other forms of sexual assault. Where there is cause to believe the college’s regulations prohibiting sexual assault have been violated, Moorpark College will pursue strong disciplinary actions which include the possibility of suspension or dismissal from the college.



In addition, a student, faculty, or staff member charged with sexual assault can be prosecuted under California criminal statutes in addition to being disciplined under the Student Code of Conduct or Education Code, as applicable. Even if prosecution does not take place, the campus may pursue disciplinary action.



The Board of Trustees is also committed to provide prompt, compassionate services to those individuals who are sexually assaulted and to provide follow-up services as needed.



4. Guidelines, Procedures and Personnel Responsible for Responding to a Sexual Assault Incident



The individual initially notified about the sexual assault will provide a secure setting for the victim. (This could be an unoccupied office or classroom, a well-lighted area or, ideally, the Student Health Center Office.) The Campus Police Office and the Health Services Coordinator should be notified, if possible.



The involved college personnel should then:



listen to the victim’s needs;



assess the situation. Determine the seriousness of the victim’s injuries; call 911 if injuries are severe and transportation is needed by ambulance to a hospital;



ask the victim what she/he wants to do. A consent form (available in English or Spanish) may be completed by the victim for any of the following options:



a) does the victim want to be taken to a hospital or private doctor’s office? Does the victim want to contact a friend or family member? If the victim does not want to contact anyone, a campus police officer may take the victim to the hospital. If possible, a female should accompany the victim if the officer is male.



b) does the victim want to have the Ventura County Coalition Against Domestic and Sexual Violence contacted? The mission of the Coalition is to coordinate and implement services to the victim of sexual assault.



c) does the victim want to report the incident to police? NOTE: If the victim is younger than 18, the sexual assault must be reported to the police. If the victim is 18 years or older, it is the victim’s decision whether or not to involve the police. (California law requires hospitals to report injuries by criminal act to a law enforcement agency.)



If the victim of a sexual assault decides to involve the police, the Campus Police Lieutenant will notify the appropriate police department and may request an officer of like gender of the victim for the report. The officer will take a police report, transport, accompany or meet the victim at an appropriate medical facility for the evidentiary examination, may conduct a follow-up interview, and may transport the victim home with consent.



The Coordinator Of Health Services will notify the parent, guardian, spouse, or friend, if appropriate, and with the consent of the victim.



Upon consent of the victim, the Coordinator Of Health Services may arrange for college personnel or a community Rape and Sexual Assault Counselor to accompany the victim, if appropriate, through hospital procedures and encounters with law enforcement agencies.



The Campus Police Lieutenant will complete a confidential incident report and keep records of the incident for statistical purposes.



As early as possible in the process outlined above, the Executive Vice President Of Student Learning or the administrator on duty at the college should be notified. That individual should go to the victim’s location and assist in the administration of these procedures, as well as notifying other campus and/or District officials, as appropriate.



In the event the sexual assault incident occurs when the campus is not open (“after hours”), the individual initially notified about the sexual assault will notify the campus police by calling on any campus phone (ext 4950); the Campus Police Lieutenant will follow the same procedures as described above.



In the event the sexual assault incident occurs at an off-campus event and it is not possible to contact the campus police, then the individual initially notified will contact the local law enforcement authority if the victim is under 18 years old (if 18 or over, if the victim wishes).



5.  Follow Up Procedures By College Staff:



The Executive Vice President Of Student Learning and Campus Police Lieutenant will do a follow-up interview with the victim to inform her/ him of the legal options available for filing a civil suit or a criminal action. If she/he wants to pursue criminal action, the appropriate police department will conduct the follow-up criminal investigation.



The Coordinator Of Health Services will provide the victim with information on the treatment and counseling for sexual assault and provide referrals for appropriate assistance such as the College Psychologist, College Physician or alternative Community Resources.



The Executive Vice President Of Student Learning will explain disciplinary procedures and actions available. The Associate Vice Chancellor of Human Resources, if appropriate, will explain disciplinary procedures and actions available in cases involving faculty or staff. The Executive Vice President Of Student Learning will be responsible for ensuring that all follow-up procedures are completed.



6.  Legal Reporting Requirements and Procedures



The reporting of rape and other forms of sexual assault follows the same procedures as the reporting of any crime. No special information is required, but the report needs to include certain standard information such as where the incident occurred, to whom (identified by name and age) and exactly what happened.



Once a victim of sexual assault has chosen to notify authorities about the assault and chooses to pursue prosecution, a medical legal examination should be performed as soon after the assault as possible and within hours for evidence.



7. List of Campus Services and Personnel Available to Assist with Incidents of Sexual Assault.



Campus Police, ext 4950



Campus Health Center, ext 4175



Extended Campus Office, ext 4822



Sexual Assault Intake Facilitator, ext 4025



8. Procedures for Ongoing Case Management



With the victim’s consent, follow-up intervention may be provided, as needed, by the College Psychologist for psychological counseling. The Executive Vice President of Student Learning will track the victim’s academic progress and will assist, when requested, by arranging academic counseling, tutoring, and other services deemed appropriate.



The Executive Vice President of Student Learning or the Associate Vice Chancellor Of Human Resources will initiate disciplinary procedures and inform the victim of the status of any disciplinary actions and the Executive Vice President Of Student Learning will keep the College President informed.



The following individuals may also be contacted, as appropriate, on a need-to-know basis by the aforementioned administrators: ACCESS Director, Division Deans, Instructors, Chancellor, Vice Chancellor, Personnel Services or Public Information Officer.



9. Procedures to Guarantee Confidentiality



In all associations with the public, the media, family and friends of the victim, and in accordance with the Family Rights and Privacy Act and the Buckley Amendment, the name of the victim and/or specific details of the assault will be released only when essential to the health and safety of the individual assaulted or that of other members of the campus community. The Public Information Officer will be kept informed and will interface with the media, general public, students and staff. Other campus personnel dealing with the incident should refer any inquiries to the Public Information Office.



In addition, and in full accordance with Chapter 593 of the Education Code, no person, persons, agency or organization permitted access to student records (including security records about incidents involving the college’s students) shall permit access to any information obtained from those records by any other person, persons, agency or organization without the written consent of the students involved.



The victim of any sexual assault which is the basis of any disciplinary action taken by the community college shall be permitted access to that information in compliance with the Buckley Amendment. Access to this information shall consist of a notice of the results of any disciplinary action taken by the college and the results of any appeal. This information shall be provided to the victim within three days following the said disciplinary action or appeal.



10. Information Regarding Other Options



Criminal Actions – Once an incident of sexual assault has been reported to the appropriate police department by college personnel, it is up to the police department to collect information, including the legal/medical exam, and to investigate the matter. The information is then turned over to the District Attorney’s office to determine if criminal prosecution is appropriate. The District Attorney’s office has the ultimate responsibility to determine whether the incident is a criminal offense and to bring it before the courts for punitive action against the assailant. Punitive consequences can include fines, probation and incarceration. If there is not sufficient evidence for the case to be passed on to the District Attorney, the police may decide to initiate an investigation to gather the necessary information which could lead to a prosecution.



Civil Actions – If the victim of the sexual assault decides that she/he wants to pursue a civil action for damages against the perpetrator, then the victim should consult with an attorney for the civil legal action. The District Attorney’s office is reluctant to refer to any particular civil attorney, but the Ventura County Coalition Against Domestic and Sexual Violence has a complete referral list of local attorneys with whom they have had experience. In addition, the names of attorneys may be obtained through the Ventura County Bar Association.



Disciplinary Process through the College – Various forms of discipline may be imposed on a student who is guilty of misconduct ranging from reprimand, probation, and suspension to expulsion. The student disciplinary procedures of the college are described in this catalog. They are initiated by the Executive Vice President. Faculty and staff are subject to the college’s disciplinary action policies.



Mediation Services – Mediation between any of the “specific population” involved in a sexual assault incident at the college is available and may be arranged through the Executive Vice President Of Student Learning.



Academic Assistance Alternatives – Academic assistance for victims of sexual assault includes tutoring, switching to different sections or classes, academic counseling, receiving a grade of “Incomplete” or “Withdrawal,” or assistance in transferring.



Harassment Restraining Order – Under California law (section 527.6 of the Code of Civil Procedure), courts can make orders to protect people from being harassed by others. These orders are enforced by law enforcement agencies. A victim who desires to obtain such an order must file an action in the Superior Court. Simplified procedures for obtaining such orders have been established by the courts. An instructional booklet that tells what court orders a victim of harassment can obtain and how to get them is available from the Clerk of the Ventura County Superior Court, Hall of Justice, 800 South Victoria Avenue, Ventura, CA  93009.



Appendix VII



Student Discipline Procedures



Reference: Education Code Section 66300, 72122, 76030



A student enrolling in Moorpark College assumes an obligation to conduct him/herself in a manner compatible with the college’s function as an educational institution.



The purpose of this procedure is to provide a prompt and equitable means to address violations of the Student Code of Conduct, which provides to the student or students involved appropriate due process rights. This procedure will be applied 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.



These Administrative Procedures are 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 Sections 66301 and 76120, and will not be used to punish expression that is protected.



Student conduct must conform to the Student Code of Conduct established by the Governing Board of the Ventura County Community College District in collaboration with college administrators and students. Violations of such rules are subject to disciplinary actions which are to be administered by appropriate college authorities. The Ventura County Community College District has established procedures for the administration of the penalties enumerated here. College authorities will determine the appropriate penalty(ies).



Definitions of Key Terms:



Chief Student Services Officer (CSSO) – A college’s Executive Vice President or Vice President of Student Services, or designee.



Day – A calendar day, unless otherwise specified in this procedure. If the final day to take any action required by this procedure falls on a Saturday, Sunday, or other day that the administrative office of the District are closed, the date for such action shall be extended to the next business day. Similarly, if the final day to take any action required by this policy occurs during summer session, or during an intersession, but the basis for discipline arose during an academic term prior to that summer or intersession, the final day to take any required action shall be extended to the first business day of the next academic term.



District – The Ventura County Community College District.



Good Cause for Disciplinary Action – As used in this procedure, “good cause” for disciplinary action includes any violation of the VCCCD Student Code of Conduct as set forth in Board Policy 5500 and Education Code section 76033, when the conduct is related to college activity or college attendance, including but not limited to any violation of the Student Code of Conduct.



Student Code of Conduct



Causing, attempting to cause, or threatening to cause physical injury to another person or to one’s self.



Possession, sale or otherwise furnishing a weapon, including but not limited to, any actual or facsimile of a firearm, knife, explosive or other dangerous object, or any item used to threaten bodily harm without written permission from a district employee, with concurrence of the College President.



Use, possession (except as expressly permitted by law), distribution, or offer to sell alcoholic beverages, narcotics, hallucinogenic drugs, marijuana, other controlled substances or dangerous drugs while on campus or while participating in any college-sponsored event.



Presence on campus while under the influence of alcoholic beverages, narcotics, hallucinogenic drugs, marijuana, other controlled substances or dangerous drugs except as expressly permitted by law.



Committing or attempting to commit robbery or extortion.



Causing or attempting to cause damage to district property or to private property on campus.



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



Willful or persistent smoking in any area where smoking has been prohibited by law or by regulation of the college or the District.



Engaging in harassing or discriminatory behavior. The district’s response to instances of sexual harassment will follow the processes identified in Board Policy and Administrative Procedures 3430.



Obstruction or disruption of classes, administrative or disciplinary procedures, or authorized college activities.



Disruptive behavior, willful disobedience, profanity, vulgarity or other offensive conduct, or the open and persistent defiance of the authority of, or persistent abuse of, district/college personnel in performance of their duties.



Academic dishonesty, cheating, or plagiarism.



Forgery; alteration or misuse of district/college documents, records or identification; or knowingly furnishing false information to the district/college or any related off-site agency or organization.



Unauthorized entry to or use of district/college facilities.



Violation of district/college rules and regulations including those concerning student organizations, the use of district/college facilities, or the time, place, and manner of public expression or distribution of materials.



Persistent, serious misconduct where other means of correction have failed to bring about proper conduct.



Unauthorized preparation, giving, selling, transfer, distribution, or publication of any recording of an academic presentation in a classroom or equivalent site of instruction, including but not limited to written class materials, except as permitted by district policy, or administrative procedure.



Violation of professional ethical code of conduct in classroom or clinical settings as identified by state licensing agencies (Board of Registered Nursing, Emergency Medical Services Authority, Title 22, Peace Officers Standards & Training, California Department of Public Health).



For purposes of student discipline under this procedure, conduct is related to college activity or college attendance if it occurs during or in conjunction with any program, activity, or event connected with District coursework, sponsored or sanctioned by the District or a college of the District, or funded in whole or in part by the District or college, whether the activity or event occurs on or off campus or during or outside of instructional hours.



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.



Student – Any person currently enrolled as a student at any college or in any program offered by the District.



Time Limit – Any times specified in these procedures may be shortened or lengthened if there is mutual concurrence by all parties in writing.



Definitions of Types of Discipline                       (listed in order of severity)



The following sanctions may be imposed upon any student found to have violated the standards of student conduct. The selection of the degree of severity of sanction to be imposed shall be commensurate with the severity of offense. The availability of a less severe sanction does not preclude imposition of a more severe sanction in any circumstance where the more severe sanction is deemed appropriate.



Warning – Documented written notice by the CSSO to the student that continuation or repetition of specific conduct may be cause for other disciplinary action. A warning is retained in the college discipline files for two complete academic years.



Reprimand – Written notice to the student by the CSSO that the student has violated the Standards of Student Conduct. A reprimand serves as documentation that a student’s conduct in a specific instance does not meet the standards expected at the college and as a warning to the student that further violations may result in further disciplinary sanctions. A reprimand is permanently retained in the college discipline files.



Temporary Removal from Class – Exclusion of the student by an instructor for good cause for the day of the removal and the next class meeting. [Education Code Section 76032.]



Short-Term Suspension – Exclusion of the student by the CSSO, or designee, for good cause from one or more classes or activities for a period of up to ten (10) consecutive school days. [Education Code Sections 76030 and 76031.]



Disciplinary Probation and/or Temporary Ineligibility to Participate in Extracurricular Activities and/or Temporary Denial of Other Privileges – Placement of the student on probation by the College President or designee, for good cause, for a specified period of time not to exceed one academic year during which a student’s fitness to continue to attend school, in light of the student’s disciplinary offenses, is tested; and/or temporary exclusion of the student by the College President or designee, for good cause, from extracurricular activities for a specified period of time; and/or temporary denial of other specified privileges, by the College President or designee for good cause.



Immediate Interim Suspension –The College President or designee may order immediate suspension of a student where he or 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 (10) days. A suspended student shall be prohibited from being enrolled in any community college within the District for the period of the suspension. [Education Code Sections 66017 and 76031; cf. Penal Code Section 626.2.]



Long-Term Suspension – Exclusion of the student by the College President for good cause from one or more classes and/or activities, or from all classes and/or activities of the college for up to the remainder of the semester and the following semester. A student suspended from all classes and/or activities shall be prohibited from being enrolled in any community college within the District for the period of the suspension. [Education Code Sections 76030 and 76031.]



Expulsion – Exclusion of the student by the Board of Trustees from all colleges in the District for one or more terms when other means of correction fail to bring about proper conduct, or when the presence of the student causes a continuing danger to the physical safety of the student or others. [Education Code Section 76030.]



In addition to the above sanctions, the sanction of restitution may be imposed upon a student, where appropriate, to compensate for loss, damage, or injury. Furthermore, the sanction of administrative hold, to prevent a student from enrolling, may be placed on a student’s records by the District if a long-term suspension from all classes and/or activities, or expulsion has been imposed following the formal hearing described below, or the student has failed to meet with the CSSO, or designee, regarding a pending disciplinary matter.



Procedures for Disciplinary Actions



(listed in order of severity)



Any times specified in these procedures may be shortened or lengthened if there is mutual written concurrence by all parties.



Warning – The CSSO or designee, upon recommendation from an instructor or other District or college employee, shall review the report of alleged misconduct. If it is determined that there has been a violation of the Student Code of Conduct or the Education Code, the CSSO or designee will notify the student that the continuation and/or repetition of misconduct may result in more serious disciplinary action. This notification may be delivered orally or in writing. Documentation of the misconduct and/or the notice given to the student shall be retained in the district discipline files for two complete academic years. Warnings may be appealed directly to the College President. Students may not request a student conduct hearing to appeal a warning. [Cf. Education Code Section 76232 - challenging content of student records.]



Reprimand – The CSSO or designee, upon recommendation from an instructor or other District or college employee, shall review the report of alleged misconduct. If it is determined that there has been a serious violation of the Student Code of Conduct or the Education Code, the CSSO or designee will notify the student that the continuation and/or repetition of misconduct may result in even more serious disciplinary action. This notification will be delivered in writing. Documentation of the misconduct and the written notice given to the student shall be permanently retained in the district discipline files. Reprimands may be appealed directly to the College President. Students may not request a hearing to appeal a reprimand.



Temporary Removal from Class – Any instructor may remove a student from his or her class for good cause for the day of the removal and the next class meeting. The instructor shall immediately report the removal to his/her supervising administrator and the CSSO or designee. A meeting shall be arranged between the student and the instructor regarding the removal prior to the day that the student is eligible to return to class. If the instructor or the student makes the request, the CSSO or designee shall attend the meeting. The student is not allowed to return to the class for the day of removal and the next class meeting without the concurrence of the instructor. Nothing herein will prevent the CSSO or designee from recommending further disciplinary action in accordance with these procedures based on the facts that led to the removal. [Education Code Section 76032.]



Suspensions and Expulsions – Before any disciplinary action to suspend or expel is taken against a student, the following procedures will apply:



NOTICE: The CSSO or designee will provide the student with written notice of the conduct warranting the discipline, stating the facts on which the proposed discipline is based, and providing any evidence on which the college may rely in the imposition of discipline. Evidence which may identify other students or which would result in the revelation of test questions or answers need not be provided in advance, and if feasible may be presented under circumstances which maintain the anonymity of other students, or assures the security of test questions or answers. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the following:



the specific section of the Standards of Student Conduct or Education Code that the student is accused of violating.



a specific statement of the facts supporting the proposed discipline.



any evidence on which the college may rely in the imposition of discipline. Evidence that may identify other students or which would result in the revelation of test questions or answers need not be provided in advance. Testimony relating to students not subject to discipline may be presented in a manner that protects the anonymity or safety of the third party student. If such testimony is needed, it may be presented under circumstances that protect the safety of such students or maintains the anonymity of other students, as the hearing officer may determine to be in the interests of justice. Similarly, evidence relating to test questions or answers may be presented, if possible, only in a manner that maintains the security of test questions or answers.



the right of the student to meet with the CSSO or designee to discuss the accusation, or to respond in writing, or both.



the level of the discipline that is being proposed.



Time Limits – The notice described above must be provided to the student as soon as possible and no later than 14 days from the date on which the conduct took place or became known to the CSSO or designee;



Meeting – If the student chooses to meet with the CSSO or designee, the meeting must be requested within 7 days and must occur within 14 days 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 orally or in writing to the accusation, or both, in order to state why the proposed disciplinary action should not be taken.



Short-Term Suspension – Within 10 days after the delivery of the notice, or within 10 days of a meeting if the student requests a meeting, or within 10 days of receiving the students statement as to why the proposed disciplinary action should not be implemented, the CSSO shall 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 CSSO’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice will include the length of time of the suspension, or the nature of the lesser disciplinary action, as well as any conditions or limitations placed on the student during the short-term suspension. The notice will include the right of the student to request a meeting with the College President or designee within 7 days of notification of the recommended disciplinary action. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. Such meeting shall be held within 14 days after receipt of the student’s written request for a meeting. Failure of the student to appear at the meeting will constitute a waiver of the student’s right to a meeting. The meeting shall be conducted in any manner deemed appropriate by the College President, provided that the student is offered the opportunity to provide his or her version of events, and any evidence that supports his or her version of the events. The CSSO, or designee, may also provide evidence contradicting the student’s version of the facts. If either the student or the CSSO, or designee, is offered the opportunity to present evidence or the testimony of witnesses, the other party must be given the opportunity to cross-examine such witnesses. The meeting shall be closed and confidential, and all witnesses shall be excluded from the meeting except when testifying. Neither the student nor the CSSO, or designee, shall be entitled to representation by an attorney in this proceeding; however if the student is a minor, the student may be accompanied by his/her parent or guardian. After the conclusion of the meeting, the College President or designee shall determine whether a preponderance of evidence supports the charges against the student, and shall provide the student with written notice of his/her decision, and the factual basis therefor, within 7 days of the conclusion of the hearing. The College President’s decision on a short-term suspension shall be final and shall be reported to the District’s Chancellor.



Long-Term Suspension – Within 7 days after the delivery of the notice, or within 7 days of a meeting with the CSSO, or designee, if the student requested a meeting, the College President shall, based on the recommendation from the CSSO, or designee, decide whether to impose a long-term suspension. Written notice of the College President’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the length of time of the proposed suspension, as well as a statement that the student will be prohibited from being enrolled in any college within the District for the period of the suspension. The notice will include the factual allegations on which the proposed suspension is based, any evidence in the possession of the District on which it will rely in support of the recommended suspension, the right of the student to request a formal hearing before a long-term suspension is imposed, and a copy of the procedures for the hearing.



Expulsion – Within 7 days after the delivery of the notice, or within 7 days of a meeting if the student requests a meeting, the College President shall, pursuant to a recommendation from the CSSO, decide whether to recommend expulsion to the Chancellor and Board of Trustees. Written notice of the College President’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the right of the student to request a formal hearing before expulsion is imposed, the factual allegations on which the proposed expulsion is based, any evidence in the possession of the District on which it will rely in support of the recommended suspension, and a copy of the procedures for the hearing.



Hearing Procedures for Long-term Suspension and Expulsion



Request for Hearing – Within 7 days after receipt of the College President’s decision regarding a long-term suspension or expulsion, the student may request a formal hearing before a hearing panel. The request must be made in writing to the College President and must include a date and the signature of the student or, if the student is a minor, the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. If the request for hearing is not received within 7 days after the student’s receipt of the College President’s decision or recommendation in the case of expulsion, the student’s right to a hearing shall be deemed waived.



Schedule of Hearing – The formal hearing shall be held within 21 days after a formal request for hearing is received. The parties involved will be asked to attend the hearing and will be given sufficient notice in writing as to the time and place at least 10 days prior to the hearing date. Notice of the date of the hearing shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college.



Hearing Panel – The hearing panel for any disciplinary action shall be composed of one administrator, one faculty member, and one student. At the beginning of the academic year, and no later than October 1st, the College President, the president of the Academic Senate, and the Associated Students president shall each provide the names of at least two persons willing to serve on Student Disciplinary Hearing Panels. The College President shall appoint the Hearing Panel from the names in this pool; however, no administrator, faculty member or student who has any personal involvement in the matter to be decided, who is a necessary witness, who is a relative of any party or witness, or who could not otherwise act in a neutral manner shall serve on a Hearing Panel. Upon notification of the Hearing Panel’s composition, the student and the District shall each be allowed one peremptory challenge. The College President shall substitute the challenged member or members and replace them with another member of the panel pool to achieve the appropriate Hearing Panel composition. In the event the pool names are exhausted in any one category, further designees shall be submitted by the College President (for administrators), the President of the Academic Senate (for faculty), or the Associated Student President (for students). The chairperson may, by giving written notice to both parties, reschedule the hearing as necessary pending the submission of alternate designees.  A quorum shall consist of all three members of the committee.



Hearing Panel Chair – The College President shall appoint one member of the Hearing 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 both other members of the Hearing Panel to the contrary.



Hearing Process – Prior to commencement of the 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, and all applicable student due process policies and administrative procedures. The facts supporting the accusation shall be presented by a college representative who shall be the CSSO or designee.



After consultations with the parties, in the interests of justice, a time limit on the amount of time provided for each party to present its case, or any rebuttal, may be set by the hearing panel. Formal rules of evidence shall not apply. All members of the campus community shall be bound by the student code of conduct or code of professional ethics to provide only true testimony. Witnesses who are not members of the campus community will testify under oath subject to the penalty of perjury. Any relevant evidence may be admitted at the discretion of the Hearing Panel Chair, in consultation with the Hearing Panel. Hearsay evidence will be admissible, but will be insufficient, alone, to establish a charge against the student. The Hearing Panel Chair, in consultation with the Hearing Panel, shall be responsible for determining the relevancy of presented evidence and testimony, the number of witnesses permitted to testify, and the time allocated for testimony and questioning. The Hearing Panel Chair, in consultation with the Hearing Panel, shall further be responsible for instructing and questioning witnesses on behalf of the Hearing Panel, and for dismissing any persons who are disruptive or who fail to follow instructions. The Hearing Panel Chair shall have the final decision on all procedural questions concerning the hearing.



Unless the Hearing Panel determines to proceed otherwise, the college representative and the student shall each be permitted to make an opening statement. Thereafter, the college representative shall make the first presentation, followed by the student. The college representative may present rebuttal evidence after the student completes his or her evidence. The burden shall be on the college representative to establish by a preponderance of the evidence that the facts alleged are true. The Hearing Panel may request legal assistance for the Panel itself through the College President. Any legal advisor provided to the Hearing Panel may be present during the hearing and in any deliberations in an advisory capacity to provide legal counsel but shall not be a member of the panel or vote with it.



Both parties shall have the right to present statements, testimony, evidence, and witnesses. Each party shall have the right to be represented by a single advisor but not a licensed attorney. The student shall, in consultation with the Hearing Panel, have the right to be served by a translator or qualified interpreter to ensure the student’s full participation in the proceedings.



Hearings shall be closed and confidential. No other persons except the student and, the college representative and their non-attorney representatives and/or translators/interpreters, if any, a court reporter, if any, individual witnesses, the Hearing Panel members, and the Hearing Panel’s legal counsel, if any, shall be present. Witnesses shall not be present at the hearing when not testifying, unless all parties and the Hearing Panel agree to the contrary. The rule of confidentiality shall prevail at all stages of the hearing. Moreover, the Hearing Panel members shall ensure that all hearings, deliberations, and records remain confidential in accordance with the Family Educational Rights and Privacy Act (FERPA), California Education Code Section 76200 et seq., and District Board Policies and Administrative Procedures related to the privacy of student and employee records.



The hearing shall be recorded by the District by electronic means such as audiotape, videotape, or by court reporting service and shall be the only recording made. No other recording devices shall be permitted to be used at the hearing. Any witness who refuses to be recorded shall not be permitted to give testimony. A witness who refuses to be recorded shall not be considered to be unavailable within the meaning of the rules of evidence, and therefore no exception to the hearsay rule for unavailability shall apply to such witness. The Hearing Panel Chair shall, on the record, at the beginning of the hearing, ask all persons present to identify themselves by name, and thereafter shall ask witnesses to identify themselves by name. The recording shall remain the property of the District and 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 recording; however, any transcript of the recording requested by the student shall be provided at the student’s own expense.



Following the close of the hearing, the Hearing Panel shall deliberate in closed session. These deliberations shall not be electronically recorded and the proceedings shall be confidential. Within 7 days following the close of the hearing, the hearing panel shall prepare and send to the College President a written decision. The decision shall include specific factual findings regarding the accusation, and shall include specific conclusions regarding whether any specific section of the Student Code of Conduct was violated. The decision shall also include a specific recommendation regarding the disciplinary action to be imposed, if any. The decision shall be based only on the record of the hearing, and not on any matters 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. The District shall maintain records of all Disciplinary Hearings in a secure location on District premises for a period of 7 years.



College President’s Decision



Long-Term Suspension - Within 14 days following receipt of the hearing panel’s recommended decision, the College President shall render a final written decision. The College President may accept, modify or reject the findings, decisions and recommendations of the hearing panel. If the College President modifies or rejects the hearing panel’s decision, the College President shall review the record of the hearing, and shall prepare a new written decision that contains specific factual findings and conclusions. The decision of the College President shall be final, and shall be reported to the District Chancellor.



Expulsion - Within 14 days following receipt of the hearing panel’s recommended decision, the College President shall render a written recommended decision to the Chancellor. The College President may accept, modify or reject the findings, decisions and recommendations of the hearing panel. If the College President modifies or rejects the hearing panel’s decision, he or she shall review the record of the hearing, and shall prepare a new written decision which contains specific factual findings and conclusions. The College President’s decision shall be forwarded to the Chancellor as a recommendation to the Board of Trustees.



Board of Trustees Decision



The Board of Trustees shall consider any recommendation from the Chancellor for expulsion at the next regularly scheduled meeting of the Board after receipt of the recommended decision.



The Board 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 (and the parent or guardian if the student is a minor) shall be notified in writing, by certified mail, by personal service, or by such method of delivery as will establish receipt, at least 72 hours prior to the meeting, of the date, time, and place of the Board’s meeting.



The student may, within 48 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 consider an expulsion recommendation in a public meeting, the Board will hold in closed session any discussion that might be in conflict with the right to privacy of any student other than the student requesting the public meeting.



The Board may accept, modify or reject the findings, decisions and recommendations of the Chancellor. If the Board modifies or rejects the Chancellor’s recommendation, the Board shall review the record of the hearing, and shall, within 30 days or by the next regular meeting of the Board, whichever is later, prepare a new written decision which contains its specific factual findings and conclusions. The decision of the Board shall be final.



The final action of the Board on the expulsion shall be taken at a public meeting, and the result of the action shall be a public record of the District.



Appendix VIII



Students Right-to-Know



In compliance with the federal Student Right-to-Know and Campus Security Act of 1990 (Public Law 101-542), it is the policy of the Ventura County Community College District to make available to all current and prospective students its student profiles of completion and transfer rates and crime awareness statistics.



Student Right-to-Know Completion and Transfer Rates for Fall 2008 Cohort



In compliance with the Student-Right-to-Know and Campus Security Act of 1990(Public Law 101-542), it is the policy of our college district to make available its completion and transfer rates to all current and prospective students. Beginning in Fall 2008, a cohort of all certificate-, degree-, and transfer-seeking first-time, full-time students were tracked over a three-year period. Their completion and transfer rates are below.                        



These rates do not represent the success rates of the entire student population at the colleges nor do they account for student outcomes occurring after this three-year tracking period.                                                



Based upon the cohort defined above, a Completer is a student who attained a certificate or degree or became 'transfer prepared' during a three year period, from Fall 2008 to Spring 2011. Students who have completed 60 transferable units with a GPA of 2.0 or better are considered 'transfer-prepared.' Students who transferred to another post-secondary institution, prior to attaining a degree, certificate, or becoming 'transfer-prepared' during a five semester period, from Spring 2009 to Spring 2011, are transfer students.   



This information can be accessed through the following website:      srtk.cccco.edu/index.asp.



				



				MC



				OC



				VC







				Completion Rate



				32.79%



				21.74%



				26.90%







				Transfer Rate



				16.31%



				9.64%



				12.76%















Crime Awareness Statistics



The security of all members of the campus community is of vital concern to Moorpark College.  Very few crimes take place on campus, a fact that makes us feel much more safe and secure.  We ask anyone who witnesses or is a victim of a crime to immediately report it to Campus Police at (805) 378-1455.  Also, we ask everyone to support crime prevention by reporting possible unsafe conditions, such as a burned out light bulb in a dark area.  The Ventura County Community College District’s Police Office reported the crimes on the Moorpark College campus in 2011 (see chart at right).



				Crimes Committed on 



VCCCD Campuses During 2012







				TYPE OF CRIME:



				MC



				OC



				VC







				Homicide



				0



				0



				0







				Rape 



				0



				0



				0







				Robbery .



				0



				0



				0







				Aggravated Assault



				0



				0



				0







				Burglary 



				1



				1



				1







				Vehicle Burglary



				2



				9



				11







				Grand Theft



				2



				7



				8







				Petty Theft



				16



				24



				28







				Motor Vehicle Theft 



				0



				0



				2







				Arson 



				0



				1



				1







				Misdemeanor Assault 



				3



				2



				0







				Alcohol Violations 



				1



				0



				2







				Drug Violations 



				1



				0



				2







				Vandalism  



				11



				11



				20







				Bomb Threats 



				0



				2



				0







				Fraud/Embezzlement 



				0



				0



				0







				Weapons Violation



				3



				3



				0







				Battery 



				1



				3



				1







				Sexual Battery



				1



				0



				0







				Indecent Exposure



				0



				0



				1







				Felony Arrest



				2



				2



				2







				Misdemeanor Arrest



				11



				9



				13







				Restraining Order



				0



				0



				0







				Hate Crimes



				0



				0



				0







				Stalking



				0



				0



				0







				Mental Illness Detention 



				0



				0



				0







				DUI Arrest



				0



				0



				0







				Annoying Phone Calls



				2



				1



				1







				Sex Offender Registrants 



				6



				8



				5







				Computer Crime 



				0



				0



				0







				Traffic Hit and Run



				20



				3



				3







				Traffic Accidents



				10



				6



				27







				Criminal Threats 



				3



				1



				5







				Alcohol Law Disciplinary Referrals



				1



				0



				0







				Warrant Arrests



				0



				2



				0







				TOTAL CRIMES ON THE CAMPUSES (3-YEAR COMPARISONS:)







				2010



				129



				320



				130







				2011



				146



				99



				133







				2012



				97



				93



				140















Appendix IX



Financial Aid Programs



Purpose



The purpose of the Ventura County Community College District Financial Aid Office is to facilitate and foster successful academic participation of students who need help funding their education.  In accordance with the Higher Education Act of 1965, as amended, the colleges have established the following Standards of Progress.  While maintaining our responsibility as custodians of public funds, VCCCD’s objective is to establish a SAP standard that is consistent with institutional goals and philosophies and at the same time sensitive to the needs of students.  These standards apply to all students receiving financial aid from the following programs:



Board of Governors Fee Waiver (BOGW): BOGW is a form of financial aid that waives enrollment fees for eligible California students and AB 540 students.



Federal Pell Grant: Pell Grant program is an entitlement program that is based on financial eligibility and enrollment. 



Federal Supplemental Educational Opportunity Grant (FSEOG): FSEOG is a grant available to students who qualify for a Pell Grant. FSEOG is a campus-based program (limited funds). Awards are contingent on availability of funds and awarded to students with the greatest financial need. 



Federal Direct Loans for Undergraduate Students:  Federal Direct Loan Program: Moorpark and Ventura College participate in the William D. Ford Federal Direct Loan Program. The U.S. Department of Education is the lender for the Direct Loan Program. The Direct Loan program offers loans at a low interest rate with repayment terms designed with students in mind. In most cases, you will not have to start repaying your loans until six months after you graduate and/or enroll less than half time. Direct Loans include Subsidized and Unsubsidized Student Loans and Parent Loans for Undergraduate Students (PLUS). Loans must be repaid with interest so it is important to understand your rights and responsibilities as a borrower.  Students are advised to visit his/her campus website for specific loan procedures.  At this time, Oxnard College does not participate in the direct loan program.



Federal Work Study (FWS): FWS is a campus-based program that provides part-time employment (generally on campus) to undergraduate students. Awards are based on need and contingent on availability of funds. 



Cal Grant B and Cal Grant C: Cal Grant recipients are selected by the California Student Aid Commission. To apply for the Cal Grant Program, you must submit the FAFSA or California Dream Application if AB 540 and a Cal Grant GPA Verification form by March 2nd. If you do not meet the March 2nd priority filing deadline, you may have a second chance to compete for a Cal Grant by filing the FAFSA or California Dream Application and GPA Verification form by September 2nd.  



Cal Grant B: for students who are from disadvantaged and low income families. These awards can be used for tuition, fees, and access costs at qualifying California schools whose programs are at least one year in length.  There are two types of Cal Grant B awards: Entitlement and Competitive.



	Cal Grant C: helps pay for tuition and training costs in vocational/technical programs not to exceed two years.



I.  Student and Program Eligibility



Students must maintain satisfactory academic progress (34 Code of Federal Regulations Section 668.34).  Students receiving financial aid must be enrolled in an eligible program of study, at their primary college, leading to an associate degree, an eligible vocational certificate, or a transfer program to a four-year college or university.  A list of eligible programs can be found on the financial aid website of the student’s assigned primary college.



II.  Application Verification



VCCCD is required to verify certain information provided by a student/parent on the Free Application for Federal Student Aid (FAFSA) or California Dream Application.  Applications requiring review are flagged by the US Department of Education.  In addition, VCCCD is required to select and verify any FAFSA that contains incorrect or discrepant information. [34 CFR 668.54(a)(3)]; [34 CFR 668.16(f)]



III.  Default or Overpayment on Title IV Funds



Students who are in default on a student loan or owe a Title IV program overpayment are not eligible for federal aid.  If a student owes an overpayment, the debt must be cleared before any federal aid will be disbursed.  In the case of a student loan default, financial aid may be reinstated once the student makes satisfactory repayment arrangements with the holder of the loan and proof of such arrangements are submitted to the Financial Aid Office.



IV. Return to Title IV (R2T4)



Federal financial aid is awarded to a student under the assumption that the student will attend school for the entire period for which the assistance is awarded. When a student withdraws, the student may no longer be eligible for the full amount of Title IV funds that the student was originally scheduled to receive.



If a recipient of Title IV grant or loan funds withdraws from VCCCD after beginning attendance, the amount of Title IV grant or loan assistance earned by the student must be determined. If the amount disbursed to the student is greater than the amount the student earned, unearned funds must be returned. If the student receives less Federal Student Aid than the amount earned, VCCCD offers a disbursement of the earned aid that was not received. This is called a Post-withdrawal disbursement.



Withdrawal Date



The withdrawal date established by VCCCD is the date used by the Financial Aid Office to determine the point in time that the student is considered to have withdrawn so the percentage of the payment period or period of enrollment completed by the student can be determined. The percentage of Title IV aid earned is equal to the percentage of the payment period or period of enrollment completed.



Process for Calculation of Amount of Title IV Aid Earned by Student



The amount of Title IV aid earned by the student is determined by multiplying the percentage of Title IV aid earned by the total of Title IV program aid disbursed plus the Title IV aid that could have been disbursed to the student or on the student’s behalf.  If the day the student withdrew occurs when or before the student completed 60% of the payment period or period of enrollment, the percentage earned is equal to the percentage of the payment period or period of enrollment that was completed. If the day the student withdrew occurs after the student has completed more than 60% of the payment period or period of enrollment, the percentage earned is 100%. When a student fails to earn a passing grade in any of the classes, VCCCD must assume, for Title IV purposes that the student has unofficially withdrawn, unless VCCCD can document that the student completed the period.



Title IV Aid to be Returned: VCCCD and Student



If the student receives more Federal Student Aid than the amount earned, VCCCD, the student, or both must return the unearned funds in a specified order as follows:



Unsubsidized Direct Stafford loans (other than PLUS loans).



Subsidized Direct Stafford loans.



Direct PLUS loans.



Federal Pell Grants for which a return of funds is required.



Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of funds is required.



When a Return of Title IV funds is due, VCCCD and the student may both have a responsibility for returning funds. Funds that are not the responsibility of VCCCD to return must be returned by the student. VCCCD exercises its option to collect from the student any funds VCCCD is obligated to return, and such funds required will become an obligation on the student’s account for which the student will be responsible. This obligation is not reported to the Department of Education and simply remains as an obligation on the student’s VCCCD account. Services such as registration and transcripts will be prohibited until this obligation is satisfied. Unpaid balance will be reported to COTOP and state return refunds or lottery winnings may be used to offset this obligation.



If a recipient of Title IV grant or loan funds withdraws from a school after beginning attendance, the amount of Title IV grant or loan assistance earned by the student will be determined within 30 days after the student withdraws. If the amount disbursed to the student is greater than the amount the student earned, unearned funds must be returned to the Department of Education within 45 days following the date of notification sent to the student. If the obligation is not resolved within the 45 days of the notification, the unearned funds, will be reported to the National Student Loan Data System (NSLDS) as an overpayment and the student will be ineligible for Title IV funds (such as Pell, FSEOG, Direct Loans and other federal aid) at any institution until this overpayment is resolved.  Although a student may be eligible for a refund of fees from VCCCD the student may still be required to repay all or part of their Title IV aid.



V.  High School Diploma or Equivalent



In order to receive Federal/State financial aid, a student MUST have a high school diploma or its recognized equivalent.  The Department of Education considers the following to be equivalent to a high school diploma:



•	A General Education Development (GED) certificate



•	Passing of the California High School Proficiency Examination (CHSPE)



•	Homeschool Completion- Students must contact Admissions and Records for guidance in obtaining verification of high school completion.



•	Ability to Benefit- Students must have been enrolled in an eligible Program of Study prior to July 1, 2012.  Please contact the Financial Aid Office if you do not meet any of the above criteria.







VI.  Attending Hours



VCCCD will disburse financial aid based on attending hours.  Therefore, the start date of your classes will dictate how much you will receive in each of your disbursement(s).



If you are registered and meet all financial aid eligibility requirements for your disbursement AND:



•	You are registered and ALL of your classes begin on the first day of the semester, your first disbursement is scheduled and the specific date that disbursement begins is available on your portal after all charges are paid.



•	Your enrollment includes a combination of classes that start on the first day of the semester AND classes that start later in the semester, you may receive a partial first disbursement* of financial aid, if eligible, the first week of the semester. The remainder of the first disbursement will disburse approximately 7-10 days after your next class(es) begins.



•	You are ONLY enrolled in late start classes (meaning those that start after the first day of the semester), your financial aid disbursement(s)* will occur approximately 7-10 days after each late start class begins.



VII.	Freeze Date



The Freeze Date, in financial aid terms, is the date that the Financial Aid Office will freeze enrollment for all financial aid applicants.  On the freeze date, the financial aid system will lock a student’s enrollment (units).  A student’s award will increase or decrease according to their enrollment.



VIII.	Student Educational Plan (SEP)



It is the student’s responsibility to enroll in courses that count toward his or her program of study.  Students are strongly encouraged to make an appointment with an academic counselor to create a personalized Student Educational Plan (SEP). The Financial Aid Office may, at any time, require a student to meet with an academic counselor and create a SEP.



Satisfactory Academic Progress (SAP)



The VCCCD Financial Aid Offices establish Standards of Academic Progress (SAP), (34 Code of Federal Regulations Section 668.34), in accordance with federal regulations.  To be eligible for financial aid, student must meet or exceed these standards.  The standards apply to all financial aid recipients and to all college coursework taken including coursework taken from outside colleges if that coursework has been submitted and appears on your VCCCD transcript.  Failure to maintain these standards may result in loss of financial aid eligibility.







				STANDARD



				MINIMUM REQUIREMENT







				Qualitative Standard



				A 2.00 minimum cumulative grade point average (GPA) in all coursework attempted.







				Quantitative Standard



				A 70% minimum course completion of all coursework attempted.







				Maximum Time Frame



				Attempted units may not exceed 150% of the number of units required to complete your educational objective.















Grades



In determining SAP, grades of A, B, C, D, P, CR (Credit), or CRE (Credit by exam) are considered completed coursework.  Grades of F, I (Incomplete), IP (In Progress), W (Withdrawal), MW (Military Withdrawal), NC (No Credit), NP (No Pass), and RD (Record Delayed) are not considered completed coursework.  All grades are considered attempted units.



				Educational Goal



				Units Required to Complete Goal*



				Maximum Attempted Units (150%)*







				AA/AS



				60 units



				90 units







				Transfer



				60 units



				90 units







				Certificate of Achievement



				*



				* 







				Maximum Time Frame



				Attempted units may not exceed 150% of the number of units required to complete your educational objective.















*Program lengths vary.  See college catalog for program length.



Enrollment



A student’s enrollment will be verified prior to each financial aid payment to determine eligibility for financial aid.



				ENROLLMENT STATUS



				UNITS







				Full time



				12 or more units







				Three-quarter time



				9 to 11.5 units







				Half-time



				6 to 8.5 units







				Less Than Half-time



				.5 to 5.5 units















Maximum Time Frame



A student must complete his/her educational goal within 150% of the program length. All coursework appearing on his/her VCCCD academic transcript will count toward Maximum Time Frame. A student who has exceeded this time frame and/or cannot mathematically finish their program within this time frame, and/or has attained a BA/BS (for student loans only), MA/MS (for student loans only), or beyond (for student loans only), will be placed on Suspension and may be required to submit a Satisfactory Academic Progress Appeal Form for evaluation.



Evaluation



SAP will be evaluated at the conclusion of each payment period (semester).  Calculation includes cumulative number of units complete/transferred to VCCCD divided by the cumulative number of units attempted/transferred to VCCCD.



SAP is met if a student is achieving a 2.00 cumulative GPA or better and the pace is equal to 70% or higher and the student has not reached 150% of the units required for certificate, degree, or transfer program.



Warning



When a student fails to achieve a minimum 2.00 cumulative GPA or better and his/her pace is not equal or higher than 70% he/she will be placed on Warning. If a student is placed on Financial Aid Warning, financial aid is available during that period. At the end of the Warning period, a student must have a cumulative grade point average (GPA) of 2.00 and must also complete a minimum of 70% of all attempted units.



Suspension of Eligibility



When a student fails to achieve a minimum 2.00 cumulative GPA or better and his/her pace is not equal or higher than 70% will be placed on Suspension. If a student is placed on Suspension, he/she will no longer be eligible to receive federal financial aid until he/she Reinstates or successfully appeals. Boards of Governor’s Fee Waivers are not affected. A student who is Suspended has two options: Appeal by completing a Satisfactory Academic Progress Appeal form or attend at his/her own expense until the student raises his/her cumulative grade-point average (GPA) to 2.00 and attains a 70% minimum course completion rate. Reinstatement is not an option for students who have exceeded Maximum Time Frame.



Reinstatement



A student Suspended for failing to meet SAP may regain eligibility by successfully appealing to the Financial Aid Office. A student may also regain eligibility by attending without receiving financial aid and attain the minimum cumulative grade point average (GPA) of 2.00 and minimum cumulative course completion rate of 70% of all attempted coursework. It is a student’s responsibility to notify the Financial Aid Office in writing when he/she has reinstated him/herself.



Reinstatement is not an option for students who have exceeded Maximum Time Frame.



•	Probation



A student who successfully appeals will be placed on Financial Aid Probation. Financial aid is available during this Probation period. However, SAP will be evaluated at the end of the Probation term. During the Probation term, a student must complete 100% of all attempted units with a term GPA of 2.00 or better and must be following his/her approved Academic Plan. Failure to follow the terms of the appeal will result in Suspension of financial aid.



Academic Plan



An Academic Plan is required for a student on Probation. The Academic Plan must be developed by counseling to ensure that a student will meet SAP standards by a specified point in time.



Program of Study



A student must declare an eligible program of study from their Primary College, which is the school granting their degree. Only one major change can be applied to an appeal once an Academic Plan has been approved with the Financial Aid Office.



ESL Courses



ESL coursework does not count against remedial units; however, the units do count toward Maximum Time Frame. Academic progress in ESL courses will be counted when assessing both a student’s overall GPA and completion rate.



Remedial Courses



Funding for remedial course work is limited to a maximum of 30 units as identified in the college catalog.



Repeated Coursework



Federal regulations prevent the financial aid office from paying for a course that has been passed and repeated more than one time. In order for a repeated course to be counted towards a student’s enrollment status for financial aid purposes, a student may only repeat a previously passed course once (a total of two attempts). If a student enrolls in a previously repeated and passed course for a third time, this course will not count towards your enrollment for financial aid purposes.



Repeated courses may be included if the student received a withdrawal (W) or failing grade. Courses may be repeated consistent with district academic standards, as identified in the college catalog. All repeated courses do affect Satisfactory Academic Progress calculations. Grades of A, B, C, D, P, CR (Credit), or CRE (Credit by exam) are considered passing grades.



Suspension and Extension Appeals cannot override the federal regulation. If a student is in a class that is not eligible for payment, but the class is part of his/her approved Academic Plan, he/she will not be penalized for repeating the class, but he/she cannot receive financial aid for that class.



Appeal Process



A Student who has had his/her financial aid Suspended has the right to appeal by submitting a Satisfactory Academic Progress Appeal Form. Appeals must be submitted to the Financial Aid Office within the semester the student is requesting aid. Deadline dates vary.



Students must:



Complete the Satisfactory Progress Appeal form and submit it to the Financial Aid Office.



Submit a letter (preferably typewritten), along with acceptable documentation explaining the circumstances or reasons for appealing. For example, how were the circumstances beyond the students control or why the student has exceeded Maximum Time Frame. Students should attach copies of letters from doctors, counselors, divorce decree, medical information related to illness, death of immediate family member, birth of a child, etc. The student must also explain how the circumstances have changed and/or what steps the student has taken to alleviate any obstacles. For example, meeting with academic counselor, tutoring, testing, reducing unit load, etc. If the student is appealing because of Maximum Timeframe, the student must explain why they need additional time to complete his/her goal.



Incomplete appeals (those with no explanation and/or no educational plan attached) will be automatically denied.



IX.	Fraud



A student who attempts to obtain financial aid fraudulently may be suspended or expelled from VCCCD, and from all financial aid program eligibility, as a result of formal student disciplinary action taken by the college. VCCCD is required to report such instances to local law enforcement agencies and the U. S. Department of Education Office of Inspector General. Restitution will be required of any financial aid received under fraud.  Applications that are unusual or vary from normal activity may be flagged for further review. VCCCD is required to resolve any discrepancies or conflicting information with a student’s application.  Any combination of the following circumstances may be considered a flag for potential fraud. These circumstances do not indicate guilt or innocence but merely provide warning signs of potential financial aid fraud.



•	Out-of-district address



•	Distance Education courses only



•	Random course patterns/enrollment not consistent with declared educational objective



•	Failure to complete orientation and assessment



•	Failure to provide accurate information on admissions application regarding prior colleges attended







Appendix X



Student Health Center



The Governing Board hereby establishes a program of student health supervision and services. This action is taken pursuant to California Code of Regulations, Title 5, Sections 54702 through 54742. The program provides for the operation of student health centers wherein enrolled students of the district’s colleges and other persons expressly authorized by the Governing Board may be diagnosed and treated. The Governing Board will annually determine the amount of the fee to be assessed for such services.



A plan for Student Health Center in the Ventura County Community College District follows (in compliance with CAC, Title 5, Section 54710). This plan is facilitated on each campus through the Dean of Student Services and the coordinator of Student Health Center. The district may also employ health aides, physicians, and other health workers as provided by law, budget and need.



Student Campus Accident Procedures



If you have an accident on campus, it is your responsibility to fill out an Accident Report immediately. This report is available in the Health Center, Campus Police Office, and the Evening Program Office in the mailroom. The Health Center has to be notified that you have had an accident so that we can inform you about your Student Accident Policy. In the event of an accident that requires you to seek outside medical attention, there is a $50 deductible per accident. There is a $100 deductible for athletes per accident. To have all of you additional medical expenses covered you need to see a Health Care Provider that is on the list. This list can be obtained in the Health Center. For further information contact: Student Health Center at (805) 986-5832.



Health Protection and Environmental Health & Safety



The Health Coordinator works toward the prevention of illness, protects the college environment from diseases, and attempts to avoid costly remedial medical interventions.  Health hazards as they appear on accident reports or by observation are reported for corrective action. Immunizations (e.g., tetanus, flu) are administered. Coordination with County Public Health Department is on a regular basis. TB testing is routinely done.



Appraisal and Limited Treatment



The Student Health Center provides quality on-campus outpatient services to all registered students and other persons expressly authorized by the Governing Board. Health education and health counseling is a constant theme which extends throughout the system. 



Referrals



The Health Coordinator provides liaison between students, college, and community health resources and continually seeks to improve channels of communication.



Health and Accident Insurance Plans



The Student Health Fee provides for low-cost, yet significant, student accident insurance for all students at no cost to the district. The Health Center reports and maintains accident records of all student injuries and attempts to advise and eliminate casual conditions, whenever possible.



Appendix XI



Matriculation Rights and Responsibilities



The primary goal of Matriculation is to assist all students in attaining academic success. It is a partnership which results in an agreement between the college and the student for the purposes of defining and realizing the student’s educational goal.  This agreement includes responsibilities for both the college and the individual student which work together combining several activities and processes to develop a Student Educational Plan (SEP). The SEP is a schedule of recommended courses for two semesters. Within the Matriculation process both college and student responsibilities are defined.



College Responsibilities Include:



Registration & Records - provide a process that will enable the college to collect State required information on students.



Assessment - provide an assessment process using multiple measures to determine students’ academic readiness in English, Reading, Math, and English as a Second Language.



Orientation - provide an orientation process designed to acquaint students with College programs, services, facilities and grounds, academic expectations, and college policies and procedures.



Counseling/Advisement - provide counseling services to assist students in course selection, development of an individual student educational plan, and use of campus support services; provide additional advisement and counseling to assist students who have not declared an educational goal, are enrolled in basic skill courses, are on academic probation/dismissal, or have been identified as high-risk.



Follow-Up - establish an Early Alert process to monitor a student’s progress and provide necessary assistance toward meeting educational goals; provide students with (or direct them to) written district procedures for challenging matriculation regulatory provisions.



NOTE: Alternative services for the matriculation process are provided for ethnic and language minority students and students with disabilities.



Student Responsibilities Include:



Submit official transcripts from high schools and colleges attended 



Read the College catalog, class schedules, handouts, and other student materials which detail college policies and procedures. 



Indicate at least a broad educational goal upon admission. 



Declare a specific educational goal after completing a minimum of 15 units. 



Participate in orientation, assessment, advisement groups and other follow-up support services deemed necessary by the college in order for students to complete their stated educational goals. 



Attend all classes and complete all course assignments.     



Complete courses and maintain progress toward their educational goals. 



Matriculation Exemption Policy*



*College Math, English, and Reading courses require assessment prior to registration.



A comprehensive assessment process is required for all non-exempt students. Students are strongly encouraged to participate in all components of the Matriculation process, i.e. orientation, assessment, counseling, and follow-up.  You may be exempt from participating in the Matriculation process if you meet any one of the criteria listed below:



Students who have already earned an AA/AS degree or higher from a regionally accredited institution and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who have completed a basic skills assessment or prerequisite courses at other colleges and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who are concurrently enrolled at another college in the district, or a four-year college or university, and who have completed fewer than 16 units of college credit and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who have completed fewer than 16 units and whose educational goals are among the following: 



a.  Updating or advancement of job skills. 



b.  Maintenance of a certificate (e.g., nursing or real estate). 



c.  Educational development. 



d.  Personal Interest. 



Appendix XII



Probation, Dismissal, and Readmission



Probation, dismissal, and readmission policies and procedures are designed to assist students in making progress toward realistic academic, career, and personal goals.



Students applying for Veteran’s educational benefits should refer to the Veteran’s section in this Catalog for information on unsatisfactory progress and eligibility to collect educational benefits, and see below.



STANDARDS FOR PROBATION: A student who has attempted at least twelve (12) semester units as shown by the official academic record shall be placed on academic probation if the student has earned a grade point average below 2.0 in all units which were graded on the basis of the grading scale established by the Ventura County Community College District.



A student who has enrolled in a total of at least twelve (12) semester units as shown by the official academic record shall be placed on progress probation when the percentage of all units in which the student has enrolled and for which entries of W, I, NC, and NP are recorded reaches or exceeds fifty percent (50%).  NOTE: probationary status is computed using courses taken since fall 1981. Courses taken prior to fall 1981 are not in the computer data file and may not be included in the calculation of probation. This may alter a student's probationary status.  



Special note to students claiming veteran's benefits –UNSATISFACTORY PROGRESS: For the purpose of certification for educational benefits, academic probation is defined as the failure to complete a minimum of 50% of the total units attempted, and/or to maintain a minimum 2.0 cumulative grade point average.  Unsatisfactory progress occurs when a veteran has been placed on academic probation for two consecutive semesters. Unsatisfactory progress must be reported to the Veteran’s Administration, and the veteran may not be certified for future educational benefits. Any veteran placed on unsatisfactory progress must consult the campus Veteran’s Office and receive academic counseling before educational benefits can be reinstated.



A student transferring to a college of the Ventura County Community College District is subject to the same probation and dismissal policies as students of this college district.



NOTIFICATION OF PROBATION: Each college in this district shall notify a student who is placed on probation at or near the beginning of the semester in which it will take effect but, in any case, no later than the start of the Fall semester. The student grade report, available at my.vcccd.edu, specifies the student status for both academic and progress categories as either “good standing” or “probation.”



A student placed on probation is, as a condition of continuing enrollment, to receive individual counseling, including the regulation of his or her academic program. Each student shall also receive any other support services available to help the student overcome any academic difficulties.



REMOVAL FROM PROBATION: A student on academic probation for a grade point deficiency shall be removed from probation when the student’s cumulative grade point average is 2.0 or higher.



A student on progress probation because of an excess of units for which entries of W, I, NC, and NP are recorded shall be removed from probation when the percentage of units in this category drops below fifty percent (50%).



STANDARDS FOR DISMISSAL: A student who is on academic probation shall be dismissed if the student earned a cumulative grade point average of less than 1.75 in all units attempted in each of three consecutive semesters.



A student who has been placed on progress probation shall be subject to dismissal if the percentage of units in which the student has been enrolled and for which entries of W, I, NC, and are recorded in at least three consecutive semesters reaches or exceeds fifty percent (50%).



NOTIFICATION OF DISMISSAL: Each college in the Ventura County Community College District shall notify a student who is dismissed at or near the beginning of the semester in which it will take effect but, in any case, no later than the start of the Fall semester. A student who is dismissed has the right of appeal. An exception to academic dismissal may be made only in the event of extreme and unusual medical and/or legal circumstances that can be supported by evidence provided by the student, or in the event of improved scholarship. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



CONTINUED ENROLLMENT OR READMISSION: A student applying for continued enrollment or readmission must submit a petition to explain what circumstances or conditions would justify continued enrollment or readmission. A student applying for readmission shall not be reinstated until a minimum of one semester has elapsed after academic dismissal. A student who is petitioning shall receive counseling to assess his or her academic and career goals and must have counselor approval of his or her educational program prior to registration. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



Appendix XIII



Course Repetition Policy



A combination of withdrawals and graded attempts may not exceed three (3) times in the same course. 



General Guidelines for Repetition of Credit Courses



Pursuant to Title 5, students are permitted three enrollment attempts to achieve a standard (passing) grade.  Students may be permitted, under special circumstances, to repeat non-repeatable credit courses in which standard (passing) grades have been awarded.  Students may also repeat credit courses that are designated as repeatable in the colleges’ catalogs providing the maximum number of allowed enrollments per course or set of courses is not exceeded.



All enrollment attempts that result in an evaluative or non-evaluative grade on a student’s permanent record are counted for purposes of this administrative procedure and pursuant to Title 5, Section 55023.  



Evaluative symbols are defined as standard passing grades of A, B, C or P/CR; and substandard grades of D, F and NP/NC.  



Non-evaluative symbols are defined as W Military withdrawals are not counted as an enrollment attempt for purposes of this administrative procedure.



Courses that are repeated shall be recorded on the student’s permanent academic record using an appropriate symbol. Annotating the permanent academic record shall be done in a manner that all work remains legible, insuring a true and complete academic history. 



Students who have attempted the same course with any combination of withdrawals and graded attempts the maximum number of times may be eligible to petition a fourth enrollment attempt. The fourth attempt, if authorized, must reflect a grade other than W if the student has already received three W grades in the same class. The petition for this purpose, Petition for Course Repetition, is available in the Counseling Office and must be completed with a counselor. 



Nothing herein can conflict with Education Code Section 76224 pertaining to the finality of grades assigned by instructors, or with Title 5 or district procedures relating to retention and destruction of records.



The district may permit enrollment in credit courses beyond the limits set forth in BP 4225, AP 4225 and AP 4227 based upon an approved petition to repeat, and providing apportionment is not claimed for such additional enrollments.



The district will develop and implement a mechanism for the proper monitoring of course repetitions.



Course Repetition to Alleviate a Substandard Grade



A non-repeatable course in which a grade of C/P/CR or better is earned may not be repeated except as allowed under special circumstances (see AP 4227).  Students are permitted a total of three enrollment attempts to achieve a standard (passing) grade.  This rule applies to courses taken at any regionally accredited college, in which the student received a substandard grade as defined above.  Once a passing grade of C/P/CR or better is received, he or she may not repeat the course again under this section.  However, repetition may be allowable under special circumstances as defined below and in AP 4227.  



In order to identify acceptable equivalencies in course and grading scale, course comparability shall be determined chiefly by content, as defined in the catalog course description, and not by course title or units.



The first two substandard grades will be excluded from the student’s grade point average calculations if the student enrolls in and completes the class two or more times.  The student’s permanent record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.



If a student repeats a repeatable course in which a substandard grade has been recorded, the substandard grade and credit may be disregarded provided that no additional repetitions are permitted beyond those limits specified in 55041(c)(6). No more than two substandard grades may be alleviated pursuant to this section.



A student who receives a substandard grade in a course that was approved for repetition due to a significant lapse of time will be permitted to utilize the grade alleviation process described in this section when the course in question is not designated as repeatable.



In determining the transfer of a student’s credits, similar prior course repetition actions by other accredited colleges and universities shall be honored.



Petitioning a Fourth Attempt:  a student who has taken a class three times and received a substandard grade each time may petition to take the class again.  The petition must state verifiable extenuating circumstances that affected the student’s past performance in the class and/or additional steps the student has taken to prepare to succeed in the petitioned course, and must be accompanied by verifiable documentation of circumstances.  For purposes of this section, extenuating circumstances are verifiable cases of illness, accident or other circumstances beyond the control of the student.



Course Repetition Due to Significant Lapse of Time



Students may petition only one time to repeat a course in which a standard (passing) grade has already been awarded providing that the following conditions have been met:



The course was successfully completed more than three years prior, and:



a)  the district has established a recency prerequisite for the course, or



b)  Another institution of higher education to which the student seeks to transfer has established a recency requirement which the student will not be able to satisfy without repeating the course in question. A student may petition to repeat a course where less than 3 years has elapsed if documents show that repetition is necessary for the student's transfer to the institution of higher education.



If it is determined that a student needs to repeat an repeatable active participatory course in physical education or visual or performing arts, or an active participatory experience course that is related in content (defined as a "family" of courses"), that repetition shall count toward the maximum number of enrollments that are allowed, except that if the student has already exhausted the allowable course limitation, one additional repetition can be permitted due to lapse of time.



When a course is repeated pursuant to this section, both grades and credits will be included in the calculations of the grade point average.  All coursework will remain legible on the student’s permanent academic record.  



Course Repetition Due to Extenuating Circumstances



Students may petition to repeat a course on the basis that the previous grade (whether substandard or passing) was, at least in part, the result of extenuating circumstances.  Extenuating circumstances are verified cases of accidents, illness, or other circumstances beyond the control of the student.  



When a course is repeated pursuant to this section, the previous grade and credit will be excluded from the calculations of the grade point average provided that no more than two substandard grades are excluded by course repetition. All coursework will remain legible on the student’s permanent academic record.



Repetition of Variable Unit, Open Entry/Open Exit Courses



Students may enroll in a variable unit, open entry/open exit course as many times as necessary to complete one time the entire curriculum of the course as described in the course outline of record, but may not repeat any portion of the curriculum for the course unless:



the course is required for legally mandated training;



the course is a special class for students with disabilities which the student needs to repeat as a verified disability-related accommodated;



repetition of the course to retake a portion of the curriculum is justified by verified extenuating circumstances; or



the student wishes to repeat the course to alleviate substandard work recorded for a portion of the curriculum.



Students repeating a portion of a course pursuant to this section are subject to the repetition limitations applicable to repeatable courses.



When a course is repeated pursuant to this section, the previous grade and credit will be excluded from the calculations of grade point average.  All coursework will remain legible on the student’s permanent academic record.



Course Repetition Allowed Absent Substandard Academic Work



Under special circumstances, students may repeat courses in which a C/P or better grade was earned, or regardless of whether substandard academic work has been recorded, as noted below:



Legally Mandated Training Requirement  



Students are allowed to repeat a course when repetition is necessary to enable that student to meet a legally mandated training requirement as a condition of continued volunteer or paid employment.  Students may repeat such courses any number of times, even if they received a grade of C/P or better; however, the grade received by the student each time will be included in calculations of the student’s grade point average.  Students will be required to certify the legally mandated training requirement for their continued volunteer or paid employment status.



The term “legally mandated” is interpreted to mean “required by statute or regulation”, and excludes administrative policy or practice.



Legally mandated training courses will conform to all attendance accounting, course approval and other requirements imposed by applicable provisions of law.



Courses Designated as Repeatable  



Courses that can be repeated will be so designated in the colleges’ catalogs.  



A course may be designated as repeatable if it meets the following criteria:



Repetition of a course Is necessary to meet the major requirements of a CSU or UC for completion of a bachelor's degree (supporting documentation required)



Intercollegiate Athletics course



Intercollegiate academic or vocational competition course



Courses designated as repeatable shall be identified in the course descriptions in the college catalog. The district will devise and implement a mechanism for the proper monitoring of such repetitions, including the determination and certification that each identified course meets the criteria specified in Title 5 Section 55041c, 58161.



Students may enroll in courses that have been designated as repeatable for not more than four semesters.  For purposes of this administrative procedure, summer or other intersessions count toward the maximum number of repetitions allowed. For the purpose of this administrative procedure withdrawals count toward the maximum number of repetitions allowed.  When a course is repeated pursuant to this section, the grade received each time will be included in the calculations of grade point average.  



Where the colleges establish levels of courses that are related in content (e.g. which families of courses that consist of similar primary educational activities in which skill levels or variations are separated into distinct courses with different student learning outcomes for each level or variation) enrollment is limited to a maximum of four times Inclusive of "W" grades. 



The attendance of students in credit activity courses may be claimed for apportionment for a maximum of four semester enrollments inclusive of summer and other intersessions.  This limitation applies even if the student receives a substandard grade or "W" grade for one or more of the enrollments in such a course or petitions for repetition due to special circumstances as defined herein and by Title 5 Section 55045.



Repetition of Special Classes for Students with Disabilities 



Students with disabilities can repeat a special class for students with disabilities any number of times when an individualized determination verifies that such repetition is required as a disability-related accommodation.  Such determination will generally be provided by a qualified instructor or academic counselor.  The individualized determination must verify one of the following conditions:



The success of the student in other general and/or special classes is dependent on additional repetitions of the specific special class in question;



Additional repetitions of the special class in question are essential to completing the student’s preparation for enrollment into other regular or special classes; or



The student has a student educational contract which involves a goal other than completion of the special class in question and repetition of the course will further achievement of that goal.



Repetition of Cooperative Work Experience Education Courses



Students are allowed to repeat a cooperative work experience course if a college only offers one course in cooperative work experience.  Where only one work experience course is offered, students may be permitted to repeat this course any number of times as long as they do not exceed the limits on the number of units of cooperative work experience set forth in Title 5 Section 55253(a). 



Appendix XIV



Enrollment Priorities



Pursuant to Title 5 Section 58106, Education Code Section 66025.8 et.seq., within the Ventura County Community College District, registration appointments are given to students in good academic standing and who have completed orientation, assessment and a completed educational plan in the following order:



As defined by statute, active military and miltary veterans, DSPS students, EOPS students, foster youth and former foster youth. 



CalWORKS students, verified student athletes in their second semester who have met with a designated athletics counselor 



Continuing students with 45 – 75* units (waivers for majors exceeding 75 units may be requested through the Counseling Department)



Continuing students with 30 – 44* units



Continuing students with 15 – 29 units*



Continuing students with 1 – 14 units*



New students who have completed orientation, assessment and a completed educational plan and returning student with less than 76 units



New students who have not completed orientation, assessment and a completed educational plan.



Open registration for all students (except “10.” below), including students with 76+ units (unless granted a waiver under item 3 above



Special admission high school students



*Completed and in progress VCCCD units.  Basic skills and non-degree applicable units shall not be counted.



Continuing Student:  a student who has been enrolled in one or more of the two previous primary semesters.



Returning Student:  a student who has been previously enrolled, but not enrolled for either of the previous two primary semesters.



Primary Semesters:  Fall and Spring.



The California Community College Board of Governors has unanimously approved changes to take effect in Fall 2014 that will establish system-wide enrollment priorities. The changes are designed to ensure that classes are available for students seeking associate degrees, transfer or job training, and to reward students who make steady and efficient progress toward their educational goals. Students who have earned 75 or more degree applicable units within the Ventura County Community College District or who are on academic or progress probation for a second consecutive term will lose their priority registration. These changes will affect all enrollment priorities.



Appendix XV



Academic Renewal without Course Repetition



Students may petition only one time to have a portion of previous college work disregarded in meeting academic requirements in the colleges of the Ventura County Community College District. Academic renewal is intended to facilitate the completion of requirements necessary for an academic degree or certificate.



A student may petition, once only, to eliminate grade point calculations and credits from selected portions of previous substandard college work which is not reflective of the student’s present demonstrated ability and level of performance. Substandard work is defined as coursework graded D, F, NC, or NP. The student may petition for academic renewal to disregard previous substandard college work by selecting one of the following options:



Disregard a maximum of fifteen (15) or fewer semester units of any courses with less than a C or equivalent grade taken during any one or two terms (maximum two terms), not necessarily consecutively; or



Disregard all courses from two consecutive terms (one summer or intersession may be regarded as equivalent to one semester at the student’s discretion). Courses and units taken at any institution may be disregarded.



Academic renewal may be granted only to a student who has completed at least twelve (12) units in residence in the colleges of the Ventura County Community College District; has submitted transcripts of all college work; has waited two years since the coursework to be disregarded was completed; and has subsequently completed at least thirty (30) semester units with a minimum 2.4 grade point average.



A graded course that has been used to satisfy degree, certificate or transfer requirements cannot be academically renewed.



The colleges of the Ventura County Community College District will honor similar actions by other accredited colleges and universities in determining grade point averages and credits. The petition for this purpose, Petition for Academic Renewal, is available in the Counseling Office. Upon approval of the Petition for Academic Renewal, the student’s permanent record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.



The student should be aware that other colleges and universities may have different policies concerning academic renewal and may not honor this policy.



Appendix XVI



Drug-Free District Policy



The District shall be free from all illegal drugs and from the unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees.  The use of medical marijuana is prohibited on campus and in parking lots.



The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in all facilities under the control and use of the District.



Any student or employee who violates this policy will be subject to disciplinary action, (consistent with local, state, or federal law), which may include referral to an appropriate rehabilitation program, suspension, demotion, expulsion or dismissal.



The Chancellor shall assure that the District distributes annually to each student the information required by the Drug-Free Schools and Communities Act Amendments of 1989 and complies with other requirements of the Act.



See Administrative Procedure 3550.



Appendix XVII



Smoking Policy



VCCCD Smoking Policy



In the interest of the health and welfare of students, employees, and the public, smoking is banned during any instructional, programmatic, or official district or college function, in all District vehicles, in all District buildings, and within twenty feet of the exit or entrance of any building. Individual colleges may adopt a more restrictive policy.



Moorpark College Smoking Policy



In the interest of the health and welfare of students, employees and the public smoking is not permitted anywhere on the Moorpark College campus, except in some parking lots (see below). All smoking in and on Moorpark College facilities is expressly prohibited. Violators shall be subject to appropriate disciplinary action - see Student Code of Conduct.



Smoking shall be allowed only in the specific areas described as follows:



PARKING LOTS (with the exception of Lots F and M, and parking next to the following buildings: EATM, CDC, AA, HSC, and LMC).  (Must be in compliance with AB846 CA State Law - 20' Rule.)



Questions regarding this policy shall be directed to the President or his/her designee.



Appendix XVIII



Solicitation



The solicitation, selling, exposing for sale, offering to sell, or endorsing of any goods, articles, wares, services or merchandise of any nature whatsoever for the purpose of influencing lease, rental, or sale at a college is prohibited except by written permission of the District Chancellor, President of the College or the President’s designee. This policy applies to all students, staff, and all others.



Nothing in this policy shall be construed to revoke the rights and privileges of students as specifically granted by education code sections and board policy with regard to fundraising activities, examinations of instructional materials, or other activities sanctioned by federal, state, and local regulations.



Appendix XIX



Publicity Code and Information Dissemination



Students wishing to post, display, distribute, or otherwise make known an activity, event, or other piece of information should seek advance approval from the Student Business Office. This policy applies to all printed material distributed by students and all others on the VCCCD college campuses including, but not limited, to all petitions, circulars, leaflets, newspapers, and all materials displayed on bulletin boards, kiosks, signboards, or other such display areas. In no case should printed materials be placed on lamp poles, buildings, windows, doors, retaining walls, painted surfaces, sidewalks, plants, and other such places.



All printed materials should be clearly designed to meet the needs of students, staff, and faculty; and the event, activity, or program should be of obvious benefit to members of the campus community. All posted materials must display the VCCCD college campuses approval stamp.  Requests by off-campus individuals or agencies to disseminate materials on the VCCCD college campuses should be referred to the Student Business Office. Such material must be of a high campus value and pre-approval is required.



Posting of materials on bulletin boards and dissemination of information or petitions will be governed by time, place, situation, and manner requirements.



Coercion is not to be used to induce students to accept any printed material or to sign petitions. Individuals or groups are expected to use good taste in their manner of expressing ideas according to current law or civic policy. 



Please see Appendix I for information regarding Privacy Rights Governing Student Records and campus policy regarding the dissemination of information from student educational records. Questions regarding this policy should be addressed to the Registrar's Office.



Appendix XX



Use of Student Image, Likeness, or Voice



The VCCCD college campuses often hosts events that are open to the public such as, but not limited to, graduation, athletic competitions, job fairs, speakers, and various activities held at the theatre. Those events are considered news events. Such an event may be photographed, video-taped or Webcast for purposes of archiving the event, educational use, or publicity. Students, staff and faculty who attend those events may have their image or voice captured on video, Webcast or photograph. Due to the nature of the events, the VCCCD college campuses has no means by which to prevent such photographs, videotaping or web castings from including a specific student’s image or voice. By attending the event, a person is granting the VCCCD college campuses the right to use any such still or motion images or voice recordings in future publicity or publications as needed and without compensation. No release shall be required by the VCCCD college campuses to utilize in an appropriate manner any images captured during a public event, even if the subject is a minor.
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PLEASE NOTE CHANGES TO CATALOG REVISION PROCESS:

If you have not already submitted your catalog changes to me, please note the following
changes to our revision/approval process.

Please review your section of the Catalog for SY 14-15 and use Track Changes in Word to
make any changes. Once you have completed your changes please forward to your Dean
for review and approval. Once all your changes have been finalized, either you, or your
Dean, should accept all the Track Changes in the Word document.

Once you have accepted all Track Changes, you can forward me the final copy you would
like published in the Catalog. If you have any questions, please don’t hesitate to contact me
directly, as | am happy to assist. You can reach me at ext. 1808 or 805-553-4066.

The deadline to receive your final copy is Monday, February 24, 2014.

Thanking you in advance for your time and effort in completing this project. Looking forward
to working with you, and many apologies for revising the process. We hope this makes it
easier for everyone.

Many thanks.

Best,

Carmen Leiva

Curriculum Technician
Moorpark College

7075 Campus Road, A-125A
Moorpark, CA 93021

p: 805.378.1400 x 1808

e: cleiva@vcced.edu
moorparkcollege.edu
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GLOSSARY OF COLLEGE TERMS



The following is offered as an explanation of common terms used at Moorpark College. You should be familiar with these key words, terms and phrases since you will read or hear them throughout your college experience. A counselor is also available to answer any questions.







Academic Year: Fall and Spring semesters, beginning with the start of the Fall term in August through the end of the Spring term in mid-May.



Add: Formally adding a class(es) by completing the appropriate forms online or at the Admissions Office.



Add Authorization Code:  Four-digit code received from an instructor that allows student to register in a closed class online using MyVCCCD student portal.



 Adding a Closed Class: Students seeking entry to classes that are closed at the time they register are referred to the instructor.



Advisory/Recommended Preparation:  A condition of enrollment that a student is advised but not required to meet before or in conjunction with enrollment in a course or educational program. The recommendation is made by faculty and is intended to ensure that students are adequately prepared to successfully complete a particular course. 



Area of Emphasis: Required In General Studies programs of study, an area of emphasis consists of 18 units in an area of concentration, with 6 of the 18 units coming from a single discipline to give the student more depth in their study.



Articulation: Contractual agreements between two or more schools. Articulation agreements between Oxnard College and universities list the courses that transfer and that satisfy certain requirements.



Assessment/Placement Test: Test given prior to registration for classes. The results are used to help students select appropriate classes.



ASSIST (www.assist.org): ASSIST stands for Articulation System Stimulating Inter-institutional Student Transfer.  It is a website that shows how course credits earned at one public California college or university can be applied when transferred to another. ASSIST is the official repository of articulation for California's public colleges and universities and provides the most accurate and up-to-date information about student transfer in California.



Associate Degree: An associate degree is an undergraduate academic degree awarded by community colleges, junior colleges, technical colleges, and some bachelor's degree-granting colleges and universities upon completion of a course of study usually lasting two years. 



	• Associate in Arts (A.A.)



	• Associate in Science (A.S.)



Associate Degree for Transfer (ADT): is an undergraduate academic degree designed to guarantee admission to the CSU system.  The degree consists of 60 CSU transferrable semester units including certified completion of general education requirements(CSU GE-Breadth/IGETC-CSU), major requirements, and electives (if needed).  An Associate Degree for Transfer may be earned in academic and career technical education majors. 



	• Associate in Arts for Transfer (AA-T)



	• Associate in Science for Transfer (AS-T)



Audit: Process by which a student may enroll in a class as an observer for information only. The student is not officially registered, and will not receive a grade. Audit enrollments do not satisfy degree, certificate or transfer requirements and do not appear on a student's transcript.  See the Audit Policy in this catalog..



Bachelor’s Degree: Degree granted by four-year colleges and universities. Usually the Bachelor of Arts (B.A.) or the Bachelor of Science (B.S.).



BOGW: Board of Governors Enrollment Fee Waiver - a form of financial aid that pays enrollment fees for eligible California residents and AB540 students.



By Arrangement: Courses, or part of a course, which include additional hours not yet scheduled.



Certificate of Achievement: A college-awarded document indicating that the graduate has satisfactorily completed the major courses in a program, but not the general education courses. A certificate is not a degree.



Class Schedule: The listing of courses including hours, instructor and room assignments to be offered each term. See Schedule of Classes.



Collaborative Learning: A method of instruction committed to actively engaging students in their learning using small groups, team and group projects, and providing opportunities for students to share common experiences and solve problems.



Corequisite: A course or courses in which a student must be concurrently enrolled. A corequisite represents a set of skills or a body of knowledge that a student must acquire through concurrent enrollment. Corequisites are indicated in the Class Listings of the Schedule of Classes and in the College Catalog.



Counselor: Faculty who assist students with personal, career, vocational and educational planning and development.



Course: An organized pattern of instruction in a specified subject offered by the college.



Course Description: A brief statement about the content of a particular course.



Credit Course: A course for which units are granted.



Credit by Exam:  Process by which a student may meet a specific requirement through successful performance on a comprehensive exam. Students who are successful in challenging a course through credit by exam will receive units earned in the challenged course and a grade of "P" (Pass) will be posted to their academic transcript. 



CRN: Course Reference Number listed in the Schedule of Classes.



CSU: The California State University system, also called Cal State, consists of 23 campuses statewide.



CSU GE-Breadth: General Education pattern for the CSU system. See Transfer Information.



Curriculum: Course offerings of the College as a whole; also refers to a group of required courses leading to a degree or certificate. 



Degree: A diploma granted by a college stating that the student has attained a certain level of ability in a specific field. The most common degrees are: 1) A.A. Associate in Arts; 2) A.S. Associate in Science; and 3) B.A./B.S. Bachelor's Degree (four-year). 



Dismissal: The procedure of dismissing a student from college for poor academic achievement, for incurring excessive withdrawals, or for disciplinary reasons. Often, dismissal is temporary, providing the student agrees to certain conditions. See this Catalog for more information.



Drop: Withdrawing formally from a class in which a student is enrolled. It is the student’s responsibility to formally withdraw from a class. A student may drop a class online or in-person, or the instructor may initiate the drop.  Contact the Admissions Office for more information and deadlines.



Educational Work Load: Generally consists of 15 units of work per semester in order to make normal progress towards the A.A./A.S. degree and/or transfer requirements.



Elective: A course that is not specifically required for the major but which the student takes for unit credit, and which may count towards the total units required for the degree.



Financial Aid: Money available from the federal or state governments or local sources to help meet college expenses. Financial aid can include grants, loans, scholarships, and work-study programs.



Full-Time Student: A student who enrolls in and satisfactorily completes a minimum of 12 units. This status is important for financial aid eligibility and other special program requirements. 



General Education/Breadth Requirements (GE): Courses that all students must satisfactorily complete to obtain a degree. Depending on the degree desired, these GE requirements vary. Current lists are available at the Counseling Office, in the College Catalog, in the Schedule of Classes, and on the College website.



Good Standing: Indicates that the student’s grade point average is a “C” or better (2.0 or better).



Grade Point Average (G.P.A.): The average of a student’s grades. See Academic Policies.



Hour: Same as “Credit” or “Credit Unit.” See Units.



IGETC: Intersegmental General Education Transfer Curriculum. A pattern of courses that can be used to satisfy general education requirements at both CSU and UC campuses. See Transfer Information.



Learning Community: Thematically links two courses, providing the student with an interdisciplinary context for learning.



Lower Division: The first two years of college work, i.e., freshman and sophomore years. By California law only lower division work can be offered at California Community Colleges.



Major/Area of Emphasis: An organized program of courses in a specific area of study, leading to a Certificate of Achievement, an Associate degree, or ultimately a Bachelor's degree.



Matriculation (now known as Student Support Services): A process that promotes and sustains the efforts of community college students to achieve their educational goals through a coordinated program of instructional and support services tailored to individual needs.



MyVCCCD:  The student portal that provides access to a variety of services, tools and Information.



Noncredit Courses: Courses that grant no college credit, no units, and no student grades. A noncredit course should not be confused with the pass/no pass grading option as defined below.



Open Entry/Open Exit: Courses that may be added throughout the semester and may be completed upon fulfillment of course requirements at any time during the semester.



Part-Time Student Status: A student who enrolls in or completes fewer than 12 units.



Pass/No Pass: A grading system allowing a course to be taken for a "grade" of pass/no pass (P/NP) rather than for a letter grade. See Academic Policies.



Preparation for the Major: Lower division courses required by four-year universities as part of the selected major.



Prerequisite: A requirement which must be completed prior to enrollment in a course and without which a student is highly unlikely to succeed. Prerequisites are listed in the course descriptions in the College Catalog and in the Class Listings of the Schedule of Classes.



Probation: Students may be placed on probation if they fail to maintain progress towards their declared academic goal or if their grade point average drops below a 2.0 for any term. Students on probation are required to meet with a counselor to develop a plan to get off probation.



Proficiency Award: A document awarded to a student upon completion of a course or a series of courses as designated in the College Catalog. Awards are issued by selected instructional departments of the College. Consult the instructor for more information.



Program Changes: Adding or dropping classes after initially enrolling.



Recommended Preparation: Preparation suggested by the faculty to successfully complete a particular course. While encouraged to do so, students do not have to satisfy recommended preparation guidelines to enroll in a course.



Registration: The official process of enrolling in courses. The process of registration must be completed by the second week of the semester for Fall and Spring and by the middle of the first week for Summer in order for a student to be officially enrolled and to receive credit for his or her classes.



Schedule of Classes: Listing of college courses offered in a particular term.  Includeds the course ID, title, units, hours, time, instructor and location of classes. In addition, the Schedule lists other course information (e.g., prerequisites, fees, transfer credit) plus the registration and deadline calendars. Available online only.



Semester: One-half of the academic year; 16 to 18 weeks duration.



Short-Term Course: A class that meets for less than a full semester.



Staff: Noted in the Schedule of Classes when a faculty member has not yet been assigned.



Student Education Plan (SEP): A program of study and services needed by the student to enable the student to reach his or her educational objective. The SEP is developed by the student and counselor.



TBA: “To Be Announced” is noted in the Schedule of Classes when the time of a class may be arranged independently or when the location is to be announced after the publication goes to print.



Transcript (of record): A copy of a student’s college records prepared by the Record’s Office. 



Transfer: This term generally applies to the student who plans to continue his or her education at a four-year college or university.



Transfer Certification:  Process by which a counselor at a community college evaluates a student's transcripts and verifies that they have met the CSU-GE Breadth or IGETC requirements for transfer to either a CSU or UC school.  Transfer certification (also called GE certification) will be certified on the student's academic transcript by the Recordfs Office.  Student must meet with a counselor to initiate this process.



Transfer Credit: Credit from one college that is accepted and applied toward a degree, certificate or program of study by another college or university.



Transferable Course: A course that is accepted at universities at least for elective credit. Indicated after each applicable course in the Catalog and Schedule under “Transfer Credit.”



Transfer Requirements: In order of importance, transfer students must satisfy requirements for admission, preparation for the major, and general education. Admissions requirements, at a minimum, include units, scholarship, and subject area preparation.



UC: The University of California system of 10 campuses.



Undergraduate: Courses in the freshman through senior years of college work. Courses taken up to completion of a Bachelor’s Degree.



Units: The basic unit of credit is the semester unit which is equivalent to a credit hour. One credit hour of community college work is approximately three hours of recitation, study or laboratory work per week throughout a term. For practical purposes, the following terms are synonymous: Unit, semester unit, semester hours, credit, credit hour.



Units Attempted: Total number of credit units in the courses for which a student has enrolled.



Units Completed: Total number of units in the courses for which a student has received a grade of A, B, C, D, F, P, or NP.



Upper Division: Refers to courses taken at the junior and senior class level at the four-year college or university.



Withdrawal: The process by which a student officially drops one or some classes or withdraws from all classes during the semester. Check with the Admissions Office for the specific requirements and procedures.
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Dave,

Hope all is well. It’s that time of year again, Catalog updates. We look forward to working with you
in updating your section for the 2014-2015 Catalog.

Attached you will find extracted page (s) from the Catalog pertaining to your section for you to
review, edit, and approve. Please note that we have attached a word document from last year’s
catalog copy, as our graphic designer, Janeene, has asked you complete changes in a different color
font. There is no need to redline anything, you can make your changes directly as you would like
them to appear in a different color font, and we only ask that you do not change the font type of the
document we are sending you. We understand the font will not be uniform, but please note
Janeene has asked we leave as is, as it will translate to our design program accordingly, once we
input your completed changes.

Once your changes are complete, and you have updated the word document, please e-mail the file
directly to me. The deadline to receive your updates is Friday, February 7, 2014.

If you have any questions, please feel free to contact me directly, as | am happy to assist. Thanking
you in advance for your time and effort in completing this project. Looking forward to working with
you.

Many thanks.

Best,

Carmen Leiva

Curriculum Technician
Moorpark College

7075 Campus Road, A-125A
Moorpark, CA 93021

p: 805.378.1400 x 1808

e: cleiva@vcced.edu

moorparkcollege.edu
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ADMISSIONS & REGISTRATION







Eligibility for Admission



The right of any person to attend any college in the Ventura County Community College District is conditioned by certain admission and residency qualifications as provided by state and federal law.



Admission to the colleges of the Ventura County Community College District is open to any California resident who is a high school graduate, or who possesses a high school certificate of proficiency or GED, or who is 18 years of age or older and capable of benefitting from instruction offered.  Admission is also open to any California resident who is an apprentice as defined in Section 3077 of the Labor Code. 



Students’ self-certification may serve as proof of high school attendance and graduation or its equivalent, except that home schooled students may be required to provide verification from an accredited high school district that the home school curriculum completed is deemed equivalent to graduation from an accredited high school.



Persons who are attending an accredited public or private K-12 school may be eligible for admission under special admission provisions noted elsewhere in this catalog. Persons who are attending a non-accredited K-12 school or home school may petition for admission under special admission provisions noted elsewhere in this catalog. Special admission provisions apply to minors, and to persons 18 years of age and older if they are still attending a K-12 educational institution as defined above.



Persons entering any of the public community colleges of California are subject to the residency requirements as determined by the State of California. Persons whose legal residence is determined to be in another state (nonresidents) or in a foreign country (International Students) may be admitted under conditions stipulated by the governing board on payment of specified tuition and fees.  Additional information regarding residency requirements may be found under the "Residency" section in this Catalog, on the College website or by contacting the campus Registration and Records Office.



The right of a student to attend any community college in this District is conditioned by certain admission and residency qualifications as provided by law.



Further information is listed under the Residency Requirements section in this catalog.







General Admission Procedures



Students new to the Ventura County Community College District must complete an application for admission. The application for admission is available online at www.moorparkcollege.edu/apply. Printed copies of the application for admission can be downloaded from the College website. Consult the college website for application dates and deadlines.  An admission application must be on file before students can register.  There is no cost to apply.



A returning student who has not attended one of the VCCCD colleges in the last year must reapply for admission at the college website provided above. Students will be prevented from registering and accessing the MyVCCCD student portal until an application for admission has been submitted. 




[bookmark: _GoBack]Applications for admission to the colleges of the Ventura County Community College District are submitted under penalty of perjury, whether submitted online or in written form. Falsification of information provided therein may result in disciplinary measures up to and including dismissal, termination of eligibility for programs and/or services as appropriate, and/or the retroactive assessment of nonresident tuition charges if warranted. Falsification of information that results in fraud or other crimes may result in legal penalties. 







Admission of Minors



In accordance with the California Education Code, minors may be permitted to take college courses under very specific circumstances.  The intent of Special Admissions is to provide minors who can benefit from advanced scholastic and vocational education the opportunity to take college-level courses that are not available through their primary school or other alternatives.



Students admitted as part-time special admission students may enroll in a maximum of six (6) units per semester or term, unless approved for additional units by their primary school and the designated college administrator. Under no circumstances may a part-time special admission student enroll in more than eleven (11) units in a regular semester.



Enrollment fees are waived for Special Admission students who are enrolled in 11 units or less.  All other fees apply. 



Once a student has applied for admission, and in order to qualify and register for Special Admission, all students must present the following for each semester they register:



· Written permission of a parent or guardian and written permission of their high school principal or counselor on the Special Admission form. In addition, students below the 11th grade are not permitted to enroll until the semester begins and must also have the written consent of the college instructor whose class they wish to attend.



· A Memorandum of Understanding signed by a parent/ guardian and student.



· A current transcript or report card. Transcripts are used to confirm grade level and for clearance of enforced prerequisites.



· Home-schooled students must present the completed Private School Affidavit. For more information, visit www.cde.ca.gov/sp/ps



All Special Admission forms are available online at the college website, at area high schools and at the college Records Office.  Detailed information on prerequisites clearance is available on-line and in this catalog. 



Important Note: Under the Family Educational Rights and Privacy Act, once a student is attending an institution of postsecondary education, all rights pertaining to the inspection, review and release of his/her educational records belong to the student without regard to the student’s age. Therefore, all students, regardless of age, must provide written consent for release of their college transcripts and/or college records.  For more information, please refer to “Privacy Rights Regarding Student Records” in this catalog.



Parents and students applying for Special Full-time Admission status must contact the Registrar’s Office.  Petitions for Special Full-Time Admission will be considered only after the parent and student have exhausted all alternatives available through the secondary school district that the student would be attending.  The decision to admit a minor as a special full-time admission student may be subject to the availability of classes.  Special full-time admission students are required to complete at least 12 units in each primary term, and to maintain continuous enrollment until reaching the age of 18.







Residency Requirements



The determination of legal California residence is a complex matter. Students will be required to present various kinds of documentation for purposes of the final determination. All questions as to legal residence and the exceptions allowed under California law shall be directed to the Records Office. The right of a student to attend any public community college in California is conditioned by certain residency qualifications set forth in the California Education Code. Residence determination is based on state and federal law, and is subject to change without prior notification.







California Residents



To qualify as a California resident, a student must have legally resided in California for one year and one day prior to the beginning of the semester he or she is planning to attend and must have taken actions that express intent to establish California residence.  



Students who have lived in California for more than one year but less than two years will be asked to show proof of legal California residence. The burden of proof lies with the student, who must present documentation of both physical presence in the state for at least one year and one day, and intent to establish permanent California residence. Failure to present such proofs will result in a non-resident classification for admission and tuition purposes. A list of acceptable proof documents is available on the college website and from the Records Office.



Students who are both U.S. citizens or permanent residents and former California residents who are returning to the state after an absence may be eligible for exemption from the requirement to pay nonresident tuition while they reestablish their California residency.  They would be required to meet all of the following criteria: 



· Attendance at a California high school for three or more years, and;



· Graduation from a California high school or attainment of the equivalent thereof, (CHSPE, GED acceptable), and



· Submission of the self-certifying affidavit required by the California Community Colleges' Chancellor's Office, and



· Submission of additional verifying documentation as required by the college (e.g. high school transcripts)  



Non-citizens holding immigrant and non-immigrant visas (other than F1 or M1) may be eligible to establish California residency if allowed under the terms of his/her visa, and upon presentation of acceptable residency documentation.  The student will initially be classified as a nonresident and required to present the following items at the Records Office:



· Visa



· Documentation that verifies that the student has resided in California for one year and one day preceding the first day of the semester, and that the student has taken actions consistent with the intent to establish California residency.



Nonresidents



A nonresident is a student who has not lived in California continuously for one year and one day prior to the beginning of the semester he or she is planning to attend, or who is unable to present proof of intent to establish permanent California residency, or who is not eligible to establish residency.  Students classified as nonresidents shall pay non-resident tuition fees in addition to mandatory enrollment and health fees. Conduct inconsistent with a claim for California residence includes but is not limited to:



•	being an actively registered voter in another state



•	petitioning for divorce as a resident of another state 



•	attending an out-of-state educational institution as a resident of that state



•	declaring nonresident status for California state income tax purposes



•	maintaining a valid driver’s license or vehicle



Legal intent to establish residency in California requires that the student take actions that carry an expression of intent to make California their primary and permanent state of residence. Intent can be manifested in many ways, including but not limited to filing California taxes as a resident, being a registered California voter, registering vehicles in California, buying residential property in California (and living here).



Non-citizens without lawful immigration status shall be classified as a non-residents but may be exempted from payment of non-resident tuition pursuant to AB 540 provided they submit verifiable documentation to certify that they meet all of the following criteria:



· Attendance at a California high school for three or more years, and;



· Graduation from a California high school or attainment of the equivalent thereof, (CHSPE, GED acceptable), and



· Submission of the self-certifying affidavit required by the California Community Colleges' Chancellor's Office, and



· Submission of additional verifying documentation as required by the college (e.g. high school transcripts)







Reclassification of Residence Status



Students who are admitted as nonresidents must petition for reclassification to California resident status. The petition process includes the completion of a Residence Reclassification Request form and the submission of acceptable documentation to support a claim that the student has met the requirements for physical presence and intent to establish legal residence in California. The physical presence requirement is one year of living in California. Students must show proof that California has been their primary state of residence, excluding vacations, for one year and one day prior to the beginning of the term for which reclassification is requested.	



Request for Reclassification may be denied if the student:



· is in California solely for educational purposes.



· possesses a driver’s license or vehicle registration or voter registration or selective service registration from a state other than California; such items constitute maintaining residence in another state. 



· is claimed as a dependent on out-of-state tax returns (e.g., by parents living in another state). 



Other regulations and restrictions apply that may affect the determination of residence status. Questions should be referred to the Registration and Records Office.







Military Personnel and Dependents 



A student who is a member of the Armed Forces of the United States stationed in this state on active duty (except a service member assigned for educational purposes to a state-supported institution of higher education), or a student who is a dependent (natural or adopted child, stepchild, or spouse) of a member of the Armed Forces of the United States stationed in this state on active duty is entitled to resident classification only for the purpose of determining the amount of tuition and fees.



If that service member is subsequently transferred out of California on military orders but continues to serve in the U.S. Armed Forces, or is subsequently retired from military service, neither the service member nor his or her dependent shall lose resident classification for tuition purposes so long as he or she remains continuously enrolled at the institution.



MILITARY VETERANS



A student who was a member of the Armed Forces of the United States stationed in this state on active duty for more than one year immediately prior to being discharged shall be exempt from paying nonresident tuition for up to one year if he or she files an affidavit with the community college stating that he or she intends to establish residency in California as soon as possible.



The one year exemption provided in paragraph (1) shall be used while the student lives in this state and within two years of being discharged.



A former member of the Armed Forces of the United States who received a dishonorable or bad conduct discharge shall not be eligible for an exemption pursuant to this section.







International Student Admission [MAUREEN RAUCHFUSS]



This school is authorized under Federal law to enroll nonimmigrant students.  International students  (F1 visas) and persons who hold nonimmigrant visas including but not limited to visa types B(special restriction applies), C, D, H1, H2, H3, H4, J, O, P, Q1, TN, TD, TWOV, U,  are citizens and residents of another country. Eligibility for admission is determined by the type and current status of the visa. If eligible for admission, students present in the United States under these visa types are classified as International Students and are required to pay nonresident tuition fees in addition to the mandatory enrollment and health fees for each semester of attendance. Contact the International Student Program (within the office of Outreach and Admissions) for more information. Students who hold certain types of nonimmigrant visas approved by the United States Citizenship and Immigration Services may be eligible for admission as well as residence classification for tuition purposes. 



Proof of current visa status must be submitted to determine this eligibility. Contact the International Student Office or Records Office, or see the International Students Program section for more information.







International Student Admission Requirements and Procedures



(F-1 Visa student only) [MAUREEN RAUCHFUSS]



An international student is anyone enrolled in courses in the United States who is neither a permanent resident nor a citizen of the United States.  Most international students who intend to study full time in the United States will have an F-1 visa. Persons holding visas should contact the Records Office to determine their eligibility for admission to the college, or contact the International Student Program.







Prior to admission, international students must submit all of the following documents for evaluation to the International Student Office:



· International Student Application form for Moorpark College



· Personal letter (in English) describing education background, special interests, and reason for applying to Moorpark College



· Proof of TOEFL with a score of 450 (PBT); 133 (CBT); 45 (IBT) or higher; or other acceptable evidence of proficiency in the English language as approved by the International Student Program.



· Official Translated Transcripts: Transcripts of all High Schools and Colleges previously attended must be translated to English in English and submitted.



· A $50 non-refundable Application Processing fee. Check or money order payable in US dollars and made out to “Moorpark College”.



· An official bank statement or affidavit of support from a sponsor, to showing proof of sufficient financial support to pay tuition, fees, and living expenses for one year. This cost is estimated to be $22,700 based on the geographical area of the college. If bank statement is provided from a sponsor other than the student or their parents, they must also provide a notarized Financial Certification (form is available from the International Student Program).



· A personal letter of reference from a school instructor, administrator or an employer.



Prior to enrollment in classes, international students must complete the following activities:



· Take appropriate assessment tests at Moorpark College.



· Attend an orientation session for new international students, including academic counseling



· Attend in-person, an individual appointment with the International Student Office staff.







Prior to attendance in classes, international students must provide the following items to the International Student Office:



· Completed Health Statement, and negative Tuberculosis skin test (Mantoux). If skin test is positive, student will be required to obtain a clear follow-up chest x-ray.



· Proof of major medical insurance coverage meeting minimum school requirements. Appropriate insurance may be purchased through the International Student Office on campus.



· Passport, visa, I-94 card and any previous I20s issued by other schools, so copies can be made and filed.



Limitations on International Student Enrollments In order to foster cultural exchange, the District encourages ethnic and national diversity among the student body. Due to the District’s space limitations and to the special educational needs of international students, the Ventura County Community College District reserves the right to limit the number of international students admitted each year.



Permission to Work (F-1 visa only): According to immigration policy, International students may work 20 hours a week, on-campus only, during their first nine months of study. After the first nine months of study, foreign students may request permission to work off-campus. Contact the International Students Office for information, (805) 378-1414.







Student ID Numbers 



Student ID numbers (also called 900 numbers) are assigned to replace social security numbers as the student‘s primary identifier. The assigned ID number will appear once you log into your MyVCCCD account. It will also appear on printed mailers and notices from the College and on faculty attendance, drop, and grade rosters.



Your social security number will still be collected for such purposes as statistical reporting, financial aid, and Hope Scholarship Tax Credit reporting, and it will appear on your official transcript.



Students are strongly encouraged to use only their Student ID numbers in all College related business as it provides them with additional security and confidentiality.







Moorpark College Matriculation [MAUREEN RAUCHFUSS]



See Appendix XI for details.  The primary goal of Matriculation is to assist all students in attaining academic success. It is a partnership which results in an agreement between the College and the student for the purposes of defining and realizing the student’s educational goal.  This agreement includes responsibilities for both the college and the individual student, who work together combining several activities and processes to develop a Student Educational Plan (SEP). The SEP is a schedule of recommended courses for two semesters. Within the Matriculation process both college and student responsibilities are defined.



The following matriculation activities should be completed before registration: 



·     an online and/or In-person orientation, 



· assessment testing for math and English prerequisite clearance and course placement recommendations, and 



· counseling advisement.  



Additional requirements and exceptions apply.  Consult Appendix XI at the end of this catalog for full policy and procedures regarding Matriculation Services.







Registration Procedures



See Appendix XIV for details on Enrollment Priority. Register online through the student portal (my.vcccd.edu) for the earliest and best opportunity to enroll in classes. Registration appointments are posted approximately one week before registration begins. Registration calendars may be viewed through the portal or the college website.   



Registration appointments are determined by student status as a continuing, returning or new student; and for continuing students, by the total number of degree applicable completed and in-progress units within the VCCCD.  The calculation of total units includes degree applicable units earned only at colleges within the Ventura County Community College District.  The registration priority for students who have earned 76 or more degree applicable units at the colleges of the VCCCD will have their registration appointment set to the lowest continuing student registration level.  This provision will not affect students who are identified as participants in special programs or populations who are eligible to receive priority registration as identified below.  Students who are actively enrolled In and pursuing a degree program considered to be a high unit major should contact the Counseling Office to petition for an exception.



Students who are eligible for services through the EOPS, ACCESS (DSP&S), students who are foster youth or former foster youth (through age 24), military veterans or active duty servicemembers, are eligible for advanced priority registration one week before the continuing student registration begins.



The California Community College Board of Governors has unanimously approved changes to take effect in Fall 2014 that will establish system-wide enrollment priorities. The changes are designed to ensure that classes are available for students seeking associate degrees, transfer or job training, and to reward students who make steady and efficient progress toward their educational goals. See Appendix XIV for additional details.







Special admission students who are concurrently enrolled in K-12 schools must register in person on the dates specified each term in the registration calendar.







Prerequisites and Corequisites



All course prerequisites are strictly enforced at registration. Students must have completed the prerequisite course at this college with a grade of A, B, C or P, or be currently enrolled in the prerequisite class at one of the VCCCD colleges, or have had external transcripts evaluated in the Counseling Office and received prerequisite clearance. 



Students who do not meet a course prerequisite through college coursework as evidenced on a college transcript may be eligible to challenge the prerequisite requirement.  Challenge petitions must be submitted and approved before registration can occur.  Consult the Counseling Office for more information about the challenge requirements and process.



Corequisites require that a student register in both of the linked classes during the same semester. Both classes must be registered at the same time, and waitlisting is not allowed for corequisite courses. 







Late Registration and Program Adjustment begins on the first day of the semester or summer session, and on the first day of instruction in short-term classes.







Registration into a Closed Class/Waitlists may be accomplished through the use of waitlist options or add authorization codes. The waitlist option is available for most full semester classes through the end of the first week of the semester. Add authorization codes are available beginning the second week of the semester.  Summer session procedures may differ.



Waitlisted students are captured in chronological order based on the date they register for the waitlist, and are automatically registered into open seats in that order. Email notification is sent confirming the registration. Students who have not received a confirming email by the day of the first class meeting must attend class for further direction from the instructor.



Important details about Waitlists:



· All co-requisites or prerequisites must be met before a student will be placed on a waitlist.  Students must have completed the prerequisite course at this college with a grade of A, B, C or P, or be currently enrolled in or obtained counselor approval for prerequisite clearance. 



· The waitlist course cannot cause any time conflicts with a student’s existing class schedule, or with other courses for which the student may be on the waitlist. 



· Students may not exceed the maximum allowable number of units including the waitlisted course (19.5). Requests for unit overload must be approved by a counselor and filed with the Records Office. 



· Students may not exceed the maximum allowable number of repeats for any class. 



· Students will be informed if the waitlist is full. 



· Fees will be assessed when a student is moved from the waitlist and registered in the class. 



· If students wish to remove themselves from a waitlist they may do so by activating the drop code function on their MyVCCCD account.   



· Students dropped from all enrolled courses due to nonpayment of fees will also be dropped from the priority waitlist. 



· Instructors may drop students who are registered or waitlisted but fail to attend the first day of class.







Online Services @ My.VCCCD.edu



Your Gateway to Online Student Services



MyVCCCD is the gateway to online services, providing college and district information for current students. New applicants and reapplying returning students will be provided a link to the portal setup in their acceptance email from the college.



MyVCCCD provides access to the following online services and features:



· Registration appointments and calendars



· Registration, add and drop classes



· Pay fees, purchase parking permits and ASB cards



· Sign up for payment plan



· Track and manage financial aid awards



· Check progress toward a degree, certificate or transfer requirements using DegreeWorks



· Access online classes



· View/Print Schedule
• View/Print Unofficial transcript
• Print official enrollment verification



· Search for classes using the registration "shopping cart" or the “searchable” schedule of classes (find drop deadlines, prerequisites, & more!)



· Update personal information (address, phone, emergency contact numbers, major, program of study, educational goal)



· Forward college email to a personal email account 



· Change password







Updating Student Records 



Once a student application is on file, any necessary communication with the student is conducted through the contact information provided and through the VCCCD e-mail account given to all students, via phone call or text message to either the contact information or emergency numbers on file in the student's records, or through the MyVCCCD Student Portal. It is important that address, phone, and alternate e-mail address updates or corrections be recorded in student academic records. Students may update this information at any time by logging into the MyVCCCD Student Portal and selecting Personal Information. Name changes must be filed in-person at the Registration and Records Office on campus, and they require that the student present a picture ID (driver's license or California ID card), and at least one other piece of identification bearing the new name. Name changes cannot be completed online. 







Transcript Requirements



All new, continuing and returning students are encouraged to submit official transcripts from all high schools, colleges and universities they have attended. EXCEPTION: Students do not need to submit transcripts from Ventura and Oxnard Colleges. 



The transcripts should be directed to: Moorpark College Registration and Records Office, 7075 Campus Road, Moorpark, CA 93021.



Students are encouraged to have their transcripts submitted to Moorpark College before enrolling for their first semester, to prevent delays in processing their registration. 



All transcripts submitted to Moorpark College become the property of the college and copies cannot be forwarded elsewhere or released to the student. These transfer records may be used by authorized college personnel only.



Transcripts are required for verification that students have met degree, certificate, or prerequisite requirements with courses from other schools. Special programs with special requirements such as nursing, athletics and financial aid may require a student to file all high school and college transcripts to verify eligibility. 



The College is not required to keep external transcripts. Therefore, students should be aware that records are periodically purged and external transcripts are destroyed.







Acceptance of Transfer Coursework



FROM REGIONALLY ACCREDITED COLLEGES AND UNIVERSITIES:



Institutions must be regionally accredited by one of the following accrediting bodies: 



· Middle State Association of Colleges and Schools, Commission on Higher Education



· New England Association of Schools and Colleges, Commission on Institutions of Higher Education



· New England Association of Schools and Colleges, Commission on Technical and Career Institutions



· North Central Association of Colleges and Schools, The Higher Learning Commission



· Northwest Commission on Colleges and Universities



· Southern Association of Colleges and Schools, Commission on Colleges



· Western Association of Schools and Colleges, Accrediting Commission for Community and Junior College



· Western Association of Schools and Colleges, Accrediting Commission for Senior Colleges and Universities. 



Coursework presented on official transcripts from regionally accredited colleges and universities will normally be granted lower division credit by Moorpark College. Exceptions may apply, see a counselor.



All transcripts submitted become the property of the College, and copies cannot be forwarded elsewhere or released to the student. These transfer records may be used by authorized College personnel only.







FROM OTHER ACCREDITED INSTITUTIONS:



Coursework presented on official transcripts from nationally or professionally accredited colleges and universities may be eligible for lower division credit from Moorpark College based on an approved Petition for Variance, recommendations for lower division baccalaureate credit by the American Council on Education, or other evaluative alternatives utilized by College counselors.



All transfer coursework is evaluated based upon the current information and practices specified in the Accredited Institutions of Postsecondary Education by the American Council on Education. Students transferring to colleges of the Ventura County Community College District are required to declare all previous college attendance. Failure to provide complete information may result in dismissal from the Ventura County Community Colleges.







FROM FOREIGN COLLEGES AND UNIVERSITIES:



Students transferring to the Ventura County Community Colleges from foreign colleges or universities must have their transcripts translated and evaluated as being equivalent to a regionally accredited institution by one of the member agencies of the National Association of Credentials Evaluation Services or one approved by the California Commission on Teacher Credentialing. Evaluations from other professional credentials evaluation services will be reviewed for acceptability on a case-by-case basis.  The evaluation must be a Detailed or Comprehensive evaluation that includes course-by-course descriptions, unit values and/or grade point average, and Identification of lower and upper division courses.  Evaluations must be mailed directly to Moorpark College from the evaluation service.  Contact the Moorpark College Registrar's Office for more information regarding credential evaluation criteria. 



Students must submit official transcripts to a qualified agency and request that the agency forward the official evaluation to the College. Completed coursework will be considered for lower division unit credit only. However, foreign coursework cannot be applied to CSU General Education Breadth or IGETC (except Area 6) certification unless the foreign institution has U.S. regional accreditation The individual CSU campus may opt to give students credit for foreign coursework, but community colleges do not have that prerogative. Requests for equivalent Moorpark College course credit are evaluated on an individual basis by a counselor. This review is based upon the recommendations of the transcript evaluation service and by the appropriate college discipline.











Credit for Military Service



The colleges of the Ventura County Community College District will recognize and grant credit to service personnel for formal educational training completed in the United States armed forces provided such credit is not a duplication of work taken previously.



Service personnel may be allowed credit for formal service school courses offered by the United States military service recommended in the Guide to the Evaluation of Educational Experiences in the armed services of the American Council on Education. The credit allowed will be based upon the recommendations specified in the Guide. 



Service personnel may be allowed full advanced standing credit for college level courses completed under the auspices of the Defense Activity for Nontraditional Education Support (DANTES) or the United States Armed Forces Institute (USAFI) as recommended in the Guide to the Evaluation of Educational Experiences in the Armed Services of the American Council on Education. Such credit will be treated in the same manner and under the same policies as allowing credit from regionally accredited colleges and universities.



Any work completed at a regionally accredited college or university by service personnel while in military service and for which the college or university issues a regular transcript showing the credits allowable toward its own degrees, will be allowed advanced standing credit toward the associate degree in the same manner as if the student had pursued the courses as a civilian.



Service personnel should be aware that other colleges and universities may have different policies concerning credit for military educational training. There is no assurance that the granting of these units by the colleges of this district will be accepted by other institutions of higher education. Students must submit an official transcript of military course work to the Registration and Records Office for evaluation.  Contact the Registration and Records Office for more information.







Fees



ENROLLMENT FEES ARE SET BY THE STATE, ARE SUBJECT TO CHANGE WITHOUT NOTICE AND MAY BE RETROACTIVE. ALL OTHER FEES ARE SET BY THE VENTURA COUNTY COMMUNITY COLLEGE DISTRICT BOARD OF TRUSTEES AND ARE SUBJECT TO CHANGE BY BOARD ACTION. ALL FEES MUST BE PAID IMMEDIATELY (OR COMMITTED TO BE PAID) TO COMPLETE A STUDENT’S REGISTRATION.   IF THE REGISTRATION PROCESS IS NOT COMPLETED, THE STUDENT WILL NOT BE ENROLLED IN CLASSES.	



	Enrollment Fee:	$46.00 per unit



			23.00 per 1/2 unit



			11.50 per 1/4 unit



	Health Fee (mandatory)	$19.00 fall/spring



			16.00 summer



	This health fee enables the College to provide you with a variety of health care services. In accordance with the California Education Code and Board policy, students are required to pay the health fee, regardless of the units taken, unless they meet one of the exemptions. See Health Fees section located on next page for more information. Waiver forms are available at the Admissions and Records Office.  



	Nonresident Tuition:  Non-California 



		resident and International students	$230.00 per unit



	International and Nonresident 



		Domestic Student Surcharge	$14.00 per unit



	International Student Application 



		Processing fee..	$50.00



	Materials Fees	see Instructional Material Fee



	Remote nonrefundable registration fee	$2.00 per semester



		(Fee charged to any student using online registration) 



	Student Center Fee	$1.00 per unit



		(maximum of $10 per fiscal year)



	Student Representation Fee (optional)	$1.00 per term



		This student representation fee provides support for students or representatives who share positions and viewpoints before city, county, and district governments, and before offices and agencies of the state and federal governments. Authorized by Education Code, Section §76060.5, this fee may be waived for religious, political, financial, or moral reasons. Waiver forms are available at the Student Business Office.



	Credit by Exam Fee	$46.00 per unit



	Audit Fee (non-refundable):



		Students enrolled in 10 or more 



		credit units.	no charge



		Students enrolled in fewer than 10 



		credit units.	$15.00 per unit



		Note: auditing students also pay the health fee.



	MC Student Photo ID Card (optional)	$10.00 per semester



	Note: year ends last day of summer session.	$15.00 per year



Students who owe outstanding fees may not register until their fees are paid and cleared from the computer.







Fees/Obligations/Holds



CALIFORNIA RESIDENTS: California residents must pay the mandated enrollment fee. California residents and AB 540 students meeting certain criteria may be eligible for a Board of Governor’s Fee Waiver (BOGW) or other financial aid. Contact the Financial Aid Office.



NON-CALIFORNIA RESIDENTS: Non-California residents must pay nonresident tuition and the nonresident student surcharge, plus the enrollment fee, health fee, student center fee, and applicable material fees. You are a nonresident if you have lived in California for less than one year and one day prior to the first day of the semester, or you are unable to present sufficient documentation to prove that you have established California residency. See this Catalog for Residency information.



INTERNATIONAL STUDENTS: International students must pay enrollment fees, health fee, nonresident tuition, student center fee and applicable materials fees, the International student surcharge and an application processing fee of $50 that covers the cost of federally mandated documentation. The surcharge and the application processing may be waived if the student meets one of the following exemptions as listed pursuant to Education Code §76141 and §76142: 



		Student must demonstrate economic hardship or 



		Student must be a victim of persecution in the country in which the student is a resident. 



Instructional Materials Fee (Optional Fee):



Instructional material fees for certain selected credit or noncredit courses may be required at the time of registration, or the materials may be purchased on your own. If an Instructional Materials Fee is required, the amount of the fee is listed beneath the course title in the schedule of classes. Authority for the charge is granted under VCCCD Board 



Policy 5030. These instructional or other materials include, but are not limited to, textbooks, tools, equipment and clothing if: 



1.)	the instructional and other materials required for the course have a continuing value to the student outside of the classroom setting, or



2.)	the instructional and other materials are used in the production of an “end product” that has continuing value to the student outside the classroom setting. See course schedule for instructional material fee costs.



Payment of Fees



All fees must be paid immediately (or committed to be paid) to complete a student’s registration.   If the registration process is not completed, the student will not be enrolled in classes. 



Students must:



		pay all fees (including any past term fees), or



		enroll in a payment plan, or



		have been awarded financial aid, or



		have a Ventura Promise award, or



		be sponsored by a third party agency (veterans, etc. ).







_____________________FEES SEE VARIOUS HIGHLIGHTED________________







Health Fees [SHARON MANAKAS]



This fee enables the College to provide you with a variety of health care services. In accordance with the California Education Code and Board policy, students are required to pay the health fee, regardless of the units taken, unless they meet one of the exemptions listed: 



· students who depend exclusively upon prayer for healing in accordance with the teachings of a bona fide religious sect, denomination, or organization. Documentary evidence of such an affiliation is required.



· students who are attending a community college under an  approved apprenticeship training program (see Education Code §76355).







Student Center Fee [SHARON MILLER]



Students of Moorpark College enacted a Student Center fee of $1.00 per unit, up to a maximum of $10.00 per student per fiscal year (July 1 to June 30), for the purpose of financing, constructing, expanding, remodeling, refurbishing and operating a Student Center. The money collected may only be used for this purpose. The fee shall not be charged to: a student enrolled in noncredit courses; a student who is a recipient of benefits under Aid to Families with Dependent Children (AFDC) program; a student on the Supplemental Security Income/State Supplementary Program (SSI/SSP); or a student on a General Assistance Program.







Refund Policy [MARSHA KLIPP]







Enrollment Fee Refund Policy (Resident Students): 



· Student must drop classes by the credit refund deadline as stated in the Academic/Registration Calendar to qualify for a credit or refund of enrollment fees 



· Application for refunds must be made to the Student Business Office after the class or classes have been dropped. 



· Credits/refunds will NOT be authorized for drops or withdrawals occurring after the deadline date. 



· Refund checks will be mailed by the VCCCD District Office after the application is received and processed at the Student Business Office. 



· Enrollment fee refunds are subject, once a semester, to the withholding of a $10 Administrative Fee.



· Resident students who drop a class or classes by the appropriate date may request a refund of the full enrollment fees paid for that class or classes, less the administrative fee; and the Health Center fee, any Instructional Materials fees, and the Student Center fee as set out in this policy.



The following schedule of refunds will be in effect for resident students who drop a class or classes or withdraw from college: 



Full-semester Length Classes 



	In first and second week 100% enrollment fee refund



Short-term Classes and Summer Session 



	Withdraw within 10% of class sessions 100% enrollment fee refund



No refunds are authorized thereafter.







Tuition and Surcharge Refund Policy [MARSHA KLIPP]







(Nonresident / International Students)



· Student must drop classes by the deadline set forth below to qualify for a credit or refund of tuition and surcharge. 



· Application for refunds must be made to the Student Business Office after the class or classes have been dropped. 



· Credits/refunds will NOT be authorized for drops or withdrawals occurring after the deadline date. 



· Refund checks will be mailed by the VCCCD District Office after the application is received and processed at the Student Business Office. 



· Enrollment fee or tuition and surcharge refunds are subject, once a semester, to the withholding of a $10 Administrative Fee.



· Nonresident and International students who drop a class or classes prior to the date listed below may request a refund of their tuition and surcharge fees; and the Health Center fee, any Instructional Materials fees, and the Student Center fee as set out in this policy.



The following schedule of refunds will be in effect for nonresident/International students who drop a class or classes or withdraw from college: 



Full-semester Length Classes 



		In first and second week 100% tuition/surcharge refund



		In third and fourth week 50% tuition/surcharge refund



Short-term Classes and Summer Session 



		Withdraw within 10% of class sessions 100% tuition/surcharge refund



		Withdraw within 20% of class sessions 50% tuition/surcharge refund



	No refunds are authorized thereafter.







Other Refund Policy Fees [MARSHA KLIPP]







Audit Fees: are not refundable



Health Center Fee: is only refunded if all classes are dropped for the semester/session within the deadline, regardless of the residency status of the student.



Instructional Materials Fees: are refunded in full when a class requiring the fees is dropped within the stated deadline.



Non-mandatory Fees: are refunded in full when requested within the stated deadline.



Parking Fee: to qualify for a refund of parking fees, whether classes are dropped or not, return the original parking permit to the Student Business Office by the deadline.



Remote Registration Fee: there is no refund for the remote registration fee. 



Student Center Fee: refunds may include a pro-rated refund of the Student Center fee. If all classes are dropped, a student may be entitled to a full refund of the Student Center fee, depending on enrollment in prior semesters for the academic year.



Instructional Materials Fee - Optional Fee  [MARSHA KLIPP]



Instructional materials fees for certain selected credit or noncredit courses may be required at the time of registration, or the materials may be purchased on your own. If an instructional materials fee is required, the amount of the fee is listed beneath the course title in the Schedule of Classes. Every effort will be made to identify in the Schedule of Classes those courses which may require materials fees. Authority for the charge is granted under Ventura County Community College District Board Policy 5030. These instructional and other materials include but are not limited to textbooks, tools, equipment and clothing if: (1) The instructional and other materials required for the course have a continuing value to the student outside of the classroom setting, or (2) The instructional and other materials are used in the production of an “end product” that has continuing value to the student outside the classroom setting. 



A list of all instructional and other materials required in a course will be made available for students no later than the first class meeting each term. The list also will be available in the Division Office and the Bookstore. Fees charged by the College are subject to change at the discretion of the Governing Board. 



Moorpark College Student Photo ID Card [MARSHA KLIPP]



Available for $10/semester or $15/year.  Your Moorpark College Student ID card may be purchased through your MyVCCCD account when registering for classes.  Go to Pay Fees (under the Registration tab) and then click on optional fees and select either the $10/semester or $15/year option.  You may also purchase this card at the college Student Business office inside the Administration building.  Once you have paid for your ID card, bring your printed receipt to the Associated Students office in the Campus Center to have your picture taken and ID card made.  There are a variety of benefits to purchasing your college student ID.  You will receive discounts to Moorpark College Performing Arts events, get in free to all Moorpark College athletic events, and receive discounts from local businesses.  For more information, call the Associated Students at (805) 378-1400 x1635.



Textbooks and Supplies [MARSHA KLIPP]



By state law, the College is prohibited from furnishing free textbooks or supplies to students. These items may be purchased in the College Bookstore. Save Your Receipts! No Refunds After Late Registration!



Nonmandatory Fees [MARSHA KLIPP]



Nonmandatory fees are the same whether the student takes day or evening classes, is full time or part time, and has resident, nonresident or international residency. Fees are paid at the Student Business Office.



Student Parking [MARSHA KLIPP]



· Parking permits are required when classes are in session for all vehicles including those with handicapped parking permits and for those attending athletic, theater, dance, music, and other college events.  



· Daily parking permits may be purchased for $2 from parking lot permit dispensers.



· All vehicles must park within a marked stall  (CVC 21113a)



· Head-in parking required in all diagonal stalls on campus.



· Ventura County Community College District is not responsible for any theft or loss of property while utilizing parking facilities.



· Students with a Department of Motor Vehicles disabled person’s plate or placard, or with a current disabled parking decal issued by the Educational Assistance Center (EAC), may park in marked disabled stalls on campus. Drivers with disabilities are subject to the same parking fees as nondisabled drivers. Disabled parking decals may be obtained at the EAC.



· Unauthorized vehicles parked in designated handicapped spaces not displaying distinguishing placards or license plates for physically disabled persons may be towed away at owner’s expense. Towed vehicles may be reclaimed by contacting the Campus Police office in building BCS or by calling 805-654-6486. (CVC 22652)



Parking Fees: All students parking a vehicle on the campus must pay the parking fees listed below, regardless of the number of units for which they are enrolled.



There will be a strict enforcement of parking regulations requiring students to have parking permits the first day of the term; there is not a "grace period" for obtaining your permit.  Semester permits are purchased online through the student web portal: MyVCCCD. Permits will be delivered by mail to the address provided at the time of purchase.











Parking fees are subject to change 



at the discretion of the Governing Board.



	Automobile:



		regular sem. / summer sem.	$50 / $25



	BOGW students:



		regular sem. / summer sem.	$30 / $25



	Motorcycle:



		regular sem. / summer sem.	$30 / $25



		Single Day	$2



Purchasing Semester Permits:  Semester permits are purchased on-line through the student web portal: MYVCCCD. Permits will be delivered by mail to the address provided at the time of purchase.  Day use passes are $2 and can be purchased at machines located in several parking lots on campus: A, B, C, D/E, F, H, M and PA. Student semester parking permits are valid only in student lots and can be used on all three campuses. Parking is strictly enforced Monday through Thursday, 7:00am to 12:00am, and Friday, 7:00am to 5:00pm.  Auto permits are static vinyl and must be affixed to the inside lower-left corner of the front windshield.  Motorcycle permits are adhesive and must be affixed to the front fork of the motorcycle.



Financial Aid Students: Students who receive financial assistance pursuant to any of the programs described in subsection of Education Code §72252(g) shall be exempt from parking fees in excess of thirty dollars ($30) per semester for one vehicle.







______________________________DAVE CONTINUES_____________________



Requests for Transcripts & Transcript Fees



Two official non-rush transcripts are furnished to each student free of charge. A $3.00 per copy fee is charged for each additional transcript requested thereafter. Normal processing time is 10-20 working days but may be longer at the end of the semester. All requests for transcripts must be in writing and include the student’s signature and date of birth. Rush transcript (3-5 working days) service is available upon receipt of a signed student request and payment of the $5.00 per copy rush transcript processing fee. No cost unofficial transcripts can be printed at My.vcccd.edu.  Unofficial transcripts are available for $1.00 from the Records Office.  



IMPORTANT NOTE: Official Transcripts cannot be released if a student has any outstanding fees and/or obligations due the District. Students must present picture ID to receive transcripts.



Under the Family Educational Rights and Privacy Act, once a student is attending an institution of postsecondary education, all rights pertaining to the inspection, review and release of his/her educational records belong to the student without regard to the student’s age. Therefore, all students, regardless of age, must provide written consent for release of their transcripts. For more information, please refer to Appendix I in this catalog, “Privacy Rights Regarding Student Records.”



Educational Work Load



A student’s educational work load generally consists of fifteen (15) units of work per semester in order to make normal progress towards the Associate degree and/or transfer requirements.



Students desiring to take an overload of more than 19.5 units but less than twenty-two (22) must have a counselor’s approval. Students desiring to take twenty-two (22) units or more must have the approval of the appropriate Dean in addition to the counselor’s approval.



Full-Time Student - A student is defined as full-time if carrying 12 or more units in a regular Fall or Spring semester or 4 units in a summer session.



Unit Requirements for Benefits and Activities



To qualify for certain benefits and activities, minimum unit requirements must be maintained, as follows:



· Veteran and war orphan benefits under GI Bill: 12 or more units completed by end of semester, full subsistence; 9-11 units, three-quarters subsistence; 6-8 units, one-half subsistence.



· Automobile insurance discounts and dependent medical insurance: 12 units



· Financial Aid



Student Loan deferments:



Half-time required	6 units or greater



· Financial Aid Enrollment status: 



Full-time	12 units or greater



Three quarter time	9 -11.5 units



Half-time	6 -8.5 units



Less than half-time	half a unit to 5.5 units



· EOPS Services: 12 units 



· Athletic eligibility: 12 units



· Student Government: 6 units for major offices; 3 units for Council members



· Student employment: 12 units (generally); 6 units or less if eligible for CalWORKs, EAC, or EOPS or financial aid work study funds.







Selective Service Registration 



The colleges of the Ventura County Community College District, in accordance with AB 397 added by statutes 1997, c. 575, E.C.s 66500 & 69400, is alerting all male applicants for admission who are at least 18 years of age and born after December 31, 1959 to be aware of their obligation to register with the Selective Service. In order to receive Federal student aid, you must be registered with the Selective Service. For more information, refer to: www.sss.gov. .



Courses Open to Enrollment



All courses and class sections are open to enrollment and participation by any person admitted to the college. The college will only restrict enrollment in a course when the restriction is specifically required by statute or legislation, by prerequisites and/or corequisites, or by health and safety considerations. Other limitations can include facility limitations, faculty availability, funding limitations or other constraints imposed by code, regulations or contracts. The college can provide special registration assistance to the disabled or disadvantaged student. And, the college can enroll students in accordance with a priority system adopted by the local Board of Trustees that can apply a "first-come, first-served" basis of enrollment.











ACADEMIC POLICIES



Attendance



All students, both registered and on the waitlist, are expected to attend the first class meeting.  Instructors are required to drop all registered and waitlisted students who do not attend the first day of class and those who quit attending prior to the census date for each class.  They may, but are not required to, drop registered students who quit attending after census but before the final drop deadline for each class. 



All students admitted to the colleges of the Ventura County Community College District are expected to attend classes regularly, both because continuity of attendance is necessary to both individual and group progress in any class, and because financial support of the college is dependent upon student attendance. Absence for any reason does not relieve the student from the responsibility of completing all class requirements.



It is also the responsibility of students, at the beginning of the semester, to become aware of the attendance and absence policies of the instructor for each class in which they are enrolled. When a student’s absence exceeds in number 1/9 of the total class contact hours for the session (e.g., absence from a semester-long class equal to twice the number of hours the class meets in one week), the instructor may drop such student from the class and record a grade in accordance with the policy for dropping a course.







Grading System and Practices



Work in all courses acceptable in fulfillment of the requirements for associate degrees, certificates, diplomas, licenses, or baccalaureate level work shall be graded in accordance with the provisions adopted by the District Board of Trustees.







Units of Credit



The Carnegie unit formula applies to all credit courses offered by the College, whether or not applicable to the associate degree.  “One credit hour of community college work (one unit of credit) requires a minimum of 48 hours of lecture, study, or laboratory work at colleges operating on the semester system.”   



The colleges of the Ventura County Community College District bases its semester unit on one lecture class period of 50 minutes each week of a minimum 16-week semester.  For practical purposes, the following terms are synonymous: unit, semester unit, semester hours, credit, credit hour.



For purposes of sections dealing with standards for probation and dismissal, all units attempted means all units of credit for which the student was enrolled in any college or university, regardless of whether the student completed the courses or received any credit or grade.







Letter Grading Scale



Grades from a grading scale shall be averaged on the basis of the point equivalence to determine a student’s grade point average.  The highest grade shall receive four points, and the lowest grade shall receive no point, using the following evaluative symbols:







Evaluative Symbols



A – Excellent (4 points per semester unit)



B – Good (3 points per semester unit)



C – Satisfactory (2 points per semester unit)



D – Passing, Less than satisfactory (1 point per semester unit)



F –  Failing (0 point per semester unit)



P – Pass, At least satisfactory (units awarded not counted in GPA. Replaced CR effective Fall 2009)



Pass ("P") is used to denote "passed with credit" when no letter grade Is given.  Credit Is assigned for work of such quality as to warrant a letter grade of "C" or better.



NP – No Pass, Less than satisfactory, or failing (units not counted in GPA. Replaced NC effective Fall 2009)



CRE – Credit by Exam (units awarded not counted in GPA)



Grades from the letter grading scale shall be averaged on the basis of the numerical grade point equivalencies to determine a student’s grade point average.







Non-Evaluative Symbols



The District Governing Board has authorized the use of the non-evaluative symbols “I,” “IP,” “RD,”  “W,” and “MW” defined as follows:







I - Incomplete



Students who are at the end of a term and have failed to complete the required academic work of a course because of unforeseeable, emergency, and justifiable reasons may receive a symbol “I” (Incomplete) on their records. 



The conditions for receiving a letter grade and for the removal of the “I” must be stated by the instructor in a written record which must also state the grade to be assigned in lieu of the removal of the “I.” This record must be given to the student and a copy is to be placed on file with the Registrar until the conditions are met (the “I” is made up) or the time limit is passed. 



A final grade shall be assigned when the work stipulated has been completed and evaluated, or when the time limit for completing the work has passed. The “I” may be made up no later than one year following the end of the term for which it was assigned. The “I” symbol shall not be used in calculating units attempted or for grade point averages.







IP – In Progress



The “IP” symbol shall be used only in those courses which extend beyond the normal end of an academic term. It indicates that work is “in progress,” but that assignment of an evaluative symbol (grade) must await its completion. The “IP” symbol shall remain on the student's permanent record in order to satisfy enrollment documentation. The appropriate evaluative symbol (grade) and unit credit shall be assigned and appear on the student's permanent record for the term in which the course is completed. The “IP”shall not be used in calculating grade point averages. If a student enrolled in an “open-entry, open-exit” course is assigned an “IP” at the end of a term and does not re-enroll in that course during the subsequent attendance period, the appropriate faculty will assign an evaluative grade symbol in accordance with the academic record symbols to be recorded on the student’s permanent record for the course. 







RD - Report Delayed



The “RD” symbol may be assigned by the Registrar only. It is to be used when there is a delay in reporting the grade of a student due to circumstances beyond the control of the student. It is a temporary notation to be replaced by a permanent symbol as soon as possible. “RD” shall not be used in calculating grade point averages.







W- Withdrawal 



Withdrawing from semester-length classes:  Students may withdraw from full semester-length classes through the end of the 14th week.   A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the end of the 14th week.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after the end of the 14th week will receive a grade other than “W” on their academic record.



Withdrawing from short-term classes:  Students may withdraw from short-term classes through 75% of the total number of class meetings.  A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the 75% deadline.  No grade will be posted  to the academic record for withdrawals that occur before the class census date.  Students still enrolled after 75% of class meetings will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.







MW- Military Withdrawal



Military withdrawal occurs when students who are members of an active or reserve United States military service receive orders compelling withdrawal from classes.  Upon verification of orders, the appropriate withdrawal symbol may be assigned at any time after the period established by the governing board during which no notation is made on the permanent academic record for withdrawals.



Students requesting military withdrawal must present a petition for withdrawal and a copy of the military orders, or other acceptable documentation, which verifies the dates and location of military assignment that compelled or compels withdrawal from classes.  Military withdrawal may be requested at any time upon the student’s return to college.



A grade of MW shall be recorded on the permanent academic record upon approval of petition for military withdrawal that occurs after the third week of full-semester length classes or 16% of total meetings of short-term classes.  MW grades shall not be counted as one of the three enrollment attempts allowed to achieve a standard (passing) grade of C/P or better, or in the calculation of a student’s academic progress for the determination of academic standing.







Scholastic Standing and Achievement



Scholastic standing is based on a student’s work measured quantitatively in semester units and qualitatively in letter grades. This relationship is expressed as a numerical grade point average.



To illustrate the calculation of a grade point average, a student who earns a grade of A in three units, B in three units, C in three units, D in three units, F in two units, and CR in two units, would have a grade point average of 2.14. The computation is shown below.



	3 units A x 4	=	12 grade points



	3 units B x 3	=	9 grade points



	3 units C x 2	=	6 grade points



	3 units D x 1	=	3 grade points



	2 units F x 0	=	0 grade point



	2 units CR x 0	=	0 grade point        



	14 graded units		30 grade points



	(+ 2 CR)



		30 ÷ 14 = 2.14 grade point average



In calculating a student’s degree-applicable grade point average, grades earned in nondegree courses shall not be included.







Pass/No Pass Grading Option (Formerly CR/NCR)



Pass/No Pass replaced Credit/No Credit effective Fall 2009.



Colleges of the Ventura County Community College District may offer courses in two pass/no pass (“P”/”NP”) options: (1) courses which are offered on a pass/no pass basis only, and (2) courses in which students may elect the pass/no pass option. Pass ("P") is used to denote "passed with credit" when no letter grade is given.  Credit is assigned for work of such quality as to warrant a letter grade of "C" or better.



The first category includes those courses in which all students in the course are evaluated on a pass/no pass (“P”/”NP”) basis. This “P”/”NP” grading option shall be used to the exclusion of all other grades in courses for which there is a single satisfactory standard of performance and for which unit credit is assigned. Credit shall be assigned for meeting that standard, no credit for failure to do so.



The second category of Pass/No Pass options is comprised of courses designated by the college wherein each student may elect by no later than the end of the first 30 (16% for short-term courses) percent of the term or length of the class whether the basis of evaluation is to be Pass/No Pass or a letter grade. Once the 30 (16% for short term courses) percent deadline has passed, the request cannot be withdrawn. It is the student’s responsibility to file appropriate form by the 30% (16% for short-term courses) deadline; otherwise a letter grade will be assigned.



The petition for this purpose, “Request for Pass/No Pass Grade” is available online at the college website and through the MyVCCCD student portal (see "college downloadable forms"). All units earned on a pass/no pass basis in accredited California institutions of higher education or equivalent out-of-state institutions shall be counted in satisfaction of community college curriculum requirements. 



A student may apply a maximum of 20 units of credit earned under the pass/no pass option to an A.A. or A.S. degree or Certificate of Achievement. Units earned on a Pass/No Pass basis shall not be used to calculate grade point averages. However, units attempted for which “NP” is recorded shall be considered in probation and dismissal procedures.



Students should be aware that other colleges and universities may restrict the acceptance of courses taken on a pass/no pass basis, especially for general education major requirements; therefore, units of “Pass” should not be used to satisfy major requirements for AA, AS degrees or transfer.







Remedial Coursework Limitations



The colleges of the Ventura County Community College District (VCCCD) offer courses which are defined as remedial. “Remedial coursework” refers to nondegree-applicable basic skills courses in reading, writing, computation, learning skills, study skills and English as a Second Language which are designated by the college district as not applicable to the Associate Degree. 



Students enrolled in remedial courses will receive unit credit and will be awarded an academic record symbol on transcripts as defined under other academic policies. However, the units earned in these remedial courses do not apply toward proficiency awards, certificates of achievement, or associate degrees.



No students shall receive more than 30 semester units of credit for remedial coursework. This limitation of 30 units applies to all remedial coursework completed at any of the campuses of the college district (Moorpark, Oxnard and Ventura Colleges). It does not apply to remedial coursework completed at colleges outside the District. Students transferring from other educational institutions outside VCCCD shall be permitted to begin with a “clean slate” with regard to the remedial limitation. The 30-unit limit applies to all remedial coursework attempted; however, in the event that some of these 30 units are substandard and a student successfully repeats one or more courses in which substandard grades were earned, then the 30-unit limit would be modified by the application of the Course Repetition Policy.



Students who exhaust the unit limitation shall be referred to appropriate adult non-credit educational services provided by adult schools or other appropriate local providers with which the colleges have an established referral agreement. Such a student may, upon successful completion of appropriate “remedial coursework,” or upon demonstration of skills levels which will reasonably assure success in college-level courses, request reinstatement to proceed with college-level coursework. Procedures relating to dismissal and reinstatement are specified in the College Catalog under policies governing Probation, Dismissal and Readmission. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



The following students are exempted from the limitation on remedial coursework: students enrolled in one or more courses of English as a Second Language and/or students identified by one of the colleges as having a learning disability.



Any student who shows significant, measurable progress toward the development of skills appropriate to his or her enrollment in college-level courses may qualify for a waiver of the unit limitation. Petitions for waiver can only be given for specified periods of time or for a specified number of units. The petition for this purpose, the Student Educational Plan, is available in the Counseling Office.



The Office of Student Learning shall maintain a list for each academic year of remedial courses limited by this policy. Students should be aware that this policy applies to all students enrolled in remedial coursework. Students receiving financial aid may have more restrictive limitations due to federal regulations.



The federal rules specify a limitation of one year regardless of units, do not exempt learning skills, and do not provide for a waiver.







Final Examinations



Final examinations are given at the end of each semester. Students are required to take examinations for the classes in which they are enrolled. No examinations are administered prior to the regular schedule for examinations. 







Grade Changes



Grades are determined and assigned as a result of academic assessment made by the instructor of record of a course.  Determination of the student's grade by the instructor is final in the absence of mistake, fraud, bad faith, or incompetence. "Mistake" may include, but is not limited to, errors made by an instructor in calculating a student's grade, and clerical errors. "Fraud" may include, but is not limited to, inaccurate recording or change of a grade by any person who gains access to grade records without authorization. 



The removal or change of an incorrect grade from a student's record shall only be done pursuant to California Education Code §76232, or by a compliant alternative method that ensures that each student shall be afforded an objective and reasonable review of the requested grade change.



Grade change petitions must be submitted by the instructor of record or appropriate substitute, or by the Executive Vice President.



Procedure requires that a student first request a grade change from the instructor. In cases where the student has filed a discrimination complaint, or if the instructor of record is not available, or where the district determines that there is a possibility of gross misconduct by the original instructor, provisions shall be made to allow another faculty member to substitute for the instructor of record.



Grade changes shall be requested by the student no more than three (3) years after the term in which the grade was awarded. Exceptions to the time limit may be made if it is determined that the grade was awarded as a result of mistake, fraud, bad faith or incompetence by the instructor. Students may be required to provide documentation to support the requested grade change that may include but is not limited to graded assignments and tests from the class in question or substantiation of verifiable extenuating circumstances.



In the case of fraud, bad faith, or incompetence, the final determination concerning the removal or change of grade will be made by the Executive Vice President. In all cases, where means exist and when at all possible, the instructor who first awarded the grade will be given notice of the change.



Pass/No Pass (P/NP), Credit/No Credit (C/NC) and Credit-by-Exam (CRE) grade designations, once applied to the transcript, cannot be changed to a letter grade.



When grade changes are made, the student’s permanent academic record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.







Availability of Semester Grades



Grades for each semester are generally available within 24 hours of each instructor submitting his/her grades. Students may access their grades through their portal at my.vcccd.edu.  Students with outstanding fees and/or obligations will not be able to access their grades until they have cleared their fees/obligations







Auditing Classes



Auditing enables a student to attend a class without taking exams, receiving a grade or earning unit credit. Students enrolled in ten units or more in Fall or Spring (or three or more unit in Summer) may, with instructor consent, be allowed to audit one lecture class per term without a fee. Students enrolled in less than ten units may, with instructor consent, audit one lecture class per term for a non-refundable fee of fifteen dollars ($15.00) per unit per semester. Audit students must also pay the health fee. Audit fees are nonrefundable. All fees are subject to change. Priority in class enrollment shall be given to students desiring to take the courses for credit toward a certificate, degree or transfer certification. 



Petitions to Audit are accepted on or after the last two days of program adjustment as specified in the registration calendar.  Laboratory and activity classes are not normally eligible for audit. Students auditing a course shall not be permitted to change their enrollment in that course to receive credit for the course, nor are they permitted to challenge the course at a later date. Students auditing a course are not permitted to take exams in class, nor are they permitted to challenge the course by exam at a later date. Instructors are under no obligation to grade assignments of students auditing a course. Attendance requirements for students auditing courses are the same for all other students as stated in this Catalog. The Petition to Audit is available at the office of Registration and Records.







Withdrawal from Class 



Withdrawal from a class or from the college is primarily the responsibility of the student.  Withdrawals may be done online or in person at the Records Office.  It is the student’s responsibility to understand how a withdrawal will affect their academic records, academic standing, ability to repeat the course, eligibility for financial aid, athletic participation veterans’ educational benefits and other programs, services or benefits.  Instructors have a responsibility to drop students under certain circumstances as identified below. 



Deadline dates for withdrawing from a class may be found on the student’s Schedule/Bill and in the online searchable schedule of classes in the CRN notes – click on the CRN to view notes. Students who do not officially withdraw by the stated deadlines will receive an evaluative grade (A-F, P or NP).  Withdrawal after the final deadline may be permitted if it is determined that extenuating circumstances prevented a student from completing and withdrawing from a course.  Extenuating circumstances are verified cases of accident, illness or other circumstances beyond the student’s control.  Supporting documentation will be required.   Students should contact a counselor or the Registration & Records Office to initiate a Petition to Change a Grade to W.  A graded course that has been used to satisfy degree, certificate or transfer requirements will not be changed to a W.



Students who, due to a severe illness or injury are unable to attend classes for a substantial length of time, should contact the Student Health Center regarding their eligibility for medical withdrawal.  Verifiable documentation of circumstances will be required.



A grade of “W” is not calculated in the grade point average (GPA).  Courses that receive “W” grades are counted as an enrollment attempt and will affect a student’s ability to repeat the class.  Students will be blocked from repeating any course in which they have already received three W, D, F or NP grades in any combination. See Appendix XIII – Course Repetition for details.  “W” grades are also counted in the determination of a student’s academic standing, and excessive “W”s will be cause for placing students on progress probation.   Students are encouraged to consult a counselor regarding the full impact of “W” grades.



Instructor-initiated drops:  Instructors are required to drop by the census date any student who has never attended class or who has quit attending class.  They may drop students who do not attend the first class meeting.  The census date for each class is determined by the length of the class and may vary. Instructors may but are not required to, drop students after the census date for excessive absences. Absence is generally considered excessive if a student misses 1/9 or more of the total number of classes (2 weeks of a full –semester class); however, the nature of the class may require a stricter absence policy. Consult the class syllabus or instructor for more information.



Withdrawing from semester-length classes:   Students may withdraw from full semester-length classes through the end of the 14th week.   A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the end of the 14th week.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after the end of the 14th week will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.



Withdrawing from short-term classes:  Students may withdraw from short-term classes through 75% of the total number of class meetings.  A grade of “W” will be posted to the academic record for withdrawals that occur between the class census date and the 75% deadline.  No grade will be posted to the academic record for withdrawals that occur before the class census date.  Students still enrolled after 75% of class meetings will receive a grade other than “W” on their academic record.



The census date for each class is determined by the length of the class and may vary.  Consult the class syllabus or instructor for more information.







Military Withdrawal



Military withdrawal occurs when students who are members of an active or reserve United States military service receive orders compelling withdrawal from classes.  Upon verification of orders, the appropriate withdrawal symbol may be assigned at any time after the period established by the governing board during which no notation is made on the permanent academic record for withdrawals.



Students requesting military withdrawal must present a petition for withdrawal and a copy of the military orders, or other acceptable documentation, which verifies the dates and location of military assignment that compelled or compels withdrawal from classes.  Military withdrawal may be requested at any time upon the student’s return to college.



A grade of MW shall be recorded on the permanent academic record upon approval of petition for military withdrawal that occurs after the third week of full-semester length classes or 16% of total meetings of short-term classes.  MW grades shall not be counted as one of the three enrollment attempts allowed to achieve a standard (passing) grade of C/P or better, or in the calculation of a student’s academic progress for the determination of academic standing.







Course Repetition: Limitation on Enrollments & Withdrawals



See Appendix XIII for details. A non-repeatable course in which a grade of C/P/CR or better is earned may not be repeated except as allowed under special circumstances.  Students are permitted a total of three enrollment attempts to achieve a standard grade (defined as a passing grade of A, B, C, P or CR).  This rule applies to courses taken at any regionally accredited college, in which the student received a substandard grade as defined above.  Once a passing grade of C/P/CR or better is received, the course may not be taken again under this section.  However, repetition may be allowable under special circumstances as defined in the appendices.  



An enrollment attempt is defined as any enrollment in a course that results in an evaluative (A, B, C, D, F, P, NP,  CR, NC) or non-evaluative (W) grade.  All of these grades are counted as enrollment attempts when determining a student’s eligibility to repeat a course.



Withdrawals may not exceed three (3) times in the same class.  Students who have withdrawn from the same class the maximum number of times will be required to petition for a fourth enrollment attempt.  The fourth attempt, if authorized, must reflect a grade other than W.



Petitions for Course Repetition are available in the Counseling Office.



Consult Appendix XIII of this catalog for full policy and procedure information regarding course repetition.







Academic Renewal Without Course Repetition



See Appendix XV for details.  Students may petition only one time to have a portion of previous college work disregarded in meeting academic requirements in the colleges of the Ventura County Community College District. Academic renewal is intended to facilitate the completion of requirements necessary for an academic degree or certificate.



Consult Appendix XV of this catalog for full policy and procedure information regarding academic renewal.







Probation, Dismissal, and Readmission 



See Appendix XII for details. Probation, dismissal, and readmission   policies and procedures are designed to assist students in making progress toward realistic academic, career, and personal goals. Students who choose to enroll should be encouraged to take advantage of the opportunity to realize their full potential. Limitations regarding programs, courses, and unit loads are consistent with the philosophy of providing an opportunity to succeed.



Consult Appendix XII at the end of this catalog for full policy and procedures for Probation, Dismissal and Readmission practices.




Academic Dishonesty



Moorpark College takes academic honesty very seriously. Instructors, accordingly, have the responsibility and authority for dealing with instances of cheating or plagiarism that may occur in their classes. Such activities could include stealing tests, using “cheat sheets,” using unauthorized technology, copying off another’s test, or turning in someone else’s work as his/her own. Instructors have the responsibility to report instances of plagiarism or cheating to the Dean of Student Life. Academic dishonesty, in any form, is a violation of the Moorpark College Student Code of Conduct as outlined in the Student Rights and Responsibilities section and, as such, is subject to investigation, charges of misconduct, and disciplinary consequences.







Credit By Examination



Students may petition to receive credit by exam for external test scores such as the College Board (AP), College Level Exam Program (CLEP) and International Baccalaureate (IB) exams; by taking a locally administered exam (also referred to as “challenging a course”), or through an articulation agreement between the student’s high school and this college.



All petitions for credit by exam must be initiated with a college counselor.  A fee of $46.00 per unit is charged for all credit awarded through the credit by exam process, except that no fee is charged for credit awarded through a High School to College articulation program.



Consult Section 8 of this catalog for complete information, policy and procedures for requesting credit by exam.



Dean’s List



Special recognition is accorded to full-time students who complete a program of letter-graded coursework with a 3.50 grade point or higher during a semester. Pass/No Pass units are not considered in the full-time requirement. These students are placed on the Dean’s List and accorded appropriate recognition, including a letter of commendation for academic distinction.




Graduation with Honors



The honors designation is placed in the commencement program of the graduate who has achieved an overall grade point average (GPA) of 3.5. 







Use of Listening or Recording Devices



State law in California prohibits the use by anyone in a classroom of any electronic listening or recording device without prior consent of the instructor and school administration. Any student who has need to use electronic aids must secure the consent of the instructor. Students who need to use recording devices as an authorized disability accommodation must receive verification through campus Accessibility Coordination Center & Educational Support Services (ACCESS) and must provide this verification to the instructor prior to use.




Use of the Internet



PURPOSE OF THE INTERNET: The Internet access provided by Moorpark College is to be used to support the instructional process of students who are actively enrolled in a designated course. Non-educational, recreational and commercial uses of the Internet are prohibited on the Moorpark College network. 



RULES FOR USING THE INTERNET: Each student is responsible for ensuring that he or she uses the College provided Internet access in an effective, efficient, ethical and lawful manner. To this end, students must comply with the following rules: 



1. Observe with the guidelines for acceptable use of networks or services.



2. Only attempt to gain access to resources for which he or she has authorization. Moorpark College will not assume financial responsibility for unauthorized Internet-related expenditures.



3. Do not make harassing or defamatory remarks using the Internet.



4. Do not create a personal link to any Moorpark College page, and do not represent Moorpark College on any personal page.



5. Do not install any software.



6. Do not use any unapproved software.



7. Do not violate any federal or state law, including copyright laws.



8. Download data from the Internet onto personal data storage units—any data found on a College-owned hard drive will be deleted.



9. Do not create any social networking page on behalf of Moorpark College or claiming to represent Moorpark College.







PRIVACY ON THE INTERNET: Please be aware that any electronic mail is not private since classes will be sharing a mailbox, and that the College reserves the right to access any such information on College-owned servers.











RESPONSIBILITY FOR INFORMATION ON THE INTERNET: Through the Internet, the College provides access to public and private outside networks which furnish electronic mail, information services, bulletin boards, conferences, etc. Please be advised that the College does not assume responsibility for the contents of any of these outside networks.







OBSCENE MATERIAL: District information resources should not be used for knowingly viewing, downloading, transmitting, or otherwise engaging in any communication which contains obscene, indecent, profane, lewd, or lascivious material or other material which explicitly or implicitly refers to sexual conduct.    This policy does not prohibit the use of appropriate material for educational purposes, nor limit academic freedom.  However, knowingly displaying sexually explicit or sexually harassing images or text in a private and/or public computer facility or location that can potentially be in view of other individuals is prohibited.











STUDENT AND INSTRUCTIONAL SUPPORT SERVICES







Registration and Records



The Registration and Records Office performs a variety of functions and services that facilitate student access to the college from preadmission through the achievement of their educational goals.  Admission functions include preadmission guidance, admission, residency determination and reclassification, registration and program adjustments.  Records office functions includes processing grades, transcripts, applications for degrees, certificates and transfer certification, enrollment verifications and determination of eligibility for veteran's benefits and Intercollegiate Athletics. 







Veterans' Educational Benefits



Moorpark College offers courses approved for Veterans Administration (V.A.) benefits under Chapters 30, 31, 32, 33, 35, and 1606/1607.  All veterans and eligible dependents are required to meet with the Veteran's Counselor from the Counseling Office to develop a Veterans' Educational Plan before enrolling. Veterans are entitled to registration priority even if they do not plan to use their educational benefits while attending Moorpark College. 



Enrollment can only be certified to the V.A. when a student has completed the following:



· Official transcripts of all previous coursework taken at colleges or universities, including military education (SMART transcripts) are filed with the V.A. Certifying Official in the Registration & Records Office.



· DD214 discharge documents and Certificate of Eligibility are filed with the V.A. Certifying Official in the Registration & Records Office. 



· Veteran’s Educational Plan is filed with the V.A. Certifying Official in the Registration & Records Office.



· Registration for all classes in the semester to be certified.



V.A. Certifying Official must be notified of any changes in academic program, marital or dependent status, or address. The Moorpark College V.A. Certifying Official is located in the Registration & Records Office and can be reached at (805) 378-1400, ext. 1612 or online at http://www.moorparkcollege.edu/services_for_students/veterans_services/. The California Department of Veteran Affairs can be reached directly at 1 (800) 952-5626 or www.cdva.ca.gov. The Department of Veteran Affairs can be reached at 1 (888) 442-4551 or www.va.gov.
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Dave,

Hope all is well. It’s that time of year again, Catalog updates. We look forward to working with you
in updating your section for the 2014-2015 Catalog.

Attached you will find extracted page (s) from the Catalog pertaining to your section for you to
review, edit, and approve. Please note that we have attached a word document from last year’s
catalog copy, as our graphic designer, Janeene, has asked you complete changes in a different color
font. There is no need to redline anything, you can make your changes directly as you would like
them to appear in a different color font, and we only ask that you do not change the font type of the
document we are sending you. We understand the font will not be uniform, but please note
Janeene has asked we leave as is, as it will translate to our design program accordingly, once we
input your completed changes.

Once your changes are complete, and you have updated the word document, please e-mail the file
directly to me. The deadline to receive your updates is Friday, February 7, 2014.

If you have any questions, please feel free to contact me directly, as | am happy to assist. Thanking
you in advance for your time and effort in completing this project. Looking forward to working with
you.

Many thanks.

Best,

Carmen Leiva

Curriculum Technician
Moorpark College

7075 Campus Road, A-125A
Moorpark, CA 93021

p: 805.378.1400 x 1808

e: cleiva@vcced.edu

moorparkcollege.edu
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APPENDICES







The general terms "college" and "colleges" are used interchangeably throughout the Appendices to reference procedures that apply to all three colleges of the Ventura County Community College District (VCCCD), Moorpark College, Oxnard College, and Ventura College.
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Privacy Rights



Privacy Rights Governing Student Records



Pursuant to the Federal Educational Rights and Privacy Act (FERPA), the California Education Code (§76240 et. seq.), and the California Administrative Code Title 5, student records are maintained in manner to ensure privacy of such records.  The colleges of this district shall not, except as authorized, permit any access to or release of any information therein.



The colleges of the Ventura County Community College District establish and maintain information on students relevant to admission, registration, academic history, career, student benefits or services, extracurricular activities, counseling and guidance, discipline or matters related to student conduct, and shall establish and maintain such information required by law. All such records are maintained under the direction of the Executive Vice President or designee.



The Colleges are not authorized to permit access to student records to any person without the written consent of the student or under judicial order except to college officials and employees with legitimate educational interest, except in cases of requests for directory information or noted exceptions to law requiring response to subpoenas and court orders.



For purposes of this article and for use in the enforcement of FERPA procedures, a student is defined as an individual who is or has been in attendance at one of the colleges of the Ventura County Community College District. “In attendance” is defined as an individual whose application has been accepted and entered into the district student database.



Directory Information



The colleges of this District maintain directory information which may be released to the public without the written consent of the student.  Directory information may include: student’s name; address; telephone number; date of birth; major field of study; participation in officially recognized activities and sports; dates of attendance; degrees and awards received; the most recent educational institution attended by the student; and weight and height of members of athletic teams.



Directory information will be released to branches of the United States military services in compliance with the Solomon Act, the National Student Clearinghouse, and may be released to other parties in accordance with the Education Code §76240.  No directory information shall be released regarding any student or former student who has notified the District or any college thereof in writing that such information shall not be released.  Such requests shall be addressed to the Executive Vice President or designee.



The colleges will forward a student’s educational records to other institutions of higher education that have requested the records and in which the student seeks or intends to enroll, providing such release of educational records complies with the requirements of FERPA.



FERPA affords students certain rights with respect to their education records.  These rights include:



(1)  The right to inspect and review his/her own education record.  Any currently enrolled or former student has a right to access to any or all student records relating to the student which are maintained by this District. The editing or withholding of such records is prohibited except as provided by law. Requests for access shall be in writing, addressed to the Executive Vice President or designee at the college of attendance, and shall clearly identify the records requested for inspection and review.  Requests by students to inspect and review records shall be granted no later than 15 days following the date of request.  The inspections and review shall occur during regular school hours. The Executive Vice President or designee shall notify the student of the location of all official records which have been requested and provide personnel to interpret records where appropriate.



Access to student records may be permitted to any person for whom the student has executed written consent specifying the records to be released and identifying the party to whom the records may be released. Information concerning a student shall be furnished in compliance with a court order. The colleges shall make a reasonable effort to notify the student in advance of such compliance if lawfully possible within the requirements of the judicial order.



Students, for a fee determined by the Board, may request copies of their records.



Students may request copies of records for review. A fee of one dollar ($1) will be charged per page per copy.



In accordance with the Family Education Rights and Privacy Act of 1974, all other student information, excluding that designated as Directory Information, cannot be released to a third party without written permission submitted to the college by the student. This law applies to all students attending the colleges of the Ventura County Community College District, regardless of the student’s age.



(2) 	The right to request the amendment of the student’s education records that the student believes is inaccurate.  Any student may file a written request with the President of the college or the designee to remove student records which the student alleges to be: (1) inaccurate, (2) an unsubstantiated conclusion or inference, (3) a conclusion or inference outside the observers’ areas of competence, (4) not based on personal observations of the named person with the time and place of the observation noted. Allegations which are sustained shall be expunged and the record removed and destroyed.



Students filing a written request shall be provided a hearing and receive, in writing, a decision either sustaining or denying the allegations.



Allegations which have been denied by the college may be further appealed to the Chancellor of the Ventura County Community College District and his or her designee. Allegations which have been denied by the Chancellor may be further appealed to the Governing Board of the Ventura County Community College District who shall meet with the student, within 30 days of receipt of such appeal, to determine whether to sustain or deny the allegations. All decisions of the Governing Board shall be final.



(3) 	The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent.



One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests.  A school official is a person employed by the College District in an administrative, supervisory, academic or research, or support staff position (including law enforcement unit personnel and health staff); a person or company with whom the College District has contracted (such as an attorney, auditor, or collection agent); a person serving on the Board of Trustees; or a person serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.



In compliance with California Education Code §76222, a log or record shall be maintained of persons, agencies or organizations requesting and receiving information from a student record.  Also pursuant to code, such log or record will not include the following:



1. A student to whom access is granted pursuant to Education Code §76230.



2. Parties to whom directory information is released pursuant to §76240.



3. Parties for whom written consent is executed by the student pursuant to §76242.



4. Officials or employees having a legitimate educational interest pursuant to §76243(a).



Such record shall be open to inspection only by the student and the college official or his or her designee responsible for the maintenance of student records, and to the Comptroller General of the United States, the Secretary of Education, an administrative head of an education agency as defined in Public Law 93-380, and state educational authorities as a means of auditing the operation of the system.



(4) 	The right to file a complaint with the U.S. Department of Education concerning alleged failures by the College to comply with the requirements of FERPA. The name and address of the Office that administers FERPA are:



Family Policy Compliance Office



U.S. Department of Education



400 Maryland Avenue, SW



Washington, DC 20202-5920



Appendix II



Statement of Nondiscrimination



 The Ventura County Community College District and its three colleges -- Moorpark College, Oxnard College, and Ventura College -- are committed to providing an equal opportunity for admissions, student financing, student support facilities and activities, and employment regardless of race, color, religion, sex, national origin, disability, age, sexual orientation, marital status or Vietnam veteran status, in accordance with the requirements of Title IX of the Education Amendments of 1972, Title VII of the Civil Rights Act of 1964 (as amended by the Equal Employment Opportunity Act of 1972), sections 503 and 504 of the Rehabilitation Act of 1973 and the Rehabilitation Act Amendments of 1974, Executive Order 11246 (as amended by Executive Order 11375), and the Federal Age Discrimination Employment Act of 1967 and the Age Discrimination Employment Act Amendments of 1978 and the Americans with Disabilities Act of 1992. The Executive Vice President is the Title IX Facilitator and the ADA/504 Coordinator and can be reached at (805) 378-1403.



Maintaining an Environment of Civility and Mutual Respect



Moorpark College takes all steps necessary to provide a positive educational and employment environment that encourages the full range of equal educational opportunities noted above without limiting any citizens right to free speech. The college actively seeks to educate staff members and students on the deleterious effects of expressions of hatred or contempt based on race, color, national or ethnic origin, age, gender, religion, sexual orientation or physical or mental ability. A more detailed review of expected respectful behavior is provided in the Student Conduct Code.



To better ensure appropriate, respectful behavior across campus, the College will take immediate, appropriate steps to investigate complaints of discrimination in order to eliminate current discrimination and to prevent further discrimination. The College prohibits retaliation against any individual who files a complaint or who participates in a discrimination or discriminatory harassment inquiry. If you feel you have experienced discrimination at Moorpark College, initiate the Complaint Procedure outlined in the Sexual Harassment Policy later in this section. If you have any questions on how to proceed with your concerns or complaints, contact the Office of the Executive Vice President at (805) 378-1403.



Equal Opportunity Act



The Ventura County Community College District subscribes to and promotes the principles and implementation of Equal Opportunity and Diversity.



Inquiries regarding related laws and regulations, and the corresponding Board policies may be directed to the:



District Diversity Facilitator



c/o District Office



255 W. Stanley Avenue, Suite 150



Ventura, California 93001



phone: (805) 652-5500



Appendix III



Sexual Harassment Complaint Procedures



A.  Introduction



It is the policy of the Ventura County Community College District to provide an educational, employment and business environment free of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct or communications (including voice and e-mail telecommunications, fax machines, etc.) constituting sexual harassment as defined and otherwise prohibited by state and federal statutes.



It shall be a violation of this policy for anyone (employee, student, or contractor) to engage in sexual harassment. Within the Ventura County Community College District, sexual harassment is prohibited regardless of the status and/or relationship of the affected individuals.



Disciplinary action, up to and including termination or expulsion, may be instituted for behavior described in the definition of harassment set forth in this policy.



Any retaliation against a student or employee for filing a harassment charge, making a harassment complaint or otherwise being involved in a harassment investigation is prohibited. Any persons found to be retaliating against another employee or student shall be subject to disciplinary action up to and including termination or expulsion.



Any employee who receives a harassment complaint, observes, or otherwise learns of harassing behavior in the educational/business environment or workplace, must direct the concerns to the appropriate Sexual Harassment Intake Facilitator or to the Vice Chancellor of Human Resources at the District Office. Students are encouraged to follow the same procedure.



B. Complaint Procedure



Any student, employee, job applicant, or contractor who believes he/ she have been harassed should direct his/her concerns to either of the following:



The Office of the Executive Vice President: (805) 378-1403.



Associate Vice Chancellor of Human Resources, Ventura County Community College District: (805) 652-5513.



Anyone who receives a harassment complaint, observes, or otherwise learns of harassing behavior in the work place must direct the complaint or complainant to either Sexual Harassment Intake Facilitators at Moorpark College or to the Associate Vice Chancellor of Human Resources at the District Office. 



C. Investigative Procedure



The Sexual Harassment Intake Facilitator or Associate Vice Chancellor of Human Resources will initiate a sexual harassment investigation that shall include, but may not be limited to:



Interviews with the complainant, the alleged harasser; and any other persons the investigator has reason to believe have relevant knowledge concerning the complaint.;



Review of the factual information gathered during the investigation to determine whether the alleged conduct occurred and whether such conduct constitutes harassment under this policy, based on the totality of the circumstances, including the nature of the verbal, physical, visual or sexual conduct, and the context in which the alleged incident(s) occurred;



Using the District Reporting Form as a guide, the Intake Facilitator will prepare a written report setting forth the results of the investigation. The findings shall be reported to the Associate Vice Chancellor of Human Resources;



Final disposition shall be reported back to the complainant and the alleged harasser in a timely manner and will also be filed with the State Chancellor’s office in Sacramento.



D.  Remedial Action



If it has been determined that a violation of this policy has occurred, prompt and effective corrective action shall be taken.



Reasonable steps shall be taken to protect the complainant from further harassment and/or retaliation.



E.  The Definition of Sexual Harassment



Sexual Harassment has been defined by the Equal Employment Opportunity Commission Guidelines (29 C.F.R. 1604.11) and the California Education Code (212.5), and includes unwelcome sexual advances, requests for sexual favors, or any other visual, telecommunications, verbal or physical conduct of a sexual nature made by someone from or in a work or education setting, under any of the following conditions:



submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment, academic status, or progress;



submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual;



the conduct has the purpose or effect of having a negative impact upon the individual’s work or academic performance, or of creating an intimidating, hostile, or offensive work or educational environment;



submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual regarding benefits and services, honors, programs, or activities available at or through the District.



Examples of behavior which could constitute sexual harassment include but are not limited to:



verbal: repeated sexual innuendoes or sexual epithets, derogatory slurs, off-color jokes, propositions, threats, or suggestive or insulting sounds;



visual/non-verbal: derogatory posters, cartoons or drawings; suggestive objects or pictures; graphic commentaries; leering; or obscene gestures;



physical: unwanted physical contact including touching, interference with an individual’s normal work movement, such as blocking or assault.



F. Additional State and Federal Procedures



In addition to the District’s procedure for reporting sexual or other prohibited types of harassment, both the State of California and the federal government have established processes by which student and employee claims of sexual harassment may be reported.



• Department of Fair Employment and Housing



1-800-884-1684



• Equal Employment Opportunity Commission



(213) 894-1000



• Chancellor’s Office of the California Community Colleges



(916) 445-8752



• California Department of Education



(916) 319-0800



• Department of Education



(800) 421-3481



If you feel you are a victim of sexual harassment, please report the incident immediately. Keep records to track dates, places, times, witnesses, and the nature of the harassment.



G.  A Final Precaution



Consensual sexual relationships between faculty and student, or between supervisor and employee, while not expressly forbidden, are generally deemed unwise. Although such relationships may be appropriate in other settings, they are not appropriate when they occur between members of the teaching staff and students or between a supervisor and an employee.



Appendix IV



Rights and Responsibilities



A. Associated Students



The Governing Board of the Ventura County Community College District recognizes the need for and authorizes the operations of the Associated Students in accordance with Education Code sections 10701 to 10705, inclusive. 



B. Privileges of Student Organizations



To use the name of one of the colleges or to use college facilities for regular meetings or special events, student organizations must be chartered by the Associated Students.



Recognized student organizations shall not use District facilities for the purpose of planning or implementing off-campus political or social events, nor use the name of the colleges in conducting such off campus events, unless authorized by the Associated Students.



A chartered student organization shall have a faculty advisor who shall be chosen by the members of that organization and approved by the Executive Vice President of Student Learning or designee. Institutional recognition shall not be withheld or withdrawn solely because of the inability of a student organization to secure an advisor.



Chartered student organizations shall be open to all students without respect to race, creed or national origin.



C. Off-Campus Affiliations



Any organization (whether official or unofficial) of students on the college campuses which, in its constitution or method of operation, vests control of its policies in an off campus organization, shall not be recognized as an official college organization and shall not be allowed to use the facilities of the District.



D.  Advocacy and Free Expression



Purpose - The primary purpose of a college is the advancement and dissemination of knowledge. Free inquiry and expression are indispensable to the attainment of this purpose. The colleges of the Ventura County Community College District have the responsibility to establish and maintain general conditions conducive to an orderly and open examination of ideas and issues relevant to the primary purpose referred to above.



Registered Students - Students of the Ventura County Community College District have the right of free expression and advocacy and may exercise this right within the framework outlined below:



a) that the cause or issue being advocated is legal.



b) that the District’s outside speaker policy is observed.



c) that the college rules regulating time, place, and manner, developed by a student/faculty/administrator committee at each college and approved by the college President or designated representative are respected.



d) that if, in the judgment of the President of the college or designated representative, an activity or event is disruptive or incompatible with the educational objective of the college, s/he may order individual students or chartered student organizations to discontinue the activity or event pending due process by either college and/or civil agencies. Due process is defined by a student/faculty/ administrator committee at each college and approved by the college President.



Non-Students - The colleges of the Ventura County Community College District are provided for the purposes commonly ascribed to higher education. Non-students who wish to pursue these purposes at one of the colleges of the District are encouraged to enroll as registered students; however, in regard to any event or activity that takes place on one of the college campuses of the Ventura County Community College District, non-students are governed by the same rules that apply to registered students.



Maintenance of Order - It shall be the policy of the Governing Board of the Ventura County Community College District to cooperate with all established governmental agencies in the maintenance of order on and about its properties. This cooperation shall in no way infringe upon or limit the use of these properties for the purposes historically and legally reserved for them. The President of the Board, as appropriate, shall convene a special meeting for the purpose of taking proper action to support the District and college administrations in carrying out the policy referred to in this section.



E.  Dress Code



The dress of persons appearing on the campuses of the Ventura County Community College District shall comply with generally accepted standards of hygiene and good taste. Clothing that is worn shall be such as to avoid interference with the educational responsibilities of the District, or with any other approved activities taking place within the District’s jurisdiction.



F. Solicitation



The solicitation, selling, exposing for sale, offering to sell, or endorsing any goods, articles, wares, services or merchandise of any nature whatsoever for the purpose of influencing lease, rental or sale at a college is prohibited except by written permission of the District Chancellor, President of the college or the President’s designee. This policy applies to all students, staff and community members.



Nothing in this policy shall be construed to revoke the rights and privileges of students and staff as specifically granted by Education Code sections and board policy with regard to fund raising activities (EC 76062), examination of instruction materials (EC 78904, 78905), or other activities sanctioned by federal, state and local regulations.



G. Notices and Posters



Student and other college developed posters and flyers may be distributed or displayed as follows:



Any posters, flyers or other materials which advertise instructional programs, student activities or any other events that can be clearly identified as having Moorpark College sponsorship may be circulated and posted without bearing the “approved for posting” stamp.



All other notices or posters must have an “approved for posting” stamp obtained from the Student Business Office in the Administration Building. Posters should be placed in a designated area. Blue painter’s tape must be used for posting. Posters should be removed when no longer applicable. Any postings not in compliance with these guidelines will be removed.



H. Use of College Facilities



The purpose of these policies is to assure the full effective use and enjoyment of the facilities of the college campus as an educational institution. Orderly procedures are necessary to promote the use of facilities by students and college personnel, to conserve and protect facilities for educational use and to prevent interference with college functions.



Available college facilities may be used and shall be reserved in advance for meetings and other events related to their purpose by:



a) chartered student organizations;



b) certificated personnel; 



c) organizations of college employees;



d) the associated students;



e) groups of ten or more students;



f) community organizations and groups under the Civic Center Act. (Education Code, 16551-16556).



Reservation of college facilities shall be made through the College Business Services office in advance of the event. Reservations will be granted in the order of application, unless considerations of format, room size or equitable distribution of special facilities will require adjustments. Student groups should also seek approval from the Advisor to Student Activities.



The college may make reasonable charges for the use of college facilities by community groups in accordance with the civic center charges as published by the Ventura County Community College District.



Outdoor meetings and events.



a) Students and college personnel may gather at reasonable places and times on the campus consistent with the orderly conduct of college affairs and the free flow of traffic. Interference with entrances to buildings and college functions or activities, disturbance of offices, classes and study facilities and harm to property are prohibited.



b) The Campus Center patio is available as a discussion area. The Executive Vice President of Student Learning or designee may approve other areas if unusual circumstances require.



c) Voice amplification will be permitted in the above areas between 11:30 a.m. and 12:30 p.m. on Fridays. Voice amplification equipment will be provided by the college upon request and without charge. No other voice amplification equipment may be used. The Executive Vice President of Student Learning or designee may arrange for voice amplification at other times or places on the campus if unusual circumstances require it to implement the purposes of these regulations. The volume and direction of voice amplification will be adjusted to reach no farther than the audience present. Specific stipulations have been established by the Moorpark College Academic Senate.



Tables



a) Student organization and groups cited may maintain a table in the following areas: Foyer of the campus center, patios of the campus center or Raider Walk.



b) Tables shall be staffed at all times. The name of the sponsoring organization shall be displayed at each table.



c) Tables shall be furnished by the Associated Students. Posters shall be attached to the tables.



d) Tables may be used to distribute and exhibit, free of charge, non-commercial announcements, statements and materials and for fund raising. Distributing or soliciting by means of shouting or accosting individuals is prohibited.



Appendix V



Grievance



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 the college decision or action has adversely affected his or her status, rights, or privileges as a student.



A grievance is an allegation of a violation of any of the following:



A. sex discrimination as prohibited by Title IX of the Higher Education Amendments of 1972.l.



B. course grades, to the extent permitted by Education Code 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.



C. the exercise of rights of free expression protected by the state and federal constitutions, Education Code Sections 66301 and 76120, and District Board Policy and Administrative Procedures concerning the right of free expression.



D. violation of published District rules, Board Policies, and Administrative Procedures, except as set forth below. This procedure does not apply to:



- challenges to the process for determining satisfaction of prerequisites, corequisites, advisories, and limitations on enrollment. Information on challenges to prerequisites is available from the Office of Academic Affairs.



- allegations of harassment or discrimination on the basis of any protected characteristic as set forth in Board Policies 3410 and 3430 and 5 California Code of Regulations Section 53900 et seq. Such complaints may be initiated under the procedures described in the college catalogs.



- appeals for residency determination. Residency appeals should be filed with the Admissions and Records Office.



- student disciplinary actions, which are covered under separate Board Policies and Administrative Procedures.



- police citations (i.e. “tickets”); complaints about citations must be directed to the Campus Police.



- evaluation of the professional competence, qualifications, or job performance of a District employee.



- claims for money or damages against the District.



Information about other procedures is listed in the college catalogs or may be obtained from the Office of Student Learning.



The alleged wrong must involve an unjust action or denial of a student’s rights as defined above. A grievance exists only when such an error or offense has resulted in an injury or harm that may be corrected through this grievance procedure. As noted above there may be other procedures applicable to various other alleged injuries or harms, and this grievance procedure may not be the sole or exclusive remedy, and it may not be necessary to exhaust this process before presenting allegations to other government agencies or the courts. The outcome of a grievance must be susceptible to producing a tangible remedy to the student complaining or an actual redress of the wrong rather than a punishment for the person or persons found in error. For example, a grievance seeking only the dismissal of a District employee is not viable.



Definitions



Chief Student Services Officer (CSSO) – A college’s Executive Vice President or Vice President of Student Services, or designee.



College Grievance Officer – The administrator in charge of student discipline and/or grievances who shall assist students in seeking resolution by informal means; if informal means are not successful, the College Grievance Officer shall assist students by guiding them through the formal grievance process.



Day – A calendar day unless otherwise specified in this procedure. If the final day to take any action required by this procedure falls on a Saturday, Sunday, or other day that the administrative offices of the District are closed, the date for such action shall be extended to the next business day. Similarly, if the final day to take any action required by this procedure occurs during summer session or during an intersession, but the basis for the grievance arose prior to that summer or intersession, the final day to take any required action shall be extended to the first business day of the next academic term.



Grievant – Any student currently enrolled in the college, a person who has filed an application for admission to the college, or a former student. A grievance by an applicant shall be limited to a complaint regarding denial of admission. Former students shall be limited to grievances relating to course grades to the extent permitted by Education Code Section 76224(a).



Respondent – Any person claimed by a Grievant to be responsible for the alleged grievance.



Informal Resolution



Informal meetings and discussion between persons directly involved in a grievance are essential at the outset of a dispute. A student who has a grievance shall make a reasonable effort to resolve the matter on an informal basis prior to filing a formal grievance, and shall attempt to solve the problem with the person with whom the student has the grievance or dispute. If a student cannot resolve a grievance informally with the Respondent, then the student will request a meeting with the Respondent’s administrator, manager, or division chairperson, who shall meet with the student in an attempt to resolve the issue and may meet with the student and Respondent either jointly or separately. 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 any time, the student may request the assistance of the College Grievance Officer in understanding or arranging the informal resolution process.



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.



Formal Resolution



In the event an informal resolution is not reached, the grievant shall submit a preliminary written statement of the grievance to the College Grievance Officer within 90 days of the incident on which the grievance is based, or 90 days after the student knew or with reasonable diligence should have known of the basis for the grievance, whichever is later.



Within 10 days following receipt of the preliminary written statement of the grievance, the College 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 formal written statement of the grievance.



The submission of this formal signed and dated written description of the complaint signals the beginning of the formal resolution, serves as the request for a hearing, and shall serve as the dated start of the hearing timeline.



The College Grievance Officer will submit a copy of the formal written grievance to the Respondent. The Respondent will be given an opportunity to submit a written response to the allegations to the College Grievance Officer. This response must be received within 10 days.



Hearing Procedures



Grievance Hearing Committee – The hearing panel for any grievance shall be composed of one administrator, one faculty member and one student. At the beginning of the academic year, and no later than October 1st, the College President, the President of the Academic Senate, and the Associated Students President shall each establish a list of at least two persons who will serve on student Grievance Hearing Committees. The College President will identify two administrators; the President of the Academic Senate will identify two faculty; and the Associated Students President will identify two students. The College President shall appoint the Grievance Hearing Committee from the names in this pool; however, no administrator, faculty member or student who has any personal involvement in the matter to be decided, who is a necessary witness, who is a relative of any party or witness, or who could not otherwise act in a neutral manner shall serve on the Grievance Hearing Committee.



Upon notification of the Grievance Hearing Committee composition, the Respondent and Grievant shall each be allowed one peremptory challenge, excluding the chairperson. The College President shall substitute the challenged member or members from the panel pool to achieve the appropriate Grievance Hearing Committee composition. In the event that the pool names are exhausted in any one category, further designees shall be submitted by the College President (for administrators), the President of the Academic Senate (for faculty), or the Associated Student President (for students).



The Grievance Officer shall sit with the Grievance Hearing Committee but shall not serve as a member or vote. The Grievance Officer shall coordinate all scheduling of hearings, and shall serve to assist all parties and the Grievance Hearing Committee to facilitate a full, fair and efficient resolution of the grievance.



A quorum shall consist of all three members of the Committee.



Grievance Hearing Committee Chair – The College President shall appoint one member of the Grievance Hearing Committee to serve as the chair. 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 by both other members of the Grievance Hearing Committee to the contrary.



Time Limits – Any times specified in these procedures may be shortened or lengthened if there is mutual concurrence by all parties in writing.



Hearing Process – Within 14 days following receipt of the formal written statement of the grievance and request for hearing, the College President or designee shall appoint a Grievance Hearing Committee as described above. The Grievance Hearing Committee and the Grievance Officer shall meet in private and without the parties present to determine whether the written statement of the grievance 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 considerations:



the statement satisfies the definition of a grievance as set forth above;



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



the grievant is a student, which under certain circumstances includes applicants and former students, and meets the definition of “grievant” as set forth in these procedures;



the grievant is personally and directly affected by the alleged grievance;



the grievance seeks a remedy which is within the authority of the hearing panel to recommend or the college president to grant:



the grievance was filed in a timely manner;



the grievance is not clearly frivolous, clearly without foundation, or clearly filed for purposes of harassment.



If the grievance does not meet all of the above requirements, the Grievance 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 7 days of the date the decision is made by the Grievance Hearing Committee.



The student may appeal the Grievance Hearing Committee’s determination that the statement of grievance does not present a grievance as defined in these procedures by presenting his/her appeal in writing to the College President within 7 days of the date the student received that decision. The College President shall review the statement of grievance in accordance with the requirements for a grievance provided in these procedures, but shall not consider any other matters, including any facts alleged in the appeal that were not alleged in the original grievance. The College President’s decision whether or not to grant a grievance hearing shall be final and not subject to further appeal.



If the statement of the grievance satisfies each of the requirements The College Grievance Officer shall schedule a grievance hearing to begin within 30 days following the decision to grant a Grievance Hearing. All parties to the grievance shall be given at least 10 days’ notice of the date, time and place of the hearing.



Before the hearing commences, the members of the Grievance Hearing Committee shall be provided with a copy of the grievance, the written response provided by the Respondent, and all applicable policies and administrative procedures. The Grievance Hearing Committee may request other documents as needed.



A time limit on the amount of time provided for each party to present its case, or any rebuttal, may be set by the Grievance Hearing Committee. Formal rules of evidence shall not apply. All witnesses shall be bound by the student code of conduct and professional codes of ethics to present truthful evidence. Any witnesses not so bound will testify under oath, subject to the penalty of perjury. Any relevant evidence may be admitted at the discretion of the Grievance Hearing Committee Chair, in consultation with the College Grievance Officer and Grievance Hearing Committee. Hearsay evidence will be admissible, but will be insufficient, alone, to establish the allegations.



The Grievance Hearing Committee Chair, in consultation with the Grievance Hearing Officer and Grievance Hearing Committee, shall be responsible for determining the relevancy of presented evidence and testimony, the number of witnesses permitted to testify, and the time allocated for testimony and questioning. The Grievance Hearing Committee Chair, in consultation with the Grievance Hearing Committee, shall further be responsible for instructing and questioning witnesses on behalf of the Grievance Hearing Committee, and for dismissing any persons who are disruptive or who fail to follow instructions. The Grievance Hearing Committee Chair, in consultation with the College Grievance Officer, shall have the final decision on all procedural questions concerning the hearing.



The Grievance Hearing Committee shall conduct the hearing in accordance with established standards of administrative procedure. 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 shall make the first presentation, followed by the respondent. The grievant may present rebuttal evidence after the respondent completes presentation of his or her evidence. The burden shall be on the grievant to prove by a preponderance of the evidence that the facts alleged are true and that a grievance has been established as presented in the written statement of the complaint.



Both parties shall have the right to present statements, testimony, evidence, and witnesses. Each party to the grievance may represent him or herself, and may be represented by a person of his or her choice, except that neither party shall be represented by an attorney. The Grievance Hearing Committee may request legal assistance for the Committee itself through the College President. Any legal advisor provided to the Grievance Hearing Committee may be present during all testimony and deliberations in an advisory capacity to provide legal counsel but shall not be a member of the panel or vote with it.



The grievant shall, in consultation with the College Grievance Officer, have the right to be served by a translator or qualified interpreter to ensure his/her full participation in the proceedings.



Hearings shall be closed and confidential. No other persons except the Grievant and his/her representative and/or translator/interpreter, the Respondent and his/her representative, scheduled single witnesses, the College Grievance Officer, the Grievance Hearing Committee members, and the Committee’s legal advisor, if any, shall be present. Witnesses shall not be present at the hearing when not testifying, unless all parties and the Grievance Hearing Committee agree to the contrary. The rule of confidentiality shall prevail at all stages of the hearing. Moreover, the Grievance Hearing Committee members shall ensure that all hearings, deliberation, and records remain confidential in accordance with the Family Educational Rights and Privacy Act (FERPA), California Education Code Section 76200 et seq., and District Board Policies and Administrative Procedures related to the privacy of student and employee records.



The hearing shall be recorded by the District by electronic means such as audiotape, videotape, or by court reporting service and shall be the only recording made. No other recording devices shall be permitted to be used at the hearing. Any witness who refuses to be recorded shall not be permitted to give testimony. A witness who refuses to be recorded shall not be considered to be unavailable within the meaning of the rules of evidence, and therefore an exception to the hearsay rule for unavailability shall not apply to such witness.



At the beginning of the hearing, on the record, the Grievance Hearing Committee Chair shall ask all persons present to identify themselves by name, and thereafter shall ask witnesses to identify themselves by name. The recording shall remain the property of the District and shall remain in the custody of the District at all times, unless released to a professional transcribing service. Any party to the grievance may request a copy of the recording. Any transcript of the hearing requested by a party shall be produced at the requesting party’s expense.



Following the close of the hearing, the Grievance Hearing Committee shall deliberate in closed session. These deliberations shall not be electronically recorded and the proceedings shall be confidential for all purposes. Within 30 days following the close of the hearing, the Grievance Hearing Committee shall prepare and send a written decision to the College Grievance Officer to be forwarded to College President. The decision shall include specific factual findings regarding the grievance, and shall include specific conclusions regarding whether a grievance has been established as defined in these procedures. 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 any matters outside of that record. The record consists of the original grievance, any written response, and the oral and written evidence produced at the hearing, and additional information or documentation related to the hearing that is requested by the Grievance Hearing Committee. The District shall maintain records of all Grievance Hearings in a secure location on District premises for a period of 7 years.



College President’s Decision



The College President, at his/her discretion, may accept, reject, or modify the findings, decision, and recommendations of the Grievance Hearing Committee. The factual findings of the Grievance Hearing Committee shall be accorded great weight. The College President may additionally remand the matter back to the Grievance Hearing Committee for further consideration of issues specified by the College President. Within 21 days following receipt of the Grievance Hearing Committee’s decision and recommendation(s), the College President shall send to all parties his or her written decision, together with the Grievance Hearing Committee’s decision and recommendations. If the College President elects to reject or modify the Grievance Hearing Committee’s decision or a finding or recommendation contained therein, the College President shall review the record of the hearing, and shall prepare a new written decision that contains specific factual findings and conclusions. The decision of the College President shall be final, subject only to appeal as described below.



Any party to the grievance may appeal the decision of the College President after a hearing before a Grievance Hearing Committee by filing an appeal with the Chancellor. The Chancellor may designate a District administrator to review the appeal and make a recommendation.



Any such appeal shall be submitted in writing within 5 days following receipt of the College President’s decision and shall state specifically the grounds for appeal.



The written appeal shall be sent to all concerned parties by the Chancellor or designee. All parties may submit written statements, within 5 days of receipt, in response to the appeal.



The Chancellor or designee may review the record of the hearing and the documents submitted in connection with the appeal, but shall not consider any matters outside of the record and the appeal.



If the Chancellor chooses a designee to review the record and appeal statements, that designee shall make a written recommendation to the Chancellor regarding the outcome of the appeal. The Chancellor may decide to sustain, reverse or modify the decision of his/her designee.



The decision on appeal shall be reached within 21 days after receipt of the appeal documents. The Chancellor’s decision shall be in writing and shall include a statement of reasons for the decision. Copies of the Chancellor’s appeal decision shall be sent to all parties.



The Chancellor’s decision shall be final.



Appendix VI



Sexual Assault



California Education Code Section 67385 requires that community college districts adopt and implement procedures to ensure prompt response to victims of sexual assault which occur on campus or during official campus events, as well as providing the victims with information regarding treatment options and services.



Ventura County Community College District exercises care to keep its campuses free from conditions which increase the risk of crime. Crimes of rape and other forms of sexual assault are violations of VCCCD standards and will not be tolerated on campus. California statutes and the VCCCD Standards of Student Conduct prohibit sexual assaults. Where there is cause to believe the District’s regulations prohibiting sexual assault have been violated, the District will pursue strong disciplinary actions including suspension or dismissal from the college.



Ventura County Community College District is committed to providing prompt, compassionate services to those individuals who are sexually assaulted, as well as follow-up services, if needed.



Administrative Regulations and Procedures Concerning Incidents of Sexual Assault on Campus



1. Introduction



Education Code Section 67385 requires that the governing board of each community college district adopt and implement clear, consistent, and written procedures to ensure that specific victims of sexual assault which occurred on campus property or during college sponsored events shall receive information regarding available treatment options and services, both on and off campus, as well as to ensure that the colleges will promptly respond to the option selected by the victim.



2. Definitions



For the purpose of the legislation, the following definitions are offered.



“Specific population” and “specific victim” include students, faculty and staff.



“Sexual assault” is any kind of sexual activity which is forced upon a person against his or her will. The definition includes, but is not limited to: rape (including “date” or “acquaintance rape”), forced sodomy, forced oral copulation, rape by a foreign object, or sexual battery or threat of sexual assault.



“On campus” is defined quite broadly to include: 1) any building or property owned or controlled by the District within the same reasonable contiguous geographic area and used by the District in direct support of, or related to, its educational purposes; or 2) any building or property owned or controlled by student organizations recognized by the institution.



“Official college sponsored events” include, but are not limited to, all classes off campus, field trips, or any event on the college calendar.



“Victim” of sexual assault is generally referred to here as being female, but could also include a male.



3. College Policy



Moorpark College exercises care to keep the campus free from conditions which increase the risk of crime. Crimes of rape and other forms of sexual assault will not be tolerated on campus.



The Ventura County Community College District Student Code of Conduct prohibits sexual assaults, as do California criminal statutes.



The Board of Trustees commits the college to taking prudent action to prevent sexual assaults from occurring and to ensure that students, faculty and staff are not adversely affected for having brought forward a charge of rape or other forms of sexual assault. Where there is cause to believe the college’s regulations prohibiting sexual assault have been violated, Moorpark College will pursue strong disciplinary actions which include the possibility of suspension or dismissal from the college.



In addition, a student, faculty, or staff member charged with sexual assault can be prosecuted under California criminal statutes in addition to being disciplined under the Student Code of Conduct or Education Code, as applicable. Even if prosecution does not take place, the campus may pursue disciplinary action.



The Board of Trustees is also committed to provide prompt, compassionate services to those individuals who are sexually assaulted and to provide follow-up services as needed.



4. Guidelines, Procedures and Personnel Responsible for Responding to a Sexual Assault Incident



The individual initially notified about the sexual assault will provide a secure setting for the victim. (This could be an unoccupied office or classroom, a well-lighted area or, ideally, the Student Health Center Office.) The Campus Police Office and the Health Services Coordinator should be notified, if possible.



The involved college personnel should then:



listen to the victim’s needs;



assess the situation. Determine the seriousness of the victim’s injuries; call 911 if injuries are severe and transportation is needed by ambulance to a hospital;



ask the victim what she/he wants to do. A consent form (available in English or Spanish) may be completed by the victim for any of the following options:



a) does the victim want to be taken to a hospital or private doctor’s office? Does the victim want to contact a friend or family member? If the victim does not want to contact anyone, a campus police officer may take the victim to the hospital. If possible, a female should accompany the victim if the officer is male.



b) does the victim want to have the Ventura County Coalition Against Domestic and Sexual Violence contacted? The mission of the Coalition is to coordinate and implement services to the victim of sexual assault.



c) does the victim want to report the incident to police? NOTE: If the victim is younger than 18, the sexual assault must be reported to the police. If the victim is 18 years or older, it is the victim’s decision whether or not to involve the police. (California law requires hospitals to report injuries by criminal act to a law enforcement agency.)



If the victim of a sexual assault decides to involve the police, the Campus Police Lieutenant will notify the appropriate police department and may request an officer of like gender of the victim for the report. The officer will take a police report, transport, accompany or meet the victim at an appropriate medical facility for the evidentiary examination, may conduct a follow-up interview, and may transport the victim home with consent.



The Coordinator Of Health Services will notify the parent, guardian, spouse, or friend, if appropriate, and with the consent of the victim.



Upon consent of the victim, the Coordinator Of Health Services may arrange for college personnel or a community Rape and Sexual Assault Counselor to accompany the victim, if appropriate, through hospital procedures and encounters with law enforcement agencies.



The Campus Police Lieutenant will complete a confidential incident report and keep records of the incident for statistical purposes.



As early as possible in the process outlined above, the Executive Vice President Of Student Learning or the administrator on duty at the college should be notified. That individual should go to the victim’s location and assist in the administration of these procedures, as well as notifying other campus and/or District officials, as appropriate.



In the event the sexual assault incident occurs when the campus is not open (“after hours”), the individual initially notified about the sexual assault will notify the campus police by calling on any campus phone (ext 4950); the Campus Police Lieutenant will follow the same procedures as described above.



In the event the sexual assault incident occurs at an off-campus event and it is not possible to contact the campus police, then the individual initially notified will contact the local law enforcement authority if the victim is under 18 years old (if 18 or over, if the victim wishes).



5.  Follow Up Procedures By College Staff:



The Executive Vice President Of Student Learning and Campus Police Lieutenant will do a follow-up interview with the victim to inform her/ him of the legal options available for filing a civil suit or a criminal action. If she/he wants to pursue criminal action, the appropriate police department will conduct the follow-up criminal investigation.



The Coordinator Of Health Services will provide the victim with information on the treatment and counseling for sexual assault and provide referrals for appropriate assistance such as the College Psychologist, College Physician or alternative Community Resources.



The Executive Vice President Of Student Learning will explain disciplinary procedures and actions available. The Associate Vice Chancellor of Human Resources, if appropriate, will explain disciplinary procedures and actions available in cases involving faculty or staff. The Executive Vice President Of Student Learning will be responsible for ensuring that all follow-up procedures are completed.



6.  Legal Reporting Requirements and Procedures



The reporting of rape and other forms of sexual assault follows the same procedures as the reporting of any crime. No special information is required, but the report needs to include certain standard information such as where the incident occurred, to whom (identified by name and age) and exactly what happened.



Once a victim of sexual assault has chosen to notify authorities about the assault and chooses to pursue prosecution, a medical legal examination should be performed as soon after the assault as possible and within hours for evidence.



7. List of Campus Services and Personnel Available to Assist with Incidents of Sexual Assault.



Campus Police, ext 4950



Campus Health Center, ext 4175



Extended Campus Office, ext 4822



Sexual Assault Intake Facilitator, ext 4025



8. Procedures for Ongoing Case Management



With the victim’s consent, follow-up intervention may be provided, as needed, by the College Psychologist for psychological counseling. The Executive Vice President of Student Learning will track the victim’s academic progress and will assist, when requested, by arranging academic counseling, tutoring, and other services deemed appropriate.



The Executive Vice President of Student Learning or the Associate Vice Chancellor Of Human Resources will initiate disciplinary procedures and inform the victim of the status of any disciplinary actions and the Executive Vice President Of Student Learning will keep the College President informed.



The following individuals may also be contacted, as appropriate, on a need-to-know basis by the aforementioned administrators: ACCESS Director, Division Deans, Instructors, Chancellor, Vice Chancellor, Personnel Services or Public Information Officer.



9. Procedures to Guarantee Confidentiality



In all associations with the public, the media, family and friends of the victim, and in accordance with the Family Rights and Privacy Act and the Buckley Amendment, the name of the victim and/or specific details of the assault will be released only when essential to the health and safety of the individual assaulted or that of other members of the campus community. The Public Information Officer will be kept informed and will interface with the media, general public, students and staff. Other campus personnel dealing with the incident should refer any inquiries to the Public Information Office.



In addition, and in full accordance with Chapter 593 of the Education Code, no person, persons, agency or organization permitted access to student records (including security records about incidents involving the college’s students) shall permit access to any information obtained from those records by any other person, persons, agency or organization without the written consent of the students involved.



The victim of any sexual assault which is the basis of any disciplinary action taken by the community college shall be permitted access to that information in compliance with the Buckley Amendment. Access to this information shall consist of a notice of the results of any disciplinary action taken by the college and the results of any appeal. This information shall be provided to the victim within three days following the said disciplinary action or appeal.



10. Information Regarding Other Options



Criminal Actions – Once an incident of sexual assault has been reported to the appropriate police department by college personnel, it is up to the police department to collect information, including the legal/medical exam, and to investigate the matter. The information is then turned over to the District Attorney’s office to determine if criminal prosecution is appropriate. The District Attorney’s office has the ultimate responsibility to determine whether the incident is a criminal offense and to bring it before the courts for punitive action against the assailant. Punitive consequences can include fines, probation and incarceration. If there is not sufficient evidence for the case to be passed on to the District Attorney, the police may decide to initiate an investigation to gather the necessary information which could lead to a prosecution.



Civil Actions – If the victim of the sexual assault decides that she/he wants to pursue a civil action for damages against the perpetrator, then the victim should consult with an attorney for the civil legal action. The District Attorney’s office is reluctant to refer to any particular civil attorney, but the Ventura County Coalition Against Domestic and Sexual Violence has a complete referral list of local attorneys with whom they have had experience. In addition, the names of attorneys may be obtained through the Ventura County Bar Association.



Disciplinary Process through the College – Various forms of discipline may be imposed on a student who is guilty of misconduct ranging from reprimand, probation, and suspension to expulsion. The student disciplinary procedures of the college are described in this catalog. They are initiated by the Executive Vice President. Faculty and staff are subject to the college’s disciplinary action policies.



Mediation Services – Mediation between any of the “specific population” involved in a sexual assault incident at the college is available and may be arranged through the Executive Vice President Of Student Learning.



Academic Assistance Alternatives – Academic assistance for victims of sexual assault includes tutoring, switching to different sections or classes, academic counseling, receiving a grade of “Incomplete” or “Withdrawal,” or assistance in transferring.



Harassment Restraining Order – Under California law (section 527.6 of the Code of Civil Procedure), courts can make orders to protect people from being harassed by others. These orders are enforced by law enforcement agencies. A victim who desires to obtain such an order must file an action in the Superior Court. Simplified procedures for obtaining such orders have been established by the courts. An instructional booklet that tells what court orders a victim of harassment can obtain and how to get them is available from the Clerk of the Ventura County Superior Court, Hall of Justice, 800 South Victoria Avenue, Ventura, CA  93009.



Appendix VII



Student Discipline Procedures



Reference: Education Code Section 66300, 72122, 76030



A student enrolling in Moorpark College assumes an obligation to conduct him/herself in a manner compatible with the college’s function as an educational institution.



The purpose of this procedure is to provide a prompt and equitable means to address violations of the Student Code of Conduct, which provides to the student or students involved appropriate due process rights. This procedure will be applied 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.



These Administrative Procedures are 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 Sections 66301 and 76120, and will not be used to punish expression that is protected.



Student conduct must conform to the Student Code of Conduct established by the Governing Board of the Ventura County Community College District in collaboration with college administrators and students. Violations of such rules are subject to disciplinary actions which are to be administered by appropriate college authorities. The Ventura County Community College District has established procedures for the administration of the penalties enumerated here. College authorities will determine the appropriate penalty(ies).



Definitions of Key Terms:



Chief Student Services Officer (CSSO) – A college’s Executive Vice President or Vice President of Student Services, or designee.



Day – A calendar day, unless otherwise specified in this procedure. If the final day to take any action required by this procedure falls on a Saturday, Sunday, or other day that the administrative office of the District are closed, the date for such action shall be extended to the next business day. Similarly, if the final day to take any action required by this policy occurs during summer session, or during an intersession, but the basis for discipline arose during an academic term prior to that summer or intersession, the final day to take any required action shall be extended to the first business day of the next academic term.



District – The Ventura County Community College District.



Good Cause for Disciplinary Action – As used in this procedure, “good cause” for disciplinary action includes any violation of the VCCCD Student Code of Conduct as set forth in Board Policy 5500 and Education Code section 76033, when the conduct is related to college activity or college attendance, including but not limited to any violation of the Student Code of Conduct.



Student Code of Conduct



Causing, attempting to cause, or threatening to cause physical injury to another person or to one’s self.



Possession, sale or otherwise furnishing a weapon, including but not limited to, any actual or facsimile of a firearm, knife, explosive or other dangerous object, or any item used to threaten bodily harm without written permission from a district employee, with concurrence of the College President.



Use, possession (except as expressly permitted by law), distribution, or offer to sell alcoholic beverages, narcotics, hallucinogenic drugs, marijuana, other controlled substances or dangerous drugs while on campus or while participating in any college-sponsored event.



Presence on campus while under the influence of alcoholic beverages, narcotics, hallucinogenic drugs, marijuana, other controlled substances or dangerous drugs except as expressly permitted by law.



Committing or attempting to commit robbery or extortion.



Causing or attempting to cause damage to district property or to private property on campus.



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



Willful or persistent smoking in any area where smoking has been prohibited by law or by regulation of the college or the District.



Engaging in harassing or discriminatory behavior. The district’s response to instances of sexual harassment will follow the processes identified in Board Policy and Administrative Procedures 3430.



Obstruction or disruption of classes, administrative or disciplinary procedures, or authorized college activities.



Disruptive behavior, willful disobedience, profanity, vulgarity or other offensive conduct, or the open and persistent defiance of the authority of, or persistent abuse of, district/college personnel in performance of their duties.



Academic dishonesty, cheating, or plagiarism.



Forgery; alteration or misuse of district/college documents, records or identification; or knowingly furnishing false information to the district/college or any related off-site agency or organization.



Unauthorized entry to or use of district/college facilities.



Violation of district/college rules and regulations including those concerning student organizations, the use of district/college facilities, or the time, place, and manner of public expression or distribution of materials.



Persistent, serious misconduct where other means of correction have failed to bring about proper conduct.



Unauthorized preparation, giving, selling, transfer, distribution, or publication of any recording of an academic presentation in a classroom or equivalent site of instruction, including but not limited to written class materials, except as permitted by district policy, or administrative procedure.



Violation of professional ethical code of conduct in classroom or clinical settings as identified by state licensing agencies (Board of Registered Nursing, Emergency Medical Services Authority, Title 22, Peace Officers Standards & Training, California Department of Public Health).



For purposes of student discipline under this procedure, conduct is related to college activity or college attendance if it occurs during or in conjunction with any program, activity, or event connected with District coursework, sponsored or sanctioned by the District or a college of the District, or funded in whole or in part by the District or college, whether the activity or event occurs on or off campus or during or outside of instructional hours.



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.



Student – Any person currently enrolled as a student at any college or in any program offered by the District.



Time Limit – Any times specified in these procedures may be shortened or lengthened if there is mutual concurrence by all parties in writing.



Definitions of Types of Discipline                       (listed in order of severity)



The following sanctions may be imposed upon any student found to have violated the standards of student conduct. The selection of the degree of severity of sanction to be imposed shall be commensurate with the severity of offense. The availability of a less severe sanction does not preclude imposition of a more severe sanction in any circumstance where the more severe sanction is deemed appropriate.



Warning – Documented written notice by the CSSO to the student that continuation or repetition of specific conduct may be cause for other disciplinary action. A warning is retained in the college discipline files for two complete academic years.



Reprimand – Written notice to the student by the CSSO that the student has violated the Standards of Student Conduct. A reprimand serves as documentation that a student’s conduct in a specific instance does not meet the standards expected at the college and as a warning to the student that further violations may result in further disciplinary sanctions. A reprimand is permanently retained in the college discipline files.



Temporary Removal from Class – Exclusion of the student by an instructor for good cause for the day of the removal and the next class meeting. [Education Code Section 76032.]



Short-Term Suspension – Exclusion of the student by the CSSO, or designee, for good cause from one or more classes or activities for a period of up to ten (10) consecutive school days. [Education Code Sections 76030 and 76031.]



Disciplinary Probation and/or Temporary Ineligibility to Participate in Extracurricular Activities and/or Temporary Denial of Other Privileges – Placement of the student on probation by the College President or designee, for good cause, for a specified period of time not to exceed one academic year during which a student’s fitness to continue to attend school, in light of the student’s disciplinary offenses, is tested; and/or temporary exclusion of the student by the College President or designee, for good cause, from extracurricular activities for a specified period of time; and/or temporary denial of other specified privileges, by the College President or designee for good cause.



Immediate Interim Suspension –The College President or designee may order immediate suspension of a student where he or 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 (10) days. A suspended student shall be prohibited from being enrolled in any community college within the District for the period of the suspension. [Education Code Sections 66017 and 76031; cf. Penal Code Section 626.2.]



Long-Term Suspension – Exclusion of the student by the College President for good cause from one or more classes and/or activities, or from all classes and/or activities of the college for up to the remainder of the semester and the following semester. A student suspended from all classes and/or activities shall be prohibited from being enrolled in any community college within the District for the period of the suspension. [Education Code Sections 76030 and 76031.]



Expulsion – Exclusion of the student by the Board of Trustees from all colleges in the District for one or more terms when other means of correction fail to bring about proper conduct, or when the presence of the student causes a continuing danger to the physical safety of the student or others. [Education Code Section 76030.]



In addition to the above sanctions, the sanction of restitution may be imposed upon a student, where appropriate, to compensate for loss, damage, or injury. Furthermore, the sanction of administrative hold, to prevent a student from enrolling, may be placed on a student’s records by the District if a long-term suspension from all classes and/or activities, or expulsion has been imposed following the formal hearing described below, or the student has failed to meet with the CSSO, or designee, regarding a pending disciplinary matter.



Procedures for Disciplinary Actions



(listed in order of severity)



Any times specified in these procedures may be shortened or lengthened if there is mutual written concurrence by all parties.



Warning – The CSSO or designee, upon recommendation from an instructor or other District or college employee, shall review the report of alleged misconduct. If it is determined that there has been a violation of the Student Code of Conduct or the Education Code, the CSSO or designee will notify the student that the continuation and/or repetition of misconduct may result in more serious disciplinary action. This notification may be delivered orally or in writing. Documentation of the misconduct and/or the notice given to the student shall be retained in the district discipline files for two complete academic years. Warnings may be appealed directly to the College President. Students may not request a student conduct hearing to appeal a warning. [Cf. Education Code Section 76232 - challenging content of student records.]



Reprimand – The CSSO or designee, upon recommendation from an instructor or other District or college employee, shall review the report of alleged misconduct. If it is determined that there has been a serious violation of the Student Code of Conduct or the Education Code, the CSSO or designee will notify the student that the continuation and/or repetition of misconduct may result in even more serious disciplinary action. This notification will be delivered in writing. Documentation of the misconduct and the written notice given to the student shall be permanently retained in the district discipline files. Reprimands may be appealed directly to the College President. Students may not request a hearing to appeal a reprimand.



Temporary Removal from Class – Any instructor may remove a student from his or her class for good cause for the day of the removal and the next class meeting. The instructor shall immediately report the removal to his/her supervising administrator and the CSSO or designee. A meeting shall be arranged between the student and the instructor regarding the removal prior to the day that the student is eligible to return to class. If the instructor or the student makes the request, the CSSO or designee shall attend the meeting. The student is not allowed to return to the class for the day of removal and the next class meeting without the concurrence of the instructor. Nothing herein will prevent the CSSO or designee from recommending further disciplinary action in accordance with these procedures based on the facts that led to the removal. [Education Code Section 76032.]



Suspensions and Expulsions – Before any disciplinary action to suspend or expel is taken against a student, the following procedures will apply:



NOTICE: The CSSO or designee will provide the student with written notice of the conduct warranting the discipline, stating the facts on which the proposed discipline is based, and providing any evidence on which the college may rely in the imposition of discipline. Evidence which may identify other students or which would result in the revelation of test questions or answers need not be provided in advance, and if feasible may be presented under circumstances which maintain the anonymity of other students, or assures the security of test questions or answers. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the following:



the specific section of the Standards of Student Conduct or Education Code that the student is accused of violating.



a specific statement of the facts supporting the proposed discipline.



any evidence on which the college may rely in the imposition of discipline. Evidence that may identify other students or which would result in the revelation of test questions or answers need not be provided in advance. Testimony relating to students not subject to discipline may be presented in a manner that protects the anonymity or safety of the third party student. If such testimony is needed, it may be presented under circumstances that protect the safety of such students or maintains the anonymity of other students, as the hearing officer may determine to be in the interests of justice. Similarly, evidence relating to test questions or answers may be presented, if possible, only in a manner that maintains the security of test questions or answers.



the right of the student to meet with the CSSO or designee to discuss the accusation, or to respond in writing, or both.



the level of the discipline that is being proposed.



Time Limits – The notice described above must be provided to the student as soon as possible and no later than 14 days from the date on which the conduct took place or became known to the CSSO or designee;



Meeting – If the student chooses to meet with the CSSO or designee, the meeting must be requested within 7 days and must occur within 14 days 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 orally or in writing to the accusation, or both, in order to state why the proposed disciplinary action should not be taken.



Short-Term Suspension – Within 10 days after the delivery of the notice, or within 10 days of a meeting if the student requests a meeting, or within 10 days of receiving the students statement as to why the proposed disciplinary action should not be implemented, the CSSO shall 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 CSSO’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice will include the length of time of the suspension, or the nature of the lesser disciplinary action, as well as any conditions or limitations placed on the student during the short-term suspension. The notice will include the right of the student to request a meeting with the College President or designee within 7 days of notification of the recommended disciplinary action. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. Such meeting shall be held within 14 days after receipt of the student’s written request for a meeting. Failure of the student to appear at the meeting will constitute a waiver of the student’s right to a meeting. The meeting shall be conducted in any manner deemed appropriate by the College President, provided that the student is offered the opportunity to provide his or her version of events, and any evidence that supports his or her version of the events. The CSSO, or designee, may also provide evidence contradicting the student’s version of the facts. If either the student or the CSSO, or designee, is offered the opportunity to present evidence or the testimony of witnesses, the other party must be given the opportunity to cross-examine such witnesses. The meeting shall be closed and confidential, and all witnesses shall be excluded from the meeting except when testifying. Neither the student nor the CSSO, or designee, shall be entitled to representation by an attorney in this proceeding; however if the student is a minor, the student may be accompanied by his/her parent or guardian. After the conclusion of the meeting, the College President or designee shall determine whether a preponderance of evidence supports the charges against the student, and shall provide the student with written notice of his/her decision, and the factual basis therefor, within 7 days of the conclusion of the hearing. The College President’s decision on a short-term suspension shall be final and shall be reported to the District’s Chancellor.



Long-Term Suspension – Within 7 days after the delivery of the notice, or within 7 days of a meeting with the CSSO, or designee, if the student requested a meeting, the College President shall, based on the recommendation from the CSSO, or designee, decide whether to impose a long-term suspension. Written notice of the College President’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the length of time of the proposed suspension, as well as a statement that the student will be prohibited from being enrolled in any college within the District for the period of the suspension. The notice will include the factual allegations on which the proposed suspension is based, any evidence in the possession of the District on which it will rely in support of the recommended suspension, the right of the student to request a formal hearing before a long-term suspension is imposed, and a copy of the procedures for the hearing.



Expulsion – Within 7 days after the delivery of the notice, or within 7 days of a meeting if the student requests a meeting, the College President shall, pursuant to a recommendation from the CSSO, decide whether to recommend expulsion to the Chancellor and Board of Trustees. Written notice of the College President’s decision shall be provided to the student and, if the student is a minor, to the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. The notice will include the right of the student to request a formal hearing before expulsion is imposed, the factual allegations on which the proposed expulsion is based, any evidence in the possession of the District on which it will rely in support of the recommended suspension, and a copy of the procedures for the hearing.



Hearing Procedures for Long-term Suspension and Expulsion



Request for Hearing – Within 7 days after receipt of the College President’s decision regarding a long-term suspension or expulsion, the student may request a formal hearing before a hearing panel. The request must be made in writing to the College President and must include a date and the signature of the student or, if the student is a minor, the student’s parent or guardian. The notice shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college. If the request for hearing is not received within 7 days after the student’s receipt of the College President’s decision or recommendation in the case of expulsion, the student’s right to a hearing shall be deemed waived.



Schedule of Hearing – The formal hearing shall be held within 21 days after a formal request for hearing is received. The parties involved will be asked to attend the hearing and will be given sufficient notice in writing as to the time and place at least 10 days prior to the hearing date. Notice of the date of the hearing shall be deemed delivered if it is personally served on the student, or the student’s parent or guardian if the student is a minor, or deposited in U.S. mail to the student’s most recent address on file with the college.



Hearing Panel – The hearing panel for any disciplinary action shall be composed of one administrator, one faculty member, and one student. At the beginning of the academic year, and no later than October 1st, the College President, the president of the Academic Senate, and the Associated Students president shall each provide the names of at least two persons willing to serve on Student Disciplinary Hearing Panels. The College President shall appoint the Hearing Panel from the names in this pool; however, no administrator, faculty member or student who has any personal involvement in the matter to be decided, who is a necessary witness, who is a relative of any party or witness, or who could not otherwise act in a neutral manner shall serve on a Hearing Panel. Upon notification of the Hearing Panel’s composition, the student and the District shall each be allowed one peremptory challenge. The College President shall substitute the challenged member or members and replace them with another member of the panel pool to achieve the appropriate Hearing Panel composition. In the event the pool names are exhausted in any one category, further designees shall be submitted by the College President (for administrators), the President of the Academic Senate (for faculty), or the Associated Student President (for students). The chairperson may, by giving written notice to both parties, reschedule the hearing as necessary pending the submission of alternate designees.  A quorum shall consist of all three members of the committee.



Hearing Panel Chair – The College President shall appoint one member of the Hearing 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 both other members of the Hearing Panel to the contrary.



Hearing Process – Prior to commencement of the 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, and all applicable student due process policies and administrative procedures. The facts supporting the accusation shall be presented by a college representative who shall be the CSSO or designee.



After consultations with the parties, in the interests of justice, a time limit on the amount of time provided for each party to present its case, or any rebuttal, may be set by the hearing panel. Formal rules of evidence shall not apply. All members of the campus community shall be bound by the student code of conduct or code of professional ethics to provide only true testimony. Witnesses who are not members of the campus community will testify under oath subject to the penalty of perjury. Any relevant evidence may be admitted at the discretion of the Hearing Panel Chair, in consultation with the Hearing Panel. Hearsay evidence will be admissible, but will be insufficient, alone, to establish a charge against the student. The Hearing Panel Chair, in consultation with the Hearing Panel, shall be responsible for determining the relevancy of presented evidence and testimony, the number of witnesses permitted to testify, and the time allocated for testimony and questioning. The Hearing Panel Chair, in consultation with the Hearing Panel, shall further be responsible for instructing and questioning witnesses on behalf of the Hearing Panel, and for dismissing any persons who are disruptive or who fail to follow instructions. The Hearing Panel Chair shall have the final decision on all procedural questions concerning the hearing.



Unless the Hearing Panel determines to proceed otherwise, the college representative and the student shall each be permitted to make an opening statement. Thereafter, the college representative shall make the first presentation, followed by the student. The college representative may present rebuttal evidence after the student completes his or her evidence. The burden shall be on the college representative to establish by a preponderance of the evidence that the facts alleged are true. The Hearing Panel may request legal assistance for the Panel itself through the College President. Any legal advisor provided to the Hearing Panel may be present during the hearing and in any deliberations in an advisory capacity to provide legal counsel but shall not be a member of the panel or vote with it.



Both parties shall have the right to present statements, testimony, evidence, and witnesses. Each party shall have the right to be represented by a single advisor but not a licensed attorney. The student shall, in consultation with the Hearing Panel, have the right to be served by a translator or qualified interpreter to ensure the student’s full participation in the proceedings.



Hearings shall be closed and confidential. No other persons except the student and, the college representative and their non-attorney representatives and/or translators/interpreters, if any, a court reporter, if any, individual witnesses, the Hearing Panel members, and the Hearing Panel’s legal counsel, if any, shall be present. Witnesses shall not be present at the hearing when not testifying, unless all parties and the Hearing Panel agree to the contrary. The rule of confidentiality shall prevail at all stages of the hearing. Moreover, the Hearing Panel members shall ensure that all hearings, deliberations, and records remain confidential in accordance with the Family Educational Rights and Privacy Act (FERPA), California Education Code Section 76200 et seq., and District Board Policies and Administrative Procedures related to the privacy of student and employee records.



The hearing shall be recorded by the District by electronic means such as audiotape, videotape, or by court reporting service and shall be the only recording made. No other recording devices shall be permitted to be used at the hearing. Any witness who refuses to be recorded shall not be permitted to give testimony. A witness who refuses to be recorded shall not be considered to be unavailable within the meaning of the rules of evidence, and therefore no exception to the hearsay rule for unavailability shall apply to such witness. The Hearing Panel Chair shall, on the record, at the beginning of the hearing, ask all persons present to identify themselves by name, and thereafter shall ask witnesses to identify themselves by name. The recording shall remain the property of the District and 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 recording; however, any transcript of the recording requested by the student shall be provided at the student’s own expense.



Following the close of the hearing, the Hearing Panel shall deliberate in closed session. These deliberations shall not be electronically recorded and the proceedings shall be confidential. Within 7 days following the close of the hearing, the hearing panel shall prepare and send to the College President a written decision. The decision shall include specific factual findings regarding the accusation, and shall include specific conclusions regarding whether any specific section of the Student Code of Conduct was violated. The decision shall also include a specific recommendation regarding the disciplinary action to be imposed, if any. The decision shall be based only on the record of the hearing, and not on any matters 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. The District shall maintain records of all Disciplinary Hearings in a secure location on District premises for a period of 7 years.



College President’s Decision



Long-Term Suspension - Within 14 days following receipt of the hearing panel’s recommended decision, the College President shall render a final written decision. The College President may accept, modify or reject the findings, decisions and recommendations of the hearing panel. If the College President modifies or rejects the hearing panel’s decision, the College President shall review the record of the hearing, and shall prepare a new written decision that contains specific factual findings and conclusions. The decision of the College President shall be final, and shall be reported to the District Chancellor.



Expulsion - Within 14 days following receipt of the hearing panel’s recommended decision, the College President shall render a written recommended decision to the Chancellor. The College President may accept, modify or reject the findings, decisions and recommendations of the hearing panel. If the College President modifies or rejects the hearing panel’s decision, he or she shall review the record of the hearing, and shall prepare a new written decision which contains specific factual findings and conclusions. The College President’s decision shall be forwarded to the Chancellor as a recommendation to the Board of Trustees.



Board of Trustees Decision



The Board of Trustees shall consider any recommendation from the Chancellor for expulsion at the next regularly scheduled meeting of the Board after receipt of the recommended decision.



The Board 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 (and the parent or guardian if the student is a minor) shall be notified in writing, by certified mail, by personal service, or by such method of delivery as will establish receipt, at least 72 hours prior to the meeting, of the date, time, and place of the Board’s meeting.



The student may, within 48 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 consider an expulsion recommendation in a public meeting, the Board will hold in closed session any discussion that might be in conflict with the right to privacy of any student other than the student requesting the public meeting.



The Board may accept, modify or reject the findings, decisions and recommendations of the Chancellor. If the Board modifies or rejects the Chancellor’s recommendation, the Board shall review the record of the hearing, and shall, within 30 days or by the next regular meeting of the Board, whichever is later, prepare a new written decision which contains its specific factual findings and conclusions. The decision of the Board shall be final.



The final action of the Board on the expulsion shall be taken at a public meeting, and the result of the action shall be a public record of the District.



Appendix VIII



Students Right-to-Know



In compliance with the federal Student Right-to-Know and Campus Security Act of 1990 (Public Law 101-542), it is the policy of the Ventura County Community College District to make available to all current and prospective students its student profiles of completion and transfer rates and crime awareness statistics.



Student Right-to-Know Completion and Transfer Rates for Fall 2008 Cohort



In compliance with the Student-Right-to-Know and Campus Security Act of 1990(Public Law 101-542), it is the policy of our college district to make available its completion and transfer rates to all current and prospective students. Beginning in Fall 2008, a cohort of all certificate-, degree-, and transfer-seeking first-time, full-time students were tracked over a three-year period. Their completion and transfer rates are below.                        



These rates do not represent the success rates of the entire student population at the colleges nor do they account for student outcomes occurring after this three-year tracking period.                                                



Based upon the cohort defined above, a Completer is a student who attained a certificate or degree or became 'transfer prepared' during a three year period, from Fall 2008 to Spring 2011. Students who have completed 60 transferable units with a GPA of 2.0 or better are considered 'transfer-prepared.' Students who transferred to another post-secondary institution, prior to attaining a degree, certificate, or becoming 'transfer-prepared' during a five semester period, from Spring 2009 to Spring 2011, are transfer students.   



This information can be accessed through the following website:      srtk.cccco.edu/index.asp.



				



				MC



				OC



				VC







				Completion Rate



				32.79%



				21.74%



				26.90%







				Transfer Rate



				16.31%



				9.64%



				12.76%















Crime Awareness Statistics



The security of all members of the campus community is of vital concern to Moorpark College.  Very few crimes take place on campus, a fact that makes us feel much more safe and secure.  We ask anyone who witnesses or is a victim of a crime to immediately report it to Campus Police at (805) 378-1455.  Also, we ask everyone to support crime prevention by reporting possible unsafe conditions, such as a burned out light bulb in a dark area.  The Ventura County Community College District’s Police Office reported the crimes on the Moorpark College campus in 2011 (see chart at right).



				Crimes Committed on 



VCCCD Campuses During 2012







				TYPE OF CRIME:



				MC



				OC



				VC







				Homicide



				0



				0



				0







				Rape 



				0



				0



				0







				Robbery .



				0



				0



				0







				Aggravated Assault



				0



				0



				0







				Burglary 



				1



				1



				1







				Vehicle Burglary



				2



				9



				11







				Grand Theft



				2



				7



				8







				Petty Theft



				16



				24



				28







				Motor Vehicle Theft 



				0



				0



				2







				Arson 



				0



				1



				1







				Misdemeanor Assault 



				3



				2



				0







				Alcohol Violations 



				1



				0



				2







				Drug Violations 



				1



				0



				2







				Vandalism  



				11



				11



				20







				Bomb Threats 



				0



				2



				0







				Fraud/Embezzlement 



				0



				0



				0







				Weapons Violation



				3



				3



				0







				Battery 



				1



				3



				1







				Sexual Battery



				1



				0



				0







				Indecent Exposure



				0



				0



				1







				Felony Arrest



				2



				2



				2







				Misdemeanor Arrest



				11



				9



				13







				Restraining Order



				0



				0



				0







				Hate Crimes



				0



				0



				0







				Stalking



				0



				0



				0







				Mental Illness Detention 



				0



				0



				0







				DUI Arrest



				0



				0



				0







				Annoying Phone Calls



				2



				1



				1







				Sex Offender Registrants 



				6



				8



				5







				Computer Crime 



				0



				0



				0







				Traffic Hit and Run



				20



				3



				3







				Traffic Accidents



				10



				6



				27







				Criminal Threats 



				3



				1



				5







				Alcohol Law Disciplinary Referrals



				1



				0



				0







				Warrant Arrests



				0



				2



				0







				TOTAL CRIMES ON THE CAMPUSES (3-YEAR COMPARISONS:)







				2010



				129



				320



				130







				2011



				146



				99



				133







				2012



				97



				93



				140















Appendix IX



Financial Aid Programs



Purpose



The purpose of the Ventura County Community College District Financial Aid Office is to facilitate and foster successful academic participation of students who need help funding their education.  In accordance with the Higher Education Act of 1965, as amended, the colleges have established the following Standards of Progress.  While maintaining our responsibility as custodians of public funds, VCCCD’s objective is to establish a SAP standard that is consistent with institutional goals and philosophies and at the same time sensitive to the needs of students.  These standards apply to all students receiving financial aid from the following programs:



Board of Governors Fee Waiver (BOGW): BOGW is a form of financial aid that waives enrollment fees for eligible California students and AB 540 students.



Federal Pell Grant: Pell Grant program is an entitlement program that is based on financial eligibility and enrollment. 



Federal Supplemental Educational Opportunity Grant (FSEOG): FSEOG is a grant available to students who qualify for a Pell Grant. FSEOG is a campus-based program (limited funds). Awards are contingent on availability of funds and awarded to students with the greatest financial need. 



Federal Direct Loans for Undergraduate Students:  Federal Direct Loan Program: Moorpark and Ventura College participate in the William D. Ford Federal Direct Loan Program. The U.S. Department of Education is the lender for the Direct Loan Program. The Direct Loan program offers loans at a low interest rate with repayment terms designed with students in mind. In most cases, you will not have to start repaying your loans until six months after you graduate and/or enroll less than half time. Direct Loans include Subsidized and Unsubsidized Student Loans and Parent Loans for Undergraduate Students (PLUS). Loans must be repaid with interest so it is important to understand your rights and responsibilities as a borrower.  Students are advised to visit his/her campus website for specific loan procedures.  At this time, Oxnard College does not participate in the direct loan program.



Federal Work Study (FWS): FWS is a campus-based program that provides part-time employment (generally on campus) to undergraduate students. Awards are based on need and contingent on availability of funds. 



Cal Grant B and Cal Grant C: Cal Grant recipients are selected by the California Student Aid Commission. To apply for the Cal Grant Program, you must submit the FAFSA or California Dream Application if AB 540 and a Cal Grant GPA Verification form by March 2nd. If you do not meet the March 2nd priority filing deadline, you may have a second chance to compete for a Cal Grant by filing the FAFSA or California Dream Application and GPA Verification form by September 2nd.  



Cal Grant B: for students who are from disadvantaged and low income families. These awards can be used for tuition, fees, and access costs at qualifying California schools whose programs are at least one year in length.  There are two types of Cal Grant B awards: Entitlement and Competitive.



	Cal Grant C: helps pay for tuition and training costs in vocational/technical programs not to exceed two years.



I.  Student and Program Eligibility



Students must maintain satisfactory academic progress (34 Code of Federal Regulations Section 668.34).  Students receiving financial aid must be enrolled in an eligible program of study, at their primary college, leading to an associate degree, an eligible vocational certificate, or a transfer program to a four-year college or university.  A list of eligible programs can be found on the financial aid website of the student’s assigned primary college.



II.  Application Verification



VCCCD is required to verify certain information provided by a student/parent on the Free Application for Federal Student Aid (FAFSA) or California Dream Application.  Applications requiring review are flagged by the US Department of Education.  In addition, VCCCD is required to select and verify any FAFSA that contains incorrect or discrepant information. [34 CFR 668.54(a)(3)]; [34 CFR 668.16(f)]



III.  Default or Overpayment on Title IV Funds



Students who are in default on a student loan or owe a Title IV program overpayment are not eligible for federal aid.  If a student owes an overpayment, the debt must be cleared before any federal aid will be disbursed.  In the case of a student loan default, financial aid may be reinstated once the student makes satisfactory repayment arrangements with the holder of the loan and proof of such arrangements are submitted to the Financial Aid Office.



IV. Return to Title IV (R2T4)



Federal financial aid is awarded to a student under the assumption that the student will attend school for the entire period for which the assistance is awarded. When a student withdraws, the student may no longer be eligible for the full amount of Title IV funds that the student was originally scheduled to receive.



If a recipient of Title IV grant or loan funds withdraws from VCCCD after beginning attendance, the amount of Title IV grant or loan assistance earned by the student must be determined. If the amount disbursed to the student is greater than the amount the student earned, unearned funds must be returned. If the student receives less Federal Student Aid than the amount earned, VCCCD offers a disbursement of the earned aid that was not received. This is called a Post-withdrawal disbursement.



Withdrawal Date



The withdrawal date established by VCCCD is the date used by the Financial Aid Office to determine the point in time that the student is considered to have withdrawn so the percentage of the payment period or period of enrollment completed by the student can be determined. The percentage of Title IV aid earned is equal to the percentage of the payment period or period of enrollment completed.



Process for Calculation of Amount of Title IV Aid Earned by Student



The amount of Title IV aid earned by the student is determined by multiplying the percentage of Title IV aid earned by the total of Title IV program aid disbursed plus the Title IV aid that could have been disbursed to the student or on the student’s behalf.  If the day the student withdrew occurs when or before the student completed 60% of the payment period or period of enrollment, the percentage earned is equal to the percentage of the payment period or period of enrollment that was completed. If the day the student withdrew occurs after the student has completed more than 60% of the payment period or period of enrollment, the percentage earned is 100%. When a student fails to earn a passing grade in any of the classes, VCCCD must assume, for Title IV purposes that the student has unofficially withdrawn, unless VCCCD can document that the student completed the period.



Title IV Aid to be Returned: VCCCD and Student



If the student receives more Federal Student Aid than the amount earned, VCCCD, the student, or both must return the unearned funds in a specified order as follows:



Unsubsidized Direct Stafford loans (other than PLUS loans).



Subsidized Direct Stafford loans.



Direct PLUS loans.



Federal Pell Grants for which a return of funds is required.



Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of funds is required.



When a Return of Title IV funds is due, VCCCD and the student may both have a responsibility for returning funds. Funds that are not the responsibility of VCCCD to return must be returned by the student. VCCCD exercises its option to collect from the student any funds VCCCD is obligated to return, and such funds required will become an obligation on the student’s account for which the student will be responsible. This obligation is not reported to the Department of Education and simply remains as an obligation on the student’s VCCCD account. Services such as registration and transcripts will be prohibited until this obligation is satisfied. Unpaid balance will be reported to COTOP and state return refunds or lottery winnings may be used to offset this obligation.



If a recipient of Title IV grant or loan funds withdraws from a school after beginning attendance, the amount of Title IV grant or loan assistance earned by the student will be determined within 30 days after the student withdraws. If the amount disbursed to the student is greater than the amount the student earned, unearned funds must be returned to the Department of Education within 45 days following the date of notification sent to the student. If the obligation is not resolved within the 45 days of the notification, the unearned funds, will be reported to the National Student Loan Data System (NSLDS) as an overpayment and the student will be ineligible for Title IV funds (such as Pell, FSEOG, Direct Loans and other federal aid) at any institution until this overpayment is resolved.  Although a student may be eligible for a refund of fees from VCCCD the student may still be required to repay all or part of their Title IV aid.



V.  High School Diploma or Equivalent



In order to receive Federal/State financial aid, a student MUST have a high school diploma or its recognized equivalent.  The Department of Education considers the following to be equivalent to a high school diploma:



•	A General Education Development (GED) certificate



•	Passing of the California High School Proficiency Examination (CHSPE)



•	Homeschool Completion- Students must contact Admissions and Records for guidance in obtaining verification of high school completion.



•	Ability to Benefit- Students must have been enrolled in an eligible Program of Study prior to July 1, 2012.  Please contact the Financial Aid Office if you do not meet any of the above criteria.







VI.  Attending Hours



VCCCD will disburse financial aid based on attending hours.  Therefore, the start date of your classes will dictate how much you will receive in each of your disbursement(s).



If you are registered and meet all financial aid eligibility requirements for your disbursement AND:



•	You are registered and ALL of your classes begin on the first day of the semester, your first disbursement is scheduled and the specific date that disbursement begins is available on your portal after all charges are paid.



•	Your enrollment includes a combination of classes that start on the first day of the semester AND classes that start later in the semester, you may receive a partial first disbursement* of financial aid, if eligible, the first week of the semester. The remainder of the first disbursement will disburse approximately 7-10 days after your next class(es) begins.



•	You are ONLY enrolled in late start classes (meaning those that start after the first day of the semester), your financial aid disbursement(s)* will occur approximately 7-10 days after each late start class begins.



VII.	Freeze Date



The Freeze Date, in financial aid terms, is the date that the Financial Aid Office will freeze enrollment for all financial aid applicants.  On the freeze date, the financial aid system will lock a student’s enrollment (units).  A student’s award will increase or decrease according to their enrollment.



VIII.	Student Educational Plan (SEP)



It is the student’s responsibility to enroll in courses that count toward his or her program of study.  Students are strongly encouraged to make an appointment with an academic counselor to create a personalized Student Educational Plan (SEP). The Financial Aid Office may, at any time, require a student to meet with an academic counselor and create a SEP.



Satisfactory Academic Progress (SAP)



The VCCCD Financial Aid Offices establish Standards of Academic Progress (SAP), (34 Code of Federal Regulations Section 668.34), in accordance with federal regulations.  To be eligible for financial aid, student must meet or exceed these standards.  The standards apply to all financial aid recipients and to all college coursework taken including coursework taken from outside colleges if that coursework has been submitted and appears on your VCCCD transcript.  Failure to maintain these standards may result in loss of financial aid eligibility.







				STANDARD



				MINIMUM REQUIREMENT







				Qualitative Standard



				A 2.00 minimum cumulative grade point average (GPA) in all coursework attempted.







				Quantitative Standard



				A 70% minimum course completion of all coursework attempted.







				Maximum Time Frame



				Attempted units may not exceed 150% of the number of units required to complete your educational objective.















Grades



In determining SAP, grades of A, B, C, D, P, CR (Credit), or CRE (Credit by exam) are considered completed coursework.  Grades of F, I (Incomplete), IP (In Progress), W (Withdrawal), MW (Military Withdrawal), NC (No Credit), NP (No Pass), and RD (Record Delayed) are not considered completed coursework.  All grades are considered attempted units.



				Educational Goal



				Units Required to Complete Goal*



				Maximum Attempted Units (150%)*







				AA/AS



				60 units



				90 units







				Transfer



				60 units



				90 units







				Certificate of Achievement



				*



				* 







				Maximum Time Frame



				Attempted units may not exceed 150% of the number of units required to complete your educational objective.















*Program lengths vary.  See college catalog for program length.



Enrollment



A student’s enrollment will be verified prior to each financial aid payment to determine eligibility for financial aid.



				ENROLLMENT STATUS



				UNITS







				Full time



				12 or more units







				Three-quarter time



				9 to 11.5 units







				Half-time



				6 to 8.5 units







				Less Than Half-time



				.5 to 5.5 units















Maximum Time Frame



A student must complete his/her educational goal within 150% of the program length. All coursework appearing on his/her VCCCD academic transcript will count toward Maximum Time Frame. A student who has exceeded this time frame and/or cannot mathematically finish their program within this time frame, and/or has attained a BA/BS (for student loans only), MA/MS (for student loans only), or beyond (for student loans only), will be placed on Suspension and may be required to submit a Satisfactory Academic Progress Appeal Form for evaluation.



Evaluation



SAP will be evaluated at the conclusion of each payment period (semester).  Calculation includes cumulative number of units complete/transferred to VCCCD divided by the cumulative number of units attempted/transferred to VCCCD.



SAP is met if a student is achieving a 2.00 cumulative GPA or better and the pace is equal to 70% or higher and the student has not reached 150% of the units required for certificate, degree, or transfer program.



Warning



When a student fails to achieve a minimum 2.00 cumulative GPA or better and his/her pace is not equal or higher than 70% he/she will be placed on Warning. If a student is placed on Financial Aid Warning, financial aid is available during that period. At the end of the Warning period, a student must have a cumulative grade point average (GPA) of 2.00 and must also complete a minimum of 70% of all attempted units.



Suspension of Eligibility



When a student fails to achieve a minimum 2.00 cumulative GPA or better and his/her pace is not equal or higher than 70% will be placed on Suspension. If a student is placed on Suspension, he/she will no longer be eligible to receive federal financial aid until he/she Reinstates or successfully appeals. Boards of Governor’s Fee Waivers are not affected. A student who is Suspended has two options: Appeal by completing a Satisfactory Academic Progress Appeal form or attend at his/her own expense until the student raises his/her cumulative grade-point average (GPA) to 2.00 and attains a 70% minimum course completion rate. Reinstatement is not an option for students who have exceeded Maximum Time Frame.



Reinstatement



A student Suspended for failing to meet SAP may regain eligibility by successfully appealing to the Financial Aid Office. A student may also regain eligibility by attending without receiving financial aid and attain the minimum cumulative grade point average (GPA) of 2.00 and minimum cumulative course completion rate of 70% of all attempted coursework. It is a student’s responsibility to notify the Financial Aid Office in writing when he/she has reinstated him/herself.



Reinstatement is not an option for students who have exceeded Maximum Time Frame.



•	Probation



A student who successfully appeals will be placed on Financial Aid Probation. Financial aid is available during this Probation period. However, SAP will be evaluated at the end of the Probation term. During the Probation term, a student must complete 100% of all attempted units with a term GPA of 2.00 or better and must be following his/her approved Academic Plan. Failure to follow the terms of the appeal will result in Suspension of financial aid.



Academic Plan



An Academic Plan is required for a student on Probation. The Academic Plan must be developed by counseling to ensure that a student will meet SAP standards by a specified point in time.



Program of Study



A student must declare an eligible program of study from their Primary College, which is the school granting their degree. Only one major change can be applied to an appeal once an Academic Plan has been approved with the Financial Aid Office.



ESL Courses



ESL coursework does not count against remedial units; however, the units do count toward Maximum Time Frame. Academic progress in ESL courses will be counted when assessing both a student’s overall GPA and completion rate.



Remedial Courses



Funding for remedial course work is limited to a maximum of 30 units as identified in the college catalog.



Repeated Coursework



Federal regulations prevent the financial aid office from paying for a course that has been passed and repeated more than one time. In order for a repeated course to be counted towards a student’s enrollment status for financial aid purposes, a student may only repeat a previously passed course once (a total of two attempts). If a student enrolls in a previously repeated and passed course for a third time, this course will not count towards your enrollment for financial aid purposes.



Repeated courses may be included if the student received a withdrawal (W) or failing grade. Courses may be repeated consistent with district academic standards, as identified in the college catalog. All repeated courses do affect Satisfactory Academic Progress calculations. Grades of A, B, C, D, P, CR (Credit), or CRE (Credit by exam) are considered passing grades.



Suspension and Extension Appeals cannot override the federal regulation. If a student is in a class that is not eligible for payment, but the class is part of his/her approved Academic Plan, he/she will not be penalized for repeating the class, but he/she cannot receive financial aid for that class.



Appeal Process



A Student who has had his/her financial aid Suspended has the right to appeal by submitting a Satisfactory Academic Progress Appeal Form. Appeals must be submitted to the Financial Aid Office within the semester the student is requesting aid. Deadline dates vary.



Students must:



Complete the Satisfactory Progress Appeal form and submit it to the Financial Aid Office.



Submit a letter (preferably typewritten), along with acceptable documentation explaining the circumstances or reasons for appealing. For example, how were the circumstances beyond the students control or why the student has exceeded Maximum Time Frame. Students should attach copies of letters from doctors, counselors, divorce decree, medical information related to illness, death of immediate family member, birth of a child, etc. The student must also explain how the circumstances have changed and/or what steps the student has taken to alleviate any obstacles. For example, meeting with academic counselor, tutoring, testing, reducing unit load, etc. If the student is appealing because of Maximum Timeframe, the student must explain why they need additional time to complete his/her goal.



Incomplete appeals (those with no explanation and/or no educational plan attached) will be automatically denied.



IX.	Fraud



A student who attempts to obtain financial aid fraudulently may be suspended or expelled from VCCCD, and from all financial aid program eligibility, as a result of formal student disciplinary action taken by the college. VCCCD is required to report such instances to local law enforcement agencies and the U. S. Department of Education Office of Inspector General. Restitution will be required of any financial aid received under fraud.  Applications that are unusual or vary from normal activity may be flagged for further review. VCCCD is required to resolve any discrepancies or conflicting information with a student’s application.  Any combination of the following circumstances may be considered a flag for potential fraud. These circumstances do not indicate guilt or innocence but merely provide warning signs of potential financial aid fraud.



•	Out-of-district address



•	Distance Education courses only



•	Random course patterns/enrollment not consistent with declared educational objective



•	Failure to complete orientation and assessment



•	Failure to provide accurate information on admissions application regarding prior colleges attended







Appendix X



Student Health Center



The Governing Board hereby establishes a program of student health supervision and services. This action is taken pursuant to California Code of Regulations, Title 5, Sections 54702 through 54742. The program provides for the operation of student health centers wherein enrolled students of the district’s colleges and other persons expressly authorized by the Governing Board may be diagnosed and treated. The Governing Board will annually determine the amount of the fee to be assessed for such services.



A plan for Student Health Center in the Ventura County Community College District follows (in compliance with CAC, Title 5, Section 54710). This plan is facilitated on each campus through the Dean of Student Services and the coordinator of Student Health Center. The district may also employ health aides, physicians, and other health workers as provided by law, budget and need.



Student Campus Accident Procedures



If you have an accident on campus, it is your responsibility to fill out an Accident Report immediately. This report is available in the Health Center, Campus Police Office, and the Evening Program Office in the mailroom. The Health Center has to be notified that you have had an accident so that we can inform you about your Student Accident Policy. In the event of an accident that requires you to seek outside medical attention, there is a $50 deductible per accident. There is a $100 deductible for athletes per accident. To have all of you additional medical expenses covered you need to see a Health Care Provider that is on the list. This list can be obtained in the Health Center. For further information contact: Student Health Center at (805) 986-5832.



Health Protection and Environmental Health & Safety



The Health Coordinator works toward the prevention of illness, protects the college environment from diseases, and attempts to avoid costly remedial medical interventions.  Health hazards as they appear on accident reports or by observation are reported for corrective action. Immunizations (e.g., tetanus, flu) are administered. Coordination with County Public Health Department is on a regular basis. TB testing is routinely done.



Appraisal and Limited Treatment



The Student Health Center provides quality on-campus outpatient services to all registered students and other persons expressly authorized by the Governing Board. Health education and health counseling is a constant theme which extends throughout the system. 



Referrals



The Health Coordinator provides liaison between students, college, and community health resources and continually seeks to improve channels of communication.



Health and Accident Insurance Plans



The Student Health Fee provides for low-cost, yet significant, student accident insurance for all students at no cost to the district. The Health Center reports and maintains accident records of all student injuries and attempts to advise and eliminate casual conditions, whenever possible.



Appendix XI



Matriculation Rights and Responsibilities



The primary goal of Matriculation is to assist all students in attaining academic success. It is a partnership which results in an agreement between the college and the student for the purposes of defining and realizing the student’s educational goal.  This agreement includes responsibilities for both the college and the individual student which work together combining several activities and processes to develop a Student Educational Plan (SEP). The SEP is a schedule of recommended courses for two semesters. Within the Matriculation process both college and student responsibilities are defined.



College Responsibilities Include:



Registration & Records - provide a process that will enable the college to collect State required information on students.



Assessment - provide an assessment process using multiple measures to determine students’ academic readiness in English, Reading, Math, and English as a Second Language.



Orientation - provide an orientation process designed to acquaint students with College programs, services, facilities and grounds, academic expectations, and college policies and procedures.



Counseling/Advisement - provide counseling services to assist students in course selection, development of an individual student educational plan, and use of campus support services; provide additional advisement and counseling to assist students who have not declared an educational goal, are enrolled in basic skill courses, are on academic probation/dismissal, or have been identified as high-risk.



Follow-Up - establish an Early Alert process to monitor a student’s progress and provide necessary assistance toward meeting educational goals; provide students with (or direct them to) written district procedures for challenging matriculation regulatory provisions.



NOTE: Alternative services for the matriculation process are provided for ethnic and language minority students and students with disabilities.



Student Responsibilities Include:



Submit official transcripts from high schools and colleges attended 



Read the College catalog, class schedules, handouts, and other student materials which detail college policies and procedures. 



Indicate at least a broad educational goal upon admission. 



Declare a specific educational goal after completing a minimum of 15 units. 



Participate in orientation, assessment, advisement groups and other follow-up support services deemed necessary by the college in order for students to complete their stated educational goals. 



Attend all classes and complete all course assignments.     



Complete courses and maintain progress toward their educational goals. 



Matriculation Exemption Policy*



*College Math, English, and Reading courses require assessment prior to registration.



A comprehensive assessment process is required for all non-exempt students. Students are strongly encouraged to participate in all components of the Matriculation process, i.e. orientation, assessment, counseling, and follow-up.  You may be exempt from participating in the Matriculation process if you meet any one of the criteria listed below:



Students who have already earned an AA/AS degree or higher from a regionally accredited institution and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who have completed a basic skills assessment or prerequisite courses at other colleges and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who are concurrently enrolled at another college in the district, or a four-year college or university, and who have completed fewer than 16 units of college credit and CAN DEMONSTRATE THIS WITH DOCUMENTATION. 



Students who have completed fewer than 16 units and whose educational goals are among the following: 



a.  Updating or advancement of job skills. 



b.  Maintenance of a certificate (e.g., nursing or real estate). 



c.  Educational development. 



d.  Personal Interest. 



Appendix XII



Probation, Dismissal, and Readmission



Probation, dismissal, and readmission policies and procedures are designed to assist students in making progress toward realistic academic, career, and personal goals.



Students applying for Veteran’s educational benefits should refer to the Veteran’s section in this Catalog for information on unsatisfactory progress and eligibility to collect educational benefits, and see below.



STANDARDS FOR PROBATION: A student who has attempted at least twelve (12) semester units as shown by the official academic record shall be placed on academic probation if the student has earned a grade point average below 2.0 in all units which were graded on the basis of the grading scale established by the Ventura County Community College District.



A student who has enrolled in a total of at least twelve (12) semester units as shown by the official academic record shall be placed on progress probation when the percentage of all units in which the student has enrolled and for which entries of W, I, NC, and NP are recorded reaches or exceeds fifty percent (50%).  NOTE: probationary status is computed using courses taken since fall 1981. Courses taken prior to fall 1981 are not in the computer data file and may not be included in the calculation of probation. This may alter a student's probationary status.  



Special note to students claiming veteran's benefits –UNSATISFACTORY PROGRESS: For the purpose of certification for educational benefits, academic probation is defined as the failure to complete a minimum of 50% of the total units attempted, and/or to maintain a minimum 2.0 cumulative grade point average.  Unsatisfactory progress occurs when a veteran has been placed on academic probation for two consecutive semesters. Unsatisfactory progress must be reported to the Veteran’s Administration, and the veteran may not be certified for future educational benefits. Any veteran placed on unsatisfactory progress must consult the campus Veteran’s Office and receive academic counseling before educational benefits can be reinstated.



A student transferring to a college of the Ventura County Community College District is subject to the same probation and dismissal policies as students of this college district.



NOTIFICATION OF PROBATION: Each college in this district shall notify a student who is placed on probation at or near the beginning of the semester in which it will take effect but, in any case, no later than the start of the Fall semester. The student grade report, available at my.vcccd.edu, specifies the student status for both academic and progress categories as either “good standing” or “probation.”



A student placed on probation is, as a condition of continuing enrollment, to receive individual counseling, including the regulation of his or her academic program. Each student shall also receive any other support services available to help the student overcome any academic difficulties.



REMOVAL FROM PROBATION: A student on academic probation for a grade point deficiency shall be removed from probation when the student’s cumulative grade point average is 2.0 or higher.



A student on progress probation because of an excess of units for which entries of W, I, NC, and NP are recorded shall be removed from probation when the percentage of units in this category drops below fifty percent (50%).



STANDARDS FOR DISMISSAL: A student who is on academic probation shall be dismissed if the student earned a cumulative grade point average of less than 1.75 in all units attempted in each of three consecutive semesters.



A student who has been placed on progress probation shall be subject to dismissal if the percentage of units in which the student has been enrolled and for which entries of W, I, NC, and are recorded in at least three consecutive semesters reaches or exceeds fifty percent (50%).



NOTIFICATION OF DISMISSAL: Each college in the Ventura County Community College District shall notify a student who is dismissed at or near the beginning of the semester in which it will take effect but, in any case, no later than the start of the Fall semester. A student who is dismissed has the right of appeal. An exception to academic dismissal may be made only in the event of extreme and unusual medical and/or legal circumstances that can be supported by evidence provided by the student, or in the event of improved scholarship. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



CONTINUED ENROLLMENT OR READMISSION: A student applying for continued enrollment or readmission must submit a petition to explain what circumstances or conditions would justify continued enrollment or readmission. A student applying for readmission shall not be reinstated until a minimum of one semester has elapsed after academic dismissal. A student who is petitioning shall receive counseling to assess his or her academic and career goals and must have counselor approval of his or her educational program prior to registration. The petition for this purpose, Petition for Continued Enrollment or Readmission, is available in the Counseling Office.



Appendix XIII



Course Repetition Policy



A combination of withdrawals and graded attempts may not exceed three (3) times in the same course. 



General Guidelines for Repetition of Credit Courses



Pursuant to Title 5, students are permitted three enrollment attempts to achieve a standard (passing) grade.  Students may be permitted, under special circumstances, to repeat non-repeatable credit courses in which standard (passing) grades have been awarded.  Students may also repeat credit courses that are designated as repeatable in the colleges’ catalogs providing the maximum number of allowed enrollments per course or set of courses is not exceeded.



All enrollment attempts that result in an evaluative or non-evaluative grade on a student’s permanent record are counted for purposes of this administrative procedure and pursuant to Title 5, Section 55023.  



Evaluative symbols are defined as standard passing grades of A, B, C or P/CR; and substandard grades of D, F and NP/NC.  



Non-evaluative symbols are defined as W Military withdrawals are not counted as an enrollment attempt for purposes of this administrative procedure.



Courses that are repeated shall be recorded on the student’s permanent academic record using an appropriate symbol. Annotating the permanent academic record shall be done in a manner that all work remains legible, insuring a true and complete academic history. 



Students who have attempted the same course with any combination of withdrawals and graded attempts the maximum number of times may be eligible to petition a fourth enrollment attempt. The fourth attempt, if authorized, must reflect a grade other than W if the student has already received three W grades in the same class. The petition for this purpose, Petition for Course Repetition, is available in the Counseling Office and must be completed with a counselor. 



Nothing herein can conflict with Education Code Section 76224 pertaining to the finality of grades assigned by instructors, or with Title 5 or district procedures relating to retention and destruction of records.



The district may permit enrollment in credit courses beyond the limits set forth in BP 4225, AP 4225 and AP 4227 based upon an approved petition to repeat, and providing apportionment is not claimed for such additional enrollments.



The district will develop and implement a mechanism for the proper monitoring of course repetitions.



Course Repetition to Alleviate a Substandard Grade



A non-repeatable course in which a grade of C/P/CR or better is earned may not be repeated except as allowed under special circumstances (see AP 4227).  Students are permitted a total of three enrollment attempts to achieve a standard (passing) grade.  This rule applies to courses taken at any regionally accredited college, in which the student received a substandard grade as defined above.  Once a passing grade of C/P/CR or better is received, he or she may not repeat the course again under this section.  However, repetition may be allowable under special circumstances as defined below and in AP 4227.  



In order to identify acceptable equivalencies in course and grading scale, course comparability shall be determined chiefly by content, as defined in the catalog course description, and not by course title or units.



The first two substandard grades will be excluded from the student’s grade point average calculations if the student enrolls in and completes the class two or more times.  The student’s permanent record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.



If a student repeats a repeatable course in which a substandard grade has been recorded, the substandard grade and credit may be disregarded provided that no additional repetitions are permitted beyond those limits specified in 55041(c)(6). No more than two substandard grades may be alleviated pursuant to this section.



A student who receives a substandard grade in a course that was approved for repetition due to a significant lapse of time will be permitted to utilize the grade alleviation process described in this section when the course in question is not designated as repeatable.



In determining the transfer of a student’s credits, similar prior course repetition actions by other accredited colleges and universities shall be honored.



Petitioning a Fourth Attempt:  a student who has taken a class three times and received a substandard grade each time may petition to take the class again.  The petition must state verifiable extenuating circumstances that affected the student’s past performance in the class and/or additional steps the student has taken to prepare to succeed in the petitioned course, and must be accompanied by verifiable documentation of circumstances.  For purposes of this section, extenuating circumstances are verifiable cases of illness, accident or other circumstances beyond the control of the student.



Course Repetition Due to Significant Lapse of Time



Students may petition only one time to repeat a course in which a standard (passing) grade has already been awarded providing that the following conditions have been met:



The course was successfully completed more than three years prior, and:



a)  the district has established a recency prerequisite for the course, or



b)  Another institution of higher education to which the student seeks to transfer has established a recency requirement which the student will not be able to satisfy without repeating the course in question. A student may petition to repeat a course where less than 3 years has elapsed if documents show that repetition is necessary for the student's transfer to the institution of higher education.



If it is determined that a student needs to repeat an repeatable active participatory course in physical education or visual or performing arts, or an active participatory experience course that is related in content (defined as a "family" of courses"), that repetition shall count toward the maximum number of enrollments that are allowed, except that if the student has already exhausted the allowable course limitation, one additional repetition can be permitted due to lapse of time.



When a course is repeated pursuant to this section, both grades and credits will be included in the calculations of the grade point average.  All coursework will remain legible on the student’s permanent academic record.  



Course Repetition Due to Extenuating Circumstances



Students may petition to repeat a course on the basis that the previous grade (whether substandard or passing) was, at least in part, the result of extenuating circumstances.  Extenuating circumstances are verified cases of accidents, illness, or other circumstances beyond the control of the student.  



When a course is repeated pursuant to this section, the previous grade and credit will be excluded from the calculations of the grade point average provided that no more than two substandard grades are excluded by course repetition. All coursework will remain legible on the student’s permanent academic record.



Repetition of Variable Unit, Open Entry/Open Exit Courses



Students may enroll in a variable unit, open entry/open exit course as many times as necessary to complete one time the entire curriculum of the course as described in the course outline of record, but may not repeat any portion of the curriculum for the course unless:



the course is required for legally mandated training;



the course is a special class for students with disabilities which the student needs to repeat as a verified disability-related accommodated;



repetition of the course to retake a portion of the curriculum is justified by verified extenuating circumstances; or



the student wishes to repeat the course to alleviate substandard work recorded for a portion of the curriculum.



Students repeating a portion of a course pursuant to this section are subject to the repetition limitations applicable to repeatable courses.



When a course is repeated pursuant to this section, the previous grade and credit will be excluded from the calculations of grade point average.  All coursework will remain legible on the student’s permanent academic record.



Course Repetition Allowed Absent Substandard Academic Work



Under special circumstances, students may repeat courses in which a C/P or better grade was earned, or regardless of whether substandard academic work has been recorded, as noted below:



Legally Mandated Training Requirement  



Students are allowed to repeat a course when repetition is necessary to enable that student to meet a legally mandated training requirement as a condition of continued volunteer or paid employment.  Students may repeat such courses any number of times, even if they received a grade of C/P or better; however, the grade received by the student each time will be included in calculations of the student’s grade point average.  Students will be required to certify the legally mandated training requirement for their continued volunteer or paid employment status.



The term “legally mandated” is interpreted to mean “required by statute or regulation”, and excludes administrative policy or practice.



Legally mandated training courses will conform to all attendance accounting, course approval and other requirements imposed by applicable provisions of law.



Courses Designated as Repeatable  



Courses that can be repeated will be so designated in the colleges’ catalogs.  



A course may be designated as repeatable if it meets the following criteria:



Repetition of a course Is necessary to meet the major requirements of a CSU or UC for completion of a bachelor's degree (supporting documentation required)



Intercollegiate Athletics course



Intercollegiate academic or vocational competition course



Courses designated as repeatable shall be identified in the course descriptions in the college catalog. The district will devise and implement a mechanism for the proper monitoring of such repetitions, including the determination and certification that each identified course meets the criteria specified in Title 5 Section 55041c, 58161.



Students may enroll in courses that have been designated as repeatable for not more than four semesters.  For purposes of this administrative procedure, summer or other intersessions count toward the maximum number of repetitions allowed. For the purpose of this administrative procedure withdrawals count toward the maximum number of repetitions allowed.  When a course is repeated pursuant to this section, the grade received each time will be included in the calculations of grade point average.  



Where the colleges establish levels of courses that are related in content (e.g. which families of courses that consist of similar primary educational activities in which skill levels or variations are separated into distinct courses with different student learning outcomes for each level or variation) enrollment is limited to a maximum of four times Inclusive of "W" grades. 



The attendance of students in credit activity courses may be claimed for apportionment for a maximum of four semester enrollments inclusive of summer and other intersessions.  This limitation applies even if the student receives a substandard grade or "W" grade for one or more of the enrollments in such a course or petitions for repetition due to special circumstances as defined herein and by Title 5 Section 55045.



Repetition of Special Classes for Students with Disabilities 



Students with disabilities can repeat a special class for students with disabilities any number of times when an individualized determination verifies that such repetition is required as a disability-related accommodation.  Such determination will generally be provided by a qualified instructor or academic counselor.  The individualized determination must verify one of the following conditions:



The success of the student in other general and/or special classes is dependent on additional repetitions of the specific special class in question;



Additional repetitions of the special class in question are essential to completing the student’s preparation for enrollment into other regular or special classes; or



The student has a student educational contract which involves a goal other than completion of the special class in question and repetition of the course will further achievement of that goal.



Repetition of Cooperative Work Experience Education Courses



Students are allowed to repeat a cooperative work experience course if a college only offers one course in cooperative work experience.  Where only one work experience course is offered, students may be permitted to repeat this course any number of times as long as they do not exceed the limits on the number of units of cooperative work experience set forth in Title 5 Section 55253(a). 



Appendix XIV



Enrollment Priorities



Pursuant to Title 5 Section 58106, Education Code Section 66025.8 et.seq., within the Ventura County Community College District, registration appointments are given to students in good academic standing and who have completed orientation, assessment and a completed educational plan in the following order:



As defined by statute, active military and miltary veterans, DSPS students, EOPS students, foster youth and former foster youth. 



CalWORKS students, verified student athletes in their second semester who have met with a designated athletics counselor 



Continuing students with 45 – 75* units (waivers for majors exceeding 75 units may be requested through the Counseling Department)



Continuing students with 30 – 44* units



Continuing students with 15 – 29 units*



Continuing students with 1 – 14 units*



New students who have completed orientation, assessment and a completed educational plan and returning student with less than 76 units



New students who have not completed orientation, assessment and a completed educational plan.



Open registration for all students (except “10.” below), including students with 76+ units (unless granted a waiver under item 3 above



Special admission high school students



*Completed and in progress VCCCD units.  Basic skills and non-degree applicable units shall not be counted.



Continuing Student:  a student who has been enrolled in one or more of the two previous primary semesters.



Returning Student:  a student who has been previously enrolled, but not enrolled for either of the previous two primary semesters.



Primary Semesters:  Fall and Spring.



The California Community College Board of Governors has unanimously approved changes to take effect in Fall 2014 that will establish system-wide enrollment priorities. The changes are designed to ensure that classes are available for students seeking associate degrees, transfer or job training, and to reward students who make steady and efficient progress toward their educational goals. Students who have earned 75 or more degree applicable units within the Ventura County Community College District or who are on academic or progress probation for a second consecutive term will lose their priority registration. These changes will affect all enrollment priorities.



Appendix XV



Academic Renewal without Course Repetition



Students may petition only one time to have a portion of previous college work disregarded in meeting academic requirements in the colleges of the Ventura County Community College District. Academic renewal is intended to facilitate the completion of requirements necessary for an academic degree or certificate.



A student may petition, once only, to eliminate grade point calculations and credits from selected portions of previous substandard college work which is not reflective of the student’s present demonstrated ability and level of performance. Substandard work is defined as coursework graded D, F, NC, or NP. The student may petition for academic renewal to disregard previous substandard college work by selecting one of the following options:



Disregard a maximum of fifteen (15) or fewer semester units of any courses with less than a C or equivalent grade taken during any one or two terms (maximum two terms), not necessarily consecutively; or



Disregard all courses from two consecutive terms (one summer or intersession may be regarded as equivalent to one semester at the student’s discretion). Courses and units taken at any institution may be disregarded.



Academic renewal may be granted only to a student who has completed at least twelve (12) units in residence in the colleges of the Ventura County Community College District; has submitted transcripts of all college work; has waited two years since the coursework to be disregarded was completed; and has subsequently completed at least thirty (30) semester units with a minimum 2.4 grade point average.



A graded course that has been used to satisfy degree, certificate or transfer requirements cannot be academically renewed.



The colleges of the Ventura County Community College District will honor similar actions by other accredited colleges and universities in determining grade point averages and credits. The petition for this purpose, Petition for Academic Renewal, is available in the Counseling Office. Upon approval of the Petition for Academic Renewal, the student’s permanent record shall be annotated in such a manner that all work remains legible, ensuring a true and complete academic history.



The student should be aware that other colleges and universities may have different policies concerning academic renewal and may not honor this policy.



Appendix XVI



Drug-Free District Policy



The District shall be free from all illegal drugs and from the unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees.  The use of medical marijuana is prohibited on campus and in parking lots.



The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in all facilities under the control and use of the District.



Any student or employee who violates this policy will be subject to disciplinary action, (consistent with local, state, or federal law), which may include referral to an appropriate rehabilitation program, suspension, demotion, expulsion or dismissal.



The Chancellor shall assure that the District distributes annually to each student the information required by the Drug-Free Schools and Communities Act Amendments of 1989 and complies with other requirements of the Act.



See Administrative Procedure 3550.



Appendix XVII



Smoking Policy



VCCCD Smoking Policy



In the interest of the health and welfare of students, employees, and the public, smoking is banned during any instructional, programmatic, or official district or college function, in all District vehicles, in all District buildings, and within twenty feet of the exit or entrance of any building. Individual colleges may adopt a more restrictive policy.



Moorpark College Smoking Policy



In the interest of the health and welfare of students, employees and the public smoking is not permitted anywhere on the Moorpark College campus, except in some parking lots (see below). All smoking in and on Moorpark College facilities is expressly prohibited. Violators shall be subject to appropriate disciplinary action - see Student Code of Conduct.



Smoking shall be allowed only in the specific areas described as follows:



PARKING LOTS (with the exception of Lots F and M, and parking next to the following buildings: EATM, CDC, AA, HSC, and LMC).  (Must be in compliance with AB846 CA State Law - 20' Rule.)



Questions regarding this policy shall be directed to the President or his/her designee.



Appendix XVIII



Solicitation



The solicitation, selling, exposing for sale, offering to sell, or endorsing of any goods, articles, wares, services or merchandise of any nature whatsoever for the purpose of influencing lease, rental, or sale at a college is prohibited except by written permission of the District Chancellor, President of the College or the President’s designee. This policy applies to all students, staff, and all others.



Nothing in this policy shall be construed to revoke the rights and privileges of students as specifically granted by education code sections and board policy with regard to fundraising activities, examinations of instructional materials, or other activities sanctioned by federal, state, and local regulations.



Appendix XIX



Publicity Code and Information Dissemination



Students wishing to post, display, distribute, or otherwise make known an activity, event, or other piece of information should seek advance approval from the Student Business Office. This policy applies to all printed material distributed by students and all others on the VCCCD college campuses including, but not limited, to all petitions, circulars, leaflets, newspapers, and all materials displayed on bulletin boards, kiosks, signboards, or other such display areas. In no case should printed materials be placed on lamp poles, buildings, windows, doors, retaining walls, painted surfaces, sidewalks, plants, and other such places.



All printed materials should be clearly designed to meet the needs of students, staff, and faculty; and the event, activity, or program should be of obvious benefit to members of the campus community. All posted materials must display the VCCCD college campuses approval stamp.  Requests by off-campus individuals or agencies to disseminate materials on the VCCCD college campuses should be referred to the Student Business Office. Such material must be of a high campus value and pre-approval is required.



Posting of materials on bulletin boards and dissemination of information or petitions will be governed by time, place, situation, and manner requirements.



Coercion is not to be used to induce students to accept any printed material or to sign petitions. Individuals or groups are expected to use good taste in their manner of expressing ideas according to current law or civic policy. 



Please see Appendix I for information regarding Privacy Rights Governing Student Records and campus policy regarding the dissemination of information from student educational records. Questions regarding this policy should be addressed to the Registrar's Office.



Appendix XX



Use of Student Image, Likeness, or Voice



The VCCCD college campuses often hosts events that are open to the public such as, but not limited to, graduation, athletic competitions, job fairs, speakers, and various activities held at the theatre. Those events are considered news events. Such an event may be photographed, video-taped or Webcast for purposes of archiving the event, educational use, or publicity. Students, staff and faculty who attend those events may have their image or voice captured on video, Webcast or photograph. Due to the nature of the events, the VCCCD college campuses has no means by which to prevent such photographs, videotaping or web castings from including a specific student’s image or voice. By attending the event, a person is granting the VCCCD college campuses the right to use any such still or motion images or voice recordings in future publicity or publications as needed and without compensation. No release shall be required by the VCCCD college campuses to utilize in an appropriate manner any images captured during a public event, even if the subject is a minor.
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Dave and Letrisha,

Hope all is well. It’s that time of year again, Catalog updates. We look forward to working with you
in updating your section for the 2014-2015 Catalog.

Attached you will find extracted page (s) from the Catalog pertaining to your section for you to
review, edit, and approve. Please note that we have attached a word document from last year’s
catalog copy, as our graphic designer, Janeene, has asked you complete changes in a different color
font. There is no need to redline anything, you can make your changes directly as you would like
them to appear in a different color font, and we only ask that you do not change the font type of the
document we are sending you. We understand the font will not be uniform, but please note
Janeene has asked we leave as is, as it will translate to our design program accordingly, once we
input your completed changes.

Once your changes are complete, and you have updated the word document, please e-mail the file
directly to me. The deadline to receive your updates is Friday, February 7, 2014.

If you have any questions, please feel free to contact me directly, as | am happy to assist. Thanking
you in advance for your time and effort in completing this project. Looking forward to working with
you.

Many thanks.

Best,

Carmen Leiva

Curriculum Technician
Moorpark College

7075 Campus Road, A-125A
Moorpark, CA 93021

p: 805.378.1400 x 1808

e: cleiva@vcced.edu
moorparkcollege.edu
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GLOSSARY OF COLLEGE TERMS



The following is offered as an explanation of common terms used at Moorpark College. You should be familiar with these key words, terms and phrases since you will read or hear them throughout your college experience. A counselor is also available to answer any questions.







Academic Year: Fall and Spring semesters, beginning with the start of the Fall term in August through the end of the Spring term in mid-May.



Add: Formally adding a class(es) by completing the appropriate forms online or at the Admissions Office.



Add Authorization Code:  Four-digit code received from an instructor that allows student to register in a closed class online using MyVCCCD student portal.



 Adding a Closed Class: Students seeking entry to classes that are closed at the time they register are referred to the instructor.



Advisory/Recommended Preparation:  A condition of enrollment that a student is advised but not required to meet before or in conjunction with enrollment in a course or educational program. The recommendation is made by faculty and is intended to ensure that students are adequately prepared to successfully complete a particular course. 



Area of Emphasis: Required In General Studies programs of study, an area of emphasis consists of 18 units in an area of concentration, with 6 of the 18 units coming from a single discipline to give the student more depth in their study.



Articulation: Contractual agreements between two or more schools. Articulation agreements between Oxnard College and universities list the courses that transfer and that satisfy certain requirements.



Assessment/Placement Test: Test given prior to registration for classes. The results are used to help students select appropriate classes.



ASSIST (www.assist.org): ASSIST stands for Articulation System Stimulating Inter-institutional Student Transfer.  It is a website that shows how course credits earned at one public California college or university can be applied when transferred to another. ASSIST is the official repository of articulation for California's public colleges and universities and provides the most accurate and up-to-date information about student transfer in California.



Associate Degree: An associate degree is an undergraduate academic degree awarded by community colleges, junior colleges, technical colleges, and some bachelor's degree-granting colleges and universities upon completion of a course of study usually lasting two years. 



	• Associate in Arts (A.A.)



	• Associate in Science (A.S.)



Associate Degree for Transfer (ADT): is an undergraduate academic degree designed to guarantee admission to the CSU system.  The degree consists of 60 CSU transferrable semester units including certified completion of general education requirements(CSU GE-Breadth/IGETC-CSU), major requirements, and electives (if needed).  An Associate Degree for Transfer may be earned in academic and career technical education majors. 



	• Associate in Arts for Transfer (AA-T)



	• Associate in Science for Transfer (AS-T)



Audit: Process by which a student may enroll in a class as an observer for information only. The student is not officially registered, and will not receive a grade. Audit enrollments do not satisfy degree, certificate or transfer requirements and do not appear on a student's transcript.  See the Audit Policy in this catalog..



Bachelor’s Degree: Degree granted by four-year colleges and universities. Usually the Bachelor of Arts (B.A.) or the Bachelor of Science (B.S.).



BOGW: Board of Governors Enrollment Fee Waiver - a form of financial aid that pays enrollment fees for eligible California residents and AB540 students.



By Arrangement: Courses, or part of a course, which include additional hours not yet scheduled.



Certificate of Achievement: A college-awarded document indicating that the graduate has satisfactorily completed the major courses in a program, but not the general education courses. A certificate is not a degree.



Class Schedule: The listing of courses including hours, instructor and room assignments to be offered each term. See Schedule of Classes.



Collaborative Learning: A method of instruction committed to actively engaging students in their learning using small groups, team and group projects, and providing opportunities for students to share common experiences and solve problems.



Corequisite: A course or courses in which a student must be concurrently enrolled. A corequisite represents a set of skills or a body of knowledge that a student must acquire through concurrent enrollment. Corequisites are indicated in the Class Listings of the Schedule of Classes and in the College Catalog.



Counselor: Faculty who assist students with personal, career, vocational and educational planning and development.



Course: An organized pattern of instruction in a specified subject offered by the college.



Course Description: A brief statement about the content of a particular course.



Credit Course: A course for which units are granted.



Credit by Exam:  Process by which a student may meet a specific requirement through successful performance on a comprehensive exam. Students who are successful in challenging a course through credit by exam will receive units earned in the challenged course and a grade of "P" (Pass) will be posted to their academic transcript. 



CRN: Course Reference Number listed in the Schedule of Classes.



CSU: The California State University system, also called Cal State, consists of 23 campuses statewide.



CSU GE-Breadth: General Education pattern for the CSU system. See Transfer Information.



Curriculum: Course offerings of the College as a whole; also refers to a group of required courses leading to a degree or certificate. 



Degree: A diploma granted by a college stating that the student has attained a certain level of ability in a specific field. The most common degrees are: 1) A.A. Associate in Arts; 2) A.S. Associate in Science; and 3) B.A./B.S. Bachelor's Degree (four-year). 



Dismissal: The procedure of dismissing a student from college for poor academic achievement, for incurring excessive withdrawals, or for disciplinary reasons. Often, dismissal is temporary, providing the student agrees to certain conditions. See this Catalog for more information.



Drop: Withdrawing formally from a class in which a student is enrolled. It is the student’s responsibility to formally withdraw from a class. A student may drop a class online or in-person, or the instructor may initiate the drop.  Contact the Admissions Office for more information and deadlines.



Educational Work Load: Generally consists of 15 units of work per semester in order to make normal progress towards the A.A./A.S. degree and/or transfer requirements.



Elective: A course that is not specifically required for the major but which the student takes for unit credit, and which may count towards the total units required for the degree.



Financial Aid: Money available from the federal or state governments or local sources to help meet college expenses. Financial aid can include grants, loans, scholarships, and work-study programs.



Full-Time Student: A student who enrolls in and satisfactorily completes a minimum of 12 units. This status is important for financial aid eligibility and other special program requirements. 



General Education/Breadth Requirements (GE): Courses that all students must satisfactorily complete to obtain a degree. Depending on the degree desired, these GE requirements vary. Current lists are available at the Counseling Office, in the College Catalog, in the Schedule of Classes, and on the College website.



Good Standing: Indicates that the student’s grade point average is a “C” or better (2.0 or better).



Grade Point Average (G.P.A.): The average of a student’s grades. See Academic Policies.



Hour: Same as “Credit” or “Credit Unit.” See Units.



IGETC: Intersegmental General Education Transfer Curriculum. A pattern of courses that can be used to satisfy general education requirements at both CSU and UC campuses. See Transfer Information.



Learning Community: Thematically links two courses, providing the student with an interdisciplinary context for learning.



Lower Division: The first two years of college work, i.e., freshman and sophomore years. By California law only lower division work can be offered at California Community Colleges.



Major/Area of Emphasis: An organized program of courses in a specific area of study, leading to a Certificate of Achievement, an Associate degree, or ultimately a Bachelor's degree.



Matriculation (now known as Student Support Services): A process that promotes and sustains the efforts of community college students to achieve their educational goals through a coordinated program of instructional and support services tailored to individual needs.



MyVCCCD:  The student portal that provides access to a variety of services, tools and Information.



Noncredit Courses: Courses that grant no college credit, no units, and no student grades. A noncredit course should not be confused with the pass/no pass grading option as defined below.



Open Entry/Open Exit: Courses that may be added throughout the semester and may be completed upon fulfillment of course requirements at any time during the semester.



Part-Time Student Status: A student who enrolls in or completes fewer than 12 units.



Pass/No Pass: A grading system allowing a course to be taken for a "grade" of pass/no pass (P/NP) rather than for a letter grade. See Academic Policies.



Preparation for the Major: Lower division courses required by four-year universities as part of the selected major.



Prerequisite: A requirement which must be completed prior to enrollment in a course and without which a student is highly unlikely to succeed. Prerequisites are listed in the course descriptions in the College Catalog and in the Class Listings of the Schedule of Classes.



Probation: Students may be placed on probation if they fail to maintain progress towards their declared academic goal or if their grade point average drops below a 2.0 for any term. Students on probation are required to meet with a counselor to develop a plan to get off probation.



Proficiency Award: A document awarded to a student upon completion of a course or a series of courses as designated in the College Catalog. Awards are issued by selected instructional departments of the College. Consult the instructor for more information.



Program Changes: Adding or dropping classes after initially enrolling.



Recommended Preparation: Preparation suggested by the faculty to successfully complete a particular course. While encouraged to do so, students do not have to satisfy recommended preparation guidelines to enroll in a course.



Registration: The official process of enrolling in courses. The process of registration must be completed by the second week of the semester for Fall and Spring and by the middle of the first week for Summer in order for a student to be officially enrolled and to receive credit for his or her classes.



Schedule of Classes: Listing of college courses offered in a particular term.  Includeds the course ID, title, units, hours, time, instructor and location of classes. In addition, the Schedule lists other course information (e.g., prerequisites, fees, transfer credit) plus the registration and deadline calendars. Available online only.



Semester: One-half of the academic year; 16 to 18 weeks duration.



Short-Term Course: A class that meets for less than a full semester.



Staff: Noted in the Schedule of Classes when a faculty member has not yet been assigned.



Student Education Plan (SEP): A program of study and services needed by the student to enable the student to reach his or her educational objective. The SEP is developed by the student and counselor.



TBA: “To Be Announced” is noted in the Schedule of Classes when the time of a class may be arranged independently or when the location is to be announced after the publication goes to print.



Transcript (of record): A copy of a student’s college records prepared by the Record’s Office. 



Transfer: This term generally applies to the student who plans to continue his or her education at a four-year college or university.



Transfer Certification:  Process by which a counselor at a community college evaluates a student's transcripts and verifies that they have met the CSU-GE Breadth or IGETC requirements for transfer to either a CSU or UC school.  Transfer certification (also called GE certification) will be certified on the student's academic transcript by the Recordfs Office.  Student must meet with a counselor to initiate this process.



Transfer Credit: Credit from one college that is accepted and applied toward a degree, certificate or program of study by another college or university.



Transferable Course: A course that is accepted at universities at least for elective credit. Indicated after each applicable course in the Catalog and Schedule under “Transfer Credit.”



Transfer Requirements: In order of importance, transfer students must satisfy requirements for admission, preparation for the major, and general education. Admissions requirements, at a minimum, include units, scholarship, and subject area preparation.



UC: The University of California system of 10 campuses.



Undergraduate: Courses in the freshman through senior years of college work. Courses taken up to completion of a Bachelor’s Degree.



Units: The basic unit of credit is the semester unit which is equivalent to a credit hour. One credit hour of community college work is approximately three hours of recitation, study or laboratory work per week throughout a term. For practical purposes, the following terms are synonymous: Unit, semester unit, semester hours, credit, credit hour.



Units Attempted: Total number of credit units in the courses for which a student has enrolled.



Units Completed: Total number of units in the courses for which a student has received a grade of A, B, C, D, F, P, or NP.



Upper Division: Refers to courses taken at the junior and senior class level at the four-year college or university.



Withdrawal: The process by which a student officially drops one or some classes or withdraws from all classes during the semester. Check with the Admissions Office for the specific requirements and procedures.
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