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STUDENT SERVICES

Major areas of coordinating responsibility for programs in the Office of Student Services are listed below:

VICE PRESIDENT OF STUDENT SERVICES

Pamela Luster


ADA Coordinator


CalWORKS: Budgetary Supervision


Disabled Students Program & Services (DSPS)


Extended Opportunity Program & Services (EOP&S) and



Cooperative Agencies Resources for Education (CARE)


Graduation/Commencement


Health Center


Honors Transfer Program


Institutional Planning


Program Review


Student Government and Student Clubs


VPSS Loan Program

Dean of Student Services

Assistant Dean, Admissions and Records

DEAN OF STUDENT SERVICES
Jeff H. Baker


Assessment


Articulation


Career/Transfer Center

Community Education


Concurrent Enrollment


Counseling Services

Enrollment Management


Major Faire


High School Liaison Program


Matriculation


Orientation Services


Psychology/Counseling Curriculum


Recruitment/Outreach


Student Discipline


Student Orientation


Student Retention


Tutoring Program

ASSISTANT DEAN OF ADMISSIONS & RECORDS / REGISTRAR

Sylvia Rodriguez


Admissions


Attendance & Grade Reporting

Bookstore: Personnel and Student Issues


College Hiring (District Liaison)

Financial Aid


International Students Program


Marketing/Public Relations Liaison with District


Registration


Schedule: Publication


Scholarships & Awards


Student Records, Evaluation & Retention


Veterans Administration

ADMISSIONS AND RECORDS, BUILDING 700

	Attendance and Grade Reporting


Admissions and Records provides detailed instruction regarding attendance and grade reporting; this information should be carefully reviewed by each faculty member.  Instructions on these matters are distributed to all members of the faculty throughout each semester.

	Attendance and Grading Records


It is important that each instructor understand and follow student attendance and record accounting procedures.  Please refer to the Attendance and Grade Reporting Manual for additional information. Questions should be directed to the Assistant Dean of Admissions and Records.  Roll-books should be maintained; they should reflect student names, student “W” ID numbers, dates of adds and drops, and the basic data upon which grades are based and enrollment is reported.  Each instructor shall maintain and preserve indefinitely a permanent record of grades given each student, with sufficient detail regarding student performance in the course to justify any grade given and respond to challenges and questions in later years.

	Registration


Students are expected to follow registration procedures as specified in the Class Schedule. LPC offers on-line registration via CLASS-Web and in-person registration.  Students register according to the priority number which appears on their registration appointment notice. The higher the priority number, the greater is the preference given to the student for access to classes through registration and/or adding into classes. Full instructions for registration procedures are listed in the Class Schedule each term.

Auditing of the following courses is allowed: Senior Community Choir, Community Choir, Chamber Music Ensemble.  Contact Admissions and Records. The fee to audit is $15 per unit.

	Census Week Reports


Each instructor is responsible for the maintenance of accurate attendance and enrollment records. A Census Report will be distributed to each instructor. The Chabot-Las Positas Community College District collects a major share of its operating budget from State funds based upon the official enrollment of registered students in regularly scheduled classes.  Instructors must hand in correct Census forms each semester by the deadline indicated and must maintain records supporting those forms to comply with periodic state audits.
	Short-Term Graded and Open Entry/Open Exit Classes


The Office of Academic Services will indicate those classes for which positive attendance (actual count of sessions attended by each student) must be reported  for State financial support purposes.  Detailed attendance accounting procedures for positive attendance classes are included in the Attendance and Grade Reporting Manual prepared by the Office of Admissions & Records.    

.

	Filing of Grade Reports


All grades must be filed in person at the Admissions and Records Office.  It is important that all grades be filed on time. Instructors are provided with the deadline and instructions for filing grades each semester.  These instructions should be read and followed precisely.

"Incompletes" may be assigned to students only in those cases where academic work is not completed at the end of a term due to unforeseeable emergency or other justifiable reasons.  Students to whom an "Incomplete" is given must file the signed incomplete card and assign a letter grade to replace the "incomplete" in the event that the "incomplete" is not cleared by the end of the following term (see 2006-2008 College Catalog, page 43).  Faculty must submit an "Incomplete" card for each "Incomplete" contained on the grade roster when those rosters are submitted (Board Policy 5231).

	Class Hour, Defined


The class hour is defined as 50 minutes (exclusive of passing time or, in block scheduling, of two or more class periods).  The sum of the class hours for a block schedule course shall be no greater or no less than the sum of class hours for a similar course offered on a single-period basis (see sample schedule below).  It is expected that instructors will conduct their classes for the full period of time required and that attendance at class will be required.

Time schedule (typical) for classes follows:

Catalog
Meetings
Hours

Per Week
Class Schedule
Break Time Allowed
1

1

7:00-7:50 p.m.

No break

2

1

7:00-8:50 p.m.

10 minute break

3

1

7:00-9:50 p.m.

20 minute break

2

6:30-7:45 p.m.

No break

4

1

6:30-10:20 p.m.
30 minute break

2

7:00-8:50 p.m.

10 minute break

All classes must meet for the full scheduled time. To provide our students with a quality educational program, to maintain the institution's academic integrity as specified by the accreditation standards and to ensure that the College is in compliance with all Education Codes and Title V (California Administrative Code) Regulations, it is incumbent that classes regularly meet as scheduled from starting time to ending time. Furthermore, break time may not be accumulated and taken at the end of the class period. 

	Removal of Disruptive Students


Instructors may remove a disruptive student from the classroom for the duration of a class period only, but may not terminate their enrollment for disciplinary reasons (Board Policy 5512, Administrative Rules and Procedures 5512).

The Dean of Student Services may suspend a student for due cause. Only the Board of Trustees can expel a student from the College.

Faculty members experiencing disciplinary problems that they feel may warrant the removal of a student by suspension should immediately inform their Division Dean to review the situation and to determine the appropriate action.  If a student poses a threat to the well-being of faculty, staff or other students, Security should be contacted immediately.

The general provisions and specific procedures related to this policy [Student Conduct and Due Process] are available from the Office of Student Services, the Counseling Office, and the Office of the Associated Students (2006-08 College Catalog, page 37).

	Tape Recorders, Use of


Students are not permitted to make tape recordings in class or in any campus meetings without the express approval of the instructors involved.  Exceptions shall be made for students with disabilities who have a permit issued by the Disabled Student Resource Center.  The permit is evidence that the use of a tape recorder is an appropriate accommodation (we are required by law to make such accommodations) and of the student's agreement not to use or allow to be used the content of the tape for any purposes(s) other than course-related study (see College Catalog 2006-08, page 41).
	College Bookstore, Building 1300 


All textbooks and most school supplies are available at the College Bookstore.  As the cost of textbooks can be a financial burden to many students, faculty are asked to take the cost of required books into account when selecting texts and supplemental books.

Textbooks must be ordered by the stated Bookstore management deadlines to prevent additional costs to the students.

Suggestions from faculty members regarding the services of the Bookstore are invited.  They should be directed to either the Manager of the Bookstore or to the faculty representatives who serve on the Bookstore Committee.

Students who are unable to pay for books should be referred to the Financial Aid Office or to the Office of the Vice President of Student Services.

	Honors Transfer Program (HTP)


The Honors Transfer Program (HTP) is designed to prepare highly motivated students for transfer to four-year colleges and universities. Members of the HTP enjoy many unique opportunities such as:

· a stimulating, creative and challenging environment

· academic challenges

· the chance to work one-on-one with excellent, award-winning faculty

· the chance to work closely with other motivated students in research, advanced topics and special seminars

· Honors recognition on transcript

· special recognition at graduation ceremony

HTP students may also receive:

· special guidance in the university selection and application process

· access to transfer agreements with several colleges and universities

· priority consideration as a junior transfer to many universities

· scholarships

Eligibility Requirements for HTP:

· completion of 12 units at LPC

· cumulative LPC GPA of 3.5 or better

· eligibility for English 1A

A first-time LPC student entering from high school must have a GPA of 3.75 (verified by copy of high school submitted with HTP application)

An Honors Contract is a set of additional academic activities than an honors student carries out within any regular LPC course. These activities consist of in-depth research, demonstration of critical thinking and studies in greater depth or breadth. It can be expected that the honors activities will require about 3 hours per week of work in addition to the work for the regular course.

Honors Contract Activity Options: Any activity option is possible if it meets that standard that is expected of an honors project. The question each instructor should ask is  “Would I consider this to be an honors project?” Suggestions include: Term Paper, Research Paper, Research Project, Service/Community-Based Learning Project, Creative Project, Web Site Design.

Honors Symposium: The Honors Symposium, scheduled at the end of the semester, will showcase the outstanding academic talents of all students. All Honors students will be invited to present their completed honors contract work or project.

Each student is required to submit an application prior to starting an Honors Contract. Admissions and Records will verify that all requirements have been met for eligibility into the HTP.  The student will be notified whether they have been accepted into the HTP.

All information and forms for faculty and students can be located on the College Website at: http://www.laspositascollege.edu/honors) or contact Dr. Candace Klaschus, Honors Transfer Program Director (925.424.1266) or Staff Assistant, Building 2400, (925.424.1278).

	Intercollegiate Athletics


Intercollegiate athletics provide an opportunity for men and women to participate on cross-country, soccer, and basketball teams.  These teams provide visibility for the College and help create a spirit of community on our campus.  Students who participate in intercollegiate athletics must meet the requirements of the Athletic Code and be in good academic standing. 

Faculty and staff are encouraged to support the teams by attendance at home games and (when possible) away games, and by encouraging student athletes individually on an informal basis.

Las Positas College and District policy permits student athletes to make up any classroom work missed due to intercollegiate athletic events within a reasonable time.  Arrangements should be worked out in advance between students and instructors.  Instructors will be officially notified when student athletes will miss class due to scheduled athletic events.

	Sport Clubs


Sport clubs are organized by groups of individuals who share interest in a sport.  They vary in focus and programming since the membership manages the operation of the club. Sport clubs have a long and rich history at LPC.  Initially a substitute for intercollegiate athletics (when LPC was not a college in its own right), sport clubs now afford a good opportunity for students to participate in athletics.  Sport clubs place responsibility on student leadership and afford time for students to concentrate on academic, work and personal schedules, so they have become a unique part of the LPC athletic program.  As with intercollegiate athletics, students are expected to maintain specific academic standards.  

	Intramurals


Intramural activities provide students the opportunity to participate on teams and in events primarily on campus, though some activities take place off campus.  Intramurals follow a "something for everyone" philosophy: competition is less intense, playing for fun is emphasized, and faculty and staff are encouraged to participate along with students.  Teams can be gender specific or mixed; sometimes teams are grouped according to ability levels.

Intramural calendars are available from the Physical Education Department or the Office of the Dean of Social Sciences and Wellness Division.
	Informal Physical Education Activities


Faculty and staff are encouraged to exercise on a regular basis and maintain a healthy lifestyle. They are welcome to utilize the new Physical Education Complex/Gymnasium facilities.  Faculty to furnish their own locks and towels.  See the Director of Athletics for details.

Faculty and staff are also encouraged to gain the fitness benefits involved in taking physical education classes.

	Emergencies and First Aid

	


Emergencies are handled by Security in Building 1600, phone 1699.

For medical emergencies, please contact Security (1699). They will contact the Student Health Center.

If it is a life-threatening emergency, call 911, give location of emergency. Then call Security (1699).

Instructor in charge must complete Student Insurance Claim Form. Security will complete Accident Report Form. Both forms will be submitted immediately to College Administrative Assistant, Building 100, Ext. 1632 (424-1632).
See Section F for complete information on handling of emergency situations!  and 
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Visitors to the College
Visitors to Las Positas College must register with the receptionist in the Administration Building, Building 100.  Non-students, including children, must have a permit issued from the Office of the Vice President of Student Services, located in Building 700.  

Visits to the classrooms are by permit only and prior permission from the instructor, with authorization of appropriate administrator, is required.  

Permission to enter upon the property of the District, either stated or implied in other policies or practices, is subject to the District policy of time, place and manner (2006-08 College Catalog, page 42).

COUNSELING 

The Counseling Center is in Building 700.  A counselor is also available in Building 900, The Career Transfer Center.  Counselors work closely with students and other faculty.  Counseling is central to student success, retention, and the integration of academic and student services.

Counselors provide personal, academic, and career counseling for any student.  Additionally, they teach psychology-counseling courses in Career and Educational Planning, Study Skills, Orientation to College, Multicultural Issues, and courses in the Human Services field.  Counselors develop Student Educational Plans (SEP) for each student to help them stay on track toward their educational goal, whether it is an AA, AS, transfer, or a certificate.  Articulation agreements with many universities assist in developing plans and ensuring their accuracy. Counselors interpret all assessment results ensuring appropriate class placement.

The Counseling Center is open from 9:00 a.m. -7:00 p.m. Monday through Thursday and Friday 9:00 – 12:00.  Students are encouraged to make appointments, but drop-in is available, and students in crisis will be seen immediately.

The Counseling faculty offers support to all College faculty.  Counselors sit as ex-officio members at Instructional division meetings held once a month.  Counselors are there to answer all questions, make announcements, and strengthen relationships among divisions.

Faculty should know about other services including:

· Consultations regarding student concerns or issues in the classroom, e.g. discipline, question of learning disability, appropriateness of class.

· Sharing information about the student if it is in the interest and welfare of the students’ development.

· Individual assessments for a variety of reasons, e.g. career.

· Helping in developing programs to include a counseling component.

Whenever you wish assistance for yourself or one of your students, call or email one of the following:

Counseling Center, Building 700

424-1400

Dean of Student Services


424-1420

Christine Acacio



424-1485

Andrea Alvarado 



424-1427

Steven Bundy




424-1426

Chris Lee




424-1484

Barbara Morrissey



424-1412

Mike Schwarz




424-1428

Angella VenJohn



424-1476

Gilberto Victoria



424-1477

Nancy Wright




424-1473

Please call Dean Jeff Baker, 925.424.1420, with comments, questions, or concerns.

Emergency Mental Health Intervention

Because we are constantly interacting with students, in the classroom and in our offices, we are in an excellent position to recognize behaviors and emotions that are troubling students. A student’s behavior, especially if it is consistent with your previous observations, may well constitute an inarticulate attempt to draw attention to his/her plight… “a cry for help.” Our ability and responsibility to recognize the signs of emotional distress and a willingness to listen and express those concerns to students is of therapeutic value and is the first step in assisting students in distress. The program is also available to faculty and staff as well.

Should you note a student in an immediate emergency crisis, please notify Campus Security (1699) or dial *16 from any pay phone on campus or use a campus emergency call-box. Otherwise, refer students to the Counseling Office (1400) or the Dean of Student Services (1420). Information regarding mental health crisis intervention can be found in the Student Resource Guide.

	Career/Transfer Center, Building 900


The Career/Transfer Center supports the following courses:   Career and Educational Planning (Psychology-Counseling 10), Interpersonal Relationships (Psychology-Counseling 11), College Study Skills (Psychology-Counseling 15), and LPC EXP0 (Psychology-Counseling 24).

Other services to students include:

· Career interest and personality testing

· Computerized career information (Eureka)

· Career reference library, including college catalogs

· Transfer Day each Fall semester

· Campus visits by four-year college representatives

· Transfer Admission Agreements with University of California and California State University schools

· Transfer workshops

· Employment preparation assistance

· Job search assistance

Lettie Camp, Career/Transfer/Employment Coordinator
424-1423

Jeff H. Baker, Dean of Student Services


424-1420

	Extended Opportunity Programs and Services (EOPS), Building 1500


Extended Opportunity Programs and Services is designed to assist in the identification, enrollment, retention, and success of low-income, educationally disadvantaged students, many of whom are the first in their families to attempt a college education.  Students submit an EOPS application (and supporting financial documentation) to determine EOPS eligibility.  Participants receive counseling and support services by EOPS counselors and staff, located in Building 1500.  Applications and information can be obtained by calling 424-1590.

EOPS provides special community and high school outreach programs, orientation and College readiness programs, workshops and seminars addressing student success, direct financial assistance in the form of grants for textbooks, academic support services in the form of tutoring, study skills assistance, peer advising, and academic, career, and personal counseling services.

Dr. Susan Hiraki, EOPS Counselor/Coordinator
424-1596

Brenda Carr, Counselor Assistant


424-1598
	Cooperative Agencies Resources for Education (CARE)


Cooperative Agencies Resources for Education (CARE) is a component of the EOPS program, designed to target the needs of single-parent students.  The goal of CARE is to assist single parents in achieving their academic goals—helping one another to "survive and thrive" while attending Las Positas College.  Eligibility for the program can be determined by meeting with the CARE staff.  Information and applications can be obtained at the CARE Office in Building 1500 or by calling the staff at 424-1590.

In addition to providing the wide range of support services described in EOPS, CARE also offers child-care subsidies, support groups, referrals for housing and community services, and resources related to parenting issues and to the needs of single-parent households.

Dr. Susan Hiraki, EOPS Counselor/Coordinator
424-1596

	CalWORKs Program 


The CalWORKs program (California Work Opportunity and Responsibility to Kids) allows participants to choose education as their welfare-to-work plan. Students are eligible for supportive services at the Las Positas College CalWORKs office if they are a recipient of CalWORKs cash assistance. The CalWORKs office can help students make the transition back to school a smooth one. 

CalWORKs services to students include: 

· Interim funding for childcare

· CalWORKs Work study employment

· Emergency Transportation Assistance

Kimberly Tomlinson, Faculty Coordinator, Building 900
424-1432


	Services for Veterans


Las Positas College is approved for the training of veterans under the various public laws of the United States and California veteran enactments.  All courses may be defined as "preparatory" courses for both service persons and veterans.

Certification of attendance for veterans benefits depends upon each veteran's registration and attendance in classes; therefore, special accounting procedures are required.  For continued benefits, a veteran must maintain satisfactory progress.  It is a requirement that each veteran or dependent receiving benefits meet with a staff member in the Veterans Office in Building 1500 each semester.

Andi Schreibman, Financial Aid Officer


424-1585

	Disabled Students Programs and Services (DSPS)


Disabled Students Programs and Services (DSPS) provide support services and accommodations to students with physical, communication, learning and psychological disabilities.  Services include academic counseling, educational planning, test-taking facilitation, tutors, interpreters, registration assistance, books and tape and authorizing use of tape recorders.  Diagnostic testing for students with possible learning disabilities is offered as well as remedial courses in reading, writing, math and use of accessible computer technology.  DSPS staff encourage faculty to contact them regarding reasonable accommodations for students as well as possible referrals of students.  Instructors should apply regular academic standards to DSPS-eligible students, while providing specific accommodation when certified by DSPS.

Note:
Students requesting accommodations for disabilities who have not been certified by DSPS should be referred to DSPS immediately, and DSPS will then inform the instructor of appropriate accommodations.

For further information, call DSPS at 424-1510.

Dr. Jim Gioia, Coordinator/Coordinator
  
424-1508

Dr. Brian Owyoung, Counselor


424-1520

Cecelia Kennerly, Counselor/Instructor



424-1528

	Tutorial Center, Building 1000


The Tutorial Center is dedicated to supporting students in their educational endeavors and thus positively impacting academic success, retention and persistence.  Individual and small-group tutoring is provided in specific content areas as well as study skills and time management techniques.

To refer a student who needs tutoring, instructors should direct them to the Tutorial Center or complete the Instructor Referrals for Tutoring form.  For further information, call 424-1471.

Instructors interested in referring students as tutors should either send the potential tutor to the Tutorial Center, located in Building 1000 or send the student's name and ID number to the Tutorial Center and the staff will contact the student.  Instructor Recommendation for Tutor forms are available in Buildings 1000 and 2100.

Pauline Trummel

424-1471

Mary Straight


424-1475


	Matriculation


Matriculation is a process which assists students in selecting and achieving their education goals.  The primary purpose of matriculation is to match students skills, needs, and goals to the College's courses, programs, and services.  Las Positas College strongly supports matriculation and believes that students will be better able to make informed educational choices when they have information about their strengths and how they can best utilize them to achieve their personal educational goals.  Matriculation is a partnership between the student and Las Positas College.

Las Positas College agrees to:

•
provide admissions services (Admissions and Records);

•
orient students to the College programs, services, and policies (Orientation);

•
provide quality instruction;

•
provide a wide variety of courses;

•
assess students' strengths (Assessment Testing);

•
provide assistance in selecting education goals and courses (Counseling);

•
offer support services (Tutorials Center and study skills courses);

•
provide follow-up services that will monitor students' progress toward their goals (follow-up activities).

Students agree to:

•
declare an educational goal;

•
attend all classes;

•
complete all class assignments;

•
participate in assessment to determine strengths, unless exempt;

•
meet with a counselor to discuss choices;

•
seek support services, as needed;

•
strive to make progress toward goals by successfully completing classes.
Follow-Up Activities
Student Services provides an Early Alert Program which assists faculty in identifying at-risk students and referring students to appropriate support services.

	Student Success Committee 


The Student Success Committee reports to the Academic Senate and deals with programs and services that lead to student success. Student Learning Outcomes will continue to be the focus for this group during the 2006-07 academic year.

	Associated Students of Las Positas College (ASLPC)


The Associated Students of Las Positas College (ASLPC) is the College’s student government, providing opportunities for students to participate in the governance of the College on both local and statewide levels.  ASLPC officers and senators are elected each spring and serve beginning the following Fall Semester.  

ASLPC representatives have the opportunity to serve on College committees, including, but not limited to*:

Academic Senate

Classified Senate

Bookstore

College Council

College Enrollment Management (CEMC)

Curriculum

Food Services 

Health and Safety

Hiring

Planning and Budget (PBC)

Staff Development

Student Grievance

Student Success 

Technology

(*See College Governance on the College Website at help://lpc or contact the Office of the President.)

The ASLPC is organized in two bodies:  the Executive Council (composed of the elected officers), and the Student Senate (composed of fifteen members who can apply to join, but must be voted in upon receipt of one hundred student signatures).  All officers and senators of ASLPC must be registered students of LPC with a minimum GPA requirement of 2.0 and 6 units of current enrollment.

Through ASLPC many special services are provided for students.  These include social and cultural events, information on clubs and community services, and many other services which vary as opportunities develop.

ASLPC Office




424-1490

Cynthia Ross,  Advisor


424-1297

Vice President of Student Services

424-1406

LPC and District policy permits student government representatives to make up any classroom work missed due to attendance at College-sanctioned conferences. Instructors will be notified by the ASLPC Advisory or Vice President of Student Services when ASLPC students will be away from campus.

	Student Clubs


(See also Sport Clubs, page B-6.)

Students also have the opportunity to form clubs relating to common social, recreational, or other interests.  Each club must have a faculty advisor recruited and nominated by the club members and appointed by the Vice President of Student Services.

	Inter-Club Council (ICC)


The Inter-Club Council (ICC) is the representative body that  coordinates interclub activities and funds, promotes communication and cooperation among clubs on campus.  The ICC is composed of a voting representative from each club, representing cultural, educational, honorary, philanthropic, and social interests.

	College Newspaper


The official College newspaper, the Las Positas Express, is produced by the student College newspaper staff under the guidance of the faculty advisor.  Comments regarding the paper and news items should be addressed to the editor of the newspaper; to the faculty advisor, Ms. Melissa Korber (424-1286); or, to the Dean of Arts & Communication, 424-1382.


LPC EXPRESS Newspaper: 424-1240

	Dress Code


Las Positas College has no dress code; however, state law requires that proper footwear shall be worn in all buildings on campus.

	Prohibited Activities


Persons possessing or being under the influence of alcohol or illegal drugs on campus are in violation of state law and College regulations.  Violation of this rule should be brought immediately to the attention of the Security Office, Building 1600.

No one may bring onto the campus, or use on campus, any alcoholic beverage, nor appear on campus under the influence of an intoxicant.

	Lost and Found


A centralized Lost and Found is located in the Campus Security office in Building 1600.  The office is normally staffed from 7 a.m. to 11 p.m. daily and on weekends, although officers are sometimes elsewhere on campus during those hours.
	Student Grievance Procedures


The procedure for students to follow in seeking redress from unfair and improper action by any member of the faculty, staff, and/or fellow student is contained both in the Las Positas College Catalog and in pamphlets available in Building 100, the Counseling Center Building 700, the  ASLPC Office, Building 1700.

	Student Identification Cards


Students are required to carry their Student (photo) ID Cards with them at all times.  ID cards are needed for a variety of College services, as well as needed to purchase books in the Bookstore.

	Children on Campus


Parents (whether students, faculty, staff or visitors) who bring children on the campus with permission shall directly and immediately supervise them at all times, for the safety of the children and so as not to interfere with the educational programs and the operations of the College. The College does not provide child care services. 

Children are not permitted in classrooms without prior permission from the instructor and  authorization approval by the appropriate administrator (see also "Visitors to the College," page B.7 and 8.)

	Transporting Students


Faculty may be able to use College-owned vehicles to transport students involved in College-sponsored activities.  The vehicle must be driven by a district employee with the proper driver's license.  Contact the College Business Office for details.

It is recommended that when private transportation is used, the instructor should meet the class at the destination and convene the class there.  For several reasons including liability, instructors should never transport students in the instructor's personal vehicle.

	Request to Contact Students


Las Positas College does not have a student locator service.  Students should be informed that persons may be located only in an emergency.   An emergency call is to be referred to the College Switchboard and then to Security for follow-up and action.

	Privacy Rights of Students


Each student and alumnus of Las Positas College has a right to (1) review personal official educational records, file documents, and other materials which contain information directly related to him/her, and (2) challenge such records that are inaccurate, misleading, or otherwise inappropriate.

It is also the policy of the College that, unless excluded by state or federal law, no record, file document, materials, or personally identifiable information contained therein shall be released to any individual, agency, or organization without the express written consent of the student.  Forms to authorize release of personal information are available in the Office of Admissions and Records.

Any student desiring to review his or her official educational records or to challenge the content of his/her official education records should contact the Assistant Dean of Admissions and Records, Registrar.

While the College does not provide general directory services, it may by law under special circumstances release the following information about a student:  name, address, telephone number, date and place of birth, major field of  study, class schedule, participation in officially recognized activities and sports, weight and height of members of athletic teams, dates of attendance, degree and awards received, and the most recent previous public or private school of attendance.  Any student who does not wish such information to be released about his or her participation or status should notify in writing the Office of the Vice President of Student Services at the beginning of each semester or session of attendance.

For further details, please refer to the special brochure titled Privacy Rights of Students, Policy and Procedures, which can be obtained in Building 100; the Counseling Center, Building 700; or the ASLPC Office, Building 1700.

	Harassment/Sexual Harassment 


(Refer to Board Policies 5517 and 4027.)

Policy

In accordance with Title VII and Title IX of the Education Amendments of 1972, the Chabot-Las Positas Community College District provides a school and working environment free from all forms of harassment, including sexual harassment.  The District will also maintain an environment in which all students and employees model this behavior, and are treated with dignity and respect.

No person shall be subjected to sexual overtures or conduct either  verbal, visual or physical, which is intimidating, hostile, offensive, or unwelcome.  Such conduct by employees or students is deemed unacceptable behavior and will not be tolerated by the District.

The Board of Trustees considers harassment a serious offense.  Violation of this Policy will constitute cause for disciplinary action.  Specific disciplinary action shall be related to the severity of the incident and/or the degree to which repeated incidents have occurred.  Such disciplinary actions for employees may include, but are not limited to, verbal warnings, letters of reprimand, suspension with or without pay and dismissal.  Such disciplinary actions for students may range from counseling to suspension and/or expulsion.

Each College and the District Office will designate a responsible officer, outline procedures  for seeking resolution, and develop the procedure for filing and processing complaints, including timelines and decision-making authority.  Each College and the District Office is directed to establish procedures which provide a person accused of harassment the opportunity to respond to allegations.  Procedures will also be developed by each College and the District Office that ensure adequate communication of the Policy to all students and employees.

Harassment is defined as - Abusive utterances or actions that cause direct injury to an identifiable individual or small group of individuals on any basis, including but not limited to sex, ancestry, age, marital status, race, religious creed, mental disability, medical condition, denial of family care leave, color, national origin, physical disability (including HIV and AIDS), Vietnam-era veterans, sexual preference status, or other similar factors, cannot be tolerated.

Sexual Harassment for student-to-student interaction is defined as unwelcome sexual advances, requests for sexual favors and other verbal, visual or physical conduct of a sexual nature.

Sexual Harassment for District employee-to-student interaction is defined as any sexual advances, requests for sexual favors and other verbal, visual or physical conduct of a sexual nature.

Sexual Harassment is also defined as conduct of a sexual nature which affects an individual's employment, academic status or progress; which has a negative impact on an individual's work or academic performance; which creates a work or educational environment that is intimidating, hostile, or offensive; or which affects benefits, services, honors, programs or activities available to an individual in the education setting.

For assistance with matters regarding harassment/sexual harassment, contact Dr. Amber Machamer, Director of Institutional Research and Planning, 424-1027.

Pamphlets are available in Buildings 100 and 700.

4027
Sexual Harassment 
In accordance with federal and state law, the Chabot-Las Positas Community College District provides a school and working environment free from all forms of sexual harassment.  The District will also maintain an environment in which all students and employees model this behavior, and are treated with dignity and respect.

Sexual harassment is set forth in Education Code Section 212.5 as follows:

Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature, made by someone from or in the work or educational setting, under any of the following circumstances:

(a)  Submission to the conduct is explicitly or implicitly made a term or a condition of an individual's employment, academic status, or progress.

(b)  Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions affecting the individual.

(c)  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.

(d)  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 education institution.

Such conduct by employees or students is deemed unacceptable behavior, will not be tolerated by the District, and is considered a serious offense.  Violation of this policy will constitute cause for disciplinary action.  Specific disciplinary action shall be related to the severity of the incident and/or the degree to which repeated incidents have occurred.  Such disciplinary actions for employees may include, but are not limited to,  verbal warnings,  letters of reprimand,  suspension without pay and dismissal.  Such disciplinary actions for students may range from counseling to suspension and/or expulsion.

Examples of conduct constituting sexual harassment, as well as the procedures for filing, processing and resolving sexual harassment complaints in accordance with Title 5 of the California Code of Regulations, Section 59320, et seq. are found in Chabot-Las Positas Community College District Administrative Rules and Procedures for this policy.  Additionally, each College and the District Office will designate the responsible officer for enforcement of this policy.  Each College and the District Office will ensure that there is adequate communication of this policy and the accompanying procedures to all students and employees.
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SEXUAL ASSAULT, VIOLENCE AND ABUSE
All California Universities and Colleges are required to raise campus awareness about sexual assault, violence and abuse (Section 41304 of Title 5 of the California Code of Regulations).

A flyer detailing information essential for all students has been developed and is available from the Counseling Office and the Office of Student Services. 

Additional Information is available from:

On Campus:

Campus Security     424.1690, Building 1600

Crisis Counselor      424.1400, Building 1700

Health Center          424.1830, Building 1700

All contact with College personnel is confidential.

In the Community:

Rape, Abuse & Incest National Network        www.rainn.org
National Sexual Assault Hotline                     1.800.656.HOPE

Tri-Valley Haven:  Battered Women’s Shelter and Rape Crisis Center services include shelter and counseling.

Livermore:               925.449.5845

24-Hour Hotline:  1.800.884.8119

Emergency Shelter Program, Inc.: Emergency services: Crisis counseling, temporary shelter for women and children, housing and employment assistance and licensed child care center.

Hayward:                 510.581.5626

