

















AR 5040-DISCRIMINATION AND/OR SEXUAL HARASSMENT
ALLEGATIONS (continued)

F.

If either the complainant or accused is dissatisfied with the District officer's resolution of the
complaint, that party may appeal to the AR 5040 Advisory Panel in writing within ten (10)
working days of notification of the recommended resolution.

1.

The Advisory Panel shall include up to five members chosen from a pool of faculty,
students and Classified staff, selected by the Superintendent/ President. The responsible
District officer will select impartial panel members and attempt to achieve gender balance
for each panel. A student representative may be selected for panels dealing with complaints
involving students.

a. All panel members will serve for two consecutive years except the student senate
representative, who may serve for only one year.

b. At the beginning of their terms, members will receive training on District policy related
to nondiscrimination and sexual harassment law.

c. The panel will review formal appeal cases and all proceedings will be confidential to the
extent required by law.

When either the complainant or the accused initiates an appeal, the District officer will
submit the investigation report to the panel. Each party will be given the option of appearing
before the panel in person to present their case.

The panel will review the statements and weigh evidence to determine whether the appeal
has merit. The panel may request that the responsible District officer conduct further
investigation. After completing a review, the panel may recommend upholding, revising , or
reversing the District officer’s recommendation. The panel’s recommendation will be given
in writing to the responsible District officer.

If the responsible district officer does not agree with the recommendation of the advisory
panel, a final decision in the matter will be rendered by the Superintendent/President.

A written recommendation from the advisory panel will be forwarded to the appellant.
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AR 5040-DISCRIMINATION AND/OR SEXUAL HARASSMENT
ALLEGATIONS (continued)

G. If the complainant is not satisfied with the results of the administrative determination the
complainant may, within fifteen (15) days, submit a written appeal to the Cabrillo College
Governing Board. The Governing Board shall review the original complaint, the investigative
report, the administrative determination, and the appeal and issue a final District decision in the
matter within forty-five (45) days after receiving the appeal. A copy of the final District
decision rendered by the Governing Board shall be forwarded to the complainant and to the
Chancellor. The complainant shall also be notified of his or her right to appeal this decision
pursuant to Sections (b) and (c) below. If the Governing Board does not act within forty-five
(45) days, the administrative determination shall be deemed approved and shall become the
final District decision in the matter.

1.

In any case not involving employment discrimination, the complainant shall have the right
to file a written appeal with the Chancellor within thirty (30) days after the Governing
Board issues the final District decision or permits the administrative determination to
become final.

In any case involving employment discrimination, the complainant may, at any time before
or after the final District decision is rendered, file a complaint with the department of Fair
Employment and Housing. In addition, in such cases, the complainant may file a petition for
review with the Chancellor within thirty (30) days after the Governing Board issues the
final District decision or permits the administrative determination to become final. The
Chancellor shall have discretion to accept or reject any such petition for review in
employment discrimination cases. If the Chancellor agrees to accept the case, s/he may:

a. attempt to informally resolve the matter;

b. where applicable, treat the complaint as an allegation that the District has violated the
provision of this policy governing nondiscrimination; or

c. take any other action deemed appropriate by the Chancellor (Cal. Code Regs., Tit. 5,
Section 59338.)

In any case not involving employment discrimination, the complainant shall have the right
to file a written appeal with the Chancellor within thirty (30) days after the Governing
Board issues the final district decision or permits the administrative determination to
become final pursuant to subsection 1.
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AR 5040-DISCRIMINATION AND/OR SEXUAL HARASSMENT
ALLEGATIONS (continued)

H. Within one-hundred fifty (150) days of receiving a complaint, the District will forward the
following to the Chancellor:

the original complaint

a report describing the nature and extent of the investigation conducted by the District;

a copy of the notice sent to the complainant;

a copy of the final District decision rendered by the Governing Board or a statement

indicating the date on which the administrative determination became final

5. acopy of the notice to the complainant that s/he may, within fifteen (15) days after
receiving the District's administrative determination, request a review by the District
Governing Board; or

6. such other information as the Chancellor may require. (Cal. Code Regs., Tit. 5, Section

59340.)

el N S

VI. RETALIATION IS PROHIBITED

No person shall retaliate against any individual because that individual has filed a complaint of
discrimination, has sought the advice of the responsible District officer, or has asked someone to
refrain from actions which the individual believes to be discriminatory.

If any individual believes he or she has been subjected to retaliation, the individual may file an
additional or amended complaint with the responsible District officer. The responsible District
officer shall investigate the complaint of retaliation in accordance with these procedures.

If the responsible District officer determines that the complaint of retaliation is valid, in
addition to any other remedies which may be appropriate (such as disciplinary action), the
responsible District officer shall take all necessary steps to end the retaliatory behavior as quickly
as possible.

VII. DISCIPLINARY PROCEDURES

Established District procedures, under which the District has the burden of proof, shall be used
in the event the administrative review results in a decision that disciplinary action is necessary.

Since established student and personnel disciplinary procedures provide for Board level review
or decision making, the Governing Board will take no action on any complaint until it has been
submitted to the appropriate officer and then acted upon in accordance with statutory and
constitutional due process.

At such time as the Board may be called upon to take action on any complaint against an

employee or student, it will do so in closed session, unless the employee or student requests that the
matter be heard in public.
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BP 5020

SEXUAL HARASSMENT POLICY

It is the policy of the Cabrillo 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 constituting sexual harassment, as defined and
otherwise prohibited by state and federal statutes, or the force of law.

It shall be a violation of this policy for anyone who is authorized to recommend or take personnel
or academic actions affecting an employee or student, or who is otherwise authorized to transact
business or perform other acts or services on behalf of the Cabrillo Community College District to
engage in sexual harassment as defined in District Administrative Regulations 5040 on
Nondiscrimination.

It is the intent of this policy and Administrative Regulations 5040 to provide all parties with due
process of law against irresponsible or false accusation. It is also intended that retaliatory or
retributive behavior may not occur simply because an accusation has been made.

Within the educational environment, sexual harassment is prohibited between students, between
employees and students, and between non-students and students.

Within the work environment, sexual harassment is prohibited between supervisors and employees,
between employees, and between non-employees and employees.
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DRUG FREE WORKPLACE (BP 5200)

It is the policy of the Cabrillo Community College District to maintain a workplace free of
unlawful manufacture, distribution, dispensing, possession or use of controlled substances as listed
in Sections | through V of Section 202 of the Controlled Substances Act (21 United States Code
Section 812), including but not limited to substances such as marijuana, heroin, cocaine and
amphetamines.

For the purpose of this policy, workplace shall mean any place, whether on or off District
property, where an employee does work for the Cabrillo Community College District. The
workplace includes but is not limited to: property owned, rented or leased by the District; any place
the employee does work for the District on a field trip, field study, athletic competition or study
travel program; in District or private vehicles being used for official District business.

In furtherance of this policy, all employees shall be made aware of the dangers of drug abuse
and the college and community resources available for counseling and rehabilitation of those with
drug-related problems. All employees shall also be informed of the consequences of workplace
drug abuse violations. These consequences shall include but not be limited to: employee
disciplinary action pursuant to applicable State law, District Policy and collective bargaining
agreements; and/or arrest and prosecution with the possibility of loss of credentials per California
Education Code Sections 87335 and 87346; and/or dismissal.

As a condition of continued employment, all District employees shall:
1. Abide by the terms of this policy; and

2. Notify, in writing, the Director of Personnel and Human Resources of any criminal drug
statute conviction for a violation occurring in the workplace no later than five (5) days after
such conviction (the term conviction includes a finding of guilt, including a plea of no
contest or nolo contendere, or imposition of sentence, or both.)

Individuals who are not Cabrillo Community College employees but who perform work at
property owned, rented, leased or otherwise controlled by Cabrillo College for District benefit (e.g.,
independent contractors, job shoppers, temporary employees provided by agencies, visitors
engaged in joint projects at Cabrillo, volunteers, and so forth) are required to comply with this
policy. Such individuals who unlawfully manufacture, distribute, dispense, posses or use controlled
substances in a Cabrillo workplace may be barred from further work for and at Cabrillo College.
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CABRILLO EMERGENCY RESPONSE PLAN

OVERVIEW

Cabrillo College has a formal Disaster Policy (BP-4330) that gives direction to Cabrillo
administration, faculty, and staff in the event of a disaster or serious emergency. Additionally, all
members of the Cabrillo Incident Command Team as well as all Building Managers have
Emergency Response binders with specific information and walkie-talkie radios.

This following information is a summary of the formal Disaster Policy and contains some
guidelines from the Emergency Response binder.

EVERYONE’S BASIC RESPONSIBILITY

All public school employees are disaster service workers and are subject to such activities as may
be assigned to them by their superiors or by law. (Government Code 3100).

In the event of an emergency, the basic responsibility of all college employees is to maintain order
and provide for the safety and welfare of staff and students within their area. A special effort should
be made to ensure that children and people with disabilities are given appropriate assistance.

In the case of injuries:
1. Call 911, be very specific about your location on campus)
2. Use first response first aid techniques (first aid guides are posted in all classrooms and in
most common areas)
3. Notify Campus Health Services @ extension 6435

SPECIFIC RESPONSIBILITIES

Incident Command Team

Senior administrators are members of the Cabrillo College Incident Command Team which will
form in the campus Sheriff’s Office in the event of a disaster. The Incident Commander or his/her
back up will declare a disaster if appropriate.
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CABRILLO EMERGENCY RESPONSE PLAN (continued)

Building Managers

Each campus building has a responsible member of the faculty or administration assigned as the
building manager. In the event of a disaster the building manager or his/her back up will take the
following actions:

1. Assess the damage to his/her area of responsibility
2. Report personnel and building status to the Incident Command Center via phone, walkie-talkie,
or runner as available.
3. Follow instructions from the Incident Command Team
Everyone with specific assignments has received training on their responsibilities.

Cabrillo employees without specific assignments should be prepared to assist as requested by members
of the Incident Command Team or by Building Managers.

GUIDELINES FOR SELECTED SPECIFIC EMERGENCIES

Bomb Threats

Most bomb threats occur by phone and most are hoaxes. If you are the person receiving the threat
remain calm and collect as much information as possible.
1. Try to gather at least the following information:
e Location of Bomb
e Time of detonation
e Reason bomb was planted
o Description of caller's voice
e Background noises
o If possible, transcribe the conversation verbatim

2. Call 911 and report the bomb threat and any information you were able to obtain. Be clear
about your location on campus. Follow the instructions from the Sheriff’s department or
college administration.

Earthquake, Explosion, Fallen Aircraft, Any Disasters That Occur Without Warning

DROP, COVER, and HOLD.

Stay away from glass windows, wall shelves, and heavy equipment.

Do NOT run outside, do NOT evacuate until tremors cease.

Once the main tremors have ceased, calmly evacuate classrooms or offices to your building’s
staging area.

For additional information on Emergency Response and Safety visit Cabrillo’s related websites at
http://www.cabrillo.edu/internal/emergency/index.htm and http://www.cabrillo.edu/safety.

Awnh e
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BP 4330
DISASTER POLICY
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THE CABRILLO COLLEGE FEDERATION OF
TEACHERS (CCFT):

YOUR FACULTY VOICE

STATEMENT

It shall be the policy of the Cabrillo Community College District to provide a safe environment
for the students and staff of the District. In order to fulfill this responsibility, the Governing Board
shall establish disaster preparedness procedures, which comply with Section 17.1 of Article 3 of
Title 5 of the California Administrative Code.

EMERGENCY

It shall be the policy of the Cabrillo Community College District that it will declare as an
emergency the existence of conditions of disaster or extreme peril to the safety of staff members,
students and or District property which are or are likely to be beyond the control of the District
services, personnel, equipment, and facilities and may require the combined forces of other political
subdivisions to combat. This shall include such conditions as fire, flood, storm, epidemic, riot,
earthquake, hazardous materials incident, or other like occurrences other than conditions resulting
from a labor controversy. (Government Code 8558)

DISASTER SERVICE WORKERS

All public school employees are disaster service workers and are subject to such activities as
may be assigned to them by their superiors or by law. (Government Code 3100)

COOPERATION WITH OTHER AGENCIES

In the event of a disaster, the Cabrillo College District shall support and expect support from the
emergency organizations of the cities, the military, and unincorporated areas lying within the
boundaries of the Cabrillo Community College District and from the County of Santa Cruz, the
State of California emergency organizations, and from federal emergency organizations. Realizing
that in the event of a major disaster, Cabrillo College could be isolated for up to 72 hours, the
District shall comply with any mutual aid agreements approved by the Governing Board.
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What Is CCFT?
The Cabrillo College Federation of Teachers is your faculty union. Founded by both full-time and
adjunct faculty in 1985, from the beginning the union has represented all Cabrillo faculty. We stand for
fairness and justice and serve as faculty advocates on a variety of shared governance committees which
shape and develop school policies. Collectively, the Cabrillo College Federation of Teachers has proven
to be a powerful, positive and creative force within our college community. It was born out of our
common need and sustains us in our common task. It provides faculty a fulcrum for power and a forceful
voice in the forum of shared governance.

What We Do:
CCFT negotiates with the district legally binding contracts which establish your wages, working
conditions, and benefits. We enforce the contract by representing faculty in grievances to guarantee
faculty rights. CCFT helps individual faculty members in many ways, from solving work-related
problems to getting answers to your questions and responses to your requests. A copy of the contract is
available online at our website (address below), from the CCFT office, from Human Resources, or from
the faculty mailroom. All members receive notification of new contracts and contract updates.

Benefits of Membership:
There are many benefits to becoming a member of CCFT. As a member, you will have the right to vote
in CCFT elections. This includes voting for or against future negotiated contracts and voting in elections
for union leadership positions. You are also eligible to serve on CCFT Council, one of the most
important committees on campus. Every member is protected by a $1 million dollar professional liability
insurance policy. CCFT members may apply for a low-interest, no annual fee credit card; low down-
payment mortgages, unsecured, signature loans, and a number of other insurance plans. CCFT members
are entitled to free % hour legal consultations on personal legal matters and receive a variety of member
discounts (flowers, theme parks, hotels, etc.).

Ways To Get Involved in the Union:
Come to monthly CCFT Council meetings. Join a union committee that represents your interest. As
vacancies occur, become a CCFT division representative or union officer. No union is ever wiser or
stronger than its individual members. Participation in CCFT provides members with an opportunity to
work with some of the most intelligent, caring, and creative people on campus!

How To Join:
Phone 831-464-2238 or e-mail ccft@ccftcabrillo.org and leave a message, or contact your division's
union representative. See http://ccftcabrillo.org for names of CCFT representatives, the contract online,
CCEFT constitution by-laws, info for part-timers, meeting dates, grievance basics, membership info and
links to various resources.



CONTRACT INFORMATION

Cabrillo College Federation of Teachers

The Contract agreement between the Cabrillo Community College District
and the Cabrillo College Federation of Teachers (CCFT) is the legally
binding document that governs your salary, working conditions, and benefits
as an academic employee of Cabrillo College. The document contains your
salary schedule and information about salary placement as well as
information on health and welfare benefits, leaves of absence, retirement and
many other issues. The contract is renegotiated every three years. Re-openers
are often held in between the major negotiating sessions and the updates are
made available in the fall.

If you would like to review the contract, it is available online at
ccftcabrillo.org.
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Email Access

In addition to Mozilla Mail you can use
Correo and WebNews.

Use them to access your Cabrillo email and news
accounts from any standard* web browser:

https://mail.cabrillo.edu

or from on campus use these shortcuts:
mail

Login using your email username and password.

It’s that simple!

*AOL requires their subscribers to use proprietary browsers that are incompatible with Correo
and some other web-based applications. To get around this, connect to AOL or Compuserve

using their browser, then launch a separate standard browser such as Mozilla, Firefox,
Netscape, Explorer or Opera.
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Essentials for PC Users

Your Network Login

A Microsoft Windows login window:
The network is the system that allows us to share files and applications.

When you login to the Campus Network system your computer makes a connection to the Staff domain which gives
you access to our servers. This gives you additional locations to save your files and a convenient way to share

them with others.

New drives in the My Computer window:

@ @ Where you can save files

P My Computer
B £l Wew Fowites Tock  Help i

T O sean Fokders | [T31]-

22 | ) My Computer
LB 3% Flogoy ()
LocH Disk (C:)
Ty Drton (D)
S Mk Evrcitein’s Hunies Drive. M}
S prandent (00}
S Corngars Publc Cetve, (P)
7 Dy T Foddder, (T5)
TP Cokr Laserdet 240

“C” = “Your Computer’s hard drive”

“M” = “My Home”: Personal Private directory on New Microsoft Server — Read/Write-able by you only.

“O” =*“Qurs”: Private DIVISION folder, The “O” Drive - for folks in your Division only.*

*Your Individual Departments’ Private Folder is inside this Folder. (TIP: You might want to make a shortcut to your desktop.)

“P” = Public: Public Drive, replaces old “T” Drive, Readable by “Everyone” + Writable by You Only.

*Users only have write-access to their personal_PUBLIC and department_PUBLIC folder.

“T” =*“7-Day Temp” Read/Writable by “Campus” (Same as Old “T” Drive) files deleted after 7 Days
WHERE DO | GET HELP? Software and Hardware issues are directed into two separate places on campus.

SOFTWARE/Training issues:
Call the TLC (Teaching and Learning Center) x5030
http://www.cabrillo.edu/services/tlc/
How do I backup my files?
How do | access Cabrillo’s Newsgroups?
How do | publish a webpage?
How do I get my Cabrillo email from home?
How do use my new Mozilla email?
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HARWARE/Troubleshooting issues:
Call the Information Technology Help Desk x6392
http://www.cabrillo.edu/internal/cr/help/

| forgot my password?

My monitor suddenly looks funky?

I think there’s a virus on my computer?
My computer doesn’t turn on?

I can’t print?





