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Multiple Copies for Classroom Use

Multiple copies (not to exceed in any event more than one copy per pupil in a course) may
be made by or for the teacher giving the course for classroom use or discussion, provided
that:

a. the copying is brief and spontaneous ("brief"--for prose, 1000 words or 10% of a
work, whichever is less, or one chart, graph, diagram, drawing, cartoon, or picture
per book or periodical are permitted); ("spontaneous"--the time between the decision
to use the work and the moment of its use are so close that it would be unreasonable
to expect a timely reply to a request for permission);

b. the copying meets the "cumulative effect test" ("cumulative effect"--the copying is
for only one course in the school; not more than one article may be copied from the
same author, nor more than three from the same work or periodical volume per
term; there shall not be more than nine instances of such multiple copying for one
class during one class term); and

C. each copy includes a notice of copyright (the statement, "This handout may have
been copied from copyrighted material" should be sufficient).

Prohibitions

a. There shall be no copying of or from works intended to be consumable in the course
of study or of teaching. These include workbooks, exercises, standardized tests and
test booklets, answer sheets, and similar consumable materials. An exception is
made in the instance of producing an overhead transparency from a consumable
item when the transparency is used by the instructor for classroom assistance and
instruction.

b. Copying shall not be repeated with respect to the same item by the same teacher
from term to term.

C. No charge shall be made to the student beyond the actual cost of photocopying.

Guidelines for Audio-Visual Media
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Generally speaking, with the exception of "hard news" shows and those programs
distributed by the Public Broadcasting Service, it is illegal to make videotape copies of any
copyrighted material broadcast on either commercial or public television (PBS normally
alerts schools as to which programs may by taped and retained for a maximum of 45 days,
after which a licensing agreement must be obtained). The library will attempt to purchase
programs of significant educational value within budgetary constraints.

It is recommended that instructors give advance notice to students when a program will be
broadcast that is germane to their classes. The library will attempt to arrange a live feed of a
requested program if technically feasible.

Audiocassettes used on an individualized basis with a related text or workbook may be
duplicated and circulated exclusively for student use if the instructor has obtained written
permission for such duplication from the appropriate copyright holder, and forwarded a
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copy of the permission agreement to the Media Specialist. In all other cases, except as noted
in provision 5 of the adopted "Guidelines for Educational Uses of Music" (on file with the
Director of Library and Media Services), the library is prohibited from making copies of any
copyrighted phonodiscs or audio tapes for instructors, staff, students or members of the
community for which permission to duplicate has not been obtained from the copyright
holder.

Duplication of Computer Software

Computer programs and data, including websites and other online content, are subject to the same
regulations as other media.

Copyrighted Materials on Library Reserve

The law prohibits multiple copying by libraries and, consequently, the Reserve Book section of the
library will provide, as required, single copies only. However, on the assumption that faculty are
acting in compliance with the law, the library will accept multiple copies brought in for placement on
reserve by faculty members.

Responsibility for Decisions

It is not feasible to designate one individual to determine when explicit permission of copyright
owners should be sought for particular uses of copyrighted materials. Therefore, every instructor
and staff member who may be involved in the reproduction of copyrighted materials for classroom
use has an important responsibility to assure that the rights of copyright holders are recognized and
honored. To this end, the Director of Library and Media Services will maintain a supply of
standardized Reguest for Permission forms for use by instructional staff.

REPROGRAPHICS

Hours of Service

8:00 am - 5:00 pm, Monday — Friday

First two weeks of each quarter: 8:00 am — 6:00 pm, Monday — Thursday

Summer: 7:30 am — 4:00 pm, Monday — Friday

Services

The Reprographics Technician provides the following services to instructors and staff:
(1) duplication;

2 collating and stapling;

3) binding;

4@ document reductions and enlargements;

5) 3-hole punching;
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(6) lamination
(7 scratch pads for office use.
Policies

All work submitted for duplication must be accompanied with a completed Reprographics Request
form. Routine duplication jobs normally require a 24-hour turnaround time; more time should be
allowed larger projects requiring special services or graphics. Orders may be dropped off in the
reprographics drop box or e-mailed to Repro@ltcc.edu. For rush orders please see the
reprographics technician.

The Reprographics department staff and designated staff members are the only employees
authorized to use the high-production copy machine. A small copier is available at the entrance of
the office for use by individual faculty for small duplication jobs.

Confidential materials, such as exams, should be submitted marked confidential. The
Reprographics staff will place it in a sealed envelope.

Completed duplication jobs for instructors are placed in your mailbox or on the table in the
mailroom.

The Reprographics staff is charged with observing the established Copyright and Duplication of Materials
on page 88 of this Handbook. Requests which appear to be in violation of those guidelines are
brought to the attention of the Vice President of Academic Affairs and Student Services for review.
Please check with the Reprographics Technician or the Director of Library and Media
Services for questions on copyright guidelines.

Equipment for Faculty Use

The small photocopier, located in the mailroom, will copy transparencies. A ScanTron test scoring
machine is located in Reprographics/Mailroom for faculty use. If the supply of transparency film is
running low, instructors should notify the Reprographics staff.

Transparencies

Equipment and supplies for making overhead transparencies are located adjacent to the Media
Services Office and Reprographics. Photocopied originals provide the best source for making
transparencies. Write-on transparency film is available from the Media Specialist and pens are
available from the Instruction Office. Reprographics offers transparency film that allows
transparencies to be made on the Xerox machine. When supplies run-out, the Reprographics
Assistant should be notified by instructors. Instructors and staff should notify the Media Specialist
when transparency supplies are running low.

Mail Services

All mail services are located in the Reprographics Office (Room B100) and coordinated by the
Reprographics Technician. All instructors should check their mailboxes and remove their mail on a
regular and timely basis. All college mail is handled by the U.S. Postal Service and will be delivered
directly to the college (not to a post office box). Every effort will be made to have incoming mail in
the boxes by 3:00 pm each day.
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The official address for the college is:

One College Drive
South Lake Tahoe, CA 96150-4500.

Use this address on all correspondence.
If you have any questions, contact the Reprographics Technician at extension 200.

Mailboxes

©)
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Mailboxes are provided for all full-time and adjunct faculty in the mailroom (Room B100).
It is imperative that all instructors check their mailboxes and remove their mail on a regular
and timely basis. Faculty members are requested to get a key to the outer mailroom door
from the Maintenance Department.

The “Interoffice Mail” slot located in the mailroom is available for mail to be distributed to a
designated office or person. If you cannot find or do not have the time to find a specific
department or person, the “Interoffice Mail” slot can be used as a time saver. The
Reprographics Technician will distribute the mail items for you. In-house mail is distributed
to the boxes in the early afternoon.

The “Student Mail Drop” slot is located in the B-wing corridor, just outside the side door to
the Bookstore. Faculty members are to inform their students that this slot is where
students can direct mail, assignments, or notes to their instructors. Due to security
and confidentiality issues faculty are requested to direct students to use the “Student Mail
Drop” slot rather than entering the mailroom. Students MUST put their instructor’s
name on the assignment.

Outgoing Mail

Outgoing mail should be placed in one of the two outgoing mail slots in the mailroom:

)

The “Outgoing Mail” slot is for mail which requires postage. All mail must be received by
3:30 pm for same day mailing.

Instructors should indicate on the envelope the name of the originator or office. This will
allow:

a. returned mail to be forwarded to the appropriate originator without being opened;
and
b. the Instruction Office, Business Office, or technician to identify the originator

should any questions arise.

Postage for business mail is provided by the college. The college postage meter is not
available for personal use. Personal mail needs to carry sufficient postage provided by the
originator. Personal mail can be deposited by the originator in the U.S. Postal Service
mailbox at the main entrance to the college. Pickup at that box is 9:30am.
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Certified mail must have the sender’s name and department on both the certified mail
receipt and the domestic return receipt to ensure that they are forwarded to the appropriate
person.

2 The “Stamped Outgoing Mail” slot is for mail which already has the postage on it. All mail
must be received by 3:30 pm for same day mailing.

Fed-Ex Mail

Fed-Ex mailings need to be phoned in no later than 2:30 pm. Therefore, forward your requests to
Reprographics by 2:00 pm. Fed-Ex supplies are available in Reprographics.

Bulk Mail

Bulk mail requires a minimum of 250 pieces to qualify for the USPS Bulk Mailing Rate. For
assistance see the Graphic Arts Specialist in Room E101, ext 224.

Parcels
If an instructor has a parcel awaiting pick-up in the mailroom, the technician will leave a pick-up
notice in the instructor's mailbox and the parcel may be found under the counter in alphabetical

order.

Graphic Design Services

Production design of forms, flyers, signs, and posters is a service available through our Graphic Art
Specialist. Please schedule an appointment to discuss your design needs at extension 224.

FACILITIES USE
The use of district facilities by community groups is comprehensively described in the Board Policy
7.27. Use of district facilities requires an approved application, payment of any related fees and

compliance with any specified conditions.

Facilities Use Application

Groups wishing to use district facilities must complete the Application and Contract for Use of Facilities
form available from the Maintenance Office Assistant. This form should be completed and filed
with the Maintenance Office Assistant at least two weeks prior to the planned use of facilities.

Liability Insurance

“The Board of Trustees may require any person, group, or organization granted the use of college
property to obtain a certificate of insurance from a liability insurance carrier and to submit such
certificate to the District for approval prior to using any District property. The certificate shall
evidence a minimum coverage of one million dollars ($1,000,000) for any liability for injury or
damage to property, which may arise out of such use of college property (Education Code section
82548)” as stated in the Board Policy 7.27.F.

94



Fees

Limited use of district facilities is granted without charge to LTCC clubs and organizations and to
Lake Tahoe Unified School District entities. In cases where additional district supervision is needed
or expenditures are incurred, charges are made based on actual expenses to the district.

Other qualifying public groups and entities will be charged for use of facilities according to the fee
schedule as specified in Board regulations. All fees will be verified at the time of application.

TELEPHONE SERVICES
1) Local Calls

Dial "9" to get an outside line. A fast busy signal indicates that all outside lines are currently
in use.

2 Long Distance Calls

Only calls related to college business may be charged to the college. Long distance access
codes are issued by the Business Office. Personal long-distance calls must be charged by the
user to his/her personal telephone account. Calling cards are available for putrchase in the
College Bookstore.

3) Telephone Bills

Phone bills are routinely forwarded to users for auditing purposes. Users should review
them and report any discrepancies to Fiscal Services. Telephone bills which reflect unusual
or excessive charges are routinely brought to the attention of the Director of Fiscal Services
who may forward a copy of the bill to the user for identification and reimbursement of any
personal calls. The telephone system tracks both long distance and local phone calls by user.

“) Technical Problems

Technical problems with the phone system should immediately be brought to the attention
of the Switchboard Operator at extension 0.

5) Student Use of College Telephones
Students are not to use college phones except in emergency situations. Student “courtesy”
phones are available to use for “on-campus” extensions, emergency 911 calls, 800 numbers,

and local calls. These are located:

a. in the commons area near the staircase; and

b. in the Physical Education building.

There is also an exterior public telephone at the South Lake Tahoe High School campus
next to the Office/Library building.
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(6) Voice Mail
Please record a personal message for callers and monitor your voice mailbox daily. The
Switchboard Operator is available to assist you. Instructions on the use of this phone
system are available from the Switchboard Operator (extension 200).

KEY POLICIES AND PROCEDURES

"The issuance and control of keys will be maintained by the Maintenance Office for the purpose of
ensuring the security of district property." (Board Policy 7.36)

All instructors, lab aides, and tutors must obtain a written request from the Instruction Office,
indicating the time period for which a key(s) is to be loaned, and bearing the appropriate signature.
Keys may then be obtained from the Maintenance Office Assistant, Monday through Friday, 7:30
am to 4:30 pm, Room B106.

Lost or stolen keys should be reported immediately to the Maintenance Office Assistant.

Adjunct faculty, lab aides, and tutors must return their assigned key(s) to the Maintenance
Office Assistant before final paychecks will be released.

MAINTENANCE AND OPERATIONS

Houts of Service

Main Campus: Monday-Friday ~ 7:00 am - 10:00 pm
Saturday 8:00 am - 5:00 pm
(Monday through Saturdays only when classes are in session)
CLOSED SUNDAYS and HOLIDAYS

PE Building: Monday-Friday ~ 6:30 am — 10:00 pm
Saturday 8:00 am — 4:00 pm
(except when classes are not in session)
CLOSED SUNDAYS and HOLIDAYS

Child Development Center: 7:30 am - 6:30 pm
CLOSED SATURDAYS, SUNDAYS and
HOLIDAYS

Special Events: For the building to be open during times not normally scheduled, please ensure an

Application and Contract for Use of Facilities form is forwarded to the Maintenance Office a minimum of
two weeks in advance.
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Services and Procedures
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Custodial Services

Custodial services are provided by our contract custodial service and our Maintenance &
Operations staff. Direct suggestions, observations or comments to the Director of
Maintenance & Operations.

Demonstration Garden

The college campus is the host site of a demonstration garden immediately north and west

of the main building. This garden, designed by a landscape architect working with a steering
committee representing local public agencies, was primarily funded by the California Tahoe
Conservancy with project management provided by the South Tahoe Public Utility District.

If you have a class which may benefit from a tour of or work on the garden, please contact
the Administrative Assistant to the Vice President, Business Services to schedule and
coordinate your planned activity.

Maintenance Setrvices

M
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Routine Maintenance Requests

To request maintenance services, please complete a district Mazntenance Work Request form
and forward it to your supervisor for approval. Please note that this form is for maintenance
or repair services, not for construction, physical plant changes, or new equipment. Upon
receipt, the Director of Maintenance will assign a priority to the request and schedule a work
assignment based upon that priority.

Emergency Repairs

For any maintenance or repair service which you feel is an emergency, please report it
immediately. If the emergency occurs during working hours, contact the Maintenance
Department (extension 260) or Fiscal Services (extension 219). The Director of
Maintenance or the Maintenance Technician has a "beeper" and can be reached at any time
through Fiscal Services. If the emergency occurs during hours when the offices are not
open, refer to the Emergency Procedures, Appendix L, for the Ewmsergency Contact Personnel and
phone numbers.

Security Services

M

Building Security

a. Locking the Building: Maintenance and Operations staff are responsible for the
security of the building including unlocking the building in the morning and securing
the building in the evening. College staff should ensure all windows are closed and
locked prior to leaving. Offices should be locked and all lights should be turned off
at all times a room is vacated.

97



@)

b. Alarm System: When the building is secured, the alarm system is activated. If you
are in the building when the alarm system is activated, remember that the system is
built in zones. You must have the appropriate code prior to entering an alarmed
zone. If you are unsure, please ask prior to entering any campus area.

Should an alarm sound when you are in the building, the following will occur.

Within one minute of the alarm sounding, the alarm will ring at NuSystems Inc.
NuSystems Inc. will either contact the College's Emergency Contact Personnel or
dispatch the police or both. You may call NuSystems Inc. at 1-800-367-1091 and ask
for Dispatch. They will be able to tell you which alarm is sounding. Together you
can determine the best course of action: dispatch the police or investigate. Please
use your common sense and proceed with extraordinary caution. By calling
NuSystems Inc. you will ensure that the police, if dispatched, will know that you are
in the building.

Parking
The college has established parking regulations and has erected appropriate signage so that

campus visitors, staff and students will clearly know where to park legally. Violators will be
ticketed and the parking violations will be enforced by law enforcement and judicial agencies.

Warehouse and Receiving
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Receiving is performed by the Maintenance Department in the warehouse. If you are
expecting to receive a package which you will need immediately upon receipt, please notify
Kathie Byran-French. Routine receiving will result in packages being delivered within 5
working days of receipt.

Items ordered by the college are normally delivered directly to the staff member or office
which placed the order after being received by the maintenance technician.

Most parcels are shipped via UPS from the warehouse. United Parcel Service makes pick-
ups and deliveries once each day at approximately 10:30 am. The technician will weigh
parcels and fill out the appropriate paperwork. (It is necessary to provide a street address
and ZIP code for UPS shipments.) It is the responsibility of the sender to ensure that the
parcel is appropriately wrapped and sealed in compliance with UPS regulations.

Please do not have personal packages mailed or delivered to the college. This adds extra
work to our Maintenance and Operations staff, creates confusion regarding official receiving
procedures, and can result in your personal packages being opened in search of packing slips
or invoices.

The Warehouse is the designated storage location for student records, financial records,
retired permanent files, College Store supplies, and a variety of other supplies, equipment
and materials which need to be secure. Please do not enter this area unless specifically
authorized or accompanied by an authorized individual. If you need assistance to enter,
contact the Administrative Assistant to the Vice President, Business Services.
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Other Services
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Energy Conservation

All lights should be turned off when a room is unoccupied for ten minutes or longer. Please
make it a habit to turn off lights when they are not needed. When a class is over for the day,
please turn off all lights. During winter months, keep windows closed. If the room gets too
hot and you must open a window, please close the window when you leave the room, and
report the heating problem to the Maintenance Department. In all rooms that have air
conditioners, the doors and windows should be kept closed for the system to function
propetly and to conserve energy.

Room Arrangements

If you would like the room arranged in a manner other than the routine arrangement, please
discuss changing the permanent arrangement with the dean. Any time you change the room
arrangement (for example, by having a student move the desks into a circle), please see that

the room is returned to the routine arrangement before you leave the room at the end of the
class.

Suspicious Occurrences

If you observe any suspicious occurrence, please assist us by reporting it to an administrator, a
director, anyone on the maintenance staff, and, if necessary, call 911.

PURCHASING PROCEDURES

Requisitioning
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The Purchase Requisition form is used to initiate a Purchase Order for budget approved
instructional and operational supplies.

The Purchase Reguisition form should include information such as date items are required,
background information, special instructions, pertinent paperwork, and suggested vendor
name, address and telephone number. An appropriate budget code must be on all purchase
requisitions.

PLEASE NOTE: Failure to provide complete information may result in delay of
processing or issuing of the Purchase Order.

The white copy of the purchase requisition should be submitted to the appropriate dean or
administrator, who will review it for appropriateness and availability of funds. After review,
the dean or administrator will sign and forward it to the Purchasing Department for
processing. Retain the yellow copy of all purchase requisitions in the event any follow-up
is required.
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Purchase Orders
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All purchasing is to be done by the Purchasing Department. No employee shall
commit the District to any purchase or service obligation as per Board Policy.

The Purchasing Department will review purchase requisitions for correct budget codes and
availability of funds. Purchase orders will not be issued against an account where there are
insufficient funds, unless an approved Budget Transfer Request form accompanies the
requisition. If you are in doubt as to the amount available in a particular budget, please
consult your dean or Fiscal Services.

Once correctness is verified, the Purchasing Department will begin a vendor search that may
include a bid process. A selection of educational and office supply catalogs are maintained
in the Purchasing Department to facilitate vendor/product selection. Your suggestions for
vendors are appreciated, but ultimately, it is the responsibility of the Purchasing Department
to determine the best price and decide which vendor to use.

Vendors will be selected without favor or prejudice. All communications with vendors shall
be through the Purchasing Department, except in special cases where technical details make
it advisable for the Purchasing Department to ask for assistance of the originator.

A contract for work to be done involving an expenditure with an expected cost of more than
fifteen thousand dollars ($15,000) or materials or supplies involving an expenditure more
than the bid threshold established annually by the Board of Governors requires a published
sealed bid process as per California Education Code.

Often purchase orders can be processed in 2 or 3 days. However, a one to two week
turnaround period is a reasonable expectation for the creation of the purchase order once
the requisition reaches the Purchasing Department. Please allow ample time for the
processing and delivery of order.

If the order has not been received in a reasonable period of time (two weeks+ depending on
the vendor), you should contact the Receiving Department at extension 270. This will start
the vendor follow-up process.

Please keep in mind that the mid-April to June months may necessitate a longer turnaround
period due to fiscal year-end requirements. Year-end purchasing deadlines are distributed to
all employees each spring. The Purchasing Technician works 27 hours per week, normally

from 8:00 am to 2:00 pm, Monday through Thursday and 8:00 am to 11:00 am Friday.

If you have any questions, the Purchasing Office is located in Business Services or you may
call extension 212.

PLEASE PLAN AHEAD!
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Small Purchase and Petty Cash Reimbursements

You can be reimbursed for purchases you make up to $25.00 that are directly related to fulfilling
instructional or other job-related duties. As with all other purchases, approval must be obtained
from your dean before making the purchase. If the amount of purchase is less than $10.00, fill
out a Petty Cash Reimbursement form and attach the receipt. If the purchase was from $10.01 to
$25.00, complete a Swall Purchase Reimbursement Reguest form. Enter the 19-digit budget code and
submit it to your dean for signature. These forms will be forwarded to Fiscal Services for
processing. Petty cash expenditures will be reimbursed in cash. Small purchases will be paid by
check. Reimbursements are distributed from Fiscal Services.

EVENING AND WEEKEND SUPPORT

Administrative support is available from Monday through Friday, 7:30 am to 5:00 pm. Additionally,
the Instruction Office is open until 6:30 pm, Monday through Thursday, the first two weeks of each
quarter. For evening assistance after the first two weeks of each quarter, see the Office Assistant —
Vocational Programs in room D106 Monday — Thursday, 5:00 — 7:00 pm.

The Admissions and Records Office is open until 7:00 pm, Monday through Thursday and until
noon, Friday.

The evening off-campus monitor assists faculty members teaching at South Tahoe High School
from 5:00 pm to 10:00 pm, Monday through Thursday. The off-campus monitor can be contacted
by calling extension 477 or by calling (530) 545-2095 (cellular phone).

At the main campus, the evening maintenance person can be contacted by calling extension 239 or
573-8606. That person is available from 4:00 pm to 1:00 am, Monday through Friday. If there is an
emergency, call the staff members on the Emergency Contact List (see Appendix L).

On Saturday, assistance with facilities is available from 8:00 am through 9:00 pm. Custodians can be
paged on the following beeper number: 573-8606. After dialing the beeper number, input the
appropriate call-back extension and a custodian will return the page.

HUMAN RESOURCES

Health and Welfare Coverage (Full-time faculty only)

1 Information
Claim forms and information regarding health, dental, vision, life and long-term disability are
available from the Human Resources Office. Enrollment changes (because of marriage,
divorce, and birth of a child) must be made within 30 days. It is the employee's
responsibility to report all status changes to maintain eligibility.

2 Tax Sheltered Annuities

Information regarding the college's policy on tax-sheltered annuities is available.
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Accidents

1 General Information
If a person is ill or injured and requires immediate medical attention, call 911 for assistance.

2 Staff
Employees are covered by Worker's Compensation for on-the-job injuries. Accidents are to
be reported immediately to the Human Resources Office so the appropriate forms can be
completed. An Incident Report form must also be completed. Copies of the Incident Report
form can be obtained in the Instruction Office and the Business Office.

Students

If a student is injured, the instructor must file an Incident Report form. All students are covered by

student accident insurance and student claims cannot be processed without instructor verification.
Please direct any injured students to the Human Resources Office for their claim forms.

Hiring Classified Personnel

Each August, the Human Resources Office advertises for applicants to form applicant pools for
Instructional Aides and Tutors, and applications are accepted throughout the year. If necessary, the
Human Resources Office can also run a specific ad for your opening.

PUBLIC INFORMATION OFFICE

Public Information and Publicity Requests

The Public Information Officer works under the direction of the Superintendent/President to
market Lake Tahoe Community College’s classes, programs, and events to new and existing students
and community members. The purpose is to promote the quality of LTCC’s programs and
strengthen the college’s name recognition and public image by creating news publicity, advertising,
brochures, and other marketing materials.

LTCC is brimming with possible news and feature stories. They just need to be recognized. For
example, “Student attends class,” doesn’t really make a story, but if that student is the first in their
family to attend college, working toward a four-year degree, and just turned 80, that is a story.

Not every event has to be extraordinary to get a mention in the newspaper, but finding an
interesting angle or fact can be the difference between a brief story inside the paper and a front-page

story.

Getting the Information Out

The first step to getting information on your event, class, or program out to the public is contacting
the Public Information Office, Room E104, extension 257. The sooner the better is the rule. Media
outlets all operate on deadlines and each one is different. Through discussion with the Public
Information Officer, Christina Proctor, a strategy can be developed for promoting your event.
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Public Relations and Marketing Resources Available

1 News stories in Tahoe Daily Tribune and Tahoe Mountain News which are published at the
discretion of the paper

2 Quarterly schedule of classes are distributed at the college and through the mail.
3) Brochures

a. Distributed to new residents through chambers of commerce
b. Local businesses

“) Advertising
(Dollars are limited and paid advertising is for general college advertisements during
registration periods)

a. Newspapers, radio, television in English and Spanish
b. Yellow pages

C. Flyers

d. Posters

5) Website
This can be updated on an on-going basis.

Deadlines

a. Please submit requests for press releases five to six weeks before event.

b. Quarterly schedule of classes (Check with the Instruction Office for publication
dates.)
o Written copy: Six weeks before publication date
o Photos: Six weeks before publication date
J Advertising by radio and/or television: four weeks before air date
o Advertising by newspaper: four weeks before publication

Public Information Office Hours

Monday - Thursday, 8:00 am to 3:00 pm on campus
Friday, by phone if deadline sensitive, (530) 573-1681
Email: proctor(@ltcc.edu
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SECTION X
MISCELLANEOUS

BUS TRANSPORTATION

Lake Tahoe Community College patticipates in South Lake Tahoe's BlueGO program, which
provides convenient and affordable student transportation. Students who use BlueGO van service
(door-to-door) to travel to the college may show current student identification (student ID card or
registration receipt) to the driver to receive a voucher for a free return trip from the college. Return
rides may be requested using the telephone near the stairs. Brochures and additional information are
available in Student Services and the Instruction Office or students may call 541-7149.

LOST AND FOUND

Items left in classrooms, offices, and the commons at the main campus are routinely turned in to
Student Services. Items left in the Library are held at the Library's Circulation Desk.

SMOKING

Smoking is prohibited inside all college buildings (owned or leased). Smoking is permitted 50 feet
from college buildings and in the designated smoking shelter near the college theatre. Smoking is
also prohibited on all Lake Tahoe Unified School District property.

FOOD AND BEVERAGES POLICY

No food or beverages are permitted in the science labs, computer labs, or any room or area so
restricted by the Superintendent/President. In any room where food and beverages are not
prohibited, instructors shall be authorized to permit or prohibit food and beverages at the
instructor’s discretion.

ANIMALS ON CAMPUS

With the exception of guide dogs for the blind, hearing-impaired, and service animals, no animals
are allowed on district property, including campus buildings and grounds.

PARKING REGULATIONS

Lake Tahoe Community College has three parking lots for student and staff use. The "main"
parking lot has 400 spaces. Fach row is numbered to assist you in locating your parked car. The
"north" lot has 50 spaces and provides easy access to the Child Development Center, the
demonstration garden, and the garden classrooms. The "northeast” lot provides 50 spaces close to
the Fine Arts Building. Each lot has designated handicapped parking. Vehicles parked in
handicapped parking spaces must display a handicapped permit issued by the Department of Motor
Vehicles or a temporary permit issued by the Superintendent/President's Office. In addition, there
are "Courtesy Senior Parking" spaces for students and visitors 60 years of age and above.
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Parking is permitted in designated parking spaces only. All posted regulations must be observed.
Tickets will be issued for violations of parking and motor vehicle code. Please park carefully! A
copy of the college parking regulations is available in the Student Services Office in Room A100.

Lake Tahoe Community College encourages students, employees, and visitors to campus to car
pool. Row 2 of the main parking lot has designated car pool spaces that are for car pool use ONLY.
A car pool is defined as two or more persons per vehicle arriving on campus and pulling into the
car pool parking space.
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Lake Tahoe Community College

District Organizational Chart
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Computer Services, Human Resources, LTCC Foundation

Paul Killpatrick
Superintendent/
President

Lori Thorne
Admin. Asst.

Kathy White

Office Asst. (P/T)

Bill King

Director of Computer Services

Martin Currie
Computer Programmer/
Analyst

Ryan Hunter

David Burba
Computer Programmer/
Analyst

Network Administrator
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Research Programmer/
Analyst
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Specialist

Lucas Babson

Fall 2008

Computer Technician

Susan Walter
Director of Human Resources

]

Director, LTCC Foundation

TBD
Director of Institutional
Research & Planning
(for Planning)

Melonie Guttry

Danny Masellones
— Human Resources
Technician

Foundation Assistant (P/T)

Shelly Hansen

L Teresa Peshon
Human Resources
Assistant (P/T)

Kirby Moulton
Computer Systems Technician
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Business Services

Chris Janzen Frances Brady
V.P., Business Services Administrative Assistant
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Instruction, Student Services, Admissions & Records,

Library & Media Services, Reprographics

Fall 2008
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V.P., Academic Affaws & Admin. Asst.
Student Services
Cheri Jones Lisa Foley Reproaranhics Instruction Student
Director, Admissions & Director, Library & Media prograp Services
Records Services
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Gayle Bradshaw
A&R Specialist

Georgillis Ortega
A&R Technician Il

Karen Owens
A&R Technician |
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Mia Smyrski
I A&R Technician |
(PIT)
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Ginger Janssen

Peggy Meyer Graphic Arts Specialist
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Web Specialist
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Susan Middleton

Dean of Student Services

Cynthea Preston
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Cynthia Tyndall
Schedule Production
Specialist
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Student Services

Julie Booth
Administrative Assistant

Susan Middleton
Dean of Student Services

Erika Mendoza

Bilingual Spanish

Student Services Asst.

Academic Advising; Articulation; CalWORKS;

Career Counseling; Child Development Center;
Counseling, Disability Resource Center (DRC);

Early Childhood Education; EOPS; Financial

Aid; Job Development; Job Fair; Matriculation;
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Asst. (P/T)
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Toddler
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Infant Teacher
(PIT)
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Preschool
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Preschool Teacher
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Fall 2008
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Science, Business and Occupational Programs

Lake Tahoe Community College
Instruction

Cynthea Preston
Dean of Science & Business

Renee Pegues
Admin. Asst.

Accounting; Biology; Business; Computer
Applications/Office Technology;
Chemistry; Computer Information
Sciences; Culinary Arts; Economics;
Environmental Science; Geography;
Geology; Green Sustainable Education;
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Virginia Boyar
Director of
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Office Assistant
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Criminal Justice
Dental Assisting
Emergency Medical Technician
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Instructor, BUS
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Instructor, BIO
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Instructor, BUS
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]

Stephen Fernald
Instructor, CUL
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Rexanne Ring
Instructor, HEA,
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Treva Thomas
Instructor, CAO/
D-Wing Oversite

Physics

Jackie Lou
Instructor, CAO

Cathy Cox
Instructor, PHY

Walter Morris
Instructor, PED,
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Mike Spina
Instructor, CIS/
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Steve
Richardson
Instructor, MAT/
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Tim Johnson
Instructor, HEA,
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Marla Sharp
Program
Technician -
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Instructor, MAT
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DEAN’S AREAS OF RESPONSIBILITY

DEAN OF INSTRUCTION
FOR SCIENCE, BUSINESS AND
OCCUPATIONAL PROGRAMS
CYNTHEA PRESTON, EXTENSION 225

Accounting

Biology

Business

Chemistry

Computer Applications/Office Technology
Computer and Information Science
Culinary Arts

Economics

Environmental Science
Geography

Geology

Green Sustainable Education
Home Economics

Health

Math

Physical Education

Physical Science

Physics

Occupational Programs
Mono/Alpine County Classes
California Conservation Corps
Wilderness Education

DEAN OF STUDENT
SERVICES

SUSAN MIDDLETON, EXTENSION 231
Academic Advising
Acrticulation
CalWorks
Career Counseling
Child Development Center (CDC)
Counseling
Disability Resource Center (DRC)
Early Childhood Education
EOPS
Financial Aid
Job Development
Job Fair
Tutoring and Learning Center (TLC)
Matriculation
Multicultural Affairs
Outreach/Recruitment
Personal/Health Counseling
Student Activities
Tahoe Parents Nursery School (TPNS)
Transfer Center
Work Study
Work Experience/Internship

DEAN OF INSTRUCTION

FOR HUMANITIES AND SOCIAL SCIENCES

DIANE ROSNER, EXTENSION 230

Anthropology/Sociology
Art

Communications

Dance

Digital Media Arts
Education

English

Ethnic Studies

Foster and Kinship Care Education
Foundational English
History

Humanities

International Education
ISSI

Kids’ College

Music

Non-Credit ESL
Philosophy
Photography/Digital Arts
Political Science
Psychology

Religion

Sign Language

Speech

Theatre Arts

World Languages

STHS Off-Campus Monitor
Art Gallery

DIRECTOR OF VOCATIONAL

EDUCATION
VIRGINIA BOYAR, EXTENSION 298

Addiction Studies

Allied Health

Criminal Justice

Dental Assisting

Emergency Medical Technician

Fire Science

Forestry

Horticulture

Medical Office Assistant

Nursing Assistant Training Program (NATP)

Real Estate

Tech Prep

Economic & Business Comm. Development

Ski Patrol

VTEA
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BYLAWS OF THE ACADEMIC SENATE
OF LAKE TAHOE COMMUNITY COLLEGE

Adopted 1988
Amended/Ratified 1990, 1991, 1992, 1994, 1996, 2001

PREAMBLE
We the faculty of the Lake Tahoe Community College District hereby establish these
bylaws of the Academic Senate of Lake Tahoe Community College in order to promote
the best interests of higher education and to serve the needs of the faculty and all
members of the district community, to ensure that the faculty participate in the
governance process of the district and that it consult collegially with the district
governing board, to provide a forum for the faculty to discuss, debate and formulate
opinion on district policy development of academic and professional matters.

ARTICLE I—NAME
The official name of this organization shall be the Academic Senate of Lake
Tahoe Community College.

ARTICLE II—PURPOSE

The purpose of the Academic Senate of Lake Tahoe Community College shall be to:
A. Represent the faculty of Lake Tahoe Community College and make
recommendations to the college administration and the governing Board with
respect to local and statewide academic and professional matters and formation
of college policy.
Participate in the selection of administrative and management personnel and
faculty.
Promote the development and maintenance of high standards in teaching within
a framework of academic freedom, professional responsibility and ethics.
Strengthen the role that faculty members play in the college’s governance
processes.
Participate in the process of developing the educational philosophy, objectives,
plans and budgets of the district.
F. Assess and declare positions on existing and proposed legislation relative to the

welfare of the district and the California Community College system.

w
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ARTICLE lll—THE ACADEMIC SENATE

A. Members are classified as faculty of the Lake Tahoe Community College District
who as contract employees are employed one-half time or more in regular,
authorized positions and who are employed in positions that are
not designated as supervisory or management.

B. Members (senators) will regularly attend meetings of the Academic Senate of
Lake Tahoe Community College and will professionally discuss, debate and take
opinions on matters brought before the Academic Senate.

C. Adjunct faculty will be represented by two voting members of the Academic
Senate, known as Adjunct Faculty Representatives.



ARTICLE IV—OFFICERS AND REPRESENTATIVES

Duties of Officers and Representatives

1.

2.

3.

The officers of the Academic Senate shall be President, Vice President
and Secretary.

The representatives of the Academic Senate shall be two Adjunct Faculty
Representatives.

Any full-time faculty member is eligible for office. Any adjunct faculty
member is eligible for the representative positions.

The President shall:

a. Establish the place and time for all meetings of the Academic
Senate.

b. Represent the Academic Senate and act as liaison in affairs and
meetings with the administration and governing Board.

C. Serve as ex-officio member of committees formed by the Academic
Senate.

d. Preside over meetings of the Academic Senate in the absence of
the vice-president.

e. Coordinate activities with the Faculty Association.

f. Appoint members of committees formed by the Academic Senate,

and recommend faculty members of college committees to the
administration.

g. Be responsible for all financial matters associated with the
Academic Senate.

h. Assist in the production of the Year-End Report of the Academic
Senate.

I. Maintain ties between the Academic Senate and the statewide
Academic Senate for California Community Colleges.

J- Encourage senators to attend area meetings and fall and spring
sessions of the statewide Academic Senate for California
Community Colleges.

The Vice-President shall:

a. Prepare agendas for and preside over all meetings of the Academic
Senate.
b. Represent the Academic Senate and, in conjunction with the

President, act as liaison in affairs and meetings with the
administration and governing Board.

C. Assist the President and execute all duties specifically assigned to
him/her by the President.

d. Assume full presidential powers in the absence of the President.

e. Preside over elections of the Academic Senate.

f. Be responsible for accurate knowledge of the Ralph M. Brown Act

and the current edition of Robert’s Rules of Order.



6.

7.

The Secretary shall:

a. Maintain a written record of attendance for Academic Senate
members.

b. Prepare and distribute the minutes of previous meetings to all
faculty at least twenty-four hours prior to meetings of the Academic
Senate.

C. Prepare and distribute motions and resolutions of each meeting to
all faculty in a timely fashion.

d. Be responsible for all official correspondence and all official

minutes of the Academic Senate, and to keep the historical record
to be passed on to the Secretary Elect.

e. Assist the President and execute all duties specifically assigned to
him/her by the President.

The Adjunct Faculty Representatives shall:

a. Serve as the direct liaisons between the full-time faculty and the
adjunct faculty.

b. Represent and communicate the interests and opinions of all
adjunct faculty.

C. Maintain communication on academic and professional matters,

especially those related to adjunct faculty issues, through
necessary means such as surveys, newsletters, e-mails and
meetings of the adjunct faculty.

d. Assist the President and execute all duties specifically assigned to
him/her by the President.

Scope of Office and Compensation of Officers

1.

Academic Senate officers are the representative leadership of the faculty
and in consulting collegially with the Administration and Board must
represent the majority interest of the Academic Senate.

Officers will be compensated at the rate negotiated by the Faculty
Association and with distribution approved by the Academic Senate. If any
officer must delegate duties to other individuals, those individuals may be
compensated from the amount allotted to that officer proportionate to the
duties given.

Removal from Office and Vacancies

1.

Officers who miss half or more of the Academic Senate meetings in any
guarter may be removed from office by a two-thirds vote and previous
notice of the membership.

Officers may be removed from office by a no-confidence vote by written
ballot of two-thirds and previous notice of the membership.

If a vacancy occurs, it shall be filled by special election no later than ten
working days after the vacancy has been announced. If the vacancy is the
Vice-President, the election shall be presided over by the highest-ranking
officer remaining.

In the case of all officers resigning from office, the Academic Senate
membership will elect an election chair to preside over nominations and
the elections of new officers.

Officers filling vacancies shall do so until the remainder of the term. If the
vacancy occurs among the Vice-President/President, the vacancy shall be
filled for the coming year during the regularly scheduled Spring elections.



Election of Officers and Representatives

1. The Academic Senate officers shall be elected to serve one year terms.
2. Terms of office shall begin July 1 and end June 30 of the calendar year.
3. The President shall determine the nomination period for the offices of

President, Vice-President and Secretary. Candidates must complete an
intent to seek office form, due by the specified deadline date. The names
of all candidates who have returned forms will be announced at the
meeting immediately following the deadline date for nominations. At that
meeting, nominations will be taken from the floor. Nominations will
officially close at the adjournment of that meeting.

4. The President shall determine the nomination period for the positions of
Adjunct Faculty Representatives. Nominations will be accepted from
interested adjunct faculty and will be solicited from the adjunct faculty
using a written nomination form. Nominations will close by the date
specified on the form.

5. Officers will be chosen by a majority vote and previous notice of the
Academic Senate membership. If no candidate for office receives a
majority, the two top candidates receiving the most votes will participate in
a run-off vote.

6. For the offices of President, Vice-President and Secretary, a written ballot
will be distributed by the Vice-President to all members within one week of
the first Academic Senate meeting in May. Election results will be
announced at the next Academic Senate meeting.

7. For the representative positions of Adjunct Faculty Representatives, a
written ballot will be distributed to all adjunct faculty members within one
week of the first Academic Senate meeting in Fall quarter. Election results
will be announced at the next Academic Senate meeting.

ARTICLE V—MEETINGS
In accordance with the Ralph M. Brown Act, all meetings of the Academic Senate
of Lake Tahoe Community College are open meetings.
Any full-time or adjunct faculty member, administrator, classified staff member,
student, trustee, community member or member of the public may attend
Academic Senate meetings.
Regular meetings of the Academic Senate shall be held:
1. At a regularly scheduled meeting time on a bi-monthly basis.
2. When called by the President.
Meetings shall be scheduled to accommodate the greatest number of members.
Specific meeting times shall be established by the Academic Senate officers at
the beginning of each term.
Agendas shall be distributed to all Academic Senate members, adjunct faculty
representatives, the administration, the president of the classified staff and
posted in the mailroom at least seventy-two hours in advance of all meetings.
The most current edition of Robert’s Rules of Order will serve as the
parliamentary authority of the Academic Senate of Lake Tahoe Community
College.



Matters may be brought before the Academic Senate by Academic Senate
members, college staff, the governing Board, or students in the following ways:

1. By requesting that an item be put on the agenda before distribution;

2. Through a committee chair or his/her representative under "Committee
Reports;" and

3. By requesting that an item be added to the agenda during an Academic

Senate meeting.
Minutes of the meetings, as well as any documents or proposals discussed, shall
be distributed by the Secretary to all Academic Senate members, the president of
the classified staff, the administration, and posted in the mailroom.
Discussion time for all matters will be limited to ten minutes with a majority vote
to continue required for any additional ten minutes.
A quorum for the conduct of the Academic Senate shall consist of a number
equal to the majority of the membership.

ARTICLE VI—COMMITTEES
The President of the Academic Senate shall select members for appointment to
the following college committees: Curriculum, Faculty Issues, Instructional
Technology, Staff Development, Matriculation, and for the following college
committees in consultation with the administration: College Council, Foundation
Representatives and Hiring Committees.
Other committees may be recommended by the Academic Senate,
Administration, or Board. The President of the Academic Senate shall
recommend members for appointment to specifically designated committees.
Adjunct faculty committee representatives will be chosen by the President of the
Academic Senate in consultation with the adjunct faculty representatives.
Academic Senate committees may be created and appointed by the President
and/or majority vote in an Academic Senate meeting.
Academic Senate committees shall recommend action on designated issues to
the Academic Senate, unless specifically authorized by the Senate to report
directly to the administration or concerned parties.
Reports of Academic Senate committees shall be regular items on the agenda.
Committees will also be encouraged to present such reports in written form.
Standing committees shall conduct business in accordance with the Ralph M.
Brown Act and the most recent edition of Robert’s Rules of Order.
Committee chairpersons shall:
Be elected by majority vote of their committee.
Regularly hold committee meetings.
Regularly report to the Academic Senate President.
Be responsible for committee reports at Academic Senate meetings.
Be responsible for the final committee report in the Year-End Report of the
Academic Senate.
Other college committees and bodies may be granted courtesy report status on
the agenda of the Academic Senate.
The Year-End Report of the Academic Senate of Lake Tahoe Community
College will be produced by the officers and committee chairs of the Academic
Senate. The report will be distributed as part of the official record of the
Academic Senate by no later than the last Academic Senate meeting of the
academic year. This report will generally detail the activities and
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accomplishments of officers, standing committees, ad hoc committees and other
pertinent matters deemed of major importance. The report will further include
suggested goals for officers, standing committees and ad hoc committees for the
upcoming academic year. The report will finally include a text summary of all
Academic Senate resolutions of that year.

ARTICLE VIl— AMENDMENT OF BYLAWS
These bylaws may be amended by a two-thirds vote and previous notice of the
Academic Senate membership.
Amendments must be presented in writing a minimum of one week prior to

voting.
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LAKE TAHOE COMMUNITY COLLEGE DISTRICT

REGULATION 4.20

Board Policy 4.20 Grievance Procedure

A.

D.

The following grievance procedure shall be available to all academic employees. The procedural
steps included herein have been designed to secure an equitable solution to a grievant's claim at
the earliest possible date. The grievance procedure shall not be used to establish new policies or
to change existing rules and/or regulations, and shall not be used in matters for which other
appeal procedures, means or methods of review have been established, such as in a disciplinary
action.

. Definition of Terms

1. Grtievance: A "grievance" is a formal written allegation by an employee that he/she has been
adversely affected by a violation, misinterpretation or improper application of a Lake Tahoe
Community College District policy, rule and/or regulation.

2. Days: All references to "days" included herein shall be days when the District administrative
offices are open for business.

Informal Grievance Procedure: Before filing a grievance, an employee shall first discuss the
basis for the contemplated allegation with the employee's immediate administrator with the
objective of resolving the matter through such an informal conference. This informal
conference may include any other involved parties at the discretion of the grievant.

Formal Grievance Procedure

1. Level I

a.  Within 60 days after the occurrence of the act or omission or within 60 days of the
time the grievant became aware or should have become aware of the act or omission
giving rise to the grievance, the employee must present his/her grievance in writing to
the supervisor of the person against whom the grievance is filed.

b. The written grievance must include a description of the general and specific grounds
for the grievance, a list of specific actions upon which the grievance is based, including
the names of all persons involved, and the times, places and events when each person
so named was involved, the conclusion reached at the informal conference, and a list
of specific actions which the grievant feels the college should take to remedy the
grievance.

c. The supervisor shall communicate a written decision to the grievant within ten (10)
days after receiving the grievance. If the supervisor does not respond within the time
limit, the grievance is deemed denied, and the employee may appeal in writing to the
next level. Such appeal must be made within five (5) days after expiration of the time
limit or after the written answer is received, whichever occurs first.



2.

d. Within the specified time limit, the grievant or the supervisor may request a personal
conference with the other, and such request shall be granted, with the objective of
resolving the matter at this level.

Level 11

a. If the grievant or the subject of the grievance is not satisfied with the decision of the
grievance at Level I, either party may appeal by filing a Notice of Appeal with the Vice
President for Academic Affairs, which shall include a copy of the original grievance,
the response, if any, from Level I, and a notice stating that the employee is appealing,
with a clear and concise statement of the reasons for the appeal.

b. The Vice President may request a personal conference with the grievant or any party
named in the grievance, and shall render a written decision within 10 days of receipt of
the appeal. If the Vice President does not render a written decision within the
prescribed time limit the grievance is deemed denied, and the employee may appeal to
the next level. Such appeal must be made within five (5) days after the expiration of
the time limit or after the written response is received, which ever occurs first.

Level 111

If the grievance is not resolved at the level of the Vice President, the grievant or the
subject of the grievance may appeal for the grievance to be considered by a hearing
committee. The hearing committee shall be composed of three members consisting of a
faculty member recommended by the grievant, a faculty member recommended by the
chief party against whom the grievance is brought and a faculty member (full-time or
adjunct) or an administrator appointed by the Superintendent/President who shall chair
the committee. The hearing committee shall meet within 20 days of its appointment for
the purpose of conducting a hearing at which all parties to the grievance shall be present
and allowed to present information and argument. The hearing committee shall render its
decision in writing to the Superintendent/President within 10 days after the close of such
hearing. If the hearing committee does not respond within the time limit the grievance is
deemed denied, and the employee may appeal in writing to the next level. Such appeal
must be made within five (5) days after expiration of the time limit or after the written
answer is received, whichever occurs first.

Level IV

If the grievance is not resolved at Level 111, the grievant or the subject of the grievance
may appeal to the Superintendent/President by filing a written Notice of Appeal, together
with a copy of the original grievance and any responses at Levels I, II and III, and a
statement of reasons for the appeal. The Superintendent/President may conduct a

review of the matter himself/herself, including requesting meetings with the grievant and
other parties concerned. These meetings may be held separately or together with the
involved parties. The decision of the Superintendent/President on the gtievance shall be
in writing, and shall be issued within 20 days after the filing of the grievance.
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5. Level V

In the event the grievance is not resolved at Level 1V, the grievant or the subject of the
grievance may appeal the decision of the Superintendent/President by filing a written
Notice of Appeal with the governing board within five (5) days after receipt of the
Superintendent/President's decision. The appeal must be in writing, and shall include the
original grievance, the responses at Levels I, II, III and IV, and a clear and concise
statement of the reasons for the appeal. The governing board shall conduct such hearings
as the board determines necessary in order to review the matter and render a fair and just
decision. The board shall render its decision within thirty (30) days after receipt of the
appeal, or such extension of that time as determined by the board to be necessary to
complete its review of the matter. The decision of the board shall be final and binding.

Other Provisions

1. An employee may represent him/herself at all stages of the informal or formal grievance
process, or may be assisted by a representative.

2. A resolution of the grievance shall be deemed to exist at any level either by affirmation of
the grievant or the subject of the grievance to concur with the decision rendered or by
failure of the grievant or the subject of the grievance to appeal the decision within the
specified time period to the next higher level.

3. The filing of a grievance shall in no way interfere with the right of any District
administrator to proceed in catrying out his/her management responsibilities and decisions
prior to a final resolution the grievance. In the event that an employee protests an order,
requirement or other directive, the employee shall fulfill or carry out such order,
requirement or other directive pending final resolution of the grievance.

4. 'The time limits as specified at each level of the grievance procedure may be extended by
mutual written agreement between the parties.

5. A grievant shall be released from regular assignment if required by this grievance
procedure.

6. If a grievance is against an Instructional Dean or a Director, the grievance process shall
begin at Level 1I; if against Vice President for Academic Affairs and Student Services, the
gtievance process shall begin at Level III; if against the Superintendent/President, the
process shall begin at Level V.

7. There shall be no reprisals of any kind taken against any of the participants or
representatives because of participation in a grievance or support thereof.

8. All documents, communications and records dealing with the processing of a grievance
will be filed in a separate grievance file and will not be kept in the personnel file of any of
the participants.









Map of Al Tahoe Elementary School

Al Tahoe Elementary School is located at 1100 Lyons Ave.
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LAKE TAHOE COMMUNITY COLLEGE

REGULATION 3.11

Board Policy 3.11 Grading System

GRADE CHANGES

The determination of the student’s grade by the instructor shall be final in the absence of mistake, fraud, bad faith, or
incompetency (Title 5, 855025). These circumstances are defined as follows:

Mistake: some unintentional act, omission, or error by the instructor or the college.
Fraud: a deception deliberately practiced in order to secure unfair or unlawful gain.
Bad Faith: an intent to deceive in an act of dishonesty.

Incompetency: a lack of ability, legal qualification, or fitness to discharge a required duty.

A student who feels that an instructor has given an evaluative grade based on a mistake, fraud, bad faith, or
incompetency, and has evidence to substantiate the claim, must take the following steps.

Level 1

Level 2

Discuss the matter with the instructor.

Counselors are available to facilitate this step with the student and instructor. Following
discussion(s) with the instructor, should the student seek to proceed with a formal appeal of the
decision of the instructor, the student must then proceed to Level 2.

If the instructor is no longer employed by the College, the student should present the matter to the
area dean and a faculty member from the department in which the course is taught. Following
discussion(s) with the dean and department representative, should the student seek to proceed with a
formal appeal of their decision, the student must then proceed to Level 2.

If one of the following conditions exists, the student should present the matter to the area dean and a
faculty member from the department in which the course is taught:
e instructor is no longer employed by the college,
e student has filed a discrimination complaint involving the instructor, or
e the college determines it is possible there has been gross misconduct by the original
instructor.

Submit a written appeal, with evidence substantiating the grounds for the appeal, to the Academic
Standards Committee.

The Academic Standards Committee is comprised of three faculty (one counselor, one faculty
member from the department in which the course is taught, and one at-large faculty member)
appointed by the Academic Senate, one student (appointed by the ASC), the area dean, and the Vice
President, Academic Affairs and Student Services. The Committee will be convened and chaired by
the Vice President, Academic Affairs and Student Services. The decision of the Academic
Standards Committee is reached through a majority vote and its decision is final.

Students requesting a change of grade based on one or more of the conditions delineated above must begin the
appeal process within one year from the end of the quarter in which the course was taken.

In cases where an instructor has found student dishonesty or fraud subsequent to the submission of final grades, the

instructor will:

1. Complete a grade change form reflecting the corrected grade; and
2. Notify the student and area dean in writing of the circumstances leading to the grade change
and the final grade.
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LAKE TAHOE COMMUNITY COLLEGE

Student Conduct Reprimand

This notice of official reprimand is being issued to ENTER NAME HERE

(Student Name)

on ENTER DATE HERE for violation of the student conduct standard(s)

(Date)

indicated below: (Check all that apply.)

[]

1 O O

(o o o OO

Violation of College policies or of campus regulations including, but not
limited to, campus regulations concerning student organizations; the use of
College facilities; library procedures; College bills and debts; parking.
Obstruction or disruption of teaching, research, administration, disciplinary
procedures, or other College activities, including its community service activity,
or of other authorized activities on College-controlled premises.

Physical abuse, or threat of physical abuse, of any person on College-owned or
controlled property or at College-sponsored or supervised functions, or
conduct which threatens or endangers the health or safety of any such person.
Theft of, or damage to, or threat of damage to, property of the College
community or campus visitor. Students who willfully damage College property,
including materials and equipment, are liable for replacement or repair as
prescribed in Education Code Section 76039.

Unauthorized entry to or use of College facilities, equipment and supplies or
unauthorized use of public address systems.

Dishonesty, such as cheating, plagiarism or furnishing false information to the
College; forgery, alteration or misuses of College documents or records of
identification.

Use, possession, distribution, or being under the influence of narcotics or
dangerous drugs, including, but not limited to, marijuana and alcohol, except as
expressly permitted by law.

Disorderly conduct or lewd, indecent or obscene conduct or expression on
College owned or controlled property or at College sponsored or supervised
functions.

Failure to comply with directions of College officials acting in the performance
of their duties.

For all causes as set forth in the Education Code Section 76030 and following.
Falsification by a student of any information on an applications for admission

to the College.



The violation(s) occurred as specifically described below. Attach additional
pages and/or supporting documentation, as necessary.

ENTER DESCRIPTION HERE

Further violations of the college’s student conduct standards may be cause for
additional disciplinary action.

This official reprimand is being filed by:

(Name) (Date)

(Position)

Copy to:
Student
Vice President, Academic Affairs and Student Services
Dean
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Lake Tahoe Community College District
One College Drive
South Lake Tahoe, CA 96150
(530) 541-4660

EMERGENCY CONTACT LIST

In case of a break-in or other security incident, call 911 for assistance.

In case of emergency, please contact the following maintenance personnel during the
hours listed (if you can’t reach anyone by pager, call Tom Finn on the cell listed:

1. Paul Neves Hours: 7:00am — 4:00pm (M-F)
Maintenance Technician Pager 573-8786

2. Craig Grasteit Hours: Noon — 9:00pm (M-F)
Maintenance Technician Pager 573-5318

3. Guy Przytakoski Hours: 4:00pm — 1:00am (M-F)
Custodian Pager 573-8606

4. Jim Turegano (PED) Hours: 1:30pm — 10:30pm (M-F)

Pager 573-8395

5. Custodian Hours: 8:00am — 9:00pm (SAT)
Pager 573-86006

6. Tom Finn Cell 545-2610

Director of Maintenance & Operations



As the official instructor of your course, it is expected that you will be able to handle
normal instructional problems that may arise throughout the quarter. Your dean is
available throughout the workweek to assist you in working through unanticipated
problems. Should an instructional emergency arise after hours (e.g., serious injury to a
student), please contact your dean using the phone numbers listed below. Should you
be unable to reach your dean, please call Lori Gaskin, Vice President, Academic
Affairs & Student Services.

Cynthea Preston, Dean of Instruction (530) 544-5405
Diane Rosner, Dean of Instruction (530) 542-2741
Susan Middleton, Dean of Student Services (530) 577-7075
Lori Gaskin, Vice President, (530) 541-6472

Academic Affairs & Student Services
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Hours of Operation At-A-Glance

The college's main switchboard is (530) 541-4660. All college offices are open Monday through Friday from 8:00
a.m. to 5:00 p.m. with the exception of:

Admissions & Records, Room A102 Monday-Thursday: 8:00 a.m. to 7:00 p.m.

Extension 211 Friday: 8:00 a.m. to 12:00 p.m.

Bookstore, Room A101 Monday-Thursday: 9:00 a.m. - 8:00 p.m.

Extension 227 Friday: 9:00 a.m. - 3:30 p.m.

Instruction Office, Room A104 Monday-Friday: 7:30 a.m. —5:00 p.m.

Extension 230 For assistance M-Th from 5:00 p.m. — 7:00 p.m.
See Jamie Rhone in Room A253 (extension 583)

Library, Room A201 Monday-Thursday: 8:00 a.m. - 8:00 p.m.

Extension 232 Friday: 8:00 a.m. - 5:00 p.m.

Saturday: 12:00 p.m. - 4:00 p.m.
Sunday: 12:00 p.m. - 4:00 p.m.

Student Services, Room A100 Monday & Friday: 8:00 a.m. —5:00 p.m.

Extension 231 Tuesday, Wednesday & Thursday: 8:00 a.m. — 7:00 p.m.
Disability Resource Center, Room A205 Monday-Thursday: 8:00 a.m. —8:00 p.m.

Extension 249 Friday: 9:00 a.m. —5:00 p.m.

The Vice President, Academic Affairs and Student Services, the Deans of Instruction, and the Dean of
Student Services will be holding open door on Tuesdays 4:00-5:00 p.m.

SUMMER HOURS WILL BE 7:30 AM TO 4:00 PM FROM
THE END OF JUNE TO THE START OF FALL REGISTRATION EACH YEAR.

Other College Offices:

Superintendent/President ext. 210 Room A104
Instruction Office ext. 230/225 Room A104
Business Office ext. 219 Room A110
Human Resources Office ext. 221 Room A108
Media Services ext. 234 Room A201

Maintenance ext. 239 Room B109



