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Absences

An instructor unable to meet a class, including a scheduled synchronous online class meeting, must notify
the College immediately on the Faculty Absence Phone Line:

¢+ Dial (925) 424-1390

¢ Press the number for the appropriate Division mailbox
¢ Provide the following information:

Name

Classes to be notified (times/room number)
Office hours (if applicable)

A contact phone number

The reason for absence

vukhwNE

>

For absence due to illness, an “Absence Report” will be generated for signature.

For absence due to other reasons, an “Absence Report” and “Request for Leave of
Absence Report” will be generated for signature.

>

L 4

1. The absence line will be responded to by the Administrative Assistant in each division.
Information will be posted on the website ONLY under “Classes Not Meeting Today.”
Notices will not be posted on classroom doors. Faculty members who are ill should call
before 8:00 am for morning classes, and no later than 4:30 pm for evening classes.
Emergencies will still be handled through the absence line after 4:30 pm, but checked
depending on staffing.

2. Emergencies that require assistance after 4:30 pm will be handled by the switchboard or
other evening staff. We are very hopeful that we can receive calls for illness before 4:30
pm so that we can make sure you are accommodated. However, emergencies happen
and we will do our best to assist you.

Please consult with the Division Dean regarding any requests for a substitute.
An Absence Report will be generated and placed in your mailbox or sent electronically for your

signature. Be certain to sign and return the report no later than 5-days after receipt to avoid
delaying the payment generated by this report.

Academic Freedom

See Article 23 of FA-District Contract



Bookstore

The Bookstore is located in Building 1300. The store carries LPC texts and supplemental materials,
snack food, paper, pens, pencils, and miscellaneous supplies. Information about the Bookstore can be
obtained by contacting the bookstore manager at (925) 424-1812, by sending email to
laspositas@bkstr.com , or by referring to the TEXTS section of this handbook.

For Hours of Operation, please refer to LPC’s website https://www.bkstr.com/laspositasstore or
look under Quicklinks in left column of the College’s landing page, click on Bookstore and then click

Store Information.

Students are required to provide their own textbooks, generally purchased at the Bookstore.
Instructors are not to sell books or other materials to students, unless authorized by an administrator
to do so. The Bookstore page also has information about a book rental program. The LPC Bookstore is
open extended hours the first week of classes. The Bookstore will be open the first Saturday of the
semester for limited hours. Please call (925) 424-1812 for a recorded message with updated hours.

Each semester a limited number of emergency book loans are available for students. Please contact
the Vice President of Student Services for further information on this program.

* See TEXTBOOKS for more information

Building Access

See Article 9H of FA-District Contract.

Faculty may access appropriate District facilities during regular operational hours. Access during other
hours requires prior notification to the college President’s designee, usually your Dean, who will notify
Security in advance. Faculty must contact Security upon arrival. Faculty violating these prohibitions
shall be subject to disciplinary action. Access to the facilities is prohibited from 11:00 PM — 6:00 AM
without prior authorization.

During periods of institutional closure(s), there will be no access to district facilities, except for
authorized faculty or, if applicable, the general public at pre-approved scheduled events in specific
facilities. Unauthorized appropriation of district facilities, equipment, supplies or materials is
prohibited (i.e., authorization of manager responsible for the facilities, equipment, supplies or
materials is required).


http://www.bkstr.com/webapp/wcs/stores/servlet/FLSendUsEmailView?langId=-1&catalogId=10001&storeId=10499&emailRecipient=0389mgr@fheg.follett.com
https://www.bkstr.com/laspositasstore

Class Sizes

Minimum Class Size

The class size for credit classes shall normally be no less than twenty (20) enrollees, with the
understanding that the District is authorized to maintain a limited number of classes of fewer than twenty
(20) enrollees specified under Article 10 of the current contract. Furthermore, it is understood that all
Distance Education courses shall not exceed the negotiated standards for a comparable face-to-face
course (Article 10E). When a class fails to develop sufficient enroliment, it may be cancelled. Such
cancellations release the District from obligations to the instructors, except to reimburse for hours
devoted to initial meetings of those classes.

Large Lecture Classes

In accordance with the division discipline plan, faculty may elect to schedule a large enrollment lecture
section. All large lecture classes must be pre-approved and scheduled with mutual agreement with the
faculty, the appropriate Dean, and the Vice President of Academic Services. In the event that more unit
members wish to teach large sections than there are suitable rooms available, a rotational schedule shall
be used. Compensation will be contractual on the basis of Article 10 of the Contract.

Class Rosters

There are a number of different class rosters found in Class-Web. It is important to know the difference
and how they function:

Opening Day Roster: Available online 3 days prior to the start of your class and closes 10 days after the
start of class. When you open this roster it closes registration for the section. Do not open until
registration has closed. Use this roster to add students from the waitlist and drop students that do not
show.

Census Roster: Available online 3 days prior to the census date and closes 7 days after the census date.
Use this roster to verify that all students attending class are on the roster and drop students that are no
longer participating. This roster that establishes our funding from the State. It is critical to meet the
deadline for submitting this roster

W (Withdraw) Roster: Available online 3 days prior to the last date to drop and closes 7 days after the
last date to drop). Use this roster to remove students that have stopped participating post census date.

Final Grade Roster. This is used to submit final grades.



Class Types

Regular census classes form the majority of Las Positas offerings, but other formats exist. Course(s)
will fall into one of the following categories:

Full Term Credit Classes

These classes meet for the full semester - approximately seventeen and one-half weeks. These classes
feature a single census week, in which you complete a Census Report attesting to the students officially
enrolled in your class (so that we can receive our state apportionment). Specific census accounting
procedures may be found in the Office of Admissions and Records Attendance and Grade Reporting
Handbook http://www.laspositascollege.edu/facultystaff/assets/docs/FacultyManual2020-2021.pdf

Short Term Credit Classes

Short term classes typically meet less than a full semester. Fast Track classes have “FT” in the section
number and normally meet for 8-9 weeks. Late Start classes are also shorter than the regular term
since they do not typically start meeting until two weeks after the start of full term classes. Late Start
classes have “LS” in the section number.

Depending upon the accounting method for the course, the instructor will receive either a Census
Report or a Positive Attendance sheet for completion.

If your class is a Positive Attendance course, it is important to keep a record of the attendance at each
class meeting as the college will receive apportionment based on the actual hours students spend in
class. Specific accounting procedures may be found in the Office of Admissions and Records
Attendance and Grade Reporting Handbook.

Non-Credit Classes & Community Education Classes

Las Positas College is increasingly offering noncredit classes. Students may register for noncredit
classes online only after successfully submitting an admission application to Las Positas College. Once
admitted, students may register for noncredit classes online through CLASS-Web, the student online
portal.

Students will find noncredit classes listed by area of noncredit in Las Positas Searchable Class Schedule.
Noncredit courses are numbered between 200-299.

Community Education classes are allowed by the State of California for essentially any subject matter
for which students pay a fee. These classes are totally supported by student user fees and are usually
popular with the community at large. Students receive neither grades nor units of credit.


http://www.laspositascollege.edu/facultystaff/assets/docs/FacultyManual2020-2021.pdf

Classroom Changes

If we need to contact you or your student(s), and especially in the event of an emergency, itis
imperative we are always informed of your current location. Thus, you must receive approval from
your Division Dean if you want to change classrooms, whether for one class meeting or permanently. If
you take your students to the LPC Library or other locations on campus other than your regularly
scheduled room, please complete a Field Trip Request form in advance. See form at this link:
http://www.laspositascollege.edu/gv/assets/docs/LPC-FieldTripRequestForm.pdf

Complete & save form and email (on campus field trips only) the completed form to the Division Dean
so that your division office is made aware of your whereabouts during that time/date. If you are
requesting a change of classroom for the semester, use CLASS-Web to locate an available room and
send the request to your Division Dean.

Classroom Visits and Visitors

Your classroom may be visited by college staff for a variety of reasons, including evaluation. College
administrators and designated members of the full-time or part-time faculty hold responsibility for
visiting classes and evaluating instructor performance. New instructors are visited during the first
semester they teach and at least every third year thereafter. Evaluation visits will include a survey of
the students conducted by the evaluator. If a part-time faculty member has a break in service of two
academic years, s/he will be evaluated again during their first semester of re-employment. Visitors to
the classroom other than those mentioned above must have a permit issued from the Vice President of
Student Services or appropriate designee. This includes children of students.

College and District Publications

Class Schedule

The Class Schedule is published by the College each semester. Please spend some time looking it over.
It will help in planning your course syllabus and can help you answer many student questions. The most
updated schedule is also available on the college website. The schedule on the website will reflect

most recent changes such as classroom moves, course additions, or course cancellations.

College Catalog
The College Catalog is published every year. It contains detailed descriptions of College policies and

procedures. In addition, all official courses that may be offered by individual disciplines - as well as
possible pedagogical options - are described. Any changes or additions to the Catalog made between
publications are printed in an Addendum. The catalog is also available on the college website.


http://www.laspositascollege.edu/gv/assets/docs/LPC-FieldTripRequestForm.pdf

Other Publications
The Express is the Las Positas student newspaper. It is an informative, attractive product of the Mass

Communications-Publications/Editorials class that is published weekly and available at various
locations throughout the campus. Naked is a magazine that is produced by LPC’'s Mass
Communications students. The LPC Literary Anthology is a collection of poetry, prose, art work and
photography, which is produced jointly by English and Mass Communications Departments each year.
See FA-District Contract at clpccd.org/HR.

College History

Las Positas College began as an evening extension program of Chabot College in 1963. By 1972, the
College was offering evening classes at most of the Valley's high schools. In 1975, Chabot opened its
Valley Campus on its current 147-acre Livermore site and was able to offer day classes for the first
time. The six hundred original students have since grown to more than eight thousand, and the original
four buildings have expanded to approximately thirty, with more buildings in the planning process.

In 1988, The Valley Campus of Chabot College ceased to be. Las Positas College - Spanish for little
springs (the name of the original Spanish land) - thus became California's 107th Community College. In
January 1990, the separation process was completed as the College became fully and separately
accredited. The College's colors are red and black, and the mascot is the Hawk.

College Issues

If you have specific issues you wish to address regarding Las Positas College, please contact your
Division Dean. For general issues, please check the college website (www.laspositascollege.edu) which

contains much valuable information pertaining to the college and its operation.

Communications

Las Positas College communicates with faculty and staff through a variety of mediums, including
voicemail, email, campus mail, and in some instances, home mail. The college does not communicate
to faculty through the email system in Canvas. It is the faculty’s responsibility to ensure that:

e they have been signed up for campus e-mail, and that it is checked frequently;

e if using campus voicemail, voicemail box should be checked frequently;

e campus mailbox should be checked frequently to keep current on all written communications;

e home contact information is current to ensure accurate delivery of materials mailed from LPC

or Human Resources.

10


http://www.clpccd.org/HR
http://www.laspositascollege.edu/

Computer Center

The Computer Center is located in Building 800, Room 803. It is an Open Lab for students to work on
class assignments and to receive assistance with Canvas, Class-Web, Zonemail, ConferZoom, and other
technology and software issues.

Computers are available on a “first come, first served” basis to all currently registered Las Positas
students. Computer Center staff are there to help students use the technology in the lab and Canvas
online. Computers, including Macs, are available to students. For a complete list of what is available
and to obtain hours of operation please visit http://www.laspositascollege.edu/computercenter/

Copy Services

The College provides mechanisms for production of materials/handouts. Account(s) will need to be
established in order to utilize these resources. To request the necessary account access, complete the
form at http://www.clpccd.org/tech/documents/CLPCCD TechnologySystemsAccessFormNov2015.pdf
and submit to your department. Once established, access information will be provided to you in your

campus mailbox.

Copy Center

The Reprographic Center is located centrally on campus in Building 1700. Please use their services if
you need more than 25 one-page copies. Copy jobs can be submitted electronically using Ricoh-Trac
at https://laspositas.ricohtrac.com/ (Please convert your document(s) into a PDF format before

sending to preserve the desired formatting.)

For more information on the College’s Copy Center services please

visit www.laspositascollege.edu/copyservices/index.php The Copy Center can also be contacted
directly by calling at (925) 424-1850 (ext. 1850 from on-campus) or by
email_copycenter@Iaspositascollege.edu.

Convenience Copiers

Convenience Copiers have been installed in various faculty areas (rooms: 803, 1067, 1824, 1856, 2140,
2331, 2411V, 4111, 4239, and PE 118) to assist with urgent reprographic needs. A unique access code
is required to use the machines. Login and logout instructions are posted and available

at: http://laspositascollege.edu/copyservices/loggingln.php and http://laspositascollege.edu/copy
services/logginout.php Basic copier operating instructions are posted near each machine and on the

website at: http://laspositascollege.edu/copyservices/copiers.php

The College has made the conscience decision to conserve resources by down-sizing the fleet of
printers and directing printing to the convenience copiers, or utilizing the Scan to PDF file
functionality. Instructions on how to use the convenience copiers to print or scan are posted near the
copier and on the website at http://laspositascollege.edu/copyservices/printing.php for printing

11


http://www.laspositascollege.edu/computercenter/
http://www.clpccd.org/tech/documents/CLPCCD_TechnologySystemsAccessFormNov2015.pdf
https://laspositas.ricohtrac.com/
http://www.laspositascollege.edu/copyservices/index.php
mailto:%20copycenter@laspositascollege.edu.
http://laspositascollege.edu/copyservices/loggingln.php%20%20and%C2%A0
http://laspositascollege.edu/copyservices/logginout.php
http://laspositascollege.edu/copyservices/logginout.php
http://laspositascollege.edu/copyservices/copiers.php
http://laspositascollege.edu/copyservices/printing.php

and http://laspositascollege.edu/copyservices/scanning.php for scanning to folder on the users home

directory (Note: scanning to e-mail is not available due to file size limitations). If you need assistance
with using any of the convenience copier features, please contact the Copy Center staff at (925) 424-
1850 (ext. 1850 from on-campus) to arrange a convenient time.

Guidelines for Copyright Material (per Copyright Law of January 1, 1978)
An instructor may make multiple copies for classroom use not to exceed, in any event,
more than one copy per student in a course provided that:

e The copying meets the tests of brevity and spontaneity.
e Each copy includes notice of copyright.

Emergency Procedures

See Article 9C of FA-District Contract.
The following information applies to both on-campus and off-campus classrooms:

Reporting Emergencies

1. Dial 1699 from any campus phone.
This is the campus emergency telephone number. This extension will connect you with the
on-duty Campus Safety officer’s 2-way radio/telephone. This is to be used only for
emergencies. For non-emergency security issues call 1690.

2. Be Calm
Identify yourself, your current location and telephone number.

3. Identify the Emergency
Identify the location of the incident and describe, as clearly as possible, the nature of the
problem (crime, fire, disaster, medical assistance, etc.).

4. Remain on the Line
Campus Safety will dispatch emergency personnel to the scene of the incident. They will
then advise you when all the pertinent information has been obtained. Do not hang up -
allow Campus Safety to terminate the call.

5. Alternate Reporting Methods
If the 1699 emergency line is not functioning, report by calling switchboard personnel at
Ext. 0, or call Security at (925) 525-0765. If college telephones are inoperative or
unavailable call the number above from a cell phone.

12
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Emergency Call Boxes:

There are several “code blue” call boxes at various locations on campus. Several are located in/near
parking lots. These are tall red metal fixtures with blue lights on top; the word “Emergency” is printed
on each side. These call boxes are specifically for emergency situations.

Dial 911 if emergency situation is off campus.

Emergency Preparedness

See Article 9C of FA-District Contract.

Before the first class meeting, determine if the Emergency Procedures are posted in the classroom. If
they are not posted, contact Campus Safety at (925) 424-1690. Become personally acquainted with the
most expeditious and safe routes for exit should there be a need to evacuate the building.

Acquaint the class with emergency procedures. Develop a procedure to ensure handicapped students
are assisted during evacuation. Know where campus safety may be located in case one is needed.

Fire

Direct the class in safely evacuating the building. Move away from the building at least 150 feet to an
area of safety. In the event of injuries, provide basic first aid. Re-enter the building only when cleared
to do so.

Earthquake
Take cover from falling debris and glass. In the event of suspected structural damage, direct the class in

safely evacuating the building. Move away from the building at least 150 feet to an area of safety. In
the event of injuries, provide basic first aid. Re-enter only when cleared to do so.

Room Evacuation

In case of a bomb threat or similar event where you and your students are asked to evacuate the
classroom, please ensure your students take their backpacks, purses, and other personal belongings
with them. You will only be able to return to your classroom when cleared by an administrator and/or
campus safety.

Other Emergencies

Follow procedures that best ensure the safety of class members. Report the emergency by calling 1699
or Ext. 0 on campus. For off-campus emergencies call 911.
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Employment

It is our goal to have our classes staffed well in advance of the semester, and to pay you in a timely
fashion. Staffing of classes is a two part process: 1) your initial hiring (typically a one-time event), and
2) your assignment to a particular course section(s). Your on-time pay is contingent on these two
events, along with timely submission of your time sheets (service reports) if required.

Any questions or problems regarding one's employment status, working conditions, or assignment
should be discussed first with the Dean. If a satisfactory solution is not achieved, other administrative
channels should be explored. Every effort will be made to work out problems in a mutually satisfactory
manner. You may also contact the Administrative Services Tech at (925) 424-1632 for assistance with
payroll and some personnel issues.

The next sections include specific information and guidelines for the following areas:
e Hiring
e Assignment of Classes
e Payroll
e Employment Conditions and Other Information

Hiring

Once you have successfully completed the interview process, and are recommended to be hired as a
part-time faculty member, there are a number of forms and documents which will be processed by the
college and our Human Resources Office. We attempt to fill all part-time teaching positions at least
four to six weeks prior to the start of each semester. However, if you were hired near the beginning of
the semester in which you will teach, some paperwork may still be in process.

Hiring information for part-time faculty is available on the District HR website. The part-time faculty
hiring information can be found at link below:

http://www.clpccd.org/HR

Term of Temporary Appointment

Employment by the Chabot-Las Positas Community College District requires action by the Board of
Trustees. The authority to employ instructors as temporary, part-time certificated employees rests
with the Board of Trustees. The Board authorizes the Chancellor to employ instructors during an
academic year. The specific assignment within the Board authorization is for specific semesters within
the school year and for classes, which are assigned by the responsible administrator.
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Assignment of Classes

Class Assignment Paperwork - Once the hiring process is complete, you will be assigned to a course or
courses. The formal verification of your assignment is accomplished via receipt of an email from the
Division Dean with your Teaching Assignment sheet attached. Each instructor is responsible for
verifying details of his/her assignment by reviewing, and then simply “replying to all” parties listed in
the email saying that s/he accepts the assignment. Once the assignment is accepted by the faculty
member, the Part-time/Temporary Teaching Assignment sheet is filed electronically in the Division
Office as well as the Academic Services office. It is advisable to keep a copy of assignment sheet for
one’s own files.

Areas for review include:
e Course Title/Section(s)
e Days and Hours
e Room(s)/Location
e Method of Payment

How Classes are Assigned (Employment Rights)
See Article 18B of FA-District Contract.

Part-Time Teaching Interest

If you are interested in further part-time assignments, you will need to complete the Part-Time Faculty
Preference Form, which is mailed to home addresses of all continuing part-time faculty. These forms
are the primary source for determining staff availability each term. All assignments will be made in
accordance with Article 18C (Offer of Employment) based upon Discipline Seniority Lists by College
within each Division. The Assignment Preference Forms must be completed and returned to the
appropriate division dean within 10 calendar days of the date of the postmark. The Assignment
Preference Form will identify teaching preferences Summer, Fall and Spring. (Refer to the Faculty
Interest Article 18B: F&G)

Payroll
Instructors with hourly assignments are paid either: (1) through the automated payroll system or, (2)

through Service Reports (time sheets). Service reports are also used for payment of non- instructional
activities, described below. Depending on activities, many part-time faculty will be paid through both
systems, and may use more than one type of Service Report. It is the responsibility of the employee to
use the correct forms and submit Service Reports on time.

Service Reports (Time Sheets)

See Article 21F.4 of the FA-District Contract.
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The following part-time faculty will need to submit Service Reports:

e Counselors and librarians

e Part-time Faculty with assignments that are team-taught

e Part-time faculty with authorized paid office hour

e Part-time faculty performing authorized paid non-instructional activities

Generally, all other instructor teaching activities will be paid through the automated system once your
assignment has been reviewed and acknowledged in the Banner FLAC (Faculty Load & Compensation)
system. Your Temporary Teaching Assignment Memorandum should indicate the appropriate payment
option for your course(s), and whether Service Reports are required for one or more of your courses.

Faculty Load and Compensation (FLAC)

The CLPCCD District Office is transitioning to a more seamless and automated process for faculty to
accept teaching assignments. For spring 2021 assignments, we are piloting the Faculty Load and
Compensation (FLAC) system for part-time faculty and require your partnership to make this
successful. FLAC will allow you to review and accept your teaching assignments, as well as view the
associated compensation for each course you are assigned to teach. It is an important process; once
you accept your assignment and your Dean confirms, your monthly payments will be initiated.

Typically, you receive an email from your Division Dean’s Office with your assignment sheet and you
must reply to that email to accept within 48 hours per the Faculty Contract (Article 18B.1(g)). Starting
spring 2021 you will still complete that process, however, you will also be receiving an email

from DoNotReply@clpccd.org with instructions regarding how to login to ClassWeb to use FLAC. Please
complete both processes for spring 2021: 1) acceptance via email reply to your Division Office, and 2)
acceptance in FLAC. This will ensure a smoother transition to summer and fall 2021 when we plan to

use FLAC exclusively.

Please keep close watch on your email for a message from DoNotReply@clpccd.org with

instructions. Once you receive notification that your assignment is uploaded, you may view your
assignments on CLASS-Web:

Log into CLASS-Web

Click on 'Employee Information' tab

Click on link 'Faculty Load and Compensation'

Click on link 'Compensation and Acknowledgement'

Select the TERM from drop-down list, then click the 'Go' button

iAW

To accept (acknowledge) your assignment:
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1. Choose the checkbox next to Faculty Acknowledgement for the assignment
2. Click the '"Acknowledge Selected Positions' button to save.

Please contact your Dean if you have questions regarding your assignment(s).
Pay Timetable

See Article 21F.4 of FA-District Contract.

Part-time Faculty are paid by the course in equal payments. Your first payment will be August 31 for
Fall or January 31 for Spring for a total of five (5) equal payments. If the class is a “Late Start” or “Early
End” course, you will get equal payments beginning the month you first taught through the month you
last teach.

Service Reports (Time Sheets)
There are three different types of Service Reports/Time Sheets which faculty might use. To expedite
your payment, be certain you are using the correct form as follows:

e Teaching a Class: The Part-time Faculty Personnel Service Report time sheet is rarely used, but
if one is required: use a separate form for each teaching assignment. Be sure to indicate
“lecture” or “lab” hours. Your Assignment Sheet indicates how many hours to claim, or contact
your Division Dean for clarification.

e Counseling or Library Assignments: Part-time Counselor/Librarian/Special Assignment Service
Report (Green). Note: Part-time Counselors and Full Time Counselors working extra hours all
use Part-time Counselor/Librarian/

e Special Assignment Service Report (Green).

e Office Hours or other Non-Instruction: Academic Non-Instruction Time Sheet (Pink)

If you are required to submit timesheets to your Division Dean, do so by the deadline given by your
division (normally around 10" of month). Please adhere to division deadlines so that Payroll (at the
District Office) receives your time sheet in a timely manner and has time to process.

NOTE: All payroll deadlines are close to the 10th of the month, except in months with holidays such as
November (Thanksgiving), December (Christmas), and February (Presidents Days). These deadlines are
usually subject to change to a much earlier date in order for Payroll to have time to process.

Employment Conditions and Other Information
For further references on District Governing Policies, refer to the CLPCCD Board of Trustees Manual,

available at the Office of Academic Services.
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Tuberculosis (TB) Test

See Article 9E of FA-District Contract.

All faculty are required to have current Tuberculosis (TB) test results on file with the District Office, per
the current faculty contract:

As required by California State law, all unit members must have a Tuberculosis (TB) risk assessment
and/or examination every four (4) Calendar Years. This test can be waived if a qualified health care
provider certifies that the unit member is at risk for excessive x-ray radiation, will test positive to the
Tuberculin Purified Protein Derivative (PPD) skin test, and is clinically negative for tuberculosis. The
unit member shall not be responsible for the cost of the Tuberculosis (TB) risk assessment and/or
examination upon hiring. All subsequent risk assessments and/or examinations will be reimbursed by
the District. Unit members can receive the Tuberculosis (TB) risk assessment and/or examination
without charge at either College’s Student Health Center. Unit members who do not have current
Tuberculosis (TB) risk assessment and/or examination results on file with the District will be placed on
an Unpaid Leave of Absence until the Tuberculosis (TB) risk assessment and/or examination results
have been received and acknowledged by the District Office of Human Resources. Unit members will
be given written notice on or about forty-five (45) days before they are required to submit their
Tuberculosis (TB) risk assessment and/or examination. The notices will inform the unit member that if
they do not have a current Tuberculosis (TB) risk assessment and/or examination result on file with the
District they will be placed on an Unpaid Leave of Absence until the Tuberculosis (TB) risk assessment
and/or examination results have been received and acknowledged by the District Office of Human
Resources.

Leaves

Sick Leave (Article 11A.6)

Sick Leave Donation (Article 11A.3)
Personal Necessity Leave (Article 11B.2)
Bereavement Leave (Article 11C)
Pregnancy Disability Leave (Article 11E)
Parental Leave (Article 11F)

Judicial Leave (Article 11G)

Military Leave (Article 11H)

Personnel and Employment Records

See Article 16-1 of FA-District Contract.

In addition to submission of a complete and accurate employment application, instructors are required
to complete a live scan fingerprint process payable by the new employee. Forms and site locations are
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available online in the District’s Human Resource services website, under forms, and part-time faculty
hiring packet. If instruction will be provided under Conditions of Equivalency, supporting documents
will be required.

Retirement System

See Article 18K of FA-District Contract.

Federal Law has required since 1992 that all public agency employees be covered by a retirement
system, or, if none is provided they shall be covered by Social Security. The Chabot-Las Positas
Community College District has established a mandatory Alternate Retirement System, and offers a
choice of two alternate retiremen