
Student Services Council Meeting
Wednesday April 19, 2017

9:00 AM . Room 23'14
Minutes

Committee Members Present

Stacey Bartlett X Sheree Whaley

Sharon Brisolara X Tim Johnston X Leann Williams

Tina Duenas X Becky McCall
Jenna Barry Highfield -
Guest

x Nadia Elwood

Tim called the meeting to order at 9:05 am.

1. Approval of Minutes
. Nadia sugBested an edit to change "good looklng uniformity" to "there was increased uniformity''

With this change, Sharon motioned to approve the minutes. Becky seconded and Sandra abstained.
The motion passed unanimously.

2. Board Policy / Administrative Procedure Review - First Reading

This was intended to be a first read and discussion of any items that popped out initially. Tim encouraged
committee members to continue reviewing the BPs and APs for continued discussion the next meeting. Please

send all considerations to Tim. The following Board Policies / Administrative Procedures were discussed:

BPIAP 4Ll7 Posthumous Degrees (not legally required)
. Posthumous degrees are not a legal requirement, but we can add them as an option. lnstruction is

putting forward a proposal for honorary degrees, so it was decided to put posthumous degrees

forward, so that if a student passes away close to earning a degree.
BP/AP 4225 Repeatabllity

. Repeatability is the responsibility of lnstruction, but lead languaBe was provided.

BP/AP 4240 Academic Renewal
BP 4250 Probation, Dismissal and Readmission

o The league is recommending that we split probation and dismissal and readmission into separate

APs, thus creating AP 4250 and AP 4255, and BP 4250 remains as a blanket pollcy.

AP 4250 Probation
AP 4255 Dismissal and Readmission

. Sharon asked if the college had a list of "corrective programs" that upon completion, would qualify

an individual for readmission as mentioned in "Standards for Evaluating Appeals." Tim noted this

requirement is written with permissive language in order to give the college permission to make

those decisions.

BP/AP5015 ResidenceDetermination
. Sharon suggested more inclusive language be included. "A man or woman may establish his or her

residence. A woman's residence shall not be derivative fronl that of her husband" will be changed to
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"A person may establish their residence. A person's residence shall not be derivative from that of
their spouse."

o ln the fourth point under Determination of Resident Status, "He/she holds a provisional
credential..." will be changed to "A student holds a provisional credential..."

BP/AP 5031 lnstructional Materials Fees

BP/AP 5035 WithholdinB ofStudent Records (review and update; no changes)
BP/AP 5040 Student Records, Directory Information
AP 5045 Student Records - Challenging Content and Access Log

3. Student Services Learning Outcomes (SSLo) / Service Area Outcomes (SAO)

. lnstruction is creating a handbook which includes a more formalized process for considering changes
to SAO/SSLOS. lt's currently in the draft stage, but they would like to route modifications through
the Student Services Council.

o Review SAOs/ SSLOs

o ln regards to the review ofSAOs/SSLOs, Tim proposed that we don't micromanage individual
submlssions, but acknowledge the receipt of and remand it back to the department,
recognizing the broad appllcation that we all affect each other.

o The idea is that after the committee reviews your department's SAOS/SSLOS, you will put them
in TracDat.

. Review Assessment Method
. When inactivating a SAO/SSLO that you are no lon8er using, provided updated data on what

you have learned and why you are choosing not to move forward with that specific SAO/SSIO
under the "Application of Results" section. This closes the loop and provides assessment.

o On active SAO/SSLO, please interpret past data in a way that communicates what's been
learned from the data and next steps.

. Review Assessment Cycle
. This year we stepped away from data collection in order to take time to review past results,

analyze them, and take time to examine the validity of our current SAOs and SSLOs. 2OL7l2O78
will launch us into an intentional cycle of data collection followed by an intentional time to step
back to analyze the data and repeat.

. Toni and Jenna are working on developing a single tool for assessment of point of service,
targeted for Fall 20U, which will allow us to survey student satisfaction once a semester.

. Next Steps:

1. lnput your own revisions into TracDat, including analysis of results.
2. Let Tim know when you would like to measure your SSLOS/SAOS, and an

assessment cycle will be created on a spreadsheet.
. Sharon motioned to approve these next steps. Stacey seconded. The motion passed with no

discussion.

4. Measure H / Student Services Building - Elements for the Main Campus and Tehama Campus - second

consideration with George Estrada (10:30 - 11:00)
o A preliminary discussion was held amongst the committee about the location of each student

services department.
o Tim discussed defining the vision of the building before defining the purpose. He hopes to see this

buildinB as a space as a "portal into college" as students are first beginning as opposed to a student

engagement center.
. Stacey and Sandra both noted that if that is the intention for the "New 100 Building" then we also

need to commit to developing a space where students can "just be." They envision this space as

place with ample seating, caf6 or coffee bar, and potential study pods'



Several members of the committee put forth the idea that a covered walkway could join the "new
100 BuildinB" and a revamped student union buildinB. This would allow the college to utilize both
indoor outside space while also unifying the experiences of both buildings.

At 10:30, George Estrada presented the current plans and considerations for the new campus
elements.
Sandra expressed concerns over dividinB the campus between instruction and student services,

stating that it could be destructive to the college. To say you come for class or you come for student
services, but not a blending of both, is detrimental to the goal of making a statement that students
belong everywhere on campus.

Adding a second story to the 700 building was also suggested and George confirmed that could be a
possibility.

George noted that all considerations are at very preliminary stages. At this point, nothing is off the
table because they do not know what the needs of each departments are yet.

Tim proposed that the committee make an argument for their campus vision and submit it to
George. George agreed and stated that there is a bit of urgency to the timeline, and it's best if the
committee submit their requests as soon as possible.

The Facilities Planning Committee meets at 9:00am on the last Friday of every month, and all are
welcome to attend.

Adjournment - Tim adjourned the meeting at 11:09 am.

Recorded by:

Taylor Mobley, Administrative Secretary, Student Life



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Origination Date of Form

Service Arca

April 10,2017

Admissions and Records lndividurl Completing Form Tim Joh

lntended Outcomes
Assessment Tool, Criteria for Measurement,

TarSet Semester for Assessment, and Procedure
Assessment Results Refi nements/Modlllcatlons

SAO - The Admissions and
Rccords office will increase

the number of online
transcript requests processed

Iutomatically and decrease thc
lnumber of in-person or
manual transcript requests.

c.iteria for Assersment;
10% reduction in the number of manually processed

transcript requests.

Target Semester for Assessment:

Fall 2017

Procedure:
8y revlewing Credentials data, statf will determine
how many transcripts were automatically processed

between Aug. 1, 2017 and lanuary 15, 2018. This

will be compared to the number of transcripts that
were automatically processed between )an. 16, 2o7')

and July 31, 2017.

Assessment Tool:
Track the number of transcript requests

automatically processed compared with transcript
requests that required manual fulfillment-



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Originrtion Date of Form

Service Area

April 10,2017

Admissions and Individual Completing Form Tim.loh nslon

lntended Outcomes
Assessment Tool, criteria for Measurement,

Target Semesterfor Assessment, and Procedure
Assessment Results Refin€ments/Modifi cations

AO - At least 90% of all
ts, staff and iaculty will

satisfied with operations in
Admissions and Records

Assessment Tool:
Customer Satisf action SurveY

Criteria for Assessment:

90% satisfaction.

Target Semester for Assessment:

Fall 2017

Procedure:
A customer satisfaction survey will be
emailed to students who have interacted
with Admissions and Records staff or
processes.



SSLO/SAO Assessment Plan and Summary Form

SAO/SSLO Assessment Plan and Summary Form
Use One Form per Outcome

o ination Date of Form 4111t17 Completion Date of Form 4t11t17
Service Area CaWORKS lndividual Completing Form Nadia Elwood

Assessmenl Tool, Criteria for
Measurement, Target Semester
for Assessme and Procedure

Ref inements/Modificationslntended Outcomes

Assessment Tool:
Questionnaire

Criteria for Assessmentl
70% of Cal\rl/ORKs Students
who complete the Accessing
Supportive Services
Questionnaire will identify at
least two qualifications for each
atea.

Target Semester for
Assessment:
Fall2017

Procedure:
Upon completion of the
CaIWORKS Student Services
Orientation, the student will be
given the questionnaire by the
presenter. The student will not
need any materials or
resources to complete the
assessment. lt is estimated
that the questionnaire will take
less than 5 minutes to
com Iete

Afier participating in the
CaIWORKs Student Services
orientation, Shasta County
CaIWORKs students will be
able to identify from whom and
how to access their entitled
supportive services.

Assessment Results



SSLO/SAO Assessment Plan and Summary Form

SAO/SSLO Aasessment Plan and Summary Form
Use One Form per Outcome

Origination Date of Form 4t11t17 Completion Date of Form 4t11117

Service Area CaWORKs Wo.k Study lndividual Completing Form Nadia Elwood

lntended Outcomes
Assessment Tool, Criteria for

Measurement, Target Semester
for Assessment, and Procedure

Assessment Results Refi nements/Modifi cations

Upon completing the
CarWORKS Work Study intake
meeting with the CaIWORKS
Work Study Employment
Technician a student will be
able to identify the two main

requirements of eligibility to the
program.

Assessment Tool:
Questionnaire

Criteria for Assessment:
70% of students who complete
the CaIWORKS Work Study
lntake Meetang Questionnaire
will identify the two main
qualifi cations ot maintaining
eligibllity for CaIWORKS Work
Study.

Target Semester for
Assessment:
F all 2017

Procedure:
Upon completion of the
CaIWORKs Work Study lntake
Meeting, the student will be
given a queslionnaire by the
CaIWORKS Employment
Technician. The student will
not need any materials or
resources to complete the
assessment but during the
meeting the student will have
been walked through a review
of the Student Responsibilities
Agreement and received a
co for their reference. lt is



estimated that the
questionnaire will take less
than 5 minutes to complete



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Origlnrtion Drte of Form

Servlce Area

A pril 10,2017

Career Services / EmDloyment IndiYidual Compleling Form Tim Johnston

lntended Outcomes
Assessment Tool, Criteria for Meaturement,

Target S€mestertor Assessment, and Procedure
Assessment Results Refinements/Mod iIi(ation s

SAO - Based on an in-person
presentation, students will be

able to list two resources
provided by the Career and
Employment Center.

Assessment Tool:
Student survey

Criteria for Assessment:

List two resources-

Target Semester for Assessment:

Fall 2017

Procedure:
After a Career and Employment Center
presentation, students will complete a

survey and identify two resources that are
provided by the Career and Employment
Center.



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Originrlion Drte of Form

Service Ares

April I0,2017

Career Services I EmDlovment Individual Complcting Form Tim.lohnston

lntended Outcomes
Arressment Tool, c'iterla tor Measurement,

Ta.8et Semester for Assessm ent, and Procedure
Assessment Results Refinements/Modifi cation s

AO - At least 90% of all
ts, staff and faculty will

satisfied with operations in
Carcer Services and

tudent Employment
11t

Assessment Tool:
Customer Satisfaction Survey

Crateria for Assessment:

90% satisfaction.

Tar8et Semester for Assessment:

Fall2077

Procedure:
A customer satisfaction survey will be
emailed to students who have interacted
with Career Services / Student Employment
staff or processes.



Originatio[ Drtc of Form

Service Area

Process SAO: fi1

Financial Aid OIfice

5notl Completion Date of Form

Individual Completing Form fu

lntended Outcomes
Assessment Tool, criterla for Measurement,

Target Semesterfor Assessment, and Procedure
Assessment Results Refinements/Moditications

Financial Aid students will
receive their financial aid
award letter within two weeks
from the time of the FAFSA
being submitted and/or the last
document submitted to the
Financial Aid Office.

Assessment Tool:
Processing date.
Criteria for Assessment:
80% of financial aid files will be processed

within two weeks from the time the
students FAFSA is received by the college
and/or from the time the student
submitted the last needed document to the
financial aid office.
Target Semester for Assessment:

Fall2077 and Spring-18

Procedure:
The Director of Financial Aid

will monitor and track the
processing date. At the end of
the Spring-18 semester the
data will be compiled and

evaluated.

SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome



Satisfaction SAO: $2

antended Outcomes
Assessment Tool, Criteria for Measurement,

Target Semester for Assessment, and Procedure
Assessment Results

At least 90% ofall financial
aid students. staff and faculty
will repon satisfaction with
the level ofservice they
receive from the Financial Aid
Office.

Assessment Tool:
Survey.
Criteria for Assessment:
90% of staff, students and faculty will
report satisfaction with the level of service
they receive form the Financial Aid Office.
Target Semester for Assessment:
Fall2OlT and Spring-18

Procedure:
The Director of Financial Aid
will work with the Office of
Research to develop a survey
tool to administer during the
Fall-17 and Spring-18
semester.

Refinements/Modlfi catlons



lntended Outcomes
AssessmentTool, Criteriafor Measurement,

Target semesterfor Ass€ssment, and Procedure
Assetsment Results Refi nements/Modifications

Financial Aid physical space
improvement to improve
customer service, ability to
offer appoi ntments/private
counseling meetings, and
provide a student friendly
atmosphere.

Assessment Tool:
Focus Groups
Criteria for Assessment:
The focus groups will help identify the
specific needs for the financial aid physical

space improvement including: processes,

physical location and a one-stop model.
Target Semester for Assessment:

Fall2OLT
Procedure:
Two focus group sessions will
be scheduled, each with 7-10
participants, a facilitator, and a
note taker. One group will be
students and the other
staff/faculty.

SAO Physical Space: S3



SAO Cohort oefault Rate: S4

lntended Outcom€s
Assessment Tool, C.iteria f or Measurement,

TarSet Semester for Assessmeot, and Procedure
Assessment Results R€fi nemenls/Modlfications

Shasta College cohort default
rate to fall below 20% by
continuing the paAnership
with ECMC in their effons to
assist manage our cohort
default rate.

Assessment Tool:
ECMC monthly reports
Criteria for Assessment:
FY15 draft will fall under 20%.

Target Semester for Assessment:
Spring-18

Procedure:
The Director of Financial Aid
will hold monthly conference
calls with ECMC to ensure that
every effort being made is

intention to bring Shasta

College's cohort default rate to
below 20%.



Originntion Drtc of Form

Sen'ice Area

A,,Jril 7 ,2011

Residence Halls

SAO Assessment Plan and Summary Form

Use One Form per Outcome

Complclion Date of Form Aoril ?. 2017

lndividusl Compleling Form Nicholrs Wcbb

lntended Outcomes
Assessment Tool, criterla for Measurement,

Target Semestertor Assessment, and Procedure
Assessment Results Rellnements/Modiflcatlons

!\t least 80oZ of residents in
Ithe Shasta College Residence
Halls would recommend
living in the Residence Halls
to first-time students.

Assessment Tool:
Exit survey

Criteria for Assessment:
80o% of surveyed students will indicate that
they recommend living in the Shasta
College Residence Halls to first-time
students.

Target Semester for Assessment:
Spring semester, though all students who
exit the Residence Halls will be surveyed
regardless oftheir exit date.

Procedure:
Surveys will be distributed by
slaff at each students' exit
inspection. Students will be
directed to submit surveys to
an anonymous survey folder in
the RA/[Iead Resident oflice.



C)riginrtion Date of Form

Service Area

SAO Assessment Plan and Summary Form

Use One Form per Outcome

April 7.2017 Completion Date of Form

Residence Halls Indiyidual Complcting Form

April 7. 2017

Nicholrs Webb

lntended Outcomes
Assessment Tool, Criteria for Measurement,

Target Sem€slerfor Assessment, and Procedure
Assessment Results Refi nements/Modifi cations

At least 80% of residents in
the Shasta College Residence
Halls will report that they
were treated fairly by
Residence Hall staff

Assessment Tool:
Focus groups

Criteria for Assessment:
807o of focus group participants will report
that they were treated fairly by Residence
Hall staff.

Target Semester for Assessment:
Spring semester

Procedure:
A minimum of two focus group
sessions will be scheduled.
each with 7-10 participants. a
facilitator and a notc taker.



SSLO Assessment Plan and Summary Form

Origioraion D.tc of Form

Scrvice Ares

April 7,2017

Residence Halls

Use One Form per Outcome

Complction Drtc of Form

lndiYidurl Complcting Form

Aoril 7,2O17

Nicholas Webb

lntended Outcomes
Assessment Tool, Crlteria tor Measurement,

Target Semesterfor Assessment, and Procedure
Assessm€nt Results Refinements/Modifl catlons

As a result of living in the
Shasta College Residence
Halls studens will increase
participation in campus
activities.

Related ISLO:
5. Self-Eflicacy
7. Community and Global
Awareness

Assessment Tool:
Pre- & post-occupancy surveys

Criteria for Assessment:
807o ol'students will report accessing live or
more campus activities (athletic events,
cultural evcnts, social events, etc).

Target Sem€ster for Assessment:
Fall & Spring s€mesters

Procedure:
Pre-survey will be conducted during
residence hall orientation or upon entry
to the Residence Halls; Post-survey will
be conducted upon exit irom the
Residence Halls.



Origiorlion Drte of Form

Service Are8

.ADril 7.2017

Nicholas Webb

Intended Outcomes
Assessment Tool, Criteria for Measurement,

TarSet Semesterfor Assessme[t, and Procedure
Assessment Resultg

lns a ,.rrlt of liring in the

lshasta College Residence

lHalls students will increase

[ccess to available leaming
lresources.

Related ISLO:
b. Information Competency
5. Self-Efficacy

Assessment Tool:
Pre- & post-occupancy surveys

Criteria for Assessment:
807o of students will report accessing
leaming resources outside of class time
(writing center, math/business learning
center, science leaming center, online
student success workshops, etc).

Target Semester for Assessment:
Fall & Spring semesters

Procedure:
Pre-survey will be conducted during
residence hall orientation or upon entry
to the Residence Halls; Post-survey will
be conducted upon exit from the
Residence Halls.

SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Aoril 7. 2017 Completion Date of Form

Residence Halls lndiyidurl Compl€ting Form

Refinements/Modifi cations



Arrril 7.2017

Residence Halls

SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Completion Drte of Form

lndividur: Complcting Form

April 7,2017

Nicholas Webb

lntended Outcomes
AsressmentTool,Crlteriafor Measurement,

Target Semester for Assessment, and Procedure
Assessment Results Refirements/Modilicatlons

At the conclusion ofthe
academic year, residents of rhd
Shasta College Residence
Halls will report increased
autonomy in basic life skills
(laundry, cleaning, cooking,
hygiene, etc.).

Related ISLO:
5. Self-Efficacy

Assessment Tool:
Exit survey

Criteria for Assessment:
807o of students will report an increase in
ability to carry out basic lil'e skills (laundry,
cleaning, cooking, hygiene, etc.).

Target Semester for Assessment:
Spring semester

Procedure:
Surveys will be distributed by
staff al each students' exit
inspection. Students will be
directed to submit surveys to
an anonymous survey folder in
the RA./I-lead Resident office.

Origillation Daae of Fo]m

S€rvicc Area



Appendix A-
SSLO/SAO Assessment Plan and Summary Form - Description

SSLO/ SAO Assessment Plan and Summary Forn
Use One Form per Outcome

Origination Oate of Form

Service Arsa

Completion Date of Form

lndiYidual Completing Form

lntonded Outcomes
Assessment Tool, Crltorla for Measuremenl,

Taryet Semesterfor Assessment and
Procodure

Assessment Results Refinements/Modilications

As a result of their involvemenl
through Student Life, students
feel more connected to the
institution (increased knowledge
of campus resources, etc.) (SAO)

Assessment Tool: Pre/Post Survey

Criteria for Assessmenti

'L Minimum expectation:8o% of those
surveyed will have a higher tie to Shasta
College at the completion of the year in
which lhey were involved with a club,
organization, student senate or Student Life
ofiice.

2. Achlevement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: Club Members, Student Senate
Members, and Student Life Student
Workers

Target Semester for Assessment: Beginning
of Fall 2017 & end of Spnng 2018

Procedure: At the beginning of each fiscal year
the students will be assessed via survey questions
on their connectedness to the institution. At the
completion of the same liscal year. they lvill be re-
assessed to determine an insease.



Appendlx B-
SSLO/SAO Assessment Plan and Summary Forrn - Description

SSLO/ SAO Assessment Plan and Summary Form
Use One Form por Outcome

Origlnation Dat6 ot Form

Service Area

Completlon Date of Form

lndividual Completing Form

lntended Outcomes
Assessment Tool, Critaria tor

Measuremont, Target Semester for
Assessmont, and Procedure

Assessment Results Refinements/Modifi catlons

As a result of their
involvement through
Student Life. students are
more satisfied with their
overall college experience
(sAo)

Assessment Tool: Pre/Post Survey

Criteria tor Assessmont:
1. Mlnimum expoctadon: 80% of those

surveyed will identify as having a high
satisfaction of their overall college
experience in the year which they were
rnvolved with a club, organizalron,
student senate or Student Life office.

2. Achievoment standard: currently
working with Jenna in Research to
develop this standard.

3. Who: Club Members, Student Senate
Members, and Studeni Life student
Workers

Target Semostor for Assessment:
Beginning ot Fall 2017 & end of Spnng
2018

Procedure: At the beginning of each fiscal
year the students will be assessed via survey
questions on their satisfaction with areas
sunounding Student Life. At the completion of
the same fiscal year, lhey will be re-assessed
to determine an increase.



Appendix C-
SSLO/SAO Assessment Plan and Summary Form - Description

SAO/SSLO Asssssment Plan and Summary Form

Use Ono Form per Outcome

Orlglnatlon Date of Form

Servlce Area

Completion Oate of Form

lndivldual Completing Form

lntended Outcomes
Assessmont Tool, Crlterla for

Measuramsnt, Target Somester for Assessment Results Ref lnements/Modifications

As a result of their involvement
[hrough Student Life, students will
have increased
bngagemenUinvotvement, peer
networking, and confidence (SAO)

Assessment Tool: PrelPost Survey

Crlteda for Asssssment:
'1. Mlnlmum expectauon: E0% ot those

surveyed will idenhfy as having an increase
in involvemenuengagement, peer
networking and personal confidence in the
year which they were involved wilh a club,
organization, student senate or Student Life
office.

2. Achieysment staodard: cunently working
with Jenna in Research lo develop this
standard.

3. Who: Club Members, Sludent Senate
Members, and Student Life Student
Workers

Target Semester ror Assessment:
Spring 201E

Procedure: At the beginning of each fiscal year
the students will be assessed via survey questions
on their engagement, peer networking and
confdence. Al the completion of the same fiscal
year, they will be reassessed to delermine an
increase.



Appendix t!-
SSLo/SAO Assessment Plan and Summary Form - Description

SAOTSSLO Assessment Plan and Summary Form

Use Ong Fotm per Outconre

Origlnatlon Date ot Form

SerYlce Area

Completlon Date of Form

lndivldual Completing Form

lntended Outcomes
Assessmsnt Tool, criteria for

Measurement, Target Semester fot Assessment Results Retinements/Mod lfl cations

As a result of their involvement
through Student Life, students will
havc increased student success,
retention and completion rates in
comparison to the general
population (SAO)

Assessment Tool: Comparative Oata

Target Semester for Assessment:
Spring 2018

Procedure: Data will be collected in the Spdng of
each year on those students who have identilied
as being part of a club. organization, sludenl
senate. or Student Life office and compared
against the general student population.

Criterla for Assossment:
1. Minlmum oxpectation: 50% ot students

involved with a club, organization, student
senate or Student Life office will have higher
student success, retention and completion
rates as compared to the general
population.

2. Achleveflrent standard: currently working
with Jenna in Research to develop this
standard.

3. Who: Club Members, Student Senate
Members. and Student Life Student
Workers



Appendix E-
SSLO/SAO Assessment Plan and Summa Form - Osscrlptlon

origlnation Date of Form

Servlce Area

Completlon Oat€ ot Form

lndividual Completing Form

lntended Outcomes
Assossmont Tool, Crlterla tor

Measurement Target Somastar tor Assessment Results RerlnementsrModifi catlons

As a result of their involvement
through Student Life, students will
contribute to the positive welfare of
the campus, local and broader
communiv (sAo)

Assessment Tool: Evaluate campus,/community
service related involvement

Procedure: At the end of each fiscal year (May) a
list of all club. organization, Sludent Senate and
Student Life events will be compiled and assessed
for contribution to a positive campus and
community culture (some parlicipant surveys ftom
individual events will be included).

SAOTSSLO Assessm6nt Plan and Summary Form

Use One Form per Outcome

Crlteda for Assessment:
1 . Mlnimum axpectatlon: 80% of events and

aclivities held by clubs, organizations,
Studenl Senate and Studenl Life students
are aimed at contributing to a positive
campus and community cultura.

2. Achievement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: Club Members. Student Senate
Members. and Student Life Student
Workers

Target Semester for Assessment: Spring
2018



Appendir F-
SSLO/SAO Assessment Plan and Summary Form - Doscription

SAO/SSLO Assessment Plan and Summary Form

[Jse One Form per Outcome

Origination Dato of Form

Service Area

Completion Dale of Form

lndividual Completing Form

lntendod Outcomos Assessment Tool, Criterla for
Measurement, Target Semester tor Assessment Results Relinements/Modillcatlons

hs a result of their involvement
hhrough Student Life, students will
lhave an increase in essential (soft)
lskills surrounding leadership,
bommunication, governance.
prganization, etc. (SSLO)

Assassment Tool: PrelPost Survey

Crlterla for Assessment:
'1. Mlnlmum expectation: 80o/o of those

surveyed will identrty as having an inctease
in essential skills sunounding leadership,
communication, govemance, organization,
elc. in the year which they were involved
with a club, organization, student senate or
Student Life office.

2. Achlevement standard: cunently working
with Jenna in Research to develop this
standard.

3. Who: Club Members, Student Senate
Members, and Student Life Student
Workers

Targot Semester for Assessment:
Fall 2017 & Spring 2018

Procedure: At the beginning of each liscal year
the students will be assessed via survey questions
on their soft skills in the areas of leadership,
communication, governance, organization, etc. At
the completion of the same fiscal year, they will be
re-assessed to determine an increase.



Appendix G-
SSLO/SAO Assassment Plan and Summary Form - Oescrlption

SAO/SSLO Assessmont Plan and Summary Form

Use One Form per Outcome

Origination Date of Form

Service Area

Completion Date of Form

lndlvidual Completing Form

lntended Outcomes
Assessment Tool, Criteria for

Measurcment, Targel Semester for Assessment Results Refl nemenlsmodifi callons

hs a result ot therr involvement
Ithrough Student Life, students will
feel more prepared to enter the

fworkforce as a resuh of field work,
lcuslomer servic€, office
lexperiences, etc. qained (SSLO)

I

Assessment Tool: Pre/Post Survey

Criteria for As3essment:
1. Mlnlmum expectauon: 80% of those

surveyed will identify that they feel more
prepared to enter the workforce directly as a
result of skills leamed from the club.
organization, student senate or Student Life
offce-

2. Achlevement standard: cunently working
with Jenna in Research to develop this
standard.

3. Who: Club Members, Student Senate
Members, and Student Life Student
Workers

Procedure: At the beginning of each tiscal year
the students will be assessed via survey questions
on their workplace preparedness as a resutt of
skills gained in the areas of field work, customer
seryice, office experienc€s, etc. At the completion
of the same fiscal year, they will be re-assessed to
determine an increase.

Taaget Semester for Assossmont:
Fall 2017 & Spring 2018



Appendix H-
SsLo/SAO Assessment Plan and Summary Form - Descrlption

SAO/sSLO Assessment Plan and Summary Form

Use One Form p€r Outcomc

Origination Date ot Form

Servlce Area

Completlon Date of Form

lndividual completing Form

lntended Outcomes
Assessment Tool, Criteria for

Measuroment, Target Semester tor Assessment Results Refl nements/Modirications

Lqs a result of their involvement
[hrough Student Life, students will
fecognize, respect, and value
piverse exp€riences, ideas,
backgrounds, and identjtjes
(ssLo)

Assessment Tool: Pre/Post Survey

Critgrla for Assassmont:
1. Mlnlmum expectation: 80% of those

surveyed will identify that lhey have a better
underslanding, respecl and value of diverse
experiences, ideas, backgrounds and
idantities directly as a result of involvement
with a club, organization, student senate or
Student Life ofrice.

2. Achlavement standard: cunently working
with Jenna in Research to develop this
standard.

3. who: Club Members, Student Senate
Members, and Student Life Studenl
Workers

Target Semester for Assessment:
Fall2017 & Spring 2018

Procsdure: At the beginning of each fiscal year
the students will be assessed via survey questions
on their recognition. resp€ct and value of diverse
experiences, ideas, backgrounds and adentities. At
the completion of the same fiscal year, they will be
re-assessed to delermine an increase.



Appendix l-
SSLO/SAO Assessment Plan and Summary Form - Descri ption

SAO/SSLO Assessm€nt Plan and Summary Form

Use One Form per Outcome

Origlnation Date of Form

Sorvlce Area

Completion Date ot Form

lndividual Completlng Form

lntended Outcomes
Assassm€nt Tool, Crlterla fot

Measuremont Targat Semestsr tor Assessment Results Refi nemenG/Modifi catlons

As a result of their involvemant

hhrough Student Lile. students wll
luse critical thinking to solve
Problems and understand multiple
Perspectivegpoints of view to
make decisions effeclively (SSLO)

Assessmsnt Tool: PrelPost Survey

Criterla for Assessm€nt:
1. Mlnimum oxpoctation:80% of those

surveyed will idenfiry that they have used
signilicant crilical thinking to solve problems
and understand multiple perspectives
directly as a result of involvement with a
club, organization, student senate or
Student Life otfice.

2. Achlevement standard: currently working
with Jenna in Research to develop this
slandard.

3. Who: Club M6mbers, Student Senale
Members. and Student Life Student
Workers

Target Semoster for Assessment:
Fall2017 & Sp.ing 2018

Procedure: At the beginning of each fiscal year
the students will be assessed via survey questions
on their ability to think crilically lo solve problems
and understand multiple perspectives/points of
vie\u to make decisions effectively. At the
completion of the same fiscal year, they will b€ re-
assessed to determine an increase.



Appendlx J-
SSLOTSAO Assessment Plan and Summary Form - Oescription

Originatlon Oate of Form

Servlce Area

Completlon Date of Form

lndlvidual Completlng Form

lntended Outcomes
Assessment Tool, crlterla for

Measuremont, Target Semester for Retinements/Modlfi catlons

As a result ot their involvement
through Student Life, students will
develop skills lo establish and
sustain healthy, meaningful
interpersonal relationships (SSLO)

Assessment Tool: PrelPost Survey

SAO/SSLO Asssssment Plan and Summary Form

Usg One Form per Outcorne

Assessment Results

Critoria for Assessment:
1. Mlnimum expectauon: 80% of those

surveyed will identify that they have
developed skills to establish and sustain
heallhy, meaningful interpersonal
relationships directly as a result of
involvement with a club, organizatlon,
student senate or Student Life office.

2. Achievement standard: cunently working
with Jenna in Research to develop this
standard.

3. Who: Club Members, Student Senate
Members, and Sludent Life Student
Workers

Target Samastgr tor Assessment:
Fall2017 & Spring 2018

Procedure: At the beginning of each fiscal year
the students will be assessed via survey questions
on their ability to establish and sustain healthy,
meaningful interpersonal relationships. At the
completion of the same liscal year, they will be re-
assessed to determine an increase.



Appendix K-
SSLO/SAO Assessment Plan and Summary Form - Oescription

SAO/SSLO Assessment Plan and Summary Fonn

Uso One Form per Outcomo

Origlnation Date ot Form

Service Area

Completion Date of Form

lndividual Completing Form

lntended Outcomes Assessment Tool, Criteria for
Measurement, Target Semeste, for Assessment Results RefinementsrModiRcations

ncrease in student satisfaction
rough involvement and

ent opportunities (SAO)

Assessment Tool: Event Survey

Critsrla for Asso3sment:
'1. tlllnlmum expectatlon: 80% of those

surveyed will identiry that they are satasfied
with the events sunounding involvement
and engagement opportunities produced by
the Student Life office.

2. Achlevement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: Event attendees

Target Semester for Agsessment:
Fall 2017 & Spring 2018 (dates vary dependent
on events scheduled)

Procedure: At events put on by the Office of
Student Life, students will be assessed via survey
questions on therr satisfaclion with various
aspects ot the event. Some will identify how it is
directly tied to enrollmenl, retention, etc.



Appendlx L-
SSLOTSAO Assessment Plan and Summary Form - Descriptlon

SAO/SSLO Assessment Plan and Summary Form

Use One Form p6r outcome

Origlnation Date of Form

Servlce Area

Completion Date of Form

lndlvldual Completlng Form

lntendsd Outcomes
Assessmenl Too!, Crltorla for

Measurement Target Semestorfor Assessment Results Relinements/Mod ifi cations

50% of graduates will be
involvemed in Commencement
ceremony (sAo)

Assossment Tool: Comparative Data

Crheria for Assessment:
1. trllnimum expectatlon; Each year 50olo of

students who apply for graduation will be
involved an the Shasta College
commencement ceremony.

2. Achievement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: Event aftendees

Target Semoster for Assossment:
Spring 2018

Procedure: Each year post commencement, the
Student Life office will compare data with regards
lo commencement attende€s and degree
applicants.



Appendix M-
SSLO/SAO Assessment Plan and Summary Form - Description

SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcorne

Origination Date of Form

Servlce A.ea

Completlon Date of Form

lndividual Completing Form

lntonded Outcomes
Assessment Tool, Criterla fot

Moasurement, Target Semester for Assessment Re3ults Refl nGments/Modifl catlons

lncreased intemational student
enrollment, retention and
completion (sAo)

Assessment Tool: Comparative Data

Target Semester for Assessmen::
Spring 20'18

Procedure: Each Spring, the Student Life office
will compare enrollment, retention and completion
rates across years to ensure that additional
support is effective.

Criteria for Assassment:
'1. Mlnlmum expeclation: Each year the

number of intemalional students will
increase as a result of increased recruitment
efforts. Similarly, each year, there will be an
increase in intemational student retention
and completion due to more inlensive
support mechanisms being implemented
(orientation, counseling support, Global
Education Center).

2. A,chlevement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: lntemational students.



Appendix N-
SSLO/SAO Assessment Plan and Summary Form - Description

SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcorne

Orlglnation Date of Form

Sorvice Area

Completion Date of Form

lndividual Completing Form

lntended Outcomes
Assessment Tool, Criteria for

Mgasurement, Target Semester for Assessment Results Refi nementsruodifi cations

Students will engage in
opporlunities for cross-cultural
interac'tion with those who differ
lrom onesel, in beliefs, behaviors,
values or views (SAO)

Assossment Tool: Pre/Post Survey or Focus
Group

Criterla for Assessment:
'l . Minimum erpectaton: 80% of survey or

focus group participants will identify that
they have engagod in opportunities for
cross-cultural interaction with lhose \ rho

differ trom oneself in beliefs, behaviors,
values or views.

2. Achievement standard: currently working
lvith Jenna in Research to develop this
standard.

3. Who: lnternational students,
Soonchunhyang University exchange
students (both domestic and Korean), and
study abroad students.

Target Semester for Assessment:
Fall 20'17 & Spring 2018

Procedure: Each semester, lhe Student Life
office will complete a survey or focus group with
the intemational students, Soonchunhyang
University exchange students and study abroad
students to determine the Global Education
Cente/s implementation of this goal.



Appendlx O-
SSLO/SAO Assess ment Plan and Summary Form - Descrlption

SAO/SSLO Assessmant Plan and Summary Form

Use One Form per Outcome

Origlnation Date of Form

Serylce Area

Completion Date of Form

lndividual Completing Form

lntended Outcomes Assessmsnt Tool, Criterla for
Measurement Talgot Semester for Assessment Results Retlnements,/Modifications

udents will gain an
of the cultural and

interconnectedness and
fferences across diverse groups

ssLo)

Assessment Tool: Pre/Post Survey or Focus
Group

Crlteria for Assessment:
1 . Mlnlmum expEctatlon: 80% of survey or

focus group participants will identiry that
they have a better understanding of the
cultural and social inlercrnnectedness and
differences across diverse groups as a
result of participaling in a Global Education
Center program.

2. Achlevement standard: currently working
with Jenna in Research to develop this
standard.

3. Who: lntemational students,
Soonchunhyang University exchange
students (both domestic and Korean), and
study abroad students.

Target Semester for Assessment:
Fall2017 & Spring 2018

Procedure: Each semester, the Student Life
office will complete a survey or focus group wth
ihe intemational students, Soonchunhyang
Unaversity exchange students and study abroad
students to determine the Global Education
Centeis implementation of this goal



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Originsiion Date of Form

Service Area

April t0,2017

Student Success lndividual Completing Form Tim.lohnston

lntended Outcomes
Assessment Tool, Criteria for Measurement,

Target 5€mesterfor Assessm€nt, and Procedure
Assessment Results R€fi nemcnts/Modifi cations

Assessment Tool:
Customer Satisfaction Survey

Criteria lor Assessment:

90% satisfaction.

Target Semester for Assessment:

Fall2OlT

Procedure:
A customer satisfaction survey will be
emailed to students who have used the
Student Success Center.

SAO - At least 90% of all
students utilizing the Student
Success Center witl be

satisfied with the service that
they received.



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Originriion Date of Form

Service Area

ADril I1,2017

TRIO Student Sunpon Services Proiecl

Completion Date of Form

Individual Completing Form ggggg[E_![9fi91q

lntended Outcomes
Assessment Tool, Crlteria for Measurement,

Target S€mesterfor As5essment, and Procedure
Assessment Resuhs Refi nements/Modltications

Hl: Persistence: 75o/o of all

ltudents served by the Student
pupport Services will persist

lfrom one academic year to the

ftext or graduate from Shasta
pollege with a degree or
bertificate

Assessment Tool:
Shasta College Colleague

Criteria for Assessment:
Number of students who re-enroll at Shasta
College the next academic year who did not
complete educational goal of a certificate or
degree.

Tartet Semester for Assessment:

2016-2017 Program year

Procedure:
Use Shasta College Colleague
to look up all students to see
future enrollment or goal
completion.

Application of Results: The
objective will have been met on
the Annual Performance Report
Required by the US Department of
Education.



Origination Drte of Form

Service Area TRIO Sludcnl Suooort Services Proiect lndividu&l Completing Form Amanda Henderson

lnt€nded Outcomes
Assessment Tool, Criteria for Measurem€nt,

Target Semerterfor Assessment, and Procedure
Assessment Results Refi nements/Modifl cations

#2: Good Academic Standing:
80% ofall students served by
the Student Support Services
will be in Good Academic
Standing at Shasta College

Assessment Tool:
Shasta College Colleague

Criteria for Assessmentr
Numbers of student who remain in good

standing with Shasta College and do not fall
onto Academic Probation or Progress
probation.

Tartet Semester for Assessment:

2OL6-2077 Program year

Procedure:
Use Shasta College Colleague
to look up all students'
Academic Standlng

Application of Results: The
objective will have been met on
the Annual Performance Repo(
Required by the US Department of
Education.

SAO/SSLO Assessment Plan and Summary Form

Use one Form per outcome

April I 1.2017 Completion Date of Form



SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Origination Drtc of Form

Service Arca

ADril I1.2017

TRIC) Studenl Suonort Serviccs Proiect

Completion Drtc of Form

I nd iv idua I Co m plet i n g Fo rm [g4g!gL]993!g15g11

lntended Outcomes
Assessment Tool, Criteria for Measurement,

Target Semesterfor Assessment, and Procedure
Assessment Resuhs Refinementr/Modifi cations

H3: Graduation: 35V. of all
btudents served by the Student
Support Services will graduate
with an associate's degree or
certificate within (4) years at
Shasta Collcge.

Assessment Tool:
Shasta College Colleague

Target Semester for Assessment:

2016-2077 Program year

Procedure:
Use Shasta College Colleague
to look up all students to see
future enrollment or goal
completion.

Application of Results: The
objective will have been met on
the Annual Performance Report
Required by the US Department of
Education.Criteria for Assessment;

Number of students who complete their
academic goal by completing an associate's
degree or certificate within four (4) years.



Originetion Dale of Form

Service Area

SAOTSSLO Assessm€nt Plan and Summary Form

Use One Form per Outcome

April 11.2017 Completion Date of Form

TRIO Student Suopon S€rvices Proiect

lntended Outcom€s
AssessmentTool,Crlterlafor Measurement,

Target Semestertor Assessment, and Procedure
Ass€ssment Results R€tinements/ModiliGtions

#4: Transfer: 35% of all
students served by the Student
Support Services will transf'er
to a 4-year institution within
four (4) years.

Assessment Tool:
National Student Clearinghouse

Criterla for Assessment:
Number of students who complete their
academic goal at Shasta College and
transfer to a 4-year institution.

Target Semester for Assessment:

2Ot6-2O17 Program year

Procedure:
Use Shasta National Student Clearinghouse
to look up students to see if they have
enrolled at a 4-year institution.

Application of Results: The
objective will have been met on
the Annual Performance Report
Required by the US Department of
Education.

lndividual Completing Form Agiruh_H94h159!



Originstion Dlte of Form

Service Arc,

SAO/SSLO Assessment Plan and Summary Form

Use One Form per Outcome

Transfer Center Individual Completing Form

lntended Outcomes
Assessment Tool, Crlteria for Measurement,

TarSet Semester for Assessment, and Procedure
Assessment Results Retinements/Modillcatlons

SAO - students utilizing
Transfer Center resources will
transfer at a higher rate than
students not receiving these
services. Services include but
are limited to counseling
appointments with the Transfer
Center coordinator, meeting
with the Transfer Center
assistant, attending Transfer
Center workshops, visiting with
university representatives, and
participating in college campus

visits.

Assessment Tool: Focus Group

Criteria for Assessment: 70% of Transfer
Academy students will have successfully
transferred to a university within 18 months
of starting the program.

Target Semester for Assessment: Fall 2019

Procedure: Students participating in the
Transfer Academy will serve as the focus group.
Data will be collected to see if there is a

correlation b€tween the number of Transfer
Center services students received and their
success in transferring to a university. A second
group of students that have not received any
Transfer Center services will be compared to
the Transfer Academy students to see how
successful they are in transferring to a
university in the same time period.
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Posthumous Degrees AP,l111

Refelence:

The posthumous degree is conferred on students who, at the time of death, have completed

at least the current residency requirement for an Associate Degree at Shasta College and

minimum cumulative GPA of 2.0.

Procedure
The process for identifying and considering candidates for the award of posthumous Associate

degrees shall be:

1. A formal request may be initiated by any of the following: a family member, a

faculty/staff member, a dean, or a fellow student. lf the request is not made by a family

member, the family should be contacted and found to be receptive to the possible

award. The request must be submitted in writing within two semesters following the
student's death and must be accompanied by a copy of the student's death notification
(i.e., death certificate, newspaper article, funeral service program). The request should

be submitted to the Associate Superintendent/Vice President of Student Services or
designee.

2. The Associate Superintendent/Vice President of Student Services will be responsible for
reviewing the student's academic record, whether the specified criteria are met, and

forwarding the request to the Su perintendent/President.

3. The Superintendent/President will then recommend to th€ Board of Trustees that the
student receive the posthumous Associate degree. This must be completed no later than
April of every year to ensure that the student will have their name appear in the
upcoming commencement program.

4. The Associate Superintendent/Vice President of Student Services notifies the individual
who made the request of the Board of Trustees decision. lf approved, an invitation will be

made to the family to attend the College's commencement ceremony held at the end of
the sprinS semester each year.

5. Upon Board approval, the Associate Superintendent/Vice President of Student Services on
behalf of the student, completes an Application for Graduation petition and sends the
application, the student death notification and request to the Admissions & Records for
the student's permanent record.

6. Degrees awarded posthumously will be noted on the commencement program as a

"Associate Degree Awarded Posthumously". The student's diploma or certificate will be

BP/AP XXXX - 1



Shasta-Tehama-Trinity Joint Community College District
Board of Trustees

Board Policy Manual

Posthumous Degrees AP 4l l1

released or mailed to the person legally authorized to manage the deceased student's

affairs. The posthumous nature of the award will be indicated on the diploma and in the

student's official transcript. Any fees associated with the administration of the

posthumous degree or certificate of attendance shall be waived.

BP/AP XXXX - 2
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Posthumous Degrees BP 41 11

Reference:

The purpose of this policy is to recognize the academic achievement of the deceased student.

and to extend to the college community, family, and friends of the student an opportunity to
share in his/her academic success at Shasta College.

Posthumous degrees may be awarded at commencement or some other equally appropriate

time. The names of persons receiving posthumous degrees must be approved by the Board.

The superintendent/President shall establish procedures and criteria for the award of
posthumous degrees.

BP/AP XXXX - 1
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Academic Renewal AP 4240

Reference: Title 5, Secuon 55016

ln accordance with T'tle 5, Section 55046 the following policy regarding Academic renewal per-

mits removing 'D' and 'F" grades from grade point calculalion when the studenl's previous aca-
demic performance is not reflective of the student's rec€nt performance. Studenls may petition

to have their academic record reviewed for acedemic renewal of substandard academic perfor-

mance under the following conditions:

1. The maximum amount of course work that may be academically renewed is 30 se-
mester units of D and F grades, wilhin two consecutive academic years.

2. A minimum of two years must have elapsed since the course work to be renewed
was completed.

3. To apply for academic renewal, the student must have compleled either 15 semesler
units with al least a 3.0 grade point average (G.P.A.) or 24 semester units with a
G.P.A. of at least 2.5 since the course(s) to be renewed.

4. Courses which have been excluded by Academic Renewal may not be used in the
fulfillment of requirements for a degree or certificate at Shasta College. Courses,
which were used in the past to fulfill the requirements of a degree or certificate al-
ready granted by any rnstitution, may not be excluded by Academic Renewal.

5. Units thal have been excluded by Academic Renewal cannot be reinstated.

6. Courses, which have been excluded by Academic Renewal, may not be used to fulfill
prerequisites.

7. The student's permanenl record will be annotated in such a way that all wo* re-

mains legible, ensuring a true and complete academic history. However, the grades

will no longer be included in the computation of the student's G.P.A

Academic renewal procedures may not conflict with the District's obligation to retain and destroy

records or with the instructods ability to determine a student's final grade'

The above policy is adopted for students who need a means of tempering their previous aca-

demic recoid sothey may successfully accomplish an academic goal'

The administration, relying primarily upon the advice of the Academic senate, shall develop pro-

;;r"a t" be followedb/siudents in filing petitions applied to this regulation and those proce-

oures shall stipulate the officers and/or personnel responsible for implementing the procedures

or regulations.

The District shall rely primarily upon the advice of the Academic senate in making any changes

t"inii ,"gri"ti"", Urit inan noi adopt any regulation or procedure which conflicts w1h Education

Code Seition 76224 ot Chapler 2.5 of Division '10 of Title 5'

BP 4240 - 1
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Academic Renewal

I Reference:-Title 5 Section 55046

Previously recorded substandard academic performance may be disregarded if it is not

reflective of a studenl's demonstrated ability. The Superintendent shall establish procedures

thal provide for academic renewal.

BP

BP/AP XXXX - 1
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Dismissal and Readmission

Reference: Title 5 Sections 55033 and 55034

Standards for Dismissal

A student who is on academic probation shall be subject to dismissal if the student

has earned a cumulative grade point average of less than 2.0 in all units attempted
in each of three consecutive semesters. A student who has been placed on
progress probation shall be subject to dismissal if the percentage of units in which
the student has been enrolled for which entries of 1A/,'"1," "NC," and "NP" are
recorded in at least three consecutive semesters reaches or exceeds 50 percent.

Dismissal Letter

The letter notifying the student that he/she is subject to dismissal will cover, at a
minimum, reference to this procedure, explanation of what dismissal means,
procedure for re:nstatement, and procedure to appeal the dismissal.

Appeal of Dismissal

The student has the right to appeal a proposed dismissal ac.tion if the student feels

that facts exist that warrant an exception to the dismissal action. The student must

file the written petition of appeal to the Admissions and Records office designated

on the dismissal letter that was mailed. lf the student fails to file a written petition by

the designated due date, the student waives all future rights to appeal the dismissal-

action. liis the student's responsibility to indicate on the petition a clear statement of

the grounds on which continued enrollment should be granted and to provide

evidLnce supporting the reasons. Petitions will be reviewed by the Scholastic
Standards Committee.

lf the student's appeal is approved, he/she will be continued on special probation

until he/she regains good academic standing.

The decision of the scholastic standards committee will be communicated to the

student in writing by a designee of the Admissions and Records ofiice. Admissions

and Records wili notify the student of his/her action within 30 days of receipt of the

AP 4255 - 1

AP 4255
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AP 4255

student's appeal. The student
Committee in writing to the Ad
the date of notification of the d

may appeal the decision of the Scholastic Standards
missions and Records Office within 10 working days of
ecision by the appropriate designee. The decision of

the Admissions and Records Office is final.

lf the dismissal appeal is granted, the student will complete a Readmissions contract
for Dismissed Students and will be continued on special probation for an additional

semester. At the end of the additional semester, the student's academic record will

again be evaluated to determine whether the student may be removed from
probation, should be dismissed, or should be continued on probation.

The Readmission Contract for Dismissed Students requires that students on special
probation list courses to be completed in the subsequent term and agree to pass all

courses with grades of 'C' or better and not withdraw with a grade of "W.' Students-
on a special piobation contract are subject to dismissal for one or more semesters if

the provisions of their contract are not satisfled. Special probation sludents in

violation of their contract are subject to administrative withdrawal of subsequent
term of enrollment upon verification of grades earned for the previous contracted
term.

Standards for Evaluating APPeals

Dismissal appeals may be granted under the following circumstances:

o lf the dismissal delermination is based on the academic record for one

semester in which the record does not reflect the student's usual level of
performance due to accident, illness, or other circumstances beyond the
conlrol of the student. Verification should be submitted with the appeal.

. The student enrolls in a corrective program designed to assist him/her in
improving academic skills, such as obtaining academic counseling and/or
limiting course load.

r When there is evidence of significant improvement in academic achievement.

Readmission after Dismissal

ln considering whether or not students may be readmitted after a dismissal and a one

or more semester absence, the following criteria should be considered:

AP 4255 - 2

Dismissal and Readmission
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Dismissal and Readmission AP 4255

o Documented extenuatingcircumstances.

o Marked improvement between the semesters on which disqualification
was based.

o Semesters on which disqualification was based were atypical of past

academic performance.

. Formal or informal educational experiences since completion of semesters
on which disqualification was based.

. lmproved GPA as a result of grade changes, fuJfillment of incomplete
courses, or academic renewal.

AP 4255 - 3
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Probation, Dismlssal and Roadmlsslon BP 4250

Referen@: Educrtlon Coda Secfon 7OgO2(b)(3): luc 5, Sccuqrs 55030-55011

Probatlon

Academic Probation. A studenl who h?3 atlemptod at lBast 12 somostor unils shall be placed on

acedernic probation it lhe studcnl has camed a cumulativc gradc poinl averagp below 2.0 in all
unils

eIOgIe$-P@!at!!O. A studlnl who ha6 attempted 8t leart '12 unite shal, be ploced on progress
probation when the prrconlage ot 9ll u.ils in wlrich a ltudcnt hss onrolled and for which gntries

of 'W'. 'l'. and 'NP,' .re re@dGd reaches or exceed! 50 p€.cont.

A student who is ploccd on probalion may submit en appeal in .ccordanca with the procsdur6s

lo be eslablished by the Sup€rinlendenuPresident.

A student on academic probation sha:l b€ Emoved trom probation when the sludent'8 8ccumu-
laled grade point avcragc b 2.0 or h'Eher.

A student on progr63s probalion 6hall b€ removed frorn probalion whcn the pcrcliiagr ot units
in the crtegories of 1 /,' '1,' 'NC,' and 'NP' drops bglow 50 percent.

Dbmbl.l
A student who b on academic probaton sh.llb. 3ubj.ct to digmi!!8lifthc gtudent has earnod a
qlmulative 9rad6 polnl aveEgs of leEE than 2.0 in 8ll uniB attcmplsd in threo consecutivc ac-
m6st9rs.

A student who b subjgcl to dbmbiel msy tubmit a wrinc. aPp€sl in comPlisnce with sdmlna-
lrative procadures.

Rcadmla3lon
A sludent who has been dBmiEs6d mey raqu€3t reindalcment. Readmissbn may bc

granted, dcnied, or poltponed eccording to criteria contain€d in sdministEtive procadureS.

The Sup€rintendenuPresidenl or desagne€ shall develop procedures for the implemenlation of
lhis policy that clmply wlth the Title 5 requiremonls.

Sec Addlnlstr.dvc Proceduro 1250 end 1255

Board Approved ,12103
Academk Senate Approv.d I I/08 X
Board Approved Revisions ZO9l05
Rcvieurld by the Bo.rd Ad Hoc Committco on Poliq 1l/.|4r'07
Board Approved Revisions 1,/ l 6i/08
Rcvicw€d by lhe Board Ad Hoq CommiteB on Policy I l/12/08
Board Approved Revisiong 4/09/14

8P 4250 - 1
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Reference: Title 5 Sections 55030 through 55034

Notification of Probation

Each student is entitled to be notified of his/her academic difficulty and the
availability of college support services to respond to the academic difficulty before

the student is dismissed. Notilication will consist, at a minimum, of the following:

r At the end of the semester in which the student's cumulative grade point

average falls below 2.0 in all units attempted, a notice of probation shall be

sent to the student informing him/her of the probation.

o lf a percentage of a student's recorded entries of, 'W," "1," "NC," and "NP"

reaches or eiceeds 50% of all units in which a student has enrollment, the

student shall be placed on progress probation.

. At the end of the third semester of which the student is on academic and/or
progress probation, a notice shall be sent to the student intorming him/her

that he/she is subject to dismissal.

Probationary Letter

The letter notifying the student of probation will cover, at a minimum, the

significance of-being on probation and description of the services available.

A student who is on academic probation and earns a semester grade point average of

2.0 or better shall not be dismissed as long as this minimum semester grade

point average is maintained.

BP/AP XXXX - 1
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BP 5015

Reference: Educalion Code Sections 680/.0 end 76110; Title 5, Sec0on 54(N0, et seq.

Students shall be classitied at the time of each application for admission or registration as a res-
ident or nonresidenl student.

A resident is any person who has been a bona fide resident of California for at least one year on
the residence determination date, The residence delermination date shall be the day immedF
ately preceding the first day of a semesler or summer session for which the student applies to
attend.

Residence classification shall be made for each student at the time applications for admission
are accepted or regislration occurs and whenever a student has not been in attendance for
more than one semester. A student previously classified as a nonresident may be reclassitied
as of any residence determination date.

The SuperintendenUPresident shall enact procedures lo assure that residence determinations
are made in accordance with Education Code and Title 5 regulations.

See Admini strative Procedure 5015

Board Approved 4/09/03
Reviewed by the Board Ad Hoc Committee on Pollcy 5/13/09
Board Approved Revisions 11l11log

BP 5015 - 1

Residence Determination



Residence Determination AP 5015

Reference Educatlon Code Sectjons 68000 et seq., 68130.5, and 68075.7; Title 5,

Section 51000 et seg.,' 38 U.S. Code Section 3679

1.0 ResidenceClassification

Residency classifications shall be determined for each student at the time of each regis-

tration and whenever a student has not been in attendance for more than one semester.

Residence classifications are to be made in accordance with the following provisions:

A residence determination date is that day immediately preceding the opening day of in-

struclion for any session during w:lich the studenl proposes to aftend.

A residence classification is the responsibllity of the Admissions and Records Office.

Students must be notified of a residence determination within 14 calendar days of suF
mission of application.

20

3.0 Rules Determining Residence

. A student who has resided in the state for more than one year immediately preceding

the residence determination date is a resident.

. A student who has not resided in the state for more than one year immedialely pre-

ceding the residence determination date is a nonresident.

The residence of each student enrolled in or applying for enrollment in any class or clas-

ses maintained by this District shall be determined in accordance with the Education

Code which statea that every person has, in law, a residence. ln determining the place

of residence, the following rules are to be observed:

. Every person who is manied or eighteen years of age, oI older, and under no legal

disability to do so, may eslablish residence'

. A person may have only one residence'

.Aresidenceistheplacewhereoneremainswhennotcalledelsewhereforlaboror
other special or temforary purpose and to which one returns in seasons of repose'

. A residence cannot be lost until another is gained'

. The residence can be changed only by the union of act and intent'

Student Notification

The District shall publish the residence detemination date and summary of lhe rules and

regulations governing residence determination and classification in the District catalog or

addenda thereto.

AP 5015 - 1
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Residence Determination AP 5015

A man or a woman may establish his or her residence. A woman's residence shall
not be derivative from thal of her husband.

The residence of the parent with whom an unmarried minor child maintains
his/her ptace of abode is the residence of the unmanied minor child. When the mi-
nor lives with neither parent, the mino/s residence is that of the parent with whom
the last place of abode was maintained, provided the minor may establish his/her res-
idence when both parents are deceased and a legal guardian has not been ap
pointed.

The residence of an unmarried minor who has a parent living cannot be changed by

the mino/s own act, by lhe appointment of a legal guardian, or by relinquishment
of a parent's right of control.

A student who is a minor and who provides evidence of being entirely self-sup
porting and aclually present in California for more than one year immedialely preced-
ing the residence determination date with the intention of acquiring a residence
therein, shall be entitled resident classification until he/she has resided in the state the
minimum time necessary to become a resident.

A student who has not been an adult for one year immediately preceding the resi-
dence determination date for the semester for which the student proposes to attend
an institution shall have the immediate pr+majority-derived Califomia residence, if
any, added to the poslmajority residence to obta:n the one year of Califomia resi-
dence.

A student holding a valid credential authorizing service in the public schools of this
state, who is employed by a school district in a full-time position requiring certifica-
tion qualifications for the college year in which the student enrolls in an institution,
shall be entitled lo residenl classilication if each student meets any of the following re-
quirements:

He/she holds a provisional credential and is enrolled in courses necessary to obtain
another type of credential authorizing service in lhe public schools.

4.0 rmination of Resident Status

A resident is a student who has been a bona fide resident of the state for one year prior to

the residence determination date. A bona fide resident is a person whose residence is in

California as determined above except:

A student who is a minor and remains in this state after the parent, who was previ-

ously domiciled in Califomia and has established residence elsewhere, shall be enti-
lled to retain resident classification until attaining the age of majority and has resided

in the state the minimum time necessary to become a resident, so long as continu-
ous attendance is maintained at an institution.

AP 5015 - 2



Shasta-Tehama-Trinity Joint Community College District
Board of Trustees

Administrative Procedures Manual

Residence Determination AP 5015

He/she is enrolled in courses necessary to futfill the requirements for a fith year of
education prescribed by subdivision (b) of Educalion Code Sec{ion 44259.

A student holding a valid emergency permit authorizing service in the public

schools of this state, who is employed by a schooldistrict in a full- time position re-
quiring certification qualifications for the academic year in which the student enrolls

at an lnstitution in courses necessary to fulfill teacher credential requirements, is en-

titled to resident classification only for the purpose of determining the amount of tui-
tion and fees for no more than one year. Thereafter, lhe sludent's residency status
will be determined under the other provisions of this procedure

A student who is a full-time employee of the California State University, the Uni-
versity of California or a community college, or of any state agency or a student
who is a child or spouse of a full-time employee of the California State University,
the University of California or a community college, or of any state agency may be

entitled to resident classification, until the student has resided in the state the mini-
mum time necessary to become a resident.

A student who is a natural or adopted child, stepchild, or spouse who is a dc
pendent of a member of the armed forces of the Uniled States stationed in this state

on active duty shall be entitled to resident classmcalion. lf the member of the armed
forces of the United States later transfers on military orders to a place outside this

state, or retires as an active member of the armed forces of the United States' the
student dependenl shall not lose his/her resident classification, so long as he/she re-

mains continuously enrolled in the Dislricl.

A student who is a member of the armed forces of the united states stationed in this

state on active duty, except a member of the Armed Forces assigned for educa-

tional purposes to a state-supported institution of higher education, is entitled to

resident ilassification only for the purpose of determining the amount of tuition and

fees. lf the student later transfers on military orders lo a place outside this state,

the student shall nol lose his/her resident classification, so long as he/she remains

continuously enrolled in the District.

A veteran who was discharged or released from at least 90 days of aclive service less

ir't"nlho" years before thjdate of enrollment in a course commencing on or afler.

irrv'i, z-or 6, ,"0 his/her dependents, regardtess of the veteran's state of residence is

entitled to resident classifi cation.

An individual who is the child or spouse of a person who, on or after September 1 1'
'zbOi, 

ol"a in the line of duty while serving on active duty asa member of lhe Armed

iri.i. *n" resides in California and enrolls in the community college within three

He/she holds a credential issued pursuant to Education Code Section 44250 and
is enrolled in courses necessary to tulfill credential requirements.

AP 5015 - 3
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years of the Service Membeds death in the line of duty following a period of active
duty service of 90 days or more.

A student who is a minor and resides with his or her parent in a district or tenitory not
in a district shall be entitled to resident classification, provided that the parenl has
been domiciled in Califomia for more than one year prior to the residence determi-
nation date for the semester, quarter or term for which the student proposes to a!
tend.

A student who is a Native American is entitled to resident classification for atlend-
ance at a community college it the student is also attending a school admlnis-
tered by the Bureau of lndian Afiairs located within the community college district.

A student who is a federal civil service employee and his or her natural or
adopted dependent children are entitled to resident classification if the parent has
moved to this state as a result of a military mission realignment aclion that in-
volves the relocation of at least 100 employees. This classification shall continue
until the student is entitled lo be classified as a resident, so long as the student contin-
uously attends an institution of public higher education.

A studentwho resides in California and is 19 years of age or under at the time of en-
rollment, who is currently a dependent or ward of the slate through California's child
welfare system, or was served by Califomia's child welfare system and is no longer be-
ing served either due to emancipation or aging out of the system, may be entitled to
resident classification until he/she has resided in the state the minimum time nec-
essary to become a resident.

A student who demonstrates financial need, has a parent who has been deported or
was permitted to depart voluntarily, moved abroad as a resull of that deporlation or
voluntary departure, lived in California immediately before moving abroad, attended a
public or privale secondary school in the state for three or more years, and upon
enrollment, will be in his or her first academic year as a matriculated student in Cali-
fomia public higher education, will be living in Ca:ifornia, and will file an aflidavit
with the District stating that he or she intends to establish residency in Califomia as
soon as possible.

AP 5015 - 4

A sludenl who lives with a parent who eams a livelihood primarily by performing agri-
cultural labor for hire in Calilomia and other states, and the parenl has per-
formed such labor in this stale for at least two months per year in each of the h/vo pre-
ceding years, and the parenl resides in this District and the parent of the student has
claimed the student as a dependent on his state or federal personal income tax re-
turn if he/she has sufficient income to have personal income tax liability shall be enti-
tled to residenl classmcation.
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The SuperintendenuPresident or designee shall review all the records and have the right
lo request additional information from either the student or the Admissions Office.

Wthin 30 calendar days of receipt, the SuperintendenuPresident or designee shall send
a writlen determination to the student. The determination shall state specific facls on
which the appeal decision was made.

7 .0 Reclassification

A student previously classified as a non-resident may be reclassified as of any residence
determinalion date. A residence determination date is that day immedialely preceding

the opening day of instruction for any session during which the student proposes to at-
tend.

Written documentalion may be required of the student in support of the reclassification
request.

A questionnaire to determine flnancial independence must be submitted with the petition
for reclassification. Determination of financial independence is not required for students
who were classified as non-residents by the University of California, the California State
University, or another community college District (Education Code Section 68044).

A student shall be considered financially independent for purposes of residence reclassi-
fication if the applicant meets all of the following requirements:

AP 5015 - 5

5.0 Right To Appeal

Students who have been classified as non-residents have the right to a review of their
classitication (Title 5, Section 54010 (a)). Any studenl, following a final decision of resi-
dence classification by the Admissions and Records Office, may make written appeal to
the SuperintendenuPresident or designee within 30 calendar days of notification of final
decision by the college regarding classification.

6.0 Appeal Procedure

The appeal is to be submitted to Admissions and Records Office which must fonarard it to
the SuperintendenuPresident or designee within five working days of receipt. Copies of
the original application for admission, the residency questionnaire, and evidence or doc-
umentation provided by the student, with a cover statement indicating upon what basis
the residence classification decision was made, must be forwarded with the appeal.

Petitions must be submitled prior to the semester for which reclassification is to be effec-
tive. Extenuatino circumstances mav be consldered in cases r,vhere a student failed to
petition for reclassification prior to the residencv determination date. ln no case. how-
ever. mav a student receive a non-resident tuition refund after the date of the first cen-
sus.

Petitions for reclassification are to be submitted lo the Admissions and Records Oflice.
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Has not and will not be claimed as an exemption for stale and federal tax purposes
by his or her parenl in the calendar year prior to the year the reclassification applica-
tion is made;
Has not lived and will not live for more than six weeks in lhe home of his or her par-

ent during the calendar year the reclassification application is made.

A student who has established financial independence may be reclassified as a resident
if the student has met the requirements of Title 5, Sections 54020, 54022 and O24.

Failure to satisfy all of the financial independence criteria listed above does not neces-
sarily result in denial of residence status if the one year requirement is met and demon-
stration of intent is sufficiently strong.

Financial dependence in the current or preceding calendar year shall weigh more heavily
against finding California residence than financial dependence in the preceding second
and third calendar years. Financial dependence in lhe current or preceding calendar
year shall be overcome only if (1) the parent on whom the student is dependent is a Cali-
fornia resident, or (2) there is no evidence of the student's continuing residence in an-
other state.

The SuperintendenUPresident or designee will make a determination, based on the evi-
dence and notify the student not laler than 14 days of receipt of the petition for reclassifi-
cation.

E.0 Non-Citizens

The District will admit any non-citizen who is '18 years of age or a high school graduate

lf non-citizens are present in the United States illegally or with any type of temporary
visa, they will be classified as non-residents and charged non-resident tuition unless
they meet the exceptions contained below.

lf, for at least one year and one day prior to the start of the semester in question, a non-
citizen has possessed any immigration status that allows him or her to live permanently
in the United States and she or he meets the California residency requirements, lhe stu-
dent can be classified as a resident.

A student who is withoul lawful immigration status may be classified as a resident if he
or she meets the following requirements:

. high school attendance in California for three or more years;

. graduation from a California high school or attainment of the equivalent thereof;

. registration or enrollment in a course offered by the Districl for any term commencing
on or atter January 1, 2OO2;

AP 5015 - 6

Students have the right to appeal according to the procedures above.
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completion of a questionnai re form prescribed by the Chancellor and furnished bY

s nonresident luition exemPtion;the District of enrollment, verifying eligibility for thi
and

. in the case of a student without lawful immigration status, the filing of an affidavit that
the student has filed an application to legalize his/her immigration status, or will file

an application as soon as he or she is eligible lo do so.

The initial residency classification will be made at the time the student applies for admis-

sion. students may tile residency questionnaire forms through the third week of the se-

mester to request 
-a 

review of lheir residency status. Final residency determination is

made by the Admissions and Records ofiice. students may appeal the decision with

the SuperintendenUPresidenl or designee.

Board Reviewed 1111 1lO9
Reviewed by the Board's Ad Hoc Commitee on Policy 9/09/15

Reviewed by the Board's Ad Hoc Committee on Policy 2/17116

Board Reviewed Revisions 217116
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I nstructional Materials Feeg a AP 5031

Reference:- Education Co Section 26365,' Title 5 Sections 59400 et sed.

Students mav be reouired to orovide instructional materaals reouired for a cred it or non-credit
course. Such material s shall be of continuino value to a student o side of the classroom

and shall r lusivel availa 1

urre a n nal usa e fee. Stude rren
schedule of classes for fee amounts which are noted under the aoDro oriate class descriotion
Matenal fees are due at the time of reoistration and are not subiect to waiver

Required instructional aterials shall not include materials used or desioned orimarilv for
administrative purpo ses. class manaoement, course manaq nt. or suoervision

Where instructional materials are available to a student temoorarilv throuqh a license or access
fee . the student shall be orovided ootions at th tmeofourchase to maintatn ll access lo lhe

n I materials f tim la a

least two vears. The rms of the license or access fee shall be prov ided to the student in a
clear and understandable manner orior to ourchase

lnstructors shall take reasonable steos to minimize the cost and ensure the necessitv of
instructional materials.

The District will Dublish these ulatrons in each colleoe cataloo

Definitions

"Reouired instructional materials" means any materials which a student must orocure or
ossess as a cond n

whtch the instructor determines is necessary to achieve the reouired obiectives of a course

AP 5031 - 1

"Solelv or exclusivelv available from the Drstrict" means that the instructional material is not
available except throuqh the Districl. or that the District reouires that the instructional material
be ourchased or orocured from it. A material shall not be considered to be solelv or exclusively
available from the District if it is orovided to the student at the District's actual cost: and 1) the
instructional material is otherwise oenerallv available. but is orovided solelv or exclusivelv bv the
District for health and satetv reasons: or 2) the instructional material is orovided in lieu of other
oenerallv available bul more exoensive material which would othenivise be required.

"Reouired instruclional materials which are of continuino value outside of lhe classroom settrno'
are materials which can be taken from the classroom settrno and which are not whollv
consumed, used uo. or rendered valueless as thev are applied in achievinq Ga-reAut
obrectives of a course to be accomolished under the suoervisron of anlnitrGi6illfri the
class.
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L AP 5031

Establishinq Reouired llatetials and Related Fees

ended mate rials fee shall be reviewed bv the Division Dean to ensure n andThe recomm
ce with reoulations. The mrnistrative rvices Oflice will resDond to Statecomplian

Chancellor's Office i uiries reoardi o fees

office srs rintende President ministratrv will

the mmended ma rials fees to e Governino Board for final oroval

The schedule of class es available on Mvshasta, which is updated on a reoular basis and

ains the most recent i rmation reoardino instru nal materials fees.aval on-line.
I fees a rall

ndato rial fe
at the B tn

id at the
Office the Adm Rn

facLrltv will oro nts witmember vide stude h the rials covered hv lheThe lectu re or abora o

fee

AP 5031 - 2
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Withholding of Student Records AP 5035

Reference: Title 5, Section 59110

The Admissions and Records Office may wilhhold grades, transcripts, diplomas, and registra-
tion privileges lrom any student or former student who fails to pay a proper financia! obligation to
the District. The student shall be given written notification and the opporlunity to explain if the
financial obligation is an error.

The definition of proper financial obligation shall include, but is not limited to: student fees: obli-
gations incurred through the use of facilities, equipment or materials; library fines: unreturned
library books; malerials remaining improperly in the possession ofthe student; and/or any other
unpaid obligation a student or former student owes to the Districl. A proper financial obligation
does not include any unpaid obligation to a student organization.

Board Reviewed 1 1/11/09

AP 5035 - 1
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Withholding of Student Recorda BP 5035

Reference: Title 5, Section 59110

Students or former students who have been provided with written notice that they have failed to

pay i proper financial obligation shall have grades, transcripts, diplomas, and registration privi-

leges withheld.

See Adminis/rietivo Procedure 5035

Board Approved 4/09/03
Reviewed by the Board Ad Hoc Committee on Policy 5/13/09

BP 5035 - 1



Sludent Rocords, Dlrectory I Prlvacy

Relorencc: Educ.don Coda Socalons 71091 and 7620at c, .cq.; nla 5, Sec,Jon 516(n
aa saq.; ,0 U.s- Code Sectlon 1232d(lt lus Palrlot Aclt Clvll Cod. Sccaon
1 t e 8.8 5 LA99!9As@!9!bLtur!tElJLL9.

A cumulative rccod of enrcllment, ScholaEhip, and €ducalional progrBa shallbe kepl for each
sludsnt.

ReleBse ot Student R.cords. No instructor. ofrcial, omploye€. oI govcrning board member shall
authoaize ac@s3 lo Studenl reclrds to any person exclpl under the tollowing clrcumstancos:

. studont rocords 3hall be rolgased pursuanl to a 6tudcnt S wnflon congont.

Shasl.-T6hsme-Trinity Joint Community Coll.g3 Oillrid
Bo.rd ol Trustces

Adminbtraliva Proc6dutEs Manuel

Studonts un.blE to procesg trBrsadion3 in pelson or via Web Advi3ol may d€s(Jnate
another po6on to proc.ss kansadioN on thok beh.lt by prory. ln cornpliEnc€ wilh, th.
Ldcral Famity Educalionsl Rightr end Privscy Ad ol 197,t 8bo known .! FERPA or thc
Buckloy Amgndrnanl, the sludent mtsl 3i!1n a rslesia .uthori.ing proc!$ing ot tr.nsac.
tbns by proxy. The studenl (not ttrc Proxy) has ths uiimdc .eePoNibllity lor complying
with applicable requtcmentr, policies, snd d.adlins!, 8nd tor thc timely paymenl of lui-
tbn and b6.

'Oircctory information'may be releasod in eccordance with th€ dofinitions in Boa.d Pol
Gy 5040 and in Eccordanc! with federal and state laws and regulations, such as the
Family Educ€tional Rights .nd Privacf Ad (FERPA)-.-A4yi&!lEl-!q-diI9dag.!&!
mation shall be released rEoardino anv studBnt or former student when the student or
form6. stud€nt has notilled th6 Dast.ict that th6 information shall not bo rolsased To do
so. the studsnt or former student must submit the soorooriato torm to the coll€oe Admig.
sions and Recordg Oflice. in accordsnca with colleo€ oolicv. reouosllno thEt some or all
of lhc cateoori$ of direclorv infomation not b€ released.

Student ccords shall be rcleasgd puBuant to a iudlcisl ordc. or a ladully issued luE
poana.

o Jmmcdiate notircatio! !-0 09. rpnt yje.e_e_4!tigq. m!!|.!q.slqdg!t!!.3lelilSi !h€ p9F9O..
offic€ or organrzation initiating the request: th€ nature o, the records requs6tgd, the
reasoh lor requgsting guch rocoads and lha dal6 wB will rc16a36 r€cords

o Subpoena or courl order lo be faxed to Shasta College anomeys tor revlew prior to
releaso of documants.

Memo distributed to depanments relatod to court ords/subpoena records roquesled.
St.ling the person. ofllce or organizahon iniliating th€ request; tho nature ot thc rec-
ords lequ€gted, lh€ rea3on for requesling such records and lhe datg we wjl! r€lease
rocordS

o Third party inicrmation will be removed or blackcd oul prior lo relcsso of records

Ib.!n.ll d: fo.l (Dlo.: 8l'r

AP 5040 - 1
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Shalta-Tcham&Trinity Joint Co,nmunity Collog. Oilttid
Bo.d of Trwtc.s

Adminblrative Prcc€durat Manud

Student Records, Dlreclory lnformatlon' 8nd Prlvacy AP 5040

o Documentg will bs certified mailcd as instwclgd p€r court ordor/subpoena to copying
company, attoanoy's offlca or in th6 ese of odminal matloc dirgctly to thg coun of
hea.in9.

Studenl recor& shall ba r.loagcd puBuant to e frdcral iudici.l ordcr that ha3 bosn i8-

sued .cgarding an invlstigation or proscqjtion otan otlensc conccrning an inve3tigation

ot prosoclrion of tlnorkm.

Sludent records may be rol.ascd to authorized r.pru3.ntativcs of lhc Complrollc, Gen-
eral ol lhs Unit6d Stttss, the Seqretary of Educalion. an administr.tive hcad ot an .du-
cation s96ncy, stato gducation oflicial8, or thcir rcspcdivo dcaigncca orthe United
State3 Office of Civil Righb, wh.rr that informttbn b necoi3ery to .udi or evaluate a

st€te or lederally supported oducstionsl program or purslanl to led.ral or stalG law. Ex'
captions 6ra that ,nhcn thc callcction o, pcEonally idanlifrsblc intormgtion b spccifE lly
.uthoitod by bdlr.l law, .ny dala collcded by thooo oficjab shall bc protlcl.d in a
manner thal will noi p€rmil thc peGonal ldentilicstior ot students or thcir p.lcnt3 by

otherth.n those offici8b, aod any peEonally idontiliable dsta shall bs deslroycd when
no lorgar ne6d6d for that audh, evaluation, and cnbrc.mant oI frdcral lrgal r.quirc-
rncnts.Fequests aro made lo tho Oireclor oJ Adm!!gigr:'!.ang B!gold:- 9t Dean ot EnrolL
ment S;.vrcas. who wrll consull w h lhs Presidenl s oflice bolora lhe releaslng lnfoF
malion.

Sludent rocords msy bc rele.s6d to oflicials of olher public or prival6 schools or school

systom!, rnduding local, county or stalc conoctional facilitios wheG education programs

s;c provrded. wheG the stud.nt sc€ks or intends to enroll or is ditected to enroll. Thg re-

Lasebsubie.itothocondilioGinEducstionCodsT6225.JlF-Admissig!9.1!t!EeC:....-.---'
ords offce willassumc thc rcapoNibility of verifyirg the student and processjng ths .e
quest.

Studenl aecoads msy bc r6lcasgd to agancica or organizataon3 in conncction with a gtu
dents application tor, or rscsipt or. linanclal aid, provided thal intomation permitting thc
p€rsonal Ucntification ol thosc students may b€ dirclosed only as may bc nGcalsary fo.
ihose purposes as lo finsncl.l 8id, to detcrminc thc arno!nt o, thc financlal aid, or condi-

tions liat will bc tmposed rcAarding llnsncisl aid, or to enforce lhe tcrms or coMitiom ol
tinsncial aid. Jhe Oe a n.9t Et r.q!lng!!! g9rrlq-o.! pI q[a,c!gf .qt t!!.?!c!C! AiO i! .A!p9.t!r!Dl9 , ,,. -'-'
lor authorizing the release of this infom.tion.

Lstudent rGcords may bc rehsad to org.nizatioB c.nducting st$di€s for, or on behatl

ol &(lditing organization!. cducationsl agcndBs or institulions ,or thc purpos. of d6-

voloping, valUating. or adminiltrating p.cdictlvc tcrb, adminbtering linandalail pro-

go.",-Cno inpro'iing instn ciion, if Goac tludiB arc condu.t.d in luch a mannc' es will

'oii.ndr 
Fo.I coh.: 6rt

f.fr.ma: rorr cDkr: Blr

to.nar$d: Fa.t cDlo.: BIE

tmtt r!: Fo.t ..1o.: St

ao.nxtnd: ro.lt c.ror; Bl'r.

AP 50,10 - 2

. Studsnl records may be roh.sod lo offcials and cmploy6ot of tho Distri, only when

th.y have a legitirnatc cducrlional interBt to inlp€ct the rgcord..Reqoes!! ?ra l!3-de !S . . -.
thc OfEc.e of Admissions and Records who approvod or dgni6 tho Equesl based on ls-
gitimate 6ducational interests.
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not permit the personal idenlific.tion ot students or th6ir parenG by pcEons othcr lhan
represrntatives of tholc organizations and tho i.formatlon will be destroyed when no
longe. needed lor thc purpose lor which il is conducled. -The.SuQgrintendenvP-r.9sige.l1t..
or destonee is resoonsrble for authorizino the release of this infomation

Student records may be released lo eppropriata peBons in conneclion with an cmer_
gency if the knowlsdga ofthal intormalion is necc$ary to protecl lhe heahh or s.f6ty of
a studonl or other persons, subiod to Epplicable federel or stat. law..Il:r.e.Q6!!t 9[ E!]tS!l-
ment Services is rcsponsible lor releasing lhis rntomation to lhe Security SupeNisol

The following info.mation shall bo rele.s6d lo lhe Mrral tnilit..y tor the purposes of Gd-
.ralmililary Gc.utlmont: studcnt namcs, addrc$eg. tclephone listings. datcs and placr3
of birth. leveb ofeducation, major(s). dogrcos receivad, prior nlit8ry gxpsdonc6, tnd,/or
lhe mo3t recenl previgus educatonal inslilutiglr3 enrolled in by tho gtudenE..Wrinen.re-
quests are forwardeal to the Otlice of Admissions and Records. who may authodze the
infomataon lo be released.

Charce for lranscripts or Venficalions of Studenl Racods.

A studenllfo(mer student shell be enlitled to two tree copies of the lranscript ot his/her Ecord or
to lwo tree verifcations ofvadous student records. Additional copics shall be made availoble to
the sludenl, or lo an address6€ dBignated by hinvhor. et a iale approy€q !y lfle 893d, S!!:
denls may request sprcial processing of a tmnsc pl al a rale approved by tho Board.

Electronrc Transc ots

The Oistrict may eloci to lmplsment. proc€33lor tho rccaipt end lransmbsion oteleclrcnic atu-
denl tr.nscripE contingent upon recolpt of Sulticiont funding.

Use of Social Securitv Numbors

The Districl shall not do any of the following

Shasta-Tehama-Trinlty Joinl Community College Drstricl
Board of Trustees

Administralivo Procedures Manual

. Publicly posl or publicly dbplay an indivitlual'3 3ocialsocurity number:

. Print an individual's social security number on I card rcquiEd to access producb or ser-
vice3;

9_R6quirc an individual to lranrmit his,/hor soci.l seqlrity numb€r over thg inlernet uring a
connociion thal E not tecurcd orencrypted:

. Rcouire an individuet to us€ hirher sociel secuaitv numbor to accass an intemel Web
5it-e_!yithot{ alsq rqouirino a oaasword or uniouc oerronal idanlification numbGr oa othar
authentication deviso: or

. Print in whole or in oa.t. .n individual's R€qs*etijid*ir{aHg_sae}i€A€F.ocialseqJ-
rity number that i.3 visiblo on any matsriate that .re mailod to the indtuidual. oxcopt thos6mrlsi.b usd tor

Fo.ttt tt d: tu cob.: Bhr

toitr.lt d: ront cobr: Biuc

ao.n U: Fo.ra (D16: Bltr

fo.ni.td: r{ot @lo.: Bb.

AP 502{0 - 3
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Studenl Rocordr, Oltqetory lnform.lion, rnd Privacy AP 5040
applic€tie.-Appll!3tj9n or enrollmenl purposasi

to-fq8tablish, emcnd, or tetminate an a@ount. contr8d, or policl; or

te-fqconfirm thc acculacy ot thc locial 3ocurity numbcr.

lf th! Did t ha!. ptu. to Janu.ry l. 2004, lEgd sn indivilual's rocjsl E€curity numb€r in a man-
ner incoBist.nt with tho abov! rcat.ictions, it m.y continue uling thal individusl's social gccu.ity

numbor in lhat samc manner only it;

. The use of tho social soculity number E continuous;

. The individusl is p.ov6ed an annual dilclgsu.c thd intorm! tho indiv*Jual that h€/rhe
h.s lho right to stop th. urc of his/her social lccurity numbrr in 6 m€nncr oth€lwili€
prohibitod;

. The Oigtricl rgrBca to stop lho us€ of an individual'! 3ocial security nlmber in a m.nno.
otheMis€ prohibited uPon I wrillen request by thal indtuidusl;

. No flo shall bc charged ior implcmenling thB requ$l; 8ndliqgigEiqLs!g!I!91!l!!I
seavic€s to an individual for makino Such a aaouast.

. Th€ glotrid 6hEll nst deny c€rv'€€6 le tn iidividual fe, m.king eech g reqssot,

Eoard Reviewed 1 t/1 1109

Board Revbwed 11/14/12 IMANOATED CHANGES]
Reviewed by the Board's Ad Hoc Comm tee on Policy 10/08/14

Board Reviewed 11/1214
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Rcierenclr &uczdon Codo Sacdo/d lC2U) aa saq; Tlda 5, Sec0on 51600 el saq.i4!
U.S. Cod. Sccdon 1232G0t: ACCJC Acct dtt don S.,ndud ll.C.t

Thc SupcnntendcnuPtesident shall assurc that sludonl Ecordt aro maint.in.d in cornpligncr
with agplacable f.d.ral and 3let l.ws r.laiing to thc priv.c, ot Etudont recodg.

Tha SoponntendenuP@sident mav diccl tho imol€m€ntation of aogroorielo s€feouaads to a3_

sure that sludent r6cords cannot be accas3ed or modifird bv anv o6Bon not aulhorizsd to do

tlL

AcE?ss to R6cords. Educationa: records 3hall bc availablc for inspodion and review, during
normal wo ing hours, by presenlly and iomerly gnrollcd stude.ts. Where th6 record(s) may

contain infomation conceming moro than thc inquiring gtudent. only that part pertainiag to tho
inquking student may be revoaled.

Any cun.ntty enrolLd or fonier ltudent otthe Dbtricl hs3 a rioht ot acceqe to any 8nd all stu-
dsnt ror.rds relating to him or her mainlained by th. dbl ict.

No Districl reprcaentative ahall rclcase lho contenb ot a 3ludcnl reqotd to Eny member ol the
public withoul th€ prior wnllcn @nlcnt of thc studqnt, otho.thsn directory information as dc'
fined in thi! polrcy and inf,omation sought pursuant to a @ui ordet or ladully issued tubPo€ne,
or a9 olhcrwi3s suthorizcd by .pplicablc fcdcral and 6lalc lewg.

Student! shallbe notificd ollheir rights wilh re3poct to studenl t"cor&. induding the definition
of direclory lnformation conlainsd her., and that they mey limil tho Information.

Direclorv inlormalion shall includel

Student pe.ticipation in otfrcially recognized acliviti€! and spod! including w6ight, holght
and high school ot g.aduation ot athl.lb t.8m rncmbcrs.

LDrgrccs and award! recaivcd by ttudenlg, inciuding honoB, scholaBhip awards, ath-
lelic arards 8nd Ogan'g ljsl recognition.

Consistent with the Solomon Anondment. D€oadment ot Oefenss entities mav obtsin
cenain information about curentlv 6nrolled fulLtime sludenls aoes 17 and over. once
oer lerm. This infomation is limited to: student namos addresses. ohone numbels. aog.
level of education. deoree orooram c!rr6ntlv enrolled in. deore€s received for recent
qraduates and educational institulron last enrolled in. To orocesg lhis reou6st the col-
leoe wall check to see if it collects the student data and if anv students andlor oarents ex-
e.cised lheir FERPA rEhts to wthhold stud6nt informellon.

tor tdr tin pd.ry4h, iohla.ts onurE hc, Tao

lorrt li..I lrlrsa: Ldl: 0.5'/ lo nrlE o.

Sce"{di'lr,6*F rrw+re€d.rte{ea0

Bo.rd Approved 4/,|1/01
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Challenging Content

Any student may file a written request with the Asslslanl SuperintendenWice President
of Student Services or designee to correct or remove information recorded in his or her
student records that the student alleges to be:

1) inaccurate;
2) an unsubstanliated personal conclusion or inference;
3) a conclusion or inference outside of the observer's area of competence; or
4) not based on the personal observation of a named person with the time and place

of the observation noted.

Within 30 days of receipt of the request, the Asslslant SuperintendenWice President of
Student Services or designee shall meet with the student and the employee who recorded
the information in guestion, if any, if the employee is presently employed by the District.
The Asslstanl SupeintendenWice President of Student Seruices or designee shall then
sustain or deny the allegations.

Within 30 days of receipt of an appeal, the Governing Board shall, in closed session with
the student and the employee who recorded the information in question, determine
whether to sustain or deny the allegations. lf the governing board sustains any or all of
the allegations, ft shall order the SupeintendentlPrcsident or his/her designee, to
immediately correct or remove and destroy the information. The decision of the governing
board shall be final.

lf the final decision is unfavorable to the student, the student shall have the right to submit
a written statement of his/her objections to the information. This statement shall become
a part of the student's record unlil the information objected to is conected or removed.

BPIAP XXXX - 1

I Referenco:-Education Code Sections 76222 and76232; Tille 5 Sec'tion 54630

lf the Assislanl SupeintendenWice President of Student Servlces or designee sustains
any or all of the allegations, he/she shall order the correction or removal and destruction
of the information. lf the Assislanl Supe rintendenWice President of Student Seruices or
designee denies any or all of the allegations and refuses to order the correction or removal
of the information, the student, within 30 days of the refusal, may appeal the decision in
writing lo the Supeintendent / President. lf the Supenhfe ndent / Prcsidenl denies any or
all of the allegations and refuses to order lhe correction or removal of the information, the
student, within 30 days of the refusal, may appeal the decision in writing to the Board of
Iruslees.
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Whenever there is included in any student record information concern ing any disciplinary
action, the student shall be allowed to include in such record a written statement or
response concerning the disciplinary action.

Whenever there is included in any student record information concerning any discipl:nary
action in connection with any alleged sexual assault or physical abuse, or threat of sexual
assault, or any conduct that threatens the health and safety of the alleged victim, the
alleged victim of that sexual assault or physical abuse shall be informed within three days
of the results of the disciplinary action and the results of any appeal. The alleged victim
shall keep the results of that disciplinary action and appeal confidential.

Access Log

A log or record shall be maintained for each student's record that lists all persons'

agencies, or organizations requesting or receiving information from the record and their

legitimate interests. The listing need not include any of the following:

. Students seeking access to their own records;

. Parties to whom directory information is released;
o Parties for whom wriften consent has been executed by the student;
o Officials or employees having a legitimate educational interest.
o The log or record shall be open to inspection only by the student and the Assistanf

SupeintendenWice President of Student Servlces or designee, and to the

Comptroller General of the United States, the Secretary of Education, an

administrative head of an education agency, and state educational authorities as

a means of auditing the operation of the system.

BP/AP XXXX - 2


