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Welcome

Welcome to Sacramento City College’s Student Associated Council!
This Handbook is a guide to success for all SAC members. Read it, reference it, and keep it

with you when conducting SAC business. And don’t hesitate to contact the SAC Advisors or
Student Leadership and Development staff for more assistance.

cContacts

Student Associated Council Office Student Associated Council Office
South Gym, 226 Student Center 101A

(916) 558-2446 (916) 558-2915
sccasgp@scc.losrios.edu (President) sccintclub@scc.losrios.edu (President)

For more information: quick link to Student Associated Council from the SCC home page.

Kim Beyrer, Coordinator

Student Leadership and Development
South Gym, 226

(916) 558-2607
beyrerk@scc.losrios.edu

Chris Torres, Specialist

Student Leadership and Development
Student Center, 105

(916) 558-2382
torrescl@scc.losrios.edu

Student Leadership and Development Office

South Gym, 226

(916) 558-2381

For more information: quick link to Student Leadership and Development from the SCC
home page.
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Governing Documents

REFERENCE LIST

SAC Constitution: Appendix 1
JBC Bylaws: Appendix 2
CAEB Bylaws: Appendix 3
Student Senate Bylaws: Appendix 4
LRCCD Website: www.losrios.edu/legal
o LRCCD Policy 2311, —2312, -2314, -2400, -3122, -3123
o LRCCD Regulation -2311, —2312, -2314, -2400, -3122
e Official California Legislative Information Website: www.leginfo.ca.gov
o California Education Code § 76060-76067, § 72023.5
e California Code of Regulations Website: http://www.calregs.com
o Education: Title 5
o §51023.7 (Student Role in Participatory Governance)
e The Ralph M. Brown Act: www.cfac.org/Law/BrownAct/Text/ba text.html
o California Government Code § 54950-54963
o See attached sheet for summary
e Robert’s Rules of Order: www.robertsrules.com
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THE BROWN ACT-A SUMMARY
Compiled by Kenna Cottrill, July 2004

1. The Act

The Brown Act was made a law in the 1950’s. It ensures that people do not give up their power
completely to the agencies that serve them. Since the SAC represents all Sacramento City College
students, the actions you take and decisions you make should be public knowledge.

2. Meetings
e Under the Brown Act any time the majority of the Clubs and Events Board and/or the Student
Senate officers come together to “hear, discuss or deliberate” a campus issue, it is defined as a
meeting. All meetings of governing bodies must be open to the public.
o There are exceptions, which allow a majority of your CAEB and/or SS to discuss issues
without it being defined as a meeting:

o Individual contacts: As an individual SAC officer, you may discuss any issue with
those who have information you need to make a more informed decision.

o Conferences, Community Meetings, Meeting of another body of the agency: You
may attend conferences and meetings and discuss SAC issues openly, as long as
these events are open to the public and as long as the discussions take place as part
of the scheduled program, i.e. within a conference workshop.

o Attendance as an observer of a standing committee: If you attend a committee
meeting but do not participate, you are exempt from the Brown Act.

o Social or ceremonial event: The majority of you may attend a social or ceremonial
event as long you do not make decisions during said events.

¢ Video teleconferencing is allowed, but meeting via telephone is not.
o Meetings must be held on campus, since the campus is the boundary of your jurisdiction. There
are some exceptions; consult with your advisor if you have questions.

3. New Members
e As soon as new members are elected, they must adhere to the Brown Act. Therefore, if a
meeting between outgoing members and incoming members constitutes a majority of the group,
this could be a violation, especially if decisions are being discussed.

4. Notice & Agenda Requirements

o The time and place for regular meetings must be set by formal rule, resolution, bylaws or other
formal action. Time and place should remain the same.

o The agenda should be posted 72 hours in advance of the meeting in a location that is regularly
accessible to the public. Agendas should include a brief description (20 words or less) of each
item being discussed.

¢ Individuals may receive an agenda prior to the meeting. They must make a written request.
They should receive the agenda by the time the agenda is posted for the public or is delivered to
the SAC members, whichever is earlier.

o SAC may charge a fee to cover the costs of copying and mailing, if necessary.

o A person may make a standing request to receive the agenda, and must renew the
request annually.

o If the requested agenda is not received, action taken at the meeting is still valid.

¢ No action or discussion may occur on any item that is not on the posted agenda. However, SAC
members can:

o Briefly respond to statements or questions of those publicly testifying.
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o Ask a question for clarification, make an announcement, or make a brief report on
his/her own activities.
o Provide reference to another person/source for factual information, request a report
at the subsequent meeting, or direct individuals to submit an agenda item request for
a future meeting.
o Actupon an item if it is identified prior to acting upon it and if any of the following
conditions are met:
= the majority decides there is an emergency situation (see emergency
meetings below).
= 2/3 of the members present at the meeting (or all the members if less than
2/3 are present) decide immediate action is needed and that the need for
action came after the agenda was posted.
= |f the item appeared on an agenda of a meeting less than 5 days earlier and
the current meeting is a continuation of that previous meeting.

o Special meetings are called by the CAEB or SS Presidents. The majority of the CAEB or SS

has the authority to communicate to the President that they want to call a special meeting.

o Written notice must be given to the SAC members and posted 24 hours in advance
of the special meeting. The notice must state meeting time, place, and items to be
discussed. This notice serves as the agenda for the meeting.

o Items not on the notice cannot be considered.

Regular and special meetings may be adjourned to another place and time, if necessary.
o Ifameeting is adjourned for less than 5 days, no new agenda is needed.
o The reason for adjournment should be posted within 24 hours at the location where
the meeting was held.
Emergency meetings are held when public facilities are threatened, such as during a work
stoppage, a disaster, or any other activity that impairs public health and/or safety.
o Special meeting requirements are in effect, except for the 24-hour notice.

5. Rights of the Public at Meetings

The public should not have to fulfill any condition to attend meetings, such as provide their
names or any other information or fill out a questionnaire. Attendance lists or questionnaires
should be explicitly labeled as voluntary.
Meetings should be held in facilities that are open to everyone, regardless of race, ethnicity,
religion, national origin, gender, or ability (etc.). Additionally, the public should not have to pay
to enter or make a purchase in order to attend the meeting.
Secret ballots are not permitted.
Meetings are either closed or open, not “semi-closed.”
Individuals who willfully disrupt meetings must be removed. If necessary, the room may be
cleared of the public, but not of media members if they have not been part of the disruption.
A victim of sexual misconduct or child abuse should not be identified unless their identity has
been publicly disclosed previously.
The public may review the agendas and other documents distributed to a majority of the SAC
members, except for privileged documents.
The public may record the meetings in any fashion, unless the CAEB or SS determines this will
be a disruption.
The public has the right to comment on all agenda items. This must occur before or during any
decisions are made regarding the item.

o CAEB or SS may impose reasonable regulations to ensure everyone has the

opportunity to speak. Time limits are the most common regulations.
o Criticisms cannot be prohibited, but defamatory statements are not protected.
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6. Closed Sessions

There are very few allowances for closed sessions, during which the public is not allowed. Even
though the session is closed, an agenda should still be posted as though the meeting were open. The
agenda should clearly state that the meeting is closed. The reasons for a closed session include
personnel issues, litigation issues, labor negotiations, real estate negotiations, threats to public safety,
grand jury testimony, and other miscellaneous issues as outlined by the Brown Act.

Resources

o Fourkas, T.(1994).Open and Public I1: A Usea’' s Guide t
e  Thompson, L.D. “The Ralph M. Brown Act.” Workshop Handout, March 5, 1998.
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PARLIAMENTARY PROCEDURE-A SUMMARY
Compiled by Kenna Cottrill, July 2004

Parliamentary Procedure, also commonly referred to as Robert’s Rules of Order, is a way of
conducting meetings that ensures everyone’s voice is heard and to make decisions with less
confusion.

Here is a brief outline of what you will find in this section:
I. Basic Terms

1. The Agenda

I11. Motions

IV. Presenting a Motion

V. Voting

l. Basic Terms

Adjourn: to end the meeting

Agenda: business to be considered during a meeting

Amend: to change a motion

Committee: a group of members chosen for a certain task

Debate: discussion about a motion

General Consent: passing a motion without a vote

In Order: relevant to the business being discussed

Majority: more than half of the members present and voting

Motion: a proposal that the group takes a stand or takes action on some issue
Quorum: number or percentage of members that must be present in order to conduct business legally
(as outlined in bylaws)

Second: the verbal sign from a member that s/he wishes to consider a motion just made
Voting: how motions are accepted or rejected by the group

I1. The Agenda

Should be created before the meeting begins. It outlines the meeting and lets everyone know what
they can expect to discuss. Each agenda will be different, but a common outline looks something like

this:

©oNo

agrwbdE

Call to order

Minutes

Officer’s Reports

Committee Reports

Special Orders: very important business previously determined for consideration at the
meeting.

Unfinished business: from the last meeting

New business

Announcements

Adjournment: either by a vote, general consent, or chair’s decision if adjournment time was
set by an earlier vote.

I11. Motions (determine what should be voted upon by the group)

1.

Main motions
a. Introduce subjects for consideration.
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b. Cannot be made when another motion is being discussed by the group.
c. Voted on after privileged, subsidiary, and incidental motions.

2. Subsidiary motions
a. Change or affect how the main motion is handled.
b. May include adding or taking away components of the main motion.
c. Voted on before the main motion.

3. Privileged motions
a. Unrelated to pending business, but are of special or important matters.
b. Generally considered before other types of motions.

4. Incidental motions
a. Questions of procedure arising out of other motions.
b. Must be considered before other motions.

5. Motions that bring a question again before the group
a. Allow certain items to be reconsidered.
b. Brought to the table when no other business is pending.

. Presenting a Motion

1. Obtain the floor.
a. Wait until the previous speaker is finished and the previous item of business has been
completed.
b. Stand up and address the chair.
c. State your name. The chair will recognize you by repeating it.
2. Make your motion.
a. Speak clearly and concisely.
b. State your motion affirmatively, that is, “I move we do...” rather than, “I move we
do not...” Tell the group what you want, not what you do not want.
c. Stay focused on the subject at hand. Avoid personal attacks.
3. Wait for a second.
a. After you have completed what you have said, another member will likely say, “I
second the motion.” If someone does not speak up, the chair will call for a second.
b. If no one seconds your motion, it will not be considered.
4. The chair states your motion.
a. After someone else has seconded your motion, the chair must say, “It is moved and
seconded that we (whatever it is you moved to do).”
b. Debate and voting can occur only after this has been said.
c. Your motion now belongs to the group. You cannot change it without the consent of
the group.
5. Expand on your motion.
a. Since you made the motion, you are allowed to speak first to further explain or
clarify your motion.
All comments should be directed towards the chair of the group.
Respect the speaking time limits.
After all other speakers have finished, you may speak again.
You may speak again by a motion to suspend the rules granted by a 2/3 vote.
Otherwise you are limited to speaking only twice.
6. The chair puts the question.

©® 00T
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a. The chair asks, “Are you ready for the question?”” This asks if the group is ready to
take a vote on the motion.

b. If there is not more debate, or if a motion to stop debate is adopted, a vote is taken.

c. The chair announces the results.

V. Voting (can occur in many different ways)

1.

Voice: Chairperson asks for those in favor to say “aye” and those opposed to the motion to
say “no.” This is only applicable when a majority vote is called. Any member may motion for
an exact vote.

Show of hands: Members raise their hands to verify or replace a voice vote. Again, a
member may motion for an exact vote.

Roll Call: Each member’s name is called and they vote with a “yes,
they choose not to vote. This vote is recorded on paper.

Ballot: Members write their votes on a piece of paper. This is typically done when secrecy is
needed, however under the Brown Act, you must be careful about secret votes, as they are not
allowed.

General Consent: If a motion is not likely to be opposed, the Chair says, “If there is no
objection...” and member show their consent through silence. However, if a member objects,
s/he says so, and a voice vote is in order.

Other Voting Issues:

a. “Amotion to lay on the table”: This can be used to temporarily lay a motion aside
while attending to more urgent matters. It should not be used to stop a debate or
forget a motion. A motion to take the issue “from the table” should occur by the end
of the current meeting or the next one, assuming the next meeting is within a
reasonable time frame.

b. “A motion to indefinitely postpone”: This is a strategy to be used when members do
not want to make a decision on an issue. It is especially useful when the vote on a
badly chosen main motion will have undesirable consequences regardless of the
outcome of the vote.

99 <6

no,” or “present” (if

Resources

“Your Guide to Parliamentary Procedure.” 1997. The Channing L. Bete Co., Inc.
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10.

11.

How to be a Great SAC

Adapted by Kenna Cottrill, July 2004

Really represent your students. Start by improving voter turnout. Make it easier to vote, get
candidate information, and run for office. Make voting fun—provide neutral/non-partisan
entertainment and food if you can.

Survey your students. “Scientific surveys, polls, focus groups, phone calls, meetings with
students should be part of your arsenal of fact gathering.” Talking with all kinds of students
informally will help you build credibility and gain information to make sure your events and
issues are important to more students on campus.

Be organized, professional, and responsible. Is your office space clean and organized?
Are you on time to meetings? Are meetings run according to Parliamentary Procedure? Do you
return phone calls and emails promptly? Are you a role model?

Network with your peers. Contact student association officers at other community colleges
in the area when you are trying a new event or dealing with an unfamiliar problem. Utilize the
expertise of others, each other, and develop new ways of dealing with issues.

Develop a transition plan. This provides stability and information to incoming students.
Ideally, it is “a blow-by-blow account of your year in office: what projects you championed, what
worked and what didn't, time-lines for completion, mention of roadblocks, key allies, and
problem administrators.” However, shadowing time, and a less detailed, but information-rich
document can be helpful. It should definitely include recommendations for the upcoming year
and things that were so successful they should be repeated.

Have a full-time office manager. And if this is not possible, being organized is even more
important. Utilize your advisor and the other staff members in the SLD office to help you stay
organized and provide information about the college.

Be willing to sacrifice. But not at the expense of your health and well-being. The group and
the campus should be a priority for you. You should be willing to give whatever it takes to get
jobs done. However, be careful that this does not also mean you and your peers suffer from burn-
out. Itis important to reward your group for good, hard work to maintain commitment and
motivation. If everyone does not sacrifice sometimes, then one or two people sacrifice all the
time, leading to resentment.

Put the group above yourself. Sometimes you have to be more concerned with the greater
good than your own opinions and wants. It means knowing what the SAC stands for and how to
make that happen. It also means putting in the time to make the SAC projects successful. Again,
be careful about burn-out.

Take your adWesya bardasalented leaderctieat’s why you are here. But,
there are probably some aspects of the college system that you don’t know everything about,
events you never knew occurred, or solutions you can’t really see. Therefore, it’s important to
listen to your advisor, and to be honest with them about what is going on. Don’t be afraid to ask
for help.

Have a signature program or service. You want the student body to think fondly of you
because of an outstanding service or program that you provide. It should affect the majority of
your student body and be something that occurs on a regular basis. It can be anything from “a
safety program, night-time escort service, anti-drunk driving transportation program, ride board,
video rental service, book exchange, or some other very visible service.” What are the needs of
your students? How can you provide that thing at a high quality?

Focus on #wi nYouaddfihitelyowant ts fight teegyaod fights such as tuition
increases or more financial aid. But you will probably not single-handedly affect those issues in
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one year, so it’s important that you find three or more issues that you CAN make a difference in
during your term.

12. Make serving fun. Try building in social time for your organization. Make your meetings
fun whenever possible to keep members motivated to attend. “If members get to know each other
personally and understand each other, everyone will work more cohesively and will be more
understanding of each other when problems do crop up.” Try scheduling a once-a-month social
time when you can talk about life, classes, hobbies, and interests.

13. Havealong-t e r m i vBe willing to dodhe work to make large and complex projects a
reality, knowing that they may not be completed by the end of your term. Someone has to lay the
groundwork to improve the campus. What’s your SAC’s five-year plan?

Resources

http://www.asgaonline.com/ME2/dirmod.asp?sid=6A03597A7E234778A8E1243515C905F7 &type=f
orms&mod=Smart%20Forms&sfid=FDBD65E5852D4B70838B33FC43E94E33&tier=1. Accessed
6/23/04, 10:15 am.
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SAC Information

ROSTERS

Updated rosters, with contact information, are available via the shared drive. This
information is confidential and should only be shared with other SAC members and LRCCD
employees as needed.

CANDIDACY VERIFICATION and PUBLIC INFORMATION

Every candidate for the SAC, whether appointed or elected, must complete the Candidacy
Verification Form and the Candidate Public Information Form and submit to the Advisor.
The Advisor uses this information to verify that the candidate meets all of the requirements
and is eligible to serve as a member of the SAC. Once verified, the new member’s contact
information will be included on the SAC roster. Any information provided on the Public
Information Form may be shared with the public.

TRANSCRIPT NOTATIONS

SAC members meeting requirements as noted in the Bylaws and on the Transcript Notation
Request Form will receive the “Recognized Student Leader” notation on their official
academic transcript.

MEETING SCHEDULE

SAC members are expected to attend all required meetings per the Constitution and Bylaws.
Please check Student Leadership and Development’s Master Calendar for CAEB and SS
meeting schedules. Information for other required meetings will be provided by the
responsible party. Speak to an advisor or veteran member for more information.

AGENDA ITEM REQUESTS

If you would like an item to be discussed by the CAEB or SS, then it must be placed on the
meeting agenda. To have an item placed on the agenda, fill out an Agenda Item Request
Form and submit to the President (it is recommended that you keep a copy for yourself). The
President is responsible for setting the agenda and running all meetings. If you have
questions, speak with the President or Advisor.

SAC BULLETIN BOARD POSTING POLICY

SAC bulletin boards are located throughout campus and are easily identified with the
burgundy and gold checkerboard design.

1. The Secretary of Public Relations approves postings for SAC boards.
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. Student Leadership Development may also approve postings for these boards, as
indicated with the SLD stamp.

. Only campus-based items are to be posted - no off-campus postings.
. Once approved, people can post themselves. Caution should be taken however, so as not
to disrupt classes.
. There are 26 SAC boards located around campus - all painted checkerboard burgundy
and gold.
Here's a listing:

Al2,5

RN 208, 220, 228, 229, 267

RS 228, 263, 270, 271, 273, 307, 311, 312

Hallway outside of RS 161 and 165

Mohr Hall - enter, turn left and the board is straight ahead
Hallway outside of B 145, 153, 220, 237

Lusk Aero Center - enter, board on left

Lusk Aero Center - enter, make a left, board at end of hallway
City Café - board by north entrance

Student Center
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Candidacy Verification Form

FORMS
Candidacy Verification Form

Return to:
Kim Beyrer, Advisor, SOG 226

Please print clearly.

l, , declare my candidacy for the

position of in the:

(circle one) Student Senate Clubs and Events Board

| meet all of the qualifications for the position and, if elected/appointed, I will
maintain the minimum eligibility requirements and perform the duties of my
position in accordance with the Constitution and Bylaws.

Date: Signature:

Student ID#:

arly Address:
Prl Telephone (indicate if home, work, mobile):

Date Initials Date |Initials Date Initials Date Initials Date |Initials
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Candidate Public Information Form

Candidate Public Information Form

Return to:
Kim Beyrer, Advisor, SOG 226

Please print clearly. Name:
Do you have any previous student association experience? Yes No
If yes, explain:

Reason(s) for seeking office:

Interests/Activities (Community and School):

0 I agree that the informationpr ovi ded on this fACandidate Put
including my photo, may be published in any SCC publication or website.

Signature Date
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Transcript Notation Request Form

Transcript Notation Request Form

If you would like your SAC involvement noted on your official SCC transcript, then you must fill out
this form and submit directly to the Advisor no later than 30 days prior to the end of the semester. All

requirements

mu st

Reaognimeck Student lreader”r ndtegl on yourdranscraply B

you have questions or need additional information, please contact the Advisor directly. Thank you.

Name:

Semester and Year:

Student |D#:

Positionon: CAEB

Date of Election/Appointment to Position:

SS (circle one)

Position Title:

(must hold an official SAC position)

(Students elected/appointed after October 1 for fall and March 1 for spring are ineligible for that semester.
Students that resign mid-semester are ineligible.)

# Units (current semester):

Documentallme et i ngs
not the absence was excused. (must have less than two unexcused absences)

t hat

Cumulative SCC GPA:

youdve

mi

ssed

noting

Name one additional SAC activity that you participated in that is outside the normal scope of
your duties. (must participate in at least one SAC activity in addition to regular position duties)

Please list the office hours that you have held this semester. (must fulfill two office hours per week)

t

For Office Use Only
Approved:

Not Approved:

Reason:
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Agenda Item Request Form

Agenda Item Request Form

Use this form to request that an item be placed on the agenda for an upcoming Clubs and
Events Board or Student Senate meeting.

DATE SUBMITTED: AGENDA DATE:

TITLE OF AGENDA ITEM:

REQUESTING ORGANIZATION:

REQUESTING INDIVIDUAL or REPRESENTATIVE:

TELEPHONE NUMBER: REQUEST TYPE: [ ] INFORMATIONAL
(Where you can be reached) (Check one) [ ]ACTION

E-MAIL ADDRESS:

PLEASE GIVE DETAILED DESCRIPTION OF YOUR REQUEST
(use additional sheets if necessary):

IF THE REQUEST IS MONETARY IN NATURE:
What is the amount of the request?
Are you receiving funding from other college resources? [ ] YES[ ] NO
If yes, where?

SIGNATURE OF REQUESTOR:

SIGNATURE OF SAC SPONSOR & DATE RECEIVED (official use only):
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SAC Office Information

HOURS, LOCATIONS AND MAILING ADDRESS
The SAC Offices are located at Sacramento City College:

e South Gym, 232, accessed through the office areas of South Gym, 226.
e Student Center, 101A, accessed through the Student Center.

The offices are open Monday-Friday, 8:00 am-4:30 pm during the regular academic year (holiday,
break and summer hours may vary). SAC members and their invited guests may access the office
during these times. Members of the campus community may visit the office for official SAC
inquiries and business only. After hours and on weekends, the offices are to remain closed. The
offices may be opened during non-business hours as needed for official SAC business. For office
access outside business hours, please consult with the Advisor. Mail can be addressed c/o the
following:

Student Associated Council
Sacramento City College
3835 Freeport Blvd.
Sacramento, CA 95822-1386

The SAC is responsible for their own postage and off-campus mailings. Inter-campus mail (within

SCC and also in the other LRCCD colleges/centers) is provided via the Student Leadership and
Development Office (South Gym, 226).

CONTACT INFORMATION

Student Associated Council Office Student Associated Council Office
South Gym, 232 (via SG 226) Student Center, 101A (via Student Center)
(916) 558-2446 (916) 558-2915

sccasgp@scc.losrios.edu (President) sccintclub@scc.losrios.edu (President)

For more information: quick link to Student Associated Council from the SCC home page.

Kim Beyrer, Coordinator Chris Torres, Specialist

Student Leadership and Development Student Leadership and Development
South Gym, 226 Student Center, 105

(916) 558-2607 (916) 558-2382
beyrerk@scc.losrios.edu torrescl@scc.losrios.edu

For more information: quick link to Student Leadership and Development from the SCC
home page.

OFFICE USE AND EXPECTATIONS

Facilities on campus are extremely limited. Despite this, SCC has provided space to the SAC to
conduct student association-related business. The offices are a privilege and not a right. In order to
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maintain the privilege, SAC members must be role models and utilize the office in appropriate ways,
conduct themselves civilly and professionally, and assure that visitors to the office do the same. In
addition, some of the supplies and equipment are provided courtesy of SCC. It is critical to respect
campus, SAC and personal property found in the offices. All campus and district policies and
procedures regarding usage (computers, phones, etc.) must be adhered to.

PHONES *

The phones are available for SAC-related business. You can make inter-district calls by dialing the
last four digits of the number. All other calls can be dialed normally. To make long distance calls,
speak with the Advisor. Speak with a veteran member to access voice mail.

COPY MACHINE *

The copy machine is available for SAC-related business (speak with a veteran SAC member for
access). The SAC also authorizes SCC student clubs to make up to 25 free copies per semester. Any
copies in excess of this should be made through the campus Duplicating Office (B-140). The
Duplicating Office requires a minimum of one week for all requests and the requestor is responsible
for work orders and payments. Use student funds wisely and only copy as needed. Use the
environment wisely and copy double-sided whenever possible. “Reduce, reuse, and recycle.”

COMPUTERS

Computers are for SAC-related business only. The existing software and hardware are not to be
tampered with. SCC Computer Services maintains the computers and will respond to requests as
needed. All requests should be channeled through the Advisor. Save all SAC work on the SAC
shared drive, do not permit any downloads, and close all programs and logoff after use to protect your
documents and safeguard the computer for all users. The SAC Office is also equipped with an SCC-
provided ADA (Americans with Disabilities Act) computer station. Priority use is reserved for
members requiring special accommodations. To access the computers, follow the below login
procedures.

Username: W + Student ID#
Password: Your eServices password
Log on to: LRCCD

SAC SHARED DRIVE

Purpose:

A shared drive has been set-up for the SAC. This tool will help you to keep digital files organized,
open access to information to the entire board, and share information from year-to-year. The shared
drive, if used appropriately, has great potential to move the SAC towards improved organizational

effectiveness.

Management:
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The Advisor will oversee the shared drive, including SAC membership access, appropriate use, and
organization.

The Commissioner of Technology will be responsible for regularly maintaining the organization of
folders and files. Monthly maintenance and organization is recommended.

Shared Drive = Shared Responsibility:

All users have a responsibility to help maintain an organized and effective shared drive. Start by
descriptively naming files. For example: “2010 SAC Candidate Bios” is better than “Candidates.”
Name your files so that a new SAC member can easily identify it. You can also date stamp your files,
depending on the program you are using. Next, create and label folders appropriately. It is helpful, to
create folders within folders. For example, in the Homecoming folder, create a folder for 2010, 2011,
etc. Within the year folders, you can create additional folders as needed. For example, folders can be
created for “Game Day,” “Door Decorating,” etc. It is critical to store files in the appropriate folders.

This is a shared drive for SAC business and use only. Do NOT store personal files in this drive.
Please be clear that all SAC members will have access to this drive and the files contained therein.

Access:

Access permissions will be granted only to official SAC members, along with the Advisor and
designated staff. You can access the shared drive via one of the computers located in the SAC Office.
Open up “My Computer” and then click on the “S” drive. This will give you access to the shared
drive, starting with the SAC folder.

Please note that you must first login to the computer using your student ID # and pass code. Do not
allow others to access the shared drive or computers via your personal login. You are expected to
abide by all computer use policies and regulations for the college and district, accessible at:
http://www.losrios.edu/legal/GCpolreg.htm, reference the 8800 “Administrative Computer Use”
series.

MAILBOXES

Each SAC member is assigned a mailbox in the SAC Office. Members are expected to check their
mail on a regular basis and clean out their boxes at the end of their term. Any items remaining in the
box after one week from the end of term, will be considered SAC property and handled accordingly.

LOCKERS

SAC lockers are available for temporary use for all members of the SAC and, also, the Student
Trustee upon request. Each member has permission to use only one locker and, at this time, must
provide their own lock. Lockers are accessible during regular office hours. Materials that are illegal
or break any rules or restrictions are not to be stored in lockers. All lockers must be cleaned out and
locks removed within one week of the end of a member’s term due to resignation, termination, or
completion. After the one week grace period, locks will be cut and any remaining items may be
discarded. No stickers or graffiti of any kind are permitted on the lockers, inside or out.
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FORMS, SUPPLIES AND OTHER INFORMATION

For access to SAC-related forms, supplies and other information, speak with a veteran member or the
Advisor.

* CODES

If you need a code to access the voicemail, copy machine, etc., speak with a veteran member.

Page 25 of 66



SAC Budgets

GENERAL INFORMATION

The SAC oversees three different budgets:

e A general budget, which includes both revenue and expenditure line items for use as
determined by the SAC (CAEB, SS, JBC).

o The JBC will determine allocation of these funds to the CAEB, SS, and JBC.

o The SAC has a separate interest-earning account through SCC. This account
is typically utilized as a revenue source only. In rare occasions, the SAC can
withdraw from this account. All requests must go through the JBC.

e A scholarship budget that includes revenue augmentation via SCC vending machines
and is to be used towards student scholarships only. The JBC provides over site of
these funds.

e A Student Representation Fee budget that includes revenue from the mandatory one
dollar Student Representation fee that every student pays when registering for classes.
These funds are restricted by law and can only be spent on the advocacy and
representation of students. As such, the Student Senate has authority over these
funds. For more information, check out the Student Representation Fee Use
Guidelines in this packet.

The amount of revenue and expenditures in each budget varies. The SAC Treasurers, in

consultation with the Advisors, will maintain accounting records for all budgets. For more
information, speak with the Treasurers or Advisors.
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STUDENT REPRESENTATION FEE USE GUIDELINES

The Student Services Council, in consultation with a task group composed of the Student
Activities Advisors and the Student Association Presidents, have agreed to the following
guidelines for the use of the Student Representation fees. Items #1 through #8 were taken
verbatim from the Chancellor’s Office Legal Opinion 0-95-24. Items #9 through #12 were
proposed by the task group and address travel-related concerns.

1.

2.

10.

11.

12.

Student attendance at conferences and meetings sponsored by CalSACC or other non-
partisan student organizations.

Organizational dues and/or special donations to CalSACC or any other recognized
student-lobbying association.

Purchase of equipment used for lobbying and/or advocacy such as computers,
printers, modems, faxes and software.

Subscriptions to newsletters and/or magazines such as The Chronicle of Higher
Education or the California Journal.

Advertisements in either local or campus newspapers consisting of information about
legislative issues of interest to the student body.

Travel expenses for lobbying and/or advocacy for students.

The cost of attending conferences for the purposes of legislative training, legislative
awareness, disbursement of legislative information, or the election of officers of a
recognized student lobbying organization.

Hosting conferences on legislative issues for the general student body, the state
organization, or one of the recognized caucuses within the state organization.
Payment for expenses for student advocacy must be approved by the Student Body
Association a minimum of one week (5 working days) prior to the activity/trip.
Documentation supporting the legislative intent of the activity/trip must be submitted
at this time.

All expenses and travel procedures, both in and out of state, shall be in accordance
with District Policy. If an advisor accompanies the student representative, the
representation fee may be used to cover their expenses as well.

A Student Representation Fee Use Report must be completed within ten working days
upon returning from the activity/trip. The report must be filed with the Student
Activities Office within this time frame. (Report form provided under Student Travel
in this packet).

If an individual utilizes Student Representation dollars for an expense, and fails to
submit the form as outlined in #11 above, they are responsible for full reimbursement
to the student association for all expenses and future access of the funds will be
prohibited.

(11/14/95 Ed. Services)
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Legal Opinion 0 95-24
Issue:

You have asked whether Student Representation Fee revenue may be used to pay for certain ancillary
expenses associated with representing student interests with governmental entities. In particular, you
have asked if such funds can be used to pay for:

1. Student attendance at conferences and meetings sponsored by CalSACC or other non-partisan
student organizations.

2. Organizational dues and or special donations to CalSACC or any other recognized student
lobbying association.

3. Purchase of equipment used for lobbying and or advocacy such as computers, printers,
modems, faxes, and software.

4. Subscriptions to newsletters and or magazines such as The Chronicle of Higher Education or
the California Journal.

5. Advertisements in either local or campus newspapers consisting of information about
legislative issues of interest to the student body.

6. Travel expenses for lobbying and or advocacy for students.

7. The cost of attending conferences that are for the purposes of legislative training, legislative
awareness, disbursement of legislative information, or the election of officers of a recognized
student lobbying organization.

8. Hosting conferences on legislative issues for either the general student body, the state
organization, or one of the recognized caucuses within the state organization.

Analysis:

The Student Representation Fee is authorized by Education Code Section 76060.5 and implementing
Title 5 regulations commencing with Section 54801. Section 54805 requires a notice to be provided
to students stating that: “the money collected pursuant to this article shall be expended to provide
support for students or representatives who may be stating their positions and viewpoints before city,
county, and district government, and before offices and agencies of the state and federal government.”

For purposes of this discussion, .the key phrase in the quoted sentence is "to provide support for
students or representatives.... “All of the above listed activities are ones which directly or indirectly
"support"” the efforts of students or their representatives to present their views to legislative or
administrative bodies. The only question is how direct the connection must be between the activity
and the ultimate objective of advocating for student interests. Obviously some nexus is required, but
for the reasons set forth below, we believe indirect support of the kind provided by the enumerated
activities is sufficient.

First, we observe that all financial support for student representatives is indirect in a certain sense. For
example, if the president of a student body association testifies before a legislative committee, the
costs associated with his or her travel to the capitol can be said to "support” this legislative activity
and there seems little doubt that these costs could be paid from revenue generated by the student
representation fee. But these expenses are not incurred for activities which occur at the capitol at the
moment the testimony is being delivered-they are incurred for activities which occur at other
locations either before or after the actual legislative hearing. Travel expenses are only payable from
Student Representation Fee revenue because they indirectly support and make possible the
representation activity.
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Attending a conference or using a computer to obtain information necessary to prepare to give
testimony would seem no less directly related. Indeed, it would seem absurd to suggest that Student
Representation Fee revenue could be used to get a student representative to a hearing but not to
prepare him or her to speak intelligently to the issues at hand.

It should be noted that disseminating legislative information to students presents a slightly different
issue. Here we are not dealing with supporting representatives in their efforts to advocate, but Section
54805 seems to encompass even this activity because it states that funds can be used to support
"students or representatives.” If individual students are to express their views to elected officials,
they must have information and paying for the costs of disseminating this information would seem to
be an appropriate use of Student Representation Fee revenue.

This reasoning is consistent with the approach we took in Legal opinion L-91-15 in which we
concluded that, in view of the permissive code, Section 54805 should be interpreted to "afford
districts the maximum flexibility" in use of Student Representation Fee revenue.

Conclusion:

Thus, we find that Student Representation Fee revenue can properly be used to pay for all of the listed

expenses since they directly or indirectly support students or student representatives in presenting
their views to governmental entities:
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SAC FUNDING POLICY

Please note that numbers 1-5 apply to all requesters, while numbers 6-7 apply only to
requestors outside of the SAC. All clubs are expected to request funds via CAEB.

1. Advisor required on student projects

Student projects must have an assigned advisor. The advisor is to be an administrator, faculty or staff
of SCC. For accountability purposes, the advisor is needed to oversee the expenditure of funds
allocated by SAC.

2. Written proposal & reports

Funding proposal must be presented in a written format with a description of the project, a list of names of the
people participating in the project, and an itemized budget including any revenue. The proposal should include
anticipated outcomes and benefits to the students and school. Applicants approved for funding will be
expected to present a written and oral report to the SAC after use of funds.

3. Request in a timely fashion

Funding proposals must be submitted at least 30 days before the funds are required. It is necessary to
have time to evaluate the proposal and, if approved, to allocate the funds. Allocation prior to the
project starting date will not be guaranteed. The Funding Committee will not take funding requests
from outside requesters after November 18 for the fall and April 18 in the spring.

4. Time limit
If the funds allocated by SAC are not used within 60 days of approval then the funding agreement
becomes null and void.

5. Reimbursement
No funding requests will be considered by the SAC for completed projects.

6. Matching Funds Policy
SAC employs a Matching Funds Policy where by the requester must contribute at least as much as is
being requested.

Example: If a club requests $100.00, CAEB will consider the proposal if the requester can
demonstrate that they have already raised $100.00.

7. One approved financial request per academic year per group
One approved funding request per group per academic year. This is to allow other SCC groups to
have an opportunity to access support from SAC.

Itis at SAC discretion to make any exceptions to this policy.
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Funding Request Form

Sacramento City College
3835 Freeport Blvd.

Sacramento, California 95822

Student Associated Council Funding Request Form

Use this form to request funding from the Student Associated
Council (SAC). All funding requests must be submitted to the
Finance Committee before any final action can be taken by
the SAC. Fill out this form completely, attach all supporting
documents and submit it to the Treasurer so that it can be
placed on the next Finance Committee agenda. Be prepared
to attend the committee meeting if you wish to make a
presentation in support of your request or answer any
questions of the committee.

Date Submitted

Name

Name and Contact Information of Requestor

Phone Number E-mail

Club/Organization

Budget Number For Transfer or Check To Be Made Out To

Address

City Zip Code

Amount of Funding Request

Date Funds

Are Required Do you or your organization

$

have matching funds available?

[ JYes [ INo [ |Not Applicable

Proposed use of funds (use back and additional sheets if necessary):

Finance Committee Action:

Finance Committee Agenda Date

[ ] Approved [ IDisapproved [ ] Forwarded to SAC without recommendation

Committee Vote: Yeas Nays  Abstentions__
[ ] CAEB/SS Override
Treasurer
CAEB/SS Action: Agenda Date
[ ] Approved [ |Disapproved Vote: Yeas_ Nays Abstentions

President




Accounting Procedures

Due to district and college regulations, funds must be accounted for in specific ways. These procedures
have been detailed for your convenience.

GENERAL INFORMATION

1.

@

o

The SAC is under the general supervision of the Student Leadership and Development
Coordinator.

The Advisor must authorize all expenditures as well as supervise and review all financial
transactions.

Approvals for expenditures must be noted in the meeting minutes.

Authorized signatures for requisitions must include:

e President or Treasurer

e Advisor

e Supervising Administrator

The Business Office via the Student Leadership and Development Office provides monthly
financial reports.

All disbursements are made by check.

Failure to deposit funds into the proper account at the Business Office within 24 hours of
receipt may result in punitive action. Off campus accounts are prohibited.

Requisitions must be processed with required supporting documents to ensure audit
accountability:

e Minutes, Event Flier, etc.

e Original Receipts — for all reimbursements

FINANCIAL ETHICS

A statement on financial ethics is available in the Administrative Services Procedures Manual,
Third Edition, Section 3.1.

1.

2.

3.
4.

All funds collected from SAC activities are deposited in an income account in the Business
Office. Expenses should not be paid directly out of funds collected, but rather processed
through the Business Office Account Requisition/Purchase Order system.

Always request funds in advance for all purchases. Avoid spending personal funds on college-
related activities.

Promptly pay all debts to ensure good credit standing.

It is imperative when dealing with money that conflicts of interest, or perceptions thereof, are
guarded against at all times. One example of a conflict of interest is a SAC member using their
influence to secure a financial transaction that would provide any kind of financial gain or
potential financial gain to the individual member. Avoid any circumstance that might provide
an actual or perceived conflict of interest.

RAFFLES, DRAWINGS, AND GAMES OF CHANCE

“School entities, including student clubs, are not authorized to participate in raffles because, unlike
the local PTA, they are not nonprofit organizations exempt from state tax as defined in the
Franchise Tax Code. Rather, school entities are exempt from tax by virtue of being a government
entity.” “Many school groups print tickets with the words ‘suggested donation’ on them and call it
a drawing rather than a raffle. This does not make it legal unless the group is prepared to give
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anyone who requests a ticket as many tickets as they want for free (no donation). This is still
considered a raffle legally, so is not permissible for school entities. “The only way to have a legal
raffle is to work with an eligible nonprofit organization that has its own tax identification number,
registers with the Attorney General annually and disburses 90% of the profits to a charitable
purpose.” (Fiscal Crisis & Management Assistance Team, 2009, “Associated Student Body
Accounting Manual & Desk Reference,” p. 79).

TYPES OF EXPENDITURES (GIFT OF PUBLIC FUNDS)

“Anything that is purchased must be in compliance with the law and local board policy, and cannot
be considered a gift of public funds.” “The site administrator and ASB advisors are responsible for
ensuring that the funds are used to purchase goods and services that promote the students’ general
welfare, morale and educational experiences.” Generally speaking, ASB expenditures will benefit a
group of students rather than individuals. “The expenditures must also be for goods and services
other than those which the school entity should provide from its own funding sources.”
Expenditures that are considered a “gift of public funds,” such as gifts of any kind, donations, gift
certificates, and cash awards, are prohibited. “Donations to nonprofit organizations and students or
families in need usually are not allowable because they are considered a gift of public funds, no
matter how worthy the cause.” “However, a student group may organize a fund-raiser to support a
charity as long as the event is clearly identified as raising funds to donate to that charity. All
donations should be in the form of a checks made payable to the charity and should be picked up or
delivered directly to the charity.” (Fiscal Crisis & Management Assistance Team, 2009,
“Associated Student Body Accounting Manual & Desk Reference,” p. 151-152).

EXPENDITURE OF FUNDS

1. To access funds you need to complete a Business Office Account Requisition/Purchase Order
Form available in the SAC Office (an unofficial copy is provided in this packet for your
information).

2. The following are approved methods of expenditure:

e Vendor Payments: Checks issued directly to a company.

e Purchase Orders: Issued to a company for purchases encumbered/charged to your account.

All information, including addresses, must be filled out on requisitions for processing.

4. SAC authorization of the expenditure(s) is required (e.g. minutes) on all requisitions for
processing.

5. Submit completed requisitions to the Student Leadership and Development Office for
processing no later than Wednesday of each week for following week, Friday, pick-up/mail-
out. The earlier you submit your paperwork the better for you to receive/send payment in a
timely manner.

w

The Student Leadership and Development Office recommends advance planning beyond the
requirements noted above.

DEPOSIT OF FUNDS

1. Failure to deposit funds into the proper account at the Business Office within 24 hours of
receipt may result in punitive action. Off campus accounts are prohibited.

2. Complete a Business Office Deposit Voucher available in the SAC Office (an unofficial copy is
provided in this packet for your information).

3. Submit directly with funds to the Business Office.

4. After the deposit has been verified, a copy will be sent to the Advisor and the SAC.
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CHANGE FUND (Cash Box)

=

Sufficient funds must be on deposit with the Business Office to cover requested change funds.

2. The Advisor needs to complete and submit the Request for Change Fund Form (an unofficial
copy is provided in this packet for your information) to the Business Office and arrange for a
change fund at least 24 hours in advance of the event.

3. Itis important to inform the Business Office of the breakdown of cash and coin desired (i.e.,

change for $30 = one $10, two $5’s and ten $1°s). It is also important to indicate whether an

actual box is needed to hold the change.

The designated person can pick up the change box from the Business Office.

When picking up the change fund/cash box, be sure to count it and initial the form. You are

responsible for the amount of money returned.

6. When finished with the change fund/cash box, complete a Business Office Deposit VVoucher;

arrange the money by denomination with the heads of bills facing the same way, wrap coins

when possible and return to the Business Office.

Ao

TAX EXEMPT STATUS

When outside businesses or individuals are considering making a donation, student organizations
are frequently asked for their tax identification number. The student organization and the district
are not considered a private nonprofit 501 (c) (3) organization; rather, they have non-profit, tax-
exempt status by virtue of being a government al entity. The district’s tax identification number
should always be treated confidentially; it should not be given out when asked because it is not
required for the donors to claim a tax deduction. All requests for the district’s tax identification
number should be forwarded to the college Business Office. (Fiscal Crisis & Management
Assistance Team, 2009, “Associated Student Body Accounting Manual & Desk Reference,” p.
120).
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FORMS
Account Requisition/Purchase Order

Sacramento City College
Campus-Based Account Requisition/Purchase Order
non-LRCCD Purchase Orders P.O.#
Valid >
. APPROVAL (helow)
_Apel o0l , 2005
Date Shdet TO#
X Check Request (roceipts or invoices required) vendor T AnNe Doe Qoo 0o/
__ Purchase Order Address | 234 - j0ot~ Steest
City SAC/AMENTOD
— Hold in Business Office X Mail to vendor State CA Zip 9S82Z
NOTE TO VENDOR
[ Plosse inciude Purchase Order No. on Hemized Invoics = Deliver To:
Mail To: Sacramento City College - Business Office Sacramento City College - Recsiving
3835 Freeport Bivd. 8 3835 Freeport Blvd.
Sacramento, CA 95822 Sacramento, CA 95822
e Quentity | Stock No. DESCRIPTION unr | yowss
1 Reimburseme~-4+ - ;
2 Sugplhes + ReCreshments
3
4
s Oﬂ(-ﬁir;ﬁ‘ lZechLJ
6 .
7 Club  Minafes At#neched
8 ol L]
10 W 1% P N -
Delivery Instructions: __ Ship to Receiving J__ Will Call | 4K
\ {_ TOTAL Al
1/ WE certify the itema/services listed sbove are cbmine@in aceot =~ wath District Regulation 8327 75 bic, Texof
mudmmmm«mmmm-ﬂm
_z&u%«/_«ég?@é» Blols . ot F %M Hasos
REQUESTED BY ] ‘¢ (T 17 L~ Advisor
AUTHOR]ZB‘ - :- [ g & J'E DB APPROVED- Business Office — DATE
BudgetN m e | Activity T~m : - Sev.
BANSC/ 5890 1 8l7 Sc.vS. MSDO L
BusUnit Acoount Fund Org Ve
049001 00000 12005/ 123 l _ |
Program SubClass BY Proj/Orant Chack No.
s DISTRIBUTION Aden. Sva. SIR

Original - Vendor Gresa - Business Office Yellow - Receiving Pink - Arce Manager
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Deposit Voucher

Sacramento City College
3835 Freeport Boulevard
Sacramento, CA 95822

Business Office

Voucher No.
Deposit Voucher
Date: Describe Sour| [of Deposit (checkone) 4 ‘
(check one) _| ver 11 bme EVENT: Yy &
__ Trust ___ Educational Enrichment"r¢/ fam =1 .
‘ i
___ Student Association ___ D frict ¢ /necal Fund __Saleof §¢ dg TYPE OF GOODS SOLD: i
‘r._
SubAccountNumber  [[| (7 | || = B | oo >SNORs:
Account Numbl= 7| = NN
Tl g &= N 5
Y.ur Name: a B
DEPOSIT %_Other DESCRIBE:
DETAIL |
Tender Type:
ASH: COIN: ‘g "HECKS: ( Please List Check.No / Amount)
50's 50 ¢ | N N
20's 25¢
10's 10¢ $
5s i S¢ : TOTAL
1's 1¢ | DEPOSIT
$ $ $
Total Cash Total Coin Total Checks
BUSINESS OFFICE Received By DATE Batch No./Trans. No.
Distribution: Original - Business Office Adm. Svs.
Yellow - Area Manager May-97

Pink - Depositer's Receipt
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Request for Change Fund (Cash Box)

Request for Change Fund

Club or Organization Name S /\/\ ,EC
Advisor Name Mia -Gemew  Tohnson
Name of Person Picking Up Funds A@‘} /71(/1 nan dez

Event Name Moua'c /\]"3L\+

Event Date ﬂn 'J_l oy M

Total Amount of Change Fund $ 4 0.00

. $ in Tens
$ | ©  inFives
$ { O  inOnes ) ol

Coin - In Full Rolls Only ] 1 - |

LR $ Z O _in Quarters ($10 roll) H;E
RS = Dﬂ @ @ H =

B ___L@W
. -ﬁ;i@ Fic®
i i @ Ili: ck.lfe/‘l’ume ‘f// 7/04/ .30 pm

i) : Cash Box Required: please circle @ NO

X Box #

24 Hours Advance Notice is required on ALL change fund requests.
Large requests may require more than 24 hours.

All Change Funds must be returned immediately following the end of the event.

Sacramento City College Business Services Office - Rodda North Room 173 - Phone 558-2321
Request for Change Fund.xls 09/02/2003
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Tax Exempt Form Letter

Date

Name

Company Name
Address

City, State, Zip Code

Re: Donation to the Name Club, Sacramento City College

Dear Name:

Thank you so much for your generous donation to the Name Club at Sacramento City College.
Your support enables us to (insert club mission). Without support like yours, we would not be able
to (insert club goals).

For tax purposes, we have itemized your donation below:
(Itemize donation here, including estimate of value.)
Again, we very much appreciate your support of our organization!

Sincerely,

Name

Club Name

Address

City, State, Zip Code

Note: Student clubs and organizations at Sacramento City College are legally part of the Los Rios
Community College District. As such, we are exempt from income tax, just as the district is due to
its status as a governmental agency. The District is not a private 501 (c) (3) non-profit
organization, but enjoys tax-exempt status by virtue of being a governmental agency. The
District’s tax identification number is not needed to claim a tax deduction. Please accept this letter
as certification: Sacramento City College is a state educational institution, which is considered a
political subdivision of the State of California. As such, Sacramento City College is considered a
non-profit state entity rather than a private 501 (c) (3) non-profit organization. Donations made to
our schools are tax-deductible under these statutes.
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SCC Organizational Charts

SACRAMENTO CITY COLLEGE

gesssesncssssessessve secessscee
. President
. 3 z Sacramento City College
Academic Senate g Associated Students Dr:Kathryn E. Jeffery; Eollstaniain Administrative Structure
% % ext. 2100 College Police
President ) President Boviniee d o Organization Chart
Connie Zuercher Justin Turner ext. 2365 All extensions preceded by 558,
ext. 2445 568-3100 ext. 2462 I unless otherwise noted.
Revised March 2011
Confidential
Classified Senate Senior Leadership Team Administrative Assistant
President Chair Pamela Morrison
Sharon Terry Don Palm ext. 2100
ext. 2176 530-747-5223
I 1
Vice President Vice President Vice President
Administrative Services Instruction Student Services
Robert Martinelli Dr. Mary Turner Michael Poindexter
ext. 2120 ext. 2226 ext. 2141
Dean Plannin:el:cl;carch & Off?cler?;((:’;llllegc Public Information Public Relations
Information Technology Instititional Efectiveness o feart Officer Technician
Dr. Elaine Ader Dr. Marybeth Buechner Mary Leland Amanda Davis Corine Stofle
ext. 2062 ext. 2512 ext. 2198 ext. 2442 ext. 2441
1
¢ A x % Associate Vice President
‘ l')?mctlor A g Associate Vice President Assocmlle Yice l"mlmdent Enrollment/Student Sves
|| Administrative Services E ic & Work Fe D General Education &
conomic ‘'ork Force Dev. Juanita Chrysanthou
Gregory Hayman Richard ‘Rick’ Ida Outreach Programs ext. 2139
ext. 2544 ext. 2097 Julia Jolly
G ext. 2386
[ s—
Director VII
L College Store Dean Dean Dean
Randy Clem Davis Center West Sacramento Center C ling/Student
ext. 2009 Don Palm Dr. Debra Luff David Rasul
530-747-5223 ext. 5513 ext. 2338
Dean Dean Dean Dean Interim Dean
Advanced Technols [ /Social Sciences I /Fine Arts L /L e Enrollment/Student Services|
Donnetta Webb Frank Malaret Chris Iwata Albert Garcia Christine Hernandez
ext. 2408 ext. 2401 ext. 2551 ext. 2337 ext. 2438
Dean Dean Dean Dean, Athletic Director Interim Dean
Business ded  Learning Resources Math/Statistics/Engineering ed Kinesiology, Health and Matriculation, Support Svcs
Shirley Short Dr. Rhonda Rios Kravitz Anne Licciardi Athletics and Student Development £_J
ext. 2582 ext. 2254 ext. 2201 Mitch Campbell Deborah Knowles
ext. 2426 ext. 2194
Dean
Science/Allied Health £
James Collins, J.D.
Director IV ext. 2271
Nursing T
Dale Cohen
ext. 2275
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STUDENT LEADERSHIP AND DEVELOPMENT and SAC

Los Rios Community College District

Sacramento City College

President

A 4

Board of Trustees

A

Student Trustee

A

LRCCD Student Advisory‘

f:ommittee

A

VP of Student Services

A 4

AVP of Student Services

College SAC Reps"

A 4 A 4

S

Dean of Matriculation and
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v

Division Office Staff

A

y

A 4

Coordinator of Student

Leadership and Development

_ Specialist of Student Leadership

and Development

A 4
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Events

A

SLD Staff, Office,
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y

/
A\ 4
Administrative
Duties
\ 4
Leadership
Development and
Curriculum
A 4
Clubs SAC
Advisors JBC <
LRCCD Student Advisory Committee CAEB
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Participatory Decision-Making

Compiled by Kenna Cottrill, July 2004

GENERAL INFORMATION

1. Philosophy of Participatory Decision-making
“The goal of participatory decision-making practices at Sacramento City College is to provide a
working environment which encourages the participation of the entire campus community—
students, faculty, classified staff, and managers—in the process of making decisions that directly
and indirectly affect them.” (p. 4)

2. Definition of Participatory Decision-making
a. Open, consistent, and continuous process.
b. Opportunity for all individuals to have suggestions and ideas represented either through
personal or representative participation.
c. 4 complementary components: The Administrative Structure; Constituent Groups; A
Committee System; Input from Individuals or Groups
i The President is part of and outside of the structure. S/he is ultimately
responsible for its effectiveness. However, everyone must take responsibility for
their own involvement for the process to work.

3. Components of Participatory Decision-making
a. Administrative Structure: President’s Office; Instructional Services; Student Services;
Administrative Services
i Each sub-structure discusses and acts upon the operational issues in its area of
the campus. Issues that affect the entire campus move up the organizational ladder.
Groups have the responsibility of working with each other when making decisions
about areas of mutual concern.

b. Constituent Groups: Students (as represented by SAC); Faculty (as represented by the
Academic Senate); Classified Staff (as represented by Classified Senate); Management
Staff (as represented by the Manager’s Council).

i. A representative from each constituent group serves on the Executive Council
with the College President.

c. Standing Committees (see Part 6 for descriptions of Standing Committees)

i Purpose: To bring together members of all constituencies and components of
the administrative structure who represent a variety of interests and expertise.

ii. Responsibilities: Identifying, studying, and reviewing issues in specific areas;
making recommendations concerning services and programs.

iii. Committees are also responsible for fostering a climate of mutual trust, mutual
resolution, positive communication skills, and timely reporting mechanisms.
iv. Representation: balance of all constituent groups.
V. Chairs: Tri-leadership of faculty, classified staff, and manager.
Vi. Appointment to a Standing Committee
1. Length of Appointment depends upon the constituency. A student may

only be able to serve for a semester, but an administrator may serve the entire
time they are in their position.

2. Appointments will be made yearly during the spring semester.
Members of each standing committee will be polled, and the College
community will be asked to submit requests for committee appointment.
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d.

Constituency leaders are responsible for appointing the tri-chair and members
to each standing committee.
Input from Individuals or Groups
i Individuals, departments, constituent groups, and committees may send a
campus-wide concern or issue to the Process Coordinator (see below) via the
Campus Issues Form provided. The Process Coordinator will send the concern to the
appropriate standing committee or council.
ii. Individuals may bring issues to the Executive Council via their constituency
leaders.

iii. Standing Committees may also use the Campus Issues Form to gain Executive
Council approval before disseminating or implementing information about new
procedures, policies, plans, or projects.

iv. Process Coordinator oversees the Campus Issue Process. The Dean of
Planning, Research, and Institutional Effectiveness fulfills this role.

4, Executive Council

a.

Purpose
i To oversee Participatory Decision-making Process, in particular to ensure it is
understood, a viable option, and that it responds to College issues in a timely
fashion;
ii. Represent constituency groups in advising the President on College-wide
policy and procedure decisions;
Membership: representatives from each of the constituent groups and the College President.
Ex Officio Resource People: the Vice Presidents of Instructional Services, Student Services,
and Administrative Services; Dean of Planning, Research, and Institutional Effectiveness
(Process Coordinator); Public Information Officer
Guidelines for Operation
i Meetings are held at least once a month.
ii. Receives recommendations from campus members or committees.
iii. Ensure campus issues are forwarded to appropriate standing committee or
individual.
iv. Meet with Tri-chairs at least once a semester.
\2 Make recommendations to the President.
Vi. Communicate policies, implementation strategies, and individuals responsible
to campus community through various media.
vii. Conduct education workshops for each constituency at the beginning of each
academic year.
viii. Evaluate the participatory decision-making process every two years, or as
needed.
iX. Maintain the Guide to Participatory Decision-Making; communicate the
participatory decision-making process and accomplishments to campus community
through various means.

5. Campus Issue Process (revised 5/22/02)

a.

The Initiator (person/committee/group with the concern) fills out Part I of the Campus-
Wide Issue/Concern form, which describes the issue/concern and proposes a solution. This
form is located in the Public Folders under Participatory Decision-Making: The Guide.

The Process Coordinator submits the form to the Executive Council for discussion and
delegation. Within 5 working days, the Process Coordinator reports to the Initiator what
action was taken.

The Process Coordinator adds information to Part Il of the Campus-Wide Issue/Concern
form, keeps a copy of Parts | and Il in the Issues Log Binder and sends a copy to the
Executive Council.
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6.

The Executive Council discusses the issue/concern and seeks additional information.
Within 30 days, the issue is forwarded to the appropriate committee or individual or the
Executive Council makes a recommendation to the President.

If the Campus-Wide Issue/Concern form is forwarded to a committee, it gathers
information, discusses the issue/concern, and seeks additional information. Within 30 days,
the committee makes a recommendation to Executive Council.

After receiving a committee recommendation, the Executive Council discusses the
recommendation, seeks input from constituency groups, and makes a recommendation to
the President in a timely fashion.

The President Response is communicated to the Executive Council and then shared
campus-wide via various media.

Throughout the process, the Process Coordinator communicates the status of the issue to
the Initiator.

Standing Committees

All students are encouraged to participate by joining a Sacramento City College standing
committee. To be appointed, students should fill out and submit the Standing Committee
Appointment Form to the ASG President.

Form more information on the standing committees, including their meeting dates/times/locations,
go to http://wserver.scc.losrios.edu/~governce

Resources

“Your Guide to Participatory Decision-Making at Sacramento City College.” 2002. Revised May 9,
2003. Sacramento City College.
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STRATEGIES FOR STUDENT PARTICIPATION

Student presence on campus and district governance committees is important. By serving on
committees, you have the opportunity to see first-hand how the campus is governed and you are able to
participate in the decision-making process in the interest of the student body. The following strategies
are intended to help student representatives manage their roles on campus governance committees.

Once you have been assigned to a committee, do the following:

v Find out the name of the chairs of the committee and make an appointment to talk with one of
them.

v Be on time to the appointment and go prepared with questions about the committee’s mission,
activities, and agenda for the year.

v" Look over the roster of committee members and make note of those people you know and with
whom you have a positive relationship. You may be able to get them to help you understand
some of the more complicated issues that come before the committee. You may also be able to
get their support on student issues.

v Attend meetings regularly and find a back-up representative to attend in your place when you
need to be absent.

v Take notes at the meeting and collect copies of all handouts. During the discussion phase on the
issues, don’t be afraid to contribute, get involved and/or ask questions.

v’ After each meeting, rewrite your notes into a brief report on the proceedings. The average
length of the report should be about one page or less. This is a summary.

v Submit your report, as requested, to the SAC.
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Standing Committee Report

FORMS
Standing Committee Report

Student Representative:

Committee Name: Meeting Date:

Topics Discussed & Committee Action:

What is the importance of the topics discussed to the SAC and the general student body?

What actions (if any) do you recommend that the SAC take?

How to submit your report: Attach a copy of the committee agenda and any handouts to this report. 1f you need to
present to the SAC, then inform the President in writing that you have a report and want to be on the agenda. Submit all
reports to the SAC.
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standing Committee Appointment Form

Standing Committee Appointment Form

To:  Dr. Marybeth Buechner, Dean
Planning, Research, & Institutional Effectiveness

Fr: President, Student Senate

Cc:  Appointed Student
Kim Beyrer, Coordinator, Student Leadership & Development

Re:  SCC Standing Committee Appointment

Date:

Print Clearly

Appointed Student Name:

Appointed Student Address:

Appointed Student Phone:

Appointed Student E-mail:

Committee(s):

Budget

1

0 Learning Resources

1 Campus Development Matriculation

1 Campus Safety Planning, Research, & Institutional
1 Curriculum Effectiveness
O

0

O O

1

Honors and Awards Staff Development
Information Technology Staff Equity and Diversity
Student Equity

O O

[] Other:

For more detailed information on the Participatory Decision Making process and each
standing committee (meeting dates, times, locations, minutes, membership, etc.), quick
link to Participatory Decision Making from the SCC home page.
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sy conoe - Campus-Nide Issue/Concern Form

Campus-Wide Issue/Concern Form

Committee or Individual Date submitted

Signature of Initiator(s)

Provide information, which succinctly but fully discusses the issue/concern (if necessary, add
additional pages).

A. Describe the issue/concern:

B. What do you recommend or suggest solving this issue/concern?

C. How will this recommendation support the success of SCC students and benefit
the campus community?

Please return this form to the Process Coordinator, Marybeth Buechner, RN 221. The Initiator
will be notified within 5 working days as to the committee or council that will review this
issue/concern.

Official Use Only

Date received by Process Coordinator Tracking #

Date Initiator Notified

Forwarded to Date

Revised: 5/17/04
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Facility Requests

GENERAL INFORMATION

When requesting a campus facility for a meeting or activity, the first stop is always the Student
Leadership and Development Office. Staff will help club members in facility selection, request, and
processing. Note: Any major club event, such as dances, fairs, demonstrations, etc. must be discussed
well in advance with the Student Leadership and Development Coordinator as special arrangements
may be required. For more information on dances/large events, please go to Dances in the Resource
section of this Handbook.

STUDENT CENTER REQUESTS

If there is space available in the Student Center that can accommodate your needs, fill out a Student
Center Event Request, available in the Student Leadership and Development Office (sample provided in
this packet). Once the form is completed and signed by your advisor, it should be returned to the
Student Leadership and Development Office for processing.

OTHER CAMPUS FACILITY REQUESTS

If another campus facility is required to meet your club’s needs, then the Student Leadership and
Development Office will assist you in making an appropriate request and provide you with the
necessary reservation paperwork. Completed paperwork must be returned to the Student Leadership
and Development Office for processing.

ALL REQUESTS

Please note that all facility requests must be filed in the Student Leadership and Development Office as
follows:

e A minimum of one week prior to the requested date for all events requiring minimal to no set-up.
No set-up means that the facility is acceptable as normally arranged and that there are no additional
requests. Minimal set-up generally means that less than two tables and five chairs are
altered/added/removed with no additional requests.

e A minimum of two weeks prior to the requested date for all events requiring a set-up. A set-up
involves a change to the facility arrangement and/or additional requests (audio-visual, etc.).

e All events involving food must be submitted a minimum of three weeks in advance.

A minimum of one month in advance for all major events.

The status of your reservation will be communicated via e-mail or mail in your SAC mailbox.

Advance planning, beyond the requirements noted above, is recommended.
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FORMS

Student Center Event Request Form

Student Leadership & Development and CAC

.ﬁ-l Event Request Form
(]

Please allow a minimum of 5 working days to process your request.

Instructions: Please complete this form and attached diagram(s) (if applicable) and send to the Student
Leadership and Development Office. The setups for the Cultural Awareness Center and Conference
Room will remain as is. Please review attached options available for the Student Center. This original
event request form must be on file before reservations are approved and confirmed. Due to high demand
for room reservations, please notify our office at least one week in advance if you make changes to. or
cancel your event(s). Thank you.

Today’s Date: Faculty/Staff Advisor’'s Name:

Dept/Club/Organization: Phone: Fax:

Description of Event:

Requested Event Dav/Date(s): mou V1 2" chpice: || ]

Usage Time (Set-up/Clean-up): &>\ Actual Exb | 7 jd.con:

Will admission be charged? Yes [ | No [ /ild'you need secunity?  Yes ] Ne []
(If ves, please ask for our Off-Duty Secnr 7y 0 i ra t Form ), (@dps2k| =omber of participants:

Will food be served? Yes || N LT M IEyed p| i fel il |Cat information on the reverse side.

Please | 1d € [t [tl estaff meg b 1/2°a] is “"that will be responsible for the facility and event.
Note: D1 i tidolicy requires thae e adnvisor and/or assigned certificated staff member be present at club event.

Print Name: Phone No.:

Signature: Date:

| understand that as the individual listed above, | must be present for the event in its entirety and will
report any emergencies to Campus Police immediately, ext. 2221,

Please tlircle. | appropriate information

Facility Requested: Conference Room (SC 103) Cultural Awareness Center Student Center (West Hall)

Maxinmm capacity: (20 people) (30 people) (Diagram: A=75/B=120/C=160)

Student Center Set-up: Yes No  If yes, complete and attach Diagram Form.

Regular hours of operation of the Student Center are:
Monday - Thursday 8:00 a.m. to 5:00 p.m. and Friday’s 8:00 a.m. to 4:00 p.m.

Revised 11,2009
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Other Campus Facilities Use Request/Permit

“NORMAL”

Facilities Use Request/Permit
Today's Date gZ’ ¢ /0‘-{

EVENT INFORMATION;

‘
cmmmp—
Requestor Name MA—I = /pf/ﬂ{/( & a/)ﬂé‘dl{/ Fax # 26S ¢
Dept/Organization S M E (&5 Telephone # a? fl 7 7
EVENT: CI Uu lO F:OOD S A—'@.
Requested Event Datels) [UA€S Ci/ 7/ Time. /0,30 = =2 (}0 27 Approved
Thuss ‘i/q Time__ [0 B30 — R.00 2471 Approved
Tues Io/ﬂ Time_[0.830 = R.’V0pih  ppproved
2nd Choice Time Approved
Time Approved
“Actual” Event Time: L B30 — [/ 30 o
x One Time Use More than Once All S : Beginning/Ending
Number of Participants__ /00 7~ Aduits Children
Facility Requested:  Classroom Size: 0-50 50-100 100+ Lecture Hall City Cafe
Gym (North ) (South ) Auditorium Conference Room (RN-258)
Quad__ X Hughes Stadium Other :
Set-up Required Yes X No If YES, plete diagram Media Equip Yes* No X (*see side)
DESCRIPTION/COMMENTS: (i.e., f v ing, perf guest speaker}
‘Pu ndrensec
Yes  No
{1 ¥ Will feefadmission be charged? If yes, what amount
[] M1 Conference Registration Fee Donations
U [ ] Food to be served. If yes, describo Meal
[] A Sporting Event: Basketball
Swim Meet_____ Soccer
Custodial: (Hours) ($)
Facility(s)
ESTIMATED F
Reques L4 AdmlmsxfatorlDate
Approved by Date:
(Facilities)
elopm nl
Advisor Date Student Development Date

(Ove -



Dept/Organization C \M.b = S M EC. Event FOO (=] SA- ) e,
Contact Person M M- Gepu Te olAnSon  Date of Event Tre<S, 9/ 7
MEDIA SERVICES Thaurs, "/ .

Tues, 0/,

CUSTODIAL

OTHER Cl\lkb u)}H

g
SUPPORT REQUIREM iT: D@
X_ Table ;

7
PA System
a-vage Podium
Extension Cord (4 prong) (# ) Podium witight
Overhead Projector

Stage] Regular Extension Cord (#_] ) Flag: CA___ USA__
6'x 8" Screen:
12' x 16 Slide Projector 6"
12" x 24* VCR/Monitor 10°
Table Microphones 7 Other (list below)
Standing Microphoqes
Additional laf

DIAGRAM

L—S‘rluden‘f' Centen J

&' —T
I_{ X X
D GA‘Z.EBO?

<

22

FAC3(Ravised 71797

X= chave A= grbage can
== MI{—
7 '_—. e)(+ams‘e:s\ 00/:.-[

Page 51 of 66



Media Services Event Support Request

This form must be submitted online via your advisor.

Media Services
Event Support Request

This form does MOT reserve any event space on campus, ONLY media equipment/support. For all events, you must reserve
event space through Facilities or Student Leadership & Development as appropriate before filing this form.

Name

Date 727010

e-mail

Department, Club,
or Organization

Phone

Media Services does not support live sound reinforcement for musical performances.
Media Services does not supply or deliver laptop computers or LCD projectors for events.
For LCD projectors or laptops, contact Nanci Olender for reservation/pickup at olenden@scc.losrios.edu
For other AV equipment not shown below, contact Instructional Media for availability/pickup at x. 2671

Event

Deascription

Event Location

Event Date

SetUp Start |11:30 AM Event Time |12:00 PM

o

1:00 PM

Tear Down End |1:30 PM

Student Center - West Hall

[ Podium Microphone

[ standing Microphone #

[ Table Microphone #

4 microphones max. are available in the Student Center.

[ Line In {iPod, PMP)

[ €D/ Cassette Tape

Audio Connection for: [] Laptop [] DVD/VCR
[] &' wall Mounted [] 10" Portable

&' screen is permanently mounted on east wall of Student Center.

Screen:

Quad

[T standing Microphone  #
[ Line In (iPod, PMP)
[T CD/Cassette Tape

2 microphones max. are available on the Quad.

Auditorium

Auditorium will be closed for remodel
through early 2012,

LR 105 /RN 258

VCR, VD playar, Laptop & Projactor are
Permanently installed in both LR105 and RN258.
Special setup for equipment in LR 105 and AN 258 is
usually not required; please contact Media Services

in adwvance of your event if you would like a tutarial

in either facility.

Signature

A6

[ Standing Microphone #
[ Table Microphone #

2 microphones max. are available in A 6.

Date

Finalized event support requests must be received by

Media Services no later than two weeks prior to event date.
Please notify us of cancellations/deletions at least 24 hours prior to event.

Fill, save and emall to SCC-MediaServices@scc.losrios.edu or
complete form and click "Send Form' button to right.

Media Services
Use Only

____ Approved

Send Farm — Denied
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Event Planning

FORMS

Event Planning & Notes - Checklist and Evaluation

r— Student Leadership & Development and Cultural Awareness Center , ;, .
® l ,
(]

Event Planning & Notes

sL&D
Event Planning Checklist Your name: Date:
O Purpose of event:
O Date & time of event:
If your event date is cancelled or changed, please notify SL&D and/or Facilities ASAP.
O Target audience:
O Staff/Advisor supervision:
O Planning committee (as needed):
O Security (as needed):
O Funding:
Plan and seek funding well in advance.
O Facilities:
Submit facility requests ASAP and no later than one week prior to your event. Facility notes:
« Facilities requests must be approved by the authorizing area (SL&D, CAC, Facilities).
s Consider facility challenges, such as the CAC being an open-access area, which may cause
interruptions/distractions during your event.
e Facilities with flexible set-ups must be requested in advance on the request form or the set-up will
remain as is. Users are not permitted to move furniture, equipment, etc.
O Set-up (including media):
Facilities are not always “smart” rooms, so plan for your media needs accordingly. It is your
responsibility to work with your advisor to reserve/check-out a media cart, as needed, from Instructional
Media, LRC 137, 558-2671.
O Food (as needed):
O Entertainment {(as needed):
] Publicity:
a Supplies/Decorations (as needed):
O Event signage:
O Other:
Student Leadership & Development, SG 226, 558-2381, 558-2382 After Hours Contacts:
Office Hours: M-F, 8:00-5:00 p.m. Custodial: Don Fredricks, 558-2472
Cultural Awareness Center, Student Center 104-105, 558-2155 Facilities: Campus Police, 558-2221

Office Hours: M-F, 8:30-5:00 p.m.
Operations/Facilities, OPS 101, 558-2525
Office Hours: M-F, 8:00-4:30
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Day of the Event and Follow-up Your name: Date:

O Set-up, decoration, & preparation:
Assure that your facifities set-up and A-V needs have been met and follow-up as needed regarding
food and entertainment arrangements.

0 Clean-up (removal of food, materials/decorations, signage, etc. & return of media equipment):

O Pay bills:

O Send thank you letters:

O Evaluate event (complete Student Center User Survey as needed):

O Other:

Event Evaluation Your name: Date:

Name of event: Date/time of event:

Location of event: # of participants:

Final expenses: Revenue earned: Profit:

Event contacts:
Purpose of event:
Was the purpose achieved? If yes, how? If no, how come?

Summary of event:

Did the facility and media equipment meet your needs? Explain;

Did the food and entertainment meet your needs? Explain:

Did the publicity, supplies and decorations meet your needs? Explain:

Did the planning and delegation work effectively? Explain:

What worked well?

What would you do differently?

Any other recommendations for next time?
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Student Travel

STUDENT TRAVEL POLICY (non-classroom)

Early written notification of any planned student travel (non-classroom) should be submitted
to the President at the beginning of the semester.

Reflecting State and District policies and regulations, this policy has been developed to help
assure the successful completion of student travel outside of the district. Students and their
instructors of record or advisors being supported and/or funded through the College, Student
Associated Council, or any other related program must comply as detailed below. See
“Travel Authorization Procedures” for timelines and details.

1. All students traveling must be currently enrolled at SCC.

2. A certificated faculty member is required to attend as instructor of record or advisor
to the students (Title 5, Section 55450). A full-time faculty member is preferred. The
attending instructor/advisor must agree to uphold “Student Travel — Attending
Advisor Agreement.” Signed agreements should be submitted to the appropriate Area
Dean prior to the trip.

3. A memo detailing trip logistics, purpose, expected outcomes, funding source, and
other conference information must be addressed to the appropriate area Vice
President for approval. The Vice President will forward this information to the
President for approval. For out-of-state travel, the memo is forwarded via the
President to the LRCCD Chancellor. The Chancellor should receive memos at least
two months prior to travel.

4. All attending students must agree to abide by the “Student Travel — Student Code of
Conduct Agreement.” All signed forms should be turned into the attending
instructor/advisor prior to the trip.

5. Attending students must sign all applicable waivers, including the LRCCD
“Waiver/Assumption of Risk™ and turn into the attending instructor/advisor prior to
the trip.

6. If Student Representation Fees are utilized to help fund travel, then all attendees
(includes attending advisor) must complete a “Use Report” and submit to the
attending advisor. The attending advisor will return all completed “Use Reports” to
the Coordinator of Student Leadership and Development within one week of trip
completion.



TRAVEL AUTHORIZATION PROCEDURES

A.

In-State Travel/Out-of-District Service Area

A written justification is required from the appropriate vice president for all student
in-state travel to conferences

The Vice President shall submit memo with corresponding advisors TAs and student
information to the President. The President’s Office will return approved TAs to the
respective Vice President for processing.

All in-state student travel must be approved three weeks prior to departure.

An advisor is expected to travel with students. Do not complete TA for students.
Combine cash advances into the staff request; list student’s name, student ID number,
and recap of expenditure items per student.

Advisors are expected to utilize the same travel and lodging accommodations as
arranged for the students.

Student travel expense requests are to be included on faculty/staff authorizations.
Include an attachment with all student expenses covered in the cash advance request,
I.e., registration, travel, accommodations, meals, incidentals, etc.

Out-of-State Travel

An initial proposal for all out-of-state travel must be submitted two months in
advance for approval by the appropriate Vice President and the President; this
recommendation will be forwarded to the District Office for approval.

A written justification is required from the appropriate Vice President for all student
out-of-state travel to conferences.

A request for out-of-state travel must be submitted to the appropriate Vice President
at least two weeks prior to submission of the completed travel packet. The Vice
President shall submit memos with corresponding TAs to the President. The
President will forward the completed travel packet to the Chancellor’s Office for
approval. Note: The Chancellor’s staff will forward approved TAs to our Business
Office, unless you attach a note requesting TAs come back to your office.

An Advisor must travel with students when traveling out-of-state.

Advisors are expected to utilize the same travel and lodging accommodations as
arranged for the students.

Student travel expense requests are to be included on faculty/staff authorizations.
Include an attachment with all student expenses covered in the cash advance request,
i.e., registration, travel, accommodations, meals, incidentals, etc.
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ADVISOR RESPONSIBILITIES

Faculty members agreeing to join students in travel as their advisor per the “Student Travel Policy”
must agree to the following advisor responsibilities and complete the form below and return to the
area dean or appropriate supervisor.

1. The advisor is responsible for initiating and submitting the travel request and provides
guidance for making initial travel arrangements.

2. Verify that all attending students are currently enrolled and, when appropriate, in good
standing at SCC.

3. Review and collect signed “Student Code of Conduct Agreement” forms from every

attending student prior to trip. A pre-trip meeting is recommended to go over all
expectations.

4. Collect all applicable waivers, including the LRCCD “Waiver/Assumption of Risk” prior to
the trip. Make sure the students have correctly filled out the forms including emergency
contact information. Take this information with you on the trip.

5 Role model appropriate behavior for students.

6. Maintain availability and visibility during the trip.

7. Encourage questions and discussions to help facilitate learning.

8 Schedule meetings with the attending students as needed during the trip to assure success.

9. Use good judgment and care when responding to emergency situations.

10. Collect, if applicable, all “Student Representation Fees Use Reports” and forward to the
Coordinator of Student Leadership and Development within one week of trip completion.

11. Provide a clear itinerary and emergency phone numbers to attendees prior to departure.

SACRAMENTO CITY COLLEGE
Attending Advisor Agreement

FACULTY NAME:

E-MAIL ADDRESS:

DEPARTMENT:

WORK PHONE #: HOME #: CELL #:
TRAVEL DESTINATION:

TRAVEL DATES:

NUMBER OF STUDENTS ATTENDING:

By signing and submitting this form to the Area Dean or appropriate supervisor prior to travel, |

agree to uphold the “Student Travel Policy” and

Signature: Date:
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STUDENT CODE OF CONDUCT

Students who wish to travel with support and/or funding from Sacramento City College and any other
related program per the “Student Travel Policy” must agree to this “Code of Conduct.” The form below
must be completed and returned to the attending advisor prior to travel.

1. Be currently enrolled at SCC.

2. Have an attending faculty advisor and abide by their decisions while on the trip.

3. Be prompt with all timelines and deadlines.

4. Complete and turn in all required waivers to the attending advisor prior to the trip.

5. Attend all meetings called by the attending advisor.

6. Represent yourself and the college in a positive and productive manner. Dress appropriately and
remember you are a representative of the college at all times.

7. Stay with the group you’re traveling with, keep others informed of your whereabouts, look out for
each other, and you must return with the group.

8. Remain in the trip/conference area (hotel, etc.) at all times. School funded travel is not the time
to shop, tour, or vacation.

9. Act in a courteous manner, especially if staying in a hotel/sharing a room with others.

10. If staying in a hotel, remember that you are financially responsible for all incidentals (room
service, phone, etc.).

11. You are financially responsible for damage you incur to buses, hotel rooms, etc.

12. Plan to bring extra spending money of your own as needed for incidentals.

13. No alcohol consumption even if you’re 21 or older.

14. Abide by all state and federal laws.

15. Abide by all school, district, and trip policies and expectations.

16. Separate yourself from others who are in violation of state and federal laws and/or school,
district, and trip policies and expectations.

17. Interact with others in a positive and productive manner. Violence or the threat of violence will
not be tolerated.

18. Expect to be treated as an adult and plan to behave as an adult.

19. Have a safe, enjoyable, and valuable learning experience.

20. If applicable, complete and return the “Student Representation Fees Use Report™ to the attending
advisor immediately upon trip completion.

21. Failure to abide by this code of conduct may result in trip termination, reimbursement of all funds
by the student, and/or further disciplinary action from the advisor, the funding organization,
and/or the college.

SACRAMENTO CITY COLLEGE
Student Code of Conduct Agreement

STUDENT NAME: ID #:
ORGANIZATION/CLASS:

TRAVEL DESTINATION:

TRAVEL DATES:

By signing and submitting this form to the attending advisor prior to travel, | agree to uphold the
“Studeht Ptaeveg” andCbB8eudénComdaceel ”

Signature: Date:




LOS RIOS COMMUNITY COLLEGE DISTRICT
AGREEMENT TO PARTICIPATE AND WAIVER/ASSUMPTION OF RISK

Name of Participant:(please print clearly) Student ID #:
Date(s) of Trip/Activity: Class Name/Group:
Instructor/Advisor Name: Trip Destination:

I, the undersigned Participant, am aware that participating in the above-named Los Rios Community College
District (District) class or activity (Activity) can involve RISK OF INJURY, including serious injury or
impairment to my body, general health and well-being.

Participant agrees to accept all the rules and requirements of the Activity, to observe the program schedules, and
to follow instructions given by supervisory personnel. Participant grants to supervisory personnel the right to
terminate Participant from participation in the program if it is determinedthat Pa r t i cconpuetist 6 s
detrimental to the best interests of the group. Inthisevent, P a r t i €retuondame sball be at his/her own
personal expense.

In consideration of the District permitting Participant to engage in all activities related to the above-named
Activity, Participant hereby voluntarily assumes all risks associated with such participation and agrees to
indemnify, defend and save harmless the District, its officers, agents, servants and employees, from any and all
liability, claims, causes or action or demands of any kind and nature whatsoever which may arise by or in
connection with participation in any activities related to the above-named Activity, except for injury caused by
the sole negligence of the District.

Because of the possible dangers of participating in the above class or activity, Participant recognizes the
importance of paying attention to staff instructions about techniques, training, and rules. Participant agrees to
obey such instructions.

The terms hereof shall serve as a release and assumption of risk for P a r t i cheinp, estatd, eéxesutor,
administrator, assignees, and all membersofthePar t i cfampyant 6 s

In the event of any medical emergency, Participant (initial one option) __ does____ does not authorize and
consent to any x-ray examination, anesthetic, medical, dental or surgical diagnosis or treatment, and to hospital
carethatthe Di s t pragman sbpsrvisor deems necessary for the safety and protection of the Participant.

The following person should be contacted in case of an emergency (please print clearly):

Emergency Contact Name Emergency Contact Phone
Emeraencv Contact Address (include area code)
Signature of Participant Date Signed
Address Home Phone Cell Phone

If Participant is under age 18, a parent or guardian must sign below:

Signature of PARENT or GUARDIAN Date Signed



ASSOCIATED STUDENTS OF SACRAMENTO CITY COLLEGE

STUDENT REPRESENTATION FEES USE REPORT
Student Representation Fee money will be expended for the support of government affairs
representatives who may be stating their positions and viewpoints before offices and agencies
of the government (California Education Code 8§ 76060.5).

TYPE OR PRINT CLEARLY

Name:

Position and Organization:

Use of Fees approved in Student Senate Minutes Dated:

Name of meeting or event:

Location of meeting or event:

Date of meeting or event:

BRIEF REPORT (Use this side and the back of the page only. Describe issues discussed,
name officials and representatives relating to petitioned event, etc.):

Signature: Date:




Resources

ACCOMMODATIONS

Student Leadership and Development strives to provide access for all students to our programs and
services. Please contact us as early as possible for assistance with special accommodations.

BANNERS

Banners can be made in the Student Leadership and Development workroom using the available
butcher paper and paints. Banners should be no longer than 5 feet and must be approved and stamped
by Student Leadership and Development. Remember to complete your banner’s information by
answering the questions of who, what, when, where, why, and how. Posting banners limited to the
Student Center and City Café exterior brick walls. All banners must be removed by the day after the
event. For additional information, refer to the posting guidelines in this packet.

BULLETIN BOARDS

Student Leadership and Development manages a number of bulletin boards on campus and is
available to post your club materials. 1f you would like to post materials elsewhere on campus, refer
to the posting guidelines below. For more information on SAC bulletin boards, refer to the SAC
Information section earlier in this Handbook.

club Display Reservation Form
CLUB DISPLAYS

Clubs (including the SAC) that are interested in displaying their
information to the campus community may do so by completing
a Club Display Reservation Form through the Student o
Leadership and Development Office. This form applies only to : e
display areas managed by Student Leadership and

Development. Space is provided on a first-come, first-served

basis. The length of time each club is displayed will be between Club Presidenys Sigral

two and four weeks depending on the number of requests PresiddpllTumber 1n e
received. If your club is interested in displaying elsewhere on SR

campus, please consult with the Student Leadership and
Development Office for more information.

COLLEGE HOUR — ==
College Hour serves to accommodate the meeting of various campus constituency groups and the
scheduling of campus-wide activities, as well as provide a specific period of time when concerts and
speeches (amplified sound) may occur in the quad. This hour occurs between 12:00 and 1:00 on
Tuesdays and Thursdays.

CUSTODIAL/FACILITY SUPPORT

Many events and activities require custodial or other facility support above and beyond those
provided by normal college operations. Check with the Student Leadership and Development Office
regarding special needs and requirements and any associated costs.
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DANCES/RELATED LARGE EVENTS

The following facility use and security requirements apply to all dances and other related large

events.

l. Facilities

A.  The City Café (maximum occupancy of 250) and the Student Center (maximum
occupancy of 150) may be utilized for dances/parties.
1.

w

o

9.

10.

Il.  Security

Reservation requests must be submitted a minimum of three weeks in advance of
event date.

Event start time will be based on availability. All dances/parties will end by
midnight.

Student groups must have an advisor present at all times.

Lighting, access, and decoration rules specific to each building must be adhered
to.

Smoke machines are not permitted.

Nothing can be applied to the floor (baby powder, etc.) to create a better dance
surface.

A custodial fee of $60 (Student Center) or $120 (City Café) payable to Facilities
will be assessed as needed to reset the space. A $40 custodial fee payable to
Facilities will be assessed after weekend events.

District policy prohibits the use of alcohol, drugs, smoking, and glass containers
in district facilities.

Users are responsible for hiring security as required by Facilities (see below).
Campus Police will end the dance if, in their opinion, safety/security is being
jeopardized.

A.  The Campus Police Captain will develop and maintain a list of authorized security firms
suitable for hire to cover campus events. The Campus Police Captain will interview and
have final say on which companies are approved for hire.

1.

City Café security requirements are as follows:

a)  Four officers are required; five recommended.

b)  One armed officer to monitor the immediate area outside the City Café as
well as F, G, and rideshare lots.

c)  One unarmed officer to monitor inside the City Café, inspecting incoming
participants and patrolling bathrooms and the perimeter of City Café.

d)  One armed officer to assist in monitoring both of the above areas.

e)  If there are multiple activities on campus, one additional unarmed officer
may be required to assist in monitoring the City Café.

f) Officers must be at the City Café before participants can enter the
premises. Officers need to arrive 30 minutes before and remain 30 minutes
after the event. SCC Campus Police Officers will meet with off-campus
officers at the City Café for a 30-minute briefing before the start of the
event.

g)  The advisor is also expected to be in attendance throughout and to assist in
monitoring the event.

Student Center security requirements are as follows:

a)  Three officers are required; four recommended.

b)  One armed officer to monitor the immediate area outside the Student
Center as well as F, G, and rideshare lots.

c)  One unarmed officer to monitor inside the Student Center, inspecting
incoming participants and patrolling the West Hall, Cultural Awareness
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Center, South Gym foyer area, and bathrooms. The officer should prohibit
attendees from going upstairs and help monitor the perimeter of the
Student Center.

d)  If there are multiple activities on campus, one additional unarmed officer
may be required to assist in monitoring the Student Center and surrounding
areas.

e)  Officers must be at the Student Center before participants can enter the
premises. Officers need to arrive 30 minutes before and remain 30 minutes
after the event. SCC Campus Police Officers will meet with off-campus
officers at the Student Center for a 30-minute briefing before the start of
the event.

f)  The advisor is also expected to be in attendance throughout and to assist in
monitoring the event.

EDUCATIONAL WORKSHOPS

The Coordinator and Specialist of Student Leadership and Development are available to provide
orientations and educational workshops. Topics such as time and stress management, running
meetings and parliamentary procedure, budgeting, event planning, fundraising, conflict management,
leadership, and team building, to name a few, may be of interest to members. If you identify a special
need or would like more focused instruction in a particular area, please contact either the Coordinator
or the Specialist as noted under Contacts in this packet.

FLAG POLE

A flagpole located in the center of the quad is available to student groups for the promotion of their
group and events. Submit requests to the Student Leadership and Development Office.

FOOD HANDLING
Safe and careful handling of raw meat and poultry is critical to prevent harmful bacteria from

multiplying and contaminating other foods. It is extremely important that proper temperatures
(between 40°F and 140Q°F) are reached during cooking to destroy harmful bacteria.

e Wash hands before preparing or handling food and after using the bathroom or smoking or

handling refuse.

Food handlers must wear clean clothes.

Food handlers must be in good health — if sick, do not handle food

Cover any wounds or cuts on hands.

Keep cold foods cold (below 41°F)

Keep hot foods hot (above 140°F)

Keep all food preparation surface and utensils clean. Wash and sanitize cutting boards

frequently.

Keep foods covered.

e Whenever practical, use utensils, tongs, disposable plastic gloves, or single use tissues when
handling food.

e Utilize condiment containers which are of the pump or squeeze bottle type or have attached
lids. Single portion condiment packages are preferable for customer self service.

e Keep garbage and refuse covered as much as possible.
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FREE SPEECH AREAS

Specific locations for the practice of free speech are defined as 1) by the Auditorium fountain and 2)
at the west side of the Student Center. All campus individuals and groups are allowed to use this
space to air views that are within the framework of the United States Constitution. No special
authorization is required; however, notification of use is encouraged.

MEETINGS

o See Facility Requests in this packet for more information on how to request a meeting room.

e Robert’s Rules of Order/Parliamentary Procedures is a great guideline for successful meetings.
Ask Student Leadership and Development for more information.

¢ Minutes/Notes need to be taken at every meeting. For samples of agendas and minutes, please
consult with Student Leadership and Development.

POSTING

Individual students and student groups wishing to post materials (non-commercial) on campus will
submit those to the Student Leadership and Development Office (SG-226) for approval. Upon
granting approval, Student Leadership and Development will inform the requestor of all authorized
posting locations (banner posting permitted on exterior brick walls of the Student Center and City
Café only). The Student Leadership and Development Office will monitor posting areas under their
authority for appropriate materials as well as expired materials.

PUBLICATIONS AND MARKETING

A Publications and Marketing Guide has been developed by an advisory committee comprised of
members of the campus community, including students, who write, edit or design printed or
electronic publications. Publications should have a cohesive institutional image that reflect the vision
and values of Sacramento City College, while at the same time encouraging creativity and allowing
expression of our distinctiveness. Students are encouraged to use this guide for school-sanctioned
activities. All content must be approved by an appropriate and designated staff person (instructor,
advisor, supervisor, etc.). The guide may be found from the site index or quick link menu under
Publications and Marketing Guide at www.scc.losrios.edu.

SECURITY

If your event is unusually large and/or complex (i.e. a dance), your group will be required to contract
for security. Student Leadership and Development will help file the request and act as a liaison
between the student group, the security company and Campus Police. Please note that the student
group is responsible for all security costs. For more detailed information, see Facility Requests in this
packet.

WEB PAGES

The SAC may have a web page linked to the SCC and SLD web pages and is expected to keep it
updated. All content must be approved by the Advisor.
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WORKROOM

Student groups may use the workroom located on the 2™ floor of the South Gym just inside room 226
to make banners for activities. The workroom is open Monday through Friday between 8:30 a.m. and
4:00 p.m. This room may be reserved for banner making only and is not available as a meeting place.
Please note that summer and holiday hours may vary. For additional information, contact the Student
Leadership and Development Office.

OTHER

If your group has needs that have not been addressed in this guide, please contact the Student
Leadership and Development Office.
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Related Internet Links

LRCCD Policies and Regulations
www.losrios.edu/legal/

Official California Legislative Information
www.leginfo.ca.gov/

California Code of Regulations/Title 5
www.calregs.com/

California Community Colleges Chancellor’s Office
http://www.cccco.edu/

Community College League of California
http://www.ccleague.org/

California Community College Student Affairs Association
http://www.cccsaa.org/

Student Senate
http://www.cccco.edu/divisions/ss/senate/senate.htm

American Student Association of Community Colleges
http://www.asacc.org/

National Conference on Student Leadership
www.ncslcollege.com

American Student Government Association
http://www.asgaonline.com

The Official Robert’s Rules of Order Web Site
http://www.robertsrules.com/

California First Amendment Coalition’s Ralph M. Brown Act: Attorney General’s Guide

http://www.cfac.org/Law/BrownAct/AGguide/ag quide segment 2.html

The Ralph M. Brown Act Text
http://www.cfac.org/Law/BrownAct/Text/ba text.html
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