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Please note that the most recent publication of this handbook was for the 2008-2009 academic year.  Time sensitive information (drop dates, etc) presented in this handbook are out of date, so please check with your division office or immediate manager to obtain current information.
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Dear Colleagues:

Teaching and working at Columbia College allow you to perform a unique 
role of service to the community. You are able to assist people from all 
walks of life to take important steps toward achieving their goals in higher 
education. Services and courses extended by Columbia College cross all age, 
race, sex, income and educational levels. There are no barriers—we serve 
any and all students. That’s what we mean by our core value belief in “open 
access” to education.

Along with this privileged opportunity, let me extend a challenge to you. 
Seek excellence in all that you do here for the betterment of others. How 
you serve others always comes back—maybe not immediately, but at some 
point in the future. Years after their students have graduated, successful 
instructors often hear how they positively impacted the lives of their 
students. With that, I wish you the best semester ever at Columbia College!

Sincerely,

 

Dr. Joan Smith
President

NOTE:  
For summer hours, please contact the appropriate department. 
Campus is generally closed on Fridays during the summer.
All phone numbers in this handbook are Area Code (209) unless otherwise noted.
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Disclaimer: The Yosemite Community College District and Columbia College have made every reasonable effort to determine that everything stated in this 
handbook is accurate. Courses and programs offered together with other matters contained herein, are subject to change without notice by the administration 
of the Yosemite Community College District or Columbia College for reasons related to student enrollment, level of financial support, or for any other reason, 
at the discretion of the District and the College. The District and the College further reserve the right to add, amend, or repeal any of their rules, regulations, 
policies and procedures.

Mission Statement

Columbia College Mission Statement

Columbia College is a dynamic institution of 
learners and creative thinkers dedicated to high 
standards of student success. We prepare students 
to be fully engaged in an evolving world by 
offering comprehensive and high quality programs 
and services. Columbia College is committed to 
a culture of improvement through measuring 
student learning across the institution. We strive 
for excellence, foster a spirit of professionalism 
and celebrate diversity.

Approved by the YCCD Board of Trustees on May 9, 2007
Adopted by Columbia College Council on April 6, 2007
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Columbia College Vision Statement

We envision ourselves as an exceptional 
institution of higher education.

Columbia College will continue to provide 
comprehensive, exemplary educational programs 
and services, which respond to the individual 
learning needs of its students and the collective 
economic and cultural needs of its diverse 
communities.

Columbia College will be a center for transforma-
tional learning promoted through critical and 
creative thinking that is open to change and 
personal growth; civic, environmental, and 
global awareness and engagement; and individual 
and collective responsibility. We will promote a 
culture of support for student learning across the 
institution that adopts a holistic approach.

Columbia College will use leading edge 
technologies and showcase facilities to enhance 
teaching and learning. Our vision will be realized 
through outstanding employees who adhere to 
high standards of excellence while working in 
partnership with those we serve. 

We envision developing a passion for lifelong 
learning.

Approved by the YCCD Board of Trustees on May 9, 2007
Adopted by Columbia College Council on April 6, 2007
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Statement of Purpose 
Consistent with the mission of the California 
Community Colleges and Yosemite Community 
College District, Columbia College is committed 
to offering a comprehensive range of transfer, 
vocational, cultural, and community education, 
and to facilitating community and economic 
development. The College provides support 
programs and services to assist students and the 
broader community in gaining access to higher 
education and achieving success in their chosen 
endeavors.

To this end, the college promotes transformational 
learning in the context of three learning domains:
 • The cognitive domain which considers 
  classifications of intellectual behavior;
 • The psychomotor domain  which considers 
  physical skills or task classifications;
 • The affective domain which considers 
  behaviors that correspond to attitudes and 
  values. 

At Columbia College Student Learning Outcomes 
address relevant outcomes in each of these 
domains as they are appropriate to specific 
courses or programs and as they relate to the 
following overarching, college-wide Student 
Learning Outcomes:

1.  Critical and Creative Thinking
Students will develop skill with assimilating 
information, evaluating its relevance, 
developing a plan of application, and deciding 
upon the relevance of an outcome through
 • Reflective practice
 • Life-long learning
 • Self-determination
 • Critical thinking

2.  Civic, Environment, and Global Awareness
Students will develop values, opinions, 
attitudes, and behaviors that underlie and 
support active citizenship through
 • Civic engagement
 • Leadership development
 • Advocacy
 • Collaboration, team-building and 
  mentoring

�. Individual and collective responsibility
Students will develop skill in correctly 
following instructions for performing new 
tasks while applying past experience in 
relevant situations by demonstrating
 • Self-responsibility
 • Academic growth and emotional 
  development
 • Reliability
 • Equity, fairness, and dignity

4. Mastery of relevant theory and practice
Students will demonstrate in-depth, critical 
knowledge of theory, research and practice 
relevant to their chosen professional roles and 
focus areas, including skill development in
 • Organization
 • Computation
 • Communication
 • Research

NOTE: For purposes of defining and measuring 
Columbia College Student Learning Outcomes, 
a student is defined as a person who has 
matriculated through the college process.

Student Learning Outcomes
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IMPORTANT INFORMATION FOR FACuLTy

Add/Drop/Withdrawal: 
Students may add a full-semester course during 
the first five days of instruction without the 
instructor’s approval. Instructors must indicate 
on the add slip the exact day the student first 
attended class. After the first week of a full- 
semester class, students will not be permitted 
to add a class without an instructor signed and 
dated add slip. Under no conditions should 
instructors submit an add slip or payment for 
a student. Instructors should check their college 
email daily for notice of student adds, drops and 
deadlines for dropping students. Additionally, 
instructors should check their class rosters on 
connectColumbia regularly for accuracy of 
their class roster. IMPORTANT: If a student is 
attending a class and the student’s name does not 
appear on the roster, the student must go to the 
Admissions and Records Office with an add slip 
signed by the instructor. For liability reasons, 
students will NOT be allowed to continue 
attending the class until the instructor receives an 
official notice that the student has been added to 
the class.
There are two types of withdrawal from courses:
1. Student-initiated:  It is the student’s 

responsibility to drop a class by the 
deadline published on his/her individual 
printed class schedule. Students who wish 
to drop a class can do so via the touchtone 
phone system, on the College website, at 
the Admissions Office on campus, or at the 
Calaveras Center. 

2. Instructor-initiated:  Instructors are required 
to use the connectColumbia online system 
to drop students who are no-shows or who 
stop attending class. Procedures for using 
connectColumbia are provided at scheduled 
training sessions. Contact your Division 
Dean for more information or contact 
Brian DeMoss at 588.5222 for training and 
assistance.

3. All instructor roll sheets contain the drop 
dates for each section in the upper left hand 
corner of the roll sheet. This information is 
also available on the web. Please check the 
upper left hand corner of your printed roll 
sheet for drop dates or contact Admissions & 
Records for drop dates.

4. Guidelines for dropping:
n	 First census: Any student who has not 

attended between the first day of class and 

the third Monday of the semester must be 
dropped and should not be allowed to 

 re-enroll. 
n Required to drop by September 7, 2008 (Fall) 

or January 25, 2009 (Spring). 
n Student and/or faculty may drop without 

a “W” appearing on the transcript up to 
September 21, 2008 and February 8, 2009. 

n Seventy-five percent rule: no student drops 
are allowed after this point in the semester. 
Student or instructor may drop with a “W” 
appearing on the transcript until November 
13, 2008 and March 27, 2009. 

n Withdrawal Deadline: The last day to 
withdraw from classes and receive a “W” 
symbol. Thereafter, a student must receive a 
letter grade. 

The Academic Senate has passed a resolution 
regarding policy for dropping and adding 
students at the beginning of a term. The policy 
reads as follows:
1. An instructor may drop a student from the 

course if that student is not present on the 
first day of class;

2. Instructors must use the official wait list, if 
one exists, to add students to the class; and

3. Students not listed on the official wait list are 
not to be added to a class until said wait list is 
exhausted.

Allowing Students to Remain in your Class:  
You must admit all students listed on your printed 
roll sheet. Their names will not appear on your 
roll sheet if: (a) they have registered after the 
temporary roll sheets have been run, (b) they 
have not registered, or (c) they are not eligible 
to take your class. The Yosemite Community 
College District believes in a Student Services 
philosophy of maintaining a comprehensive 
program designed to give each student all 
possible assistance and guidance in the pursuit 
of his/her educational, vocational, and personal 
goals (refer to YCCD Board Policy 5010). These 
services, in many instances, are a lifeline reaching 
across all segments of the campus communities 
served, from high school students to single 
heads of household, senior citizens, persons with 
disabilities, college prep students, students who 
need basic skills training or enrollment in an adult 
literacy program, and international students.

STuDENT LEARNING

588-514�
Administrative 
Secretary, 
Arts and Sciences 
Division 

588-5142 
Administrative 
Secretary, 
Vocational Education 
Division 

588-522� 
Administrative 
Secretary, 
Student Services 
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Attendance (Student):  The College is 
responsible for accurately reporting student 
attendance. Roll sheets are the official 
written record for student attendance and 
grades, and must match data you enter in 
the connectColumbia online system. The 
State recognizes two categories with regard to 
attendance recording:
n	 Full-term credit classes:  Attendance may be 

taken and recorded at the discretion of the 
instructor.  

n	 Some short-term classes and all non-unit-
bearing classes are considered “positive 
attendance” classes. Attendance during any 
part of a class is recorded each student. This 
record-keeping is mandatory. Your printed 
roll sheet will indicate in the upper left hand 
corner if your class is positive attendance, 
and will show the total allowable hours for 
the class.

The Academic Senate recommends that 
instructors maintain accurate attendance records 
for all classes (both categories) to promote clear 
communication and protect both students and 
instructors.

At the beginning of each semester, the Admissions 
and Records Office distributes Admissions and 
Records Schedule/Procedures in an effort to 
ensure clarity and efficiency in the attendance 
recording process. Beginning Fall 2008 these 
procedures will be emailed to instructors to save 
on materials and printing costs and staff time. 
Instructors are urged to contact students with 
excessive absences in an attempt to encourage 
course completion. Excessive absence may be a 
problem for students receiving Federal Financial 
Aid. Students may also have problems with other 
agencies whose benefits are based on attendance 
and completion of courses. Refer students needing 
assistance to Counseling Services.

Attendance Recording:  Instructors are 
responsible for recording student attendance.  
State funding is dependent upon this process.  
The final census report data for the College is due 
during the fourth week of the semester for all full-
term credit classes. Students attending the class 
must be officially registered prior to the fourth 
week. See Attendance (Student) for additional 
information.

Student Learning

Change of Venue (“out of classroom 
experience”)
All changes of venue for academic classes must 
be approved in writing and in advance by the 
Division Dean prior to scheduling or participating 
in alternate or out-of-classroom activities. Please 
fill out the appropriate change of location form, 
submit to the Division Dean’s Office and acquire 
written approval prior to moving your class from 
its scheduled location. All requests for change of 
venue must be accompanied by the following:
1. Name of class, section number, name of 

instructor, class dates, times and assigned 
location.

2. Name of class, name of instructor, dates, 
times and location to which class will be 
temporarily changed. 

3. Transportation arrangements, vehicle 
rental, mileage, meals, housing, etc. as  
applicable. 

4. “Request for Transportation” form, if 
applicable.

5. Budget impacts: what, if any, charges are 
expected to be incurred by the change 
of location, budget account number, and 
balance of account to which expenses are to 
be charged.

6. Event purpose, objectives and/or intent of 
change of venue.

Class Meeting Time:  You are required to meet 
your class as posted in the class schedule and 
you must keep students to the end of the posted 
period. This means every time. Do not start 
classes late or allow students to leave early.

If you are teaching a class with an extended time 
period and are giving an exam, plan additional 
activities. Do not give the exam and tell students 
they can leave when they finish. Be sure to utilize 
all of the time scheduled for the course.

With prior approval from your Dean, and with 
the written agreement of every student in the 
class, you may change the starting and ending 
time of the class. You also need to confirm that 
the starting time will not conflict with another 
class.

Communications:  Every instructor is given a 
YCCD email account and is required to check 
email regularly for important notices. You will 
also be assigned a mailbox in IMC. Voicemail 
services are available upon request; contact the 
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Student LearningStudent Learning

Administrative Secretary for your division to 
make arrangements.

Confidentiality of Student Records: 	
Information in a student’s cumulative record or 
information in any other student record MAY 
NOT be released except under certain provisions 
of Education Code Section 76240-46242 and Title 
5 regulations.

The Yosemite Community College District 
identifies the following categories of student 
information as Directory Information. Directory 
information is considered to be information that 
is not harmful or an invasion of student privacy if 
disclosed. Directory information can be released 
without written consent of the student, unless 
a student notifies the College in writing or via 
electronic procedures established by the College 
that any or all of the categories of information 
about that student may not be disclosed.

The District includes the following categories of 
student information as Directory Information: 
(1) student’s name; (2) major field of study; (3) 
participation in officially recognized college 
activities; (4) weight and height of members of 
athletic teams; (5) dates of attendance; and (6) 
degrees and awards received. Other information 
can be released only by the Admissions and 
Records Office, with the exception of numbers 
3 and 4 which can be released by the Student 
Activities Office and H-HP Office, respectively. 
This also precludes an instructor from 
consulting with a parent or family member 
without the written consent of the student. 
These restrictions apply to Special Admit Students 
(high school students) also.

Course Outlines (Outline of Record): 
The Instruction Office maintains copies of current 
course outlines. You should review the outline 
for your course(s) prior to developing the course 
syllabus. The Outline of Record is regarded as a 
contract between the instructor of a course and 
the students, and among all instructors teaching 
a specific course. It is also regarded as a contract 
between the College and the following: State, 
community/public, transfer institutions, and 
employers. In this case, contract means that the 
College and instructor of a course agree to teach 
the course according to the Outline of Record.

Course Syllabus:  All Columbia College 
instructors—full-time and adjunct—are required 
to prepare an instruction plan (syllabus) for 
each class, submit it to the Division Dean, and 
distribute it to students at the beginning of the 
term. Most syllabi are two to three pages long. 
Your syllabus should include the following:

n When your class meets—dates, times, 
holidays. 

n Objectives of the course.
n Units of study to be covered.
n Exams—when, how many, what type, final 

exam date.
n Texts and other required materials.
n Reading assignments—if not the actual pages, 

session by session, then at least a sense of 
how much reading and how often.

n Writing assignments—how much, how often, 
what kind.

n Grading—how the final grade is to be 
determined, including grading criteria and 
standard

n Course attendance policy

Faculty Work Area:  The adjunct faculty work 
area is located in Tamarack Hall, Room 209. 
Standard office equipment and supplies are 
available there. Direct any special requests for 
needed supplies to the Administrative Secretary 
for your division.
 
Field Trip Procedures/Forms:  Field trips 
must be directly related to course content and 
must be justified as being an integral part of the 
course that cannot be duplicated on campus. 
Arrangements for field trips must be made 
two weeks in advance with your Dean. Under 
no circumstances should transportation for 
field trips be arranged in private vehicles. 
Instructors may not be involved in making travel 
arrangements for students except those that 
involve the use of a college vehicle. Instructors 
must complete the form entitled “Request for 
Transportation” available in the Instruction 
Office. 

Final Exam Schedule:  The final examination 
schedule is printed in the Fall and Spring class 
schedules.
Day Classes (on campus):  Adjunct faculty 
teaching day classes on campus must adhere 
to the examination schedule unless they have 
received special permission from the Dean to 
deviate from that schedule. 
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Evening and Off-Campus Classes:  Adjunct 
instructors teaching evening and off-campus 
classes may give their finals during either of the 
last two class meetings; however, if the final is 
given at the next to the last session, the class must 
meet for the final session.  

Flexible Calendar Program:  Adjunct faculty 
who teach a semester-long course have a flex 
obligation of three hours per semester. This can 
be met by attending the orientation flex activity 
scheduled for an evening during the week prior 
to the beginning of each semester. You will be 
notified of the time and location. At this meeting, 
you will receive up-to-date information on 
enrollment, college policy, services, and other vital 
subjects. If you are teaching a short-term (less 
than semester-long) course, you are encouraged to 
attend this informative session.

Grade Documentation:  The College must 
maintain clear grading documentation and 
rationale. Grades need to be recorded for each 
student according to the manner described in 
the course syllabus. For example, a syllabus 
for a course may state that there will be three 
examinations, a final and a term paper each 
worth a specific number of points. The instructor 
of that course must record each student’s score 
for each of these requirements on the roll sheet.  
Then, at the end of the semester, the instructor 
must clearly label a column FINAL GRADE for 
recording the student’s final grade in the course.  
Instructors may also use approved computerized 
grading programs. A printed copy of these pages 
may be attached to the final roll sheet in lieu of 
entering all of the information on the roll sheet.
At the culmination of the course, all grades must 
be entered by the instructor on connectColumbia.  
All final grades and grading documentation 
should be submitted to the Admissions and 
Records Office within two (2) working days of the 
end of the class. Do not mail in final roll sheets. 
Additionally, instructors should make copies of 
their final roll sheets, for their own records, prior 
to submission.

Adherence to grading deadlines is critical for the 
success of our students. Failure to submit grades 
on time delays the finalization of all students 
grades. This has negative implications for transfer 
students, financial aid, special programs and 
intervention and assistance to students who are in 
danger of failing.

Grading procedures and outcomes are frequently 
questioned by students. In an effort to expedite 
resolution of student complaints, faculty need 
to include the rationale (e.g. point system) for 
awarding final grades as described in the syllabus 
at the bottom of the Roll Sheet for each course. 
It is critical that all grading materials be turned 
in by the date indicated. Failure to adhere to 
deadlines jeopardizes the student’s progress and 
success.

Grading Policies:  Determination of the final 
course grade for a student varies with each 
instructor and type of course. Various degrees 
of objectivity and subjectivity will enter into 
this determination. Faculty are responsible for 
establishing criteria for evaluation in the course 
and final grade determination and for providing 
these criteria to students at the beginning of the 
course. These criteria must be well thought out 
and judiciously applied because instructors can 
be held accountable for the final grades given 
to students. Instructor may not grade based 
on attendance. However, an instructor may 
grade based on participation. See Roll Sheets for 
information about recording final grades.

Grading Procedures:		Each instructor will enter 
student grades using the connectColumbia online 
system. You will receive specific procedures at the 
beginning of the semester. In general, students are 
given one of the following for each class:
A Excellent (4.0 grade points per unit)
B Good (3.0 grade points per unit)
C Satisfactory (2.0 grade points per unit)
D Passing, Less than Satisfactory (1.0 grade 

point per unit)
F Failure (0 grade points per unit)
I  (followed by the default grade) – Incomplete
W Withdrawn
Pass/No Pass – These can be used only if the 

class is designated as a P/NP graded class as 
indicated on the roll sheets.

Note:  Students may choose the P/NP option in 
a course for which letter grades are issued, by 
submitting the appropriate form to Admissions 
and Records during the first 30% of the length of 
the course. Please refer students to Admissions and 
Records for more information.

Important:  Instructors must drop students prior 
to the “last day to drop” specified for your class in 
connectColumbia. No students can be dropped 
when final grades are submitted.
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Grades, Incomplete:  An incomplete grade may 
be given for an unforeseeable emergency or for 
a justifiable reason that prevents a student from 
completing all requirements of a course. Title 
5 requires that a student must have completed 
the major portion of the course requirements 
and can independently complete the remaining 
requirements. It is the student’s responsibility to 
complete the course requirements designated 
by the instructor within the time granted. The 
procedure for assigning an incomplete grade is 
described below:
1. An incomplete grade must be made up by 

the date designated by the instructor on the 
Incomplete Grade Contract or no later than 
ONE YEAR from the term in which the “I” 
was issued.

2. If the student has not completed the 
instructor’s requirements by the date 
designated by the instructor, or no later 
than one year, the “I” will be changed to the 
default grade indicated on the Incomplete 
Grade Contract and on the grading screen in 
connectColumbia.

3. Instructors will submit to the Admissions 
and Records Office the Incomplete Grade 
Contract with final grade and roll sheets. 
The Admissions and Records Office retains a 
copy, mails a copy to the student, and returns 
a copy to the instructor.

4. Instructors may not grade based on 
attendance.

5. Instructors may grade based on participation. 

When the student has completed the course 
work, the instructor will assign the appropriate 
grade and submit a Grade Change Form to the 
Admissions and Records Office. The incomplete 
grade “I” will be replaced with the appropriate 
grade.

Honoraria for Non-employees of yCCD
1. All services provided by outside vendors, 

(models, speakers, guest performers, etc.), 
must have Dean approval prior to services 
being performed.

2. Budget must be identified and balance 
sufficient to cover proposed expenses.

3. Non-employee honoraria must be signed by 
all local parties necessary before the services 
are rendered.

4. Following completion of the non-employee 
honorarium, a purchase order is generated.

5. When services have been rendered, payment 
is issued.

Honoraria for Employees of yCCD
1. All honoraria must have Dean approval 

prior to employee working.
2. Budget must be identified and balance 

sufficient to cover proposed expenses.
3. Honoraria must be signed by all local parties 

necessary before the employee is working.
4.   Following completion of the non-employee 

honorarium, a purchase order is generated.
5. When services have been rendered, payment 

is issued.

Keys:  Absent special circumstances, keys to 
campus classrooms are not issued to adjunct 
faculty. You should find your classroom unlocked 
—if not, contact the Administrative Secretary 
and/or Security to unlock your room. If your 
teaching duties require you to enter locked 
rooms such as storage closets, contact your Dean 
to request a key. Please refrain from giving 
students access to classrooms or other college 
facilities without supervision.

Mailboxes:  Each adjunct faculty member 
is assigned a mailbox (slot) in the mailroom, 
which is located by the Instruction Office in the 
Manzanita Building. Please check your mailbox 
at least weekly or each time you are on campus. 
The mailroom is open Monday through Thursday, 
7:30 am until 8:00 p.m., and Fridays 7:30 am 
until 4:30 pm. Calaveras Center instructors may 
request a mail slot at the Center instead of the 
College. Mail is picked up regularly from the 
College and delivered to the Calaveras Center. 
District mail is picked up by courier at 3:00 pm 
daily and delivered to Modesto offices the next 
morning. Contact the IMC Secretary at 588-5101 
for assistance. Oakdale instructor’s mailboxes are 
located in the Oakdale High School staffroom. 
Each instructor will have a key to this room in 
addition to their room key. A staff member from 
the campus will deliver mail to Oakdale as well 
as pick up any mail to be delivered to the main 
campus or district office.

It is not advisable to leave examinations or term 
papers in a faculty mailbox for a student. If it 
is necessary for a student to pick up items at 
the end of a semester, leave them in a sealed 
envelope listing the student’s name and advise the 
Administrative Secretary. 

Student LearningStudent Learning
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Off-Campus Classes:  If you are scheduled 
to teach at an off-campus site, you will need 
information specific to that location. For the 
Calaveras Center, contact Trudy Lackey at 736-
5941. For the Oakdale site, contact the Arts and 
Science office at 588-5143 or the Vocational 
Education office at 588-5142.

Office Hours:   Adjunct faculty are expected to 
make provisions for private consultations with 
students as needed. Office space is available 
for this purpose in Tamarack Hall, Room 209.  
Contact the Arts and Sciences Instructional Office 
regarding this space.

Ordering Textbooks:  Adjunct faculty members 
who wish to obtain an instructor’s copy of the 
textbook required for their course should do so 
directly with the publisher. Please check with 
the Bookstore for the publisher or company 
representative to contact. Check with the 
Bookstore if you need a copy on an emergency 
basis. Also see Bookstore section of this 
handbook.

Payroll:  For part-time staff only—pay 
periods run from the 26th through the 25th day 
of the following month. Paychecks are then 
automatically issued on the 15th of the subsequent 
month. Most instructors are not required to fill 
out payroll claim forms. For employees who 
submit monthly payroll claim forms, they are due 
the 20th of each month to your division head.

Payroll Claims (Hourly):  In certain instances 
an instructor may be asked to submit an hourly 
payroll claim. Your Division Dean will inform you 
if this applies to you.

Photocopying and Printing—See Instructional 
Materials Center

Purchasing Process 
The following procedures must be followed 
and appropriate forms filled in completely 
and approved by the Division Dean prior to 
purchasing or otherwise obtaining goods and/or 
services for which Columbia College will be 
responsible. Otherwise, “Purchase at your own 
risk.”

Purchases by Purchase Order
1. Get product or service type, model, price 

from supplier.
2. Fill out a Purchase Request form including 

the following information:
   a. Name of person and discipline making the 

request for funds
   b. Date of request
   c. Quantity, description and part number 
 (if applicable)
   d. Price (budget must be identified and balance 

sufficient to cover proposed expenses)
   e. Tax and shipping/delivery charges (if any)
   f. Vendor name, contact person and phone 

number, if possible
   g. Previous PO information (if applicable)
   h. Account number to which purchase is to 

be charged (balance) and whether Fund 
I (general operating expenses) or Fund II 
(restricted funds such as donations, etc.)

3. Turn in Purchase Request to the Division 
office for approval.

4. Dean reviews request and, if approved and 
funds are available, enters into DataTel. 

5. When approved by all concerned, (including 
Columbia COO and District Purchasing 
Dept.), Purchase Order is created and sent 
directly to vendor or back to Columbia for 
processing.

6. When goods or services are delivered to 
Columbia, they are checked in and verified 
by Columbia College Receiving Dept. as 
received and in good condition. If requesting 
individual receives a direct shipment for 
some reason, such person is to sign Invoice 
as received and in good condition.

7. Signed invoices should be returned to 
Division Office for processing for payment to 
vendor. 

Purchases by Cash
1. All “out of pocket” cash purchases by 

employees must be approved by Division 
Dean in advance of purchase. Budget must 
be identified and sufficient to cover proposed 
expenses.

2. Pre-approved “out of pocket” cash purchases 
must NOT exceed $100.

3. Employee must fill out a “Direct Payment 
Request” for reimbursement.

4. ORIGINAL purchase receipt must 
accompany request for reimbursement.

5. Upon approval by Dean, reimbursement will 
by made at next billing cycle.
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Roll Sheets:  Printed roll sheets are distributed 
to all teaching faculty prior to the first day of 
the class, but faculty can print an accurate roster 
any time by accessing connectColumbia. Within 
24 hours of the end of your class, grades (and 
attendance, if applicable) must be entered via 
connectColumbia, AND the roll sheet forwarded 
to the Admissions and Records Office. Please 
make copies for your personal files before 
submitting them to A&R.

Room Assignments/Changes:  Room 
assignments are made by the Instruction Office 
as the semester schedule is being developed. 
Instructors may request specific rooms for their 
classes, and are encouraged to indicate their 
second choice as well. Once a room is assigned, 
changes may occur only with prior approval 
from the Dean or Administrative Secretary, even 
if the change is for just one class meeting. This 
is important for reasons pertaining to security, 
facility management, and student attendance.

Special permission may be granted by an 
instructional administrator for classes to be held 
at alternate meeting sites. If the site is off campus, 
students must provide their own transportation 
to the alternate site. Request forms for approval 
to change the class to an alternate meeting site are 
available in the Instruction Office.  

Schedule of Classes:  During each semester, 
the following semester’s schedule of classes 
is developed by the Instruction Office in 
conjunction with the faculty. At the beginning of 
each semester, timeline and planning sheets for 
the department schedule are distributed to all 
faculty.

Speakers/Consultants:  Instructors are 
encouraged to utilize the expertise of community 
resource people in the classroom. In most 
instances, the speaker/consultant will be willing to 
provide this service to the College on a voluntary 
basis. College funds are extremely limited. 
Consequently, no honoraria or consultant fees will 
be paid without the prior written permission of 
the Dean for Instructional Services. If approved, 
the Instruction Office staff will complete the 
authorization for payment form and verification 
for payment will be made immediately following 
the engagement. A check will be mailed directly 
to the speaker/consultant from the District Office 
(allow a minimum of three weeks for receipt of 
payment).

Student Privacy:	 Observe the student’s right to 
privacy by not leaving your class roll sheets where 
students can see the grades of others. If you are 
not taking roll or entering grades, put your roll 
sheets away. Do not post grades by student name 
or social security number.

Summer Session:  Columbia College offers three 
limited Summer Sessions, subject to State funding. 
The emphasis during summer is on courses that 
meet general education breadth requirements. 
Early in the Spring Semester, a form is distributed 
asking faculty to suggest course offerings and 
recommend instructors. Scheduling of courses 
is dependent upon funding. Contract faculty are 
offered the first opportunity to teach courses for 
the Summer Sessions.

Supplies:  Office supplies such as pencils, pads, 
file folders, paper clips, staples and scotch tape 
are furnished by the College for faculty use in 
classroom-related activities.  

These supplies are kept in the Instruction Office.

Syllabi:  See Course Syllabus

STuDENT CONDuCTStudent Learning
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This section presents a variety of services you and 
your students may need throughout the academic 
year. Do not hesitate to refer students or to contact 
any of the programs directly. Together we can make 
a difference as we help students and each other. 
More information regarding Learning Support 
Services is also provided in the Columbia College 
Catalog and Student Handbook.

Academic Achievement Center 
(Learning Support) – 588-5088
The Academic Achievement Center (AAC), 
located in Manzanita 18-2, offers tutorial 
assistance to enhance the skills of any student in 
any class. 

Admissions and Records Office	– 588-52�1
The Admissions and Records Office is often the 
first point of contact a potential student has with 
Columbia College. This office also maintains 
regular contact with faculty and students, 
providing a direct link between student services 
and instructional services. In this office, instructor 
grade records, instructor roll sheets and student 
transcripts are maintained. These are permanent, 
confidential files. Other areas of service include 
application information, course registration 
procedures, add/drop, withdrawal, Pass/No Pass 
(P/NP) procedures and information regarding 
graduation such as degree, certificate and transfer 
evaluations. Also, special action requests, petitions 
for Academic Requirements Review Committee, 
and Prerequisite and Course Repeat Petitions are 
distributed and processed in the Admissions and 
Records Office.

Assessment and Prerequisite Challenge 
Forms – 588-52�4
Assessment is required of all new students as 
part of the matriculation procedures mandated 
by California State Law AB3. This law requires 
that all community colleges offer a coordinated 
set of services to enhance a student’s potential 
for success. A key component of matriculation 
is assessment, which is a process that seeks to 
recommend appropriate placement in math 
and English courses by determining a student’s 
preparedness and potential for success. This 
determination is based primarily on three 
basic areas of review: prior school transcripts, 
tests in reading, writing and mathematics, 
and a consultation with a College counselor. 
The counselor provides an opportunity for the 

student to discuss previous experiential and 
formal learning, the test results themselves, any 
circumstance surrounding that experience, and the 
student’s goals for his/her field of study.  Instructors 
may not waive a prerequisite or approve a student’s 
enrollment if the student does not meet the course 
requirements. There is a petition process for this. 
Petitions are available at the Admissions Office.  

Calaveras Center – 7�6-5940, Fax 7�6-594�
Located in Glory Hole Shopping Center, 2892 
Highway 49, Suite #2, Angels Camp, the Center 
offers courses and many college services to 
students and the Calaveras community. Course 
offerings include computer classes and distance-
learning classes, as well as general education and 
transfer classes, Community Education courses, 
and Economic Development training courses. 
Hours are M–Th 9:00am–5:30pm. Call for 
confirmation.

Student services available at the Calaveras Center:
•  Registration for all Columbia College classes
•  Payment for classes
•  Counseling services
•  Book sales for Calaveras classes.

Career Center – 588-5271
The Career Center offers up-to-date resources 
and materials to students, faculty and community 
members regarding career information. Eureka, 
the computerized career information system, offers 
an extensive amount of information regarding 
the description, preparation and educational 
requirements for over 2,500 occupations. 
The Center offers occupational publications, 
newsletters and a comprehensive selection of 
catalogs from other colleges. Most publications 
and catalogs are available for checkout.

Community Education Classes – 588-5144 
Fax 588-5�67
Community Education classes are fee-funded 
classes, including short courses, workshops, field 
trips, excursions, amd travel opportunities. There 
are no academic requirements for these courses 
and no college credits are earned. The purpose of 
these classses is to provide cultural enrichment, 
skill development, recreation and professional 
development for community members, as well as 
students. Classes are held on the main campus, at 
the Calaveras Center and throughout Calaveras 
and Tuolumne counties.

SERVICES FOR STuDENTS
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Cooperative Agencies Resources in 
Education
Cooperative Agencies Resources for 
Education (CARE)  – 588-51�0
CARE is a state-funded program of additional 
support for EOPS students who are “head of 
household” single parents with at least one 
child under the age of 14. The students must be 
receiving TANF county cash aid for themselves 
and / or their children. These students may also 
be CalWORKs participants. Eligibility for CARE 
also requires that students must be enrolled in a 
minimum of 12 units. 

CARE support services include assistance with 
the cost of child care and textbooks as well as 
academic supplies, meal vouchers, transportation 
costs, and incentive grants. CARE workshops and 
special seminars offer information on issue that 
support student success.

Disabled Students Programs & Services 
(DSPS) – 588-5130 
DSPS is a California funded program which 
provides electronic, mobility, and other access 
services to students with verified disabilities 
in order to enhance the probabilities of their 
academic and personal goal attainment. Our 
provision of various assistive technologies is an 
integral part of the help that staff provide. 

Other services include: DMV-approved parking 
permits in designated disability parking stalls 
on the Columbia campus;  individualized 
assessments and learning strategies to 
remediate basic skills learning abilities; in-class 
accommodations such as interpreters, real-time 
captioning for the deaf or hard-of-hearing, in-
class notetakers,and test facilitation.

Additional services include: adaptive 
technological assistance through DSPS’ High 
Tech Center wherein staff render access for 
students to and traning on adapted hardware and 
software especially for the visually and mobility 
impaired. Softwares are designed to increase 
skills in reading, writing, and math; specialized 
instruction in computer access, adaptive physical 
education, cardiac and pulmonary rehabilitation, 
and mobility (TRAM) services to mobility 
impaired students. 

DSPS also provides personal, academic, 
and career counseling services, and priority 
registration services.

Extended Opportunity Programs and Services 
(EOPS) – 588-51�0
EOPS is a state-funded program designed 
to provide college access and support to 
students from economically and educationally 
disadvantaged backgrounds. The purpose of EOPS 
is to help students achieve their academic, career 
and personal goals.

Counseling services offer students assistance 
with academic, vocational/career, and personal 
issues. Counselors help students with educational 
planning, monitoring of academic progress, 
assessment of student needs, referrals to resources, 
and course advisement. They also assist students in 
preparing for university transfer and employment.   

EOPS assists qualified students with the cost of 
textbooks and provides cash grants.  Additional 
services include parking permits, academic 
supplies, UC/CSU application fee waivers, student 
success workshops, and priority registration.

In order to be eligible, the student must be a 
California resident, have earned less than 70 
college-level units, be enrolled in a minimum of 
12 units, and qualify for a California Community 
Colleges Board of Governors Fee Waiver A 
or B. In addition, a student must meet one of 
the qualifying factors for being considered 
educationally disadvantaged as determined by the 
California State Chancellor’s Office.

Financial Aid – 588-5105
The Financial Aid Office on campus provides a 
wide array of programs and services, which are 
critical to many of our students. As educational 
costs have steadily increased, the number of 
students requiring financial assistance has 
correspondingly risen. This office is responsible 
for determining student eligibility for all federal 
and state assistance programs.  This would 
include fee waivers, grants, and the Federal Work 
Study Program. Additionally, eligibility and the 
distribution of all College sponsored scholarships 
and awards are the responsibility of the Financial 
Aid Office. (Please refer to the College Catalog for 
specific information.)

GED Program – 588-5109
The General Education Development Program 
(GED) provides an opportunity for students and 
community members to complete a high school 
equivalent to a diploma. The office interfaces with 

Services for Students
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both Columbia College preparation courses/
services and community agencies such as 
CalWORKS, Mother Lode Job Training and adult 
educational facilities to make available monthly 
testing opportunities for interested persons.

In addition, Columbia College hosts an annual 
graduation ceremony each spring for GED 
completers, validating the successful completion 
of the initial part of their education.

Job Placement Center – 588-5�12
Columbia College provides employment-related 
services to students and to employers needing 
assistance in meeting their personnel needs. Job 
placement services include: referrals to off-
campus job openings, paid part-time and full-
time career opportunities, referrals to on-campus 
openings, access to our job search workshops 
(resume writing, cover letters, job interview 
techniques and more), individual job search 
assistance and access to Macintosh computers for 
resume production. This service, however, is not 
available during the evening hours.

Matriculation – 588-5107
Matriculation is a program designed to partner 
students, staff, and faculty alike towards successful 
academic goal completion. There are seven 
components to this state-mandated process: the 
application process, assessment, orientation, 
advisement, registration, follow-up (early alert), 
and an educational plan (Ed Plan).

New and returning students are required to 
participate in assessment, orientation and 
advisement. All students are monitored in 
the application, registration, follow-up and 
educational plan process. Faculty may participate 
in all phases of the process by reviewing 
assessment and placement data, providing course 
requirement input, participating in matriculation 
committees, initiating student referrals to the 
early alert process, and assisting students in 
corrective measures for success in courses.

New student numbers, placement and Ed Plan 
data, that is, students’ planning course-by-course 
for their future plan of study, are available to the 
Instruction Office for use in projecting course 
demands.

Orientation/Counseling/Advising – 588-5109
The counseling faculty at Columbia College 
performs many functions for students. Among 
them are: orientation for new and returning 
students, academic advising which helps students 
plan strategies for completion of their desired goals, 
interpretation of institutional academic policies, 
career and major selection, early alert contact for 
students who have been placed on academic or 
progress probation status, personal counseling, 
referrals to all manner of services on-campus and 
off, and teaching student success and guidance 
courses. In addition, the Articulation Officer 
negotiates curriculum agreements that facilitate 
articulation and transfer for Columbia College 
students. This liaison with Columbia College 
faculty, staff, and the Instruction Office is necessary 
to maintain accuracy of Columbia College’s course 
articulation with CSU/UC and private colleges and 
universities (Refer to YCCD Board Policy #5014.)

Student Activities – 588-5111
Student activities are designed to target a broad 
range of activities involving students and their 
peers, faculty and staff. They include participation 
in concerts, voter registration drives, monthly 
entertainment and community events, and the 
restoration and maintenance of the Me-Wuk 
historical site located on campus near the student 
parking area.

Student Government – 588-5270
The Associated Students of Columbia College 
(ASCC) is a group of student representatives 
who address issues related to student affairs and 
who serve on College-wide committees. Students 
directly involved with the ASCC learn first-hand 
how to seek change for the needs of the majority.  
Involvement in the ASCC gives immediate insight 
to the workings of the political and social issues 
common to student governments, while developing 
and enhancing leadership skills.

Student Health Services – 588-5204
A registered nurse is on campus daily to provide 
a variety of health services and education to all 
students. A health services fee is required upon 
registration for courses at Columbia College. A 
portion of this fee provides secondary accident 
insurance for campus-related injuries. Staff 
members may also utilize health services, including 
TB testing. This service is limited to daytime hours. 
In the event of an emergency at any time, dial 911 
from any campus telephone.

Services for Students
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All accidents or illnesses should be reported 
to the college nurse immediately. If the nurse 
is unavailable, report such occurrences to any 
administrator. All student and staff health records 
are confidential. For operational hours, contact 
the Office of the Vice President of Administration, 
588-5107.

Student Housing – Pogacar Properties
5��-�0�9
Columbia Student Housing (CSH) is not part of 
Columbia College, and is independently owned, 
managed and operated by Pogacar Properties of 
Sacramento, CA, which is solely responsible for 
providing security to CSH and the residents and 
guests using the CSH facilities. The following 
information is provided by Pogacar Properties. 
Columbia College has not independently 
verified the information and does not warrant its 
accuracy.  Inquiries regarding student housing 
should be directed to Pogacar Properties at (209) 
533-3039. 
CSH consists of 48 apartments in four 3 story 
buildings.  Each of the two bedroom apartments 
has a private entrance from an outside staircase.  
Residents have the option of either single or 
double bedroom occupancy. CSH residents are 
in walking distance to all classes on the college’s 
campus.  Contact the housing office for specific 
contract and rate information. 

Student Life Programs – 588-5111
Columbia College has a Student Development 
Program that includes student activities, student 
organizations, and student government. The 
College works towards the development of a 
Student Life Program that nurtures the academic 
and social aspirations of each individual. 
Interaction and networking with staff, faculty 
and each other serve to model a healthy balance 
between academia and the collegiate atmosphere 
that involves the social interactive aspect of 
college life.

Services for Students

Student Organizations – 588-5111
Student organizations are a vital component of the 
Student Life Program at Columbia College. Each 
student organization has a faculty advisor who 
acts as a mentor to its members. Student clubs 
offer the opportunity to learn about leadership, 
building confidence, expanding comfort levels, 
organizing information, resources, and research. 
The clubs and organizations offer effectual 
training geared to meet the needs of the group, as 
well as the individual. For a list of last year’s active 
clubs and organizations, contact Doralyn Foletti, 
Program Specialist, at 588-5111.

Transfer Center – 588-5271
Transfer Center staff, counselors and resources 
help to facilitate the transition from Columbia 
College to completion of educational goals at 
other colleges and universities. Faculty-approved 
articulation and transfer agreements, especially 
those between Columbia and UC and CSU 
campuses, are available to expedite the transfer 
process. The Center also coordinates regular 
visits of representatives from regional two and 
four-year colleges and universities and hosts 
live and televised conferences. These services 
help students develop more direct contact with 
personnel, procedures, policies and requirements 
to specific transfer campuses, thus clarifying 
questions regarding transferability of credits and 
opportunities of academic preparation.

Veterans Affairs – 588-5105
Information and applications for students who 
may qualify for veterans’ educational benefits are 
available in the Veterans Affairs Office. Students 
should be advised to contact the office staff 
to ensure correct and timely information as it 
pertains to eligibility and timelines for submission 
of appropriate documentation.
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New—Student Email!
Get 5 GB of email storage from Columbia College 
just by registering for it and it’s absolutely free! 
Beginning in fall semester 2008, you will receive 
all college communications through your student 
email account, like:
✓ Registration dates 
✓ Latest financial aid information
✓ Your class adds or drops
✓ Winter campus closures
✓ Class day cancellations
✓ Plus…use this service to email your 

instructors and classmates!

Before activating your student email, you need to 
get connected by creating a connectColumbia user 
account and get a log-in student ID number. Here’s 
how: (if you already have a connectColumbia log-
in, proceed to Step 1.)

1. Go to www.gocolumbia.edu.
2. Click the connectColumbia icon.
3. On the main menu, click What is My Web 

log-in.
4. Enter your last name and social security 

number, then click Submit.
5. The system will display your log-in student ID 

number with “w” prefix. 
6. Click Log-in and you’ll return to the main 

menu.
7. On the main menu, click on Log-in.
8. Enter your student ID and birth date, and 

then click Submit.
9. This will take you to the Change Password 

screen. Re-enter your log-in student ID 
number—don’t forget the “w” prefix. Enter 
a password of your choice. It must be 6-9 
characters in length, and must include both 
letters and numbers. Then click Submit, 
which will return you to the main menu. 

10. Don’t lose your ID number and password! 
This information cannot be retrieved online. 
You will need to call the district Help Desk at 
588.5385 for assistance.

STEP 1:  Retrieve your email account   
 information

In the address bar on your browser window, 
type http://connect.gocolumbia.edu. The 
connectColumbia main menu will display.

1 Login to your connectColumbia account if you 
are not already logged in.

2 Click the Current Students link. If necessary, 
maximize the screen to view the Current 
Students link.

3 Under Communication, click the Student 
Email link. The Student Email page will 
display.

IMPORTANT:  Write down your student 
email account ID and temporary password 
information located at the bottom left side of 
the window. You must have this information 
to continue.

4 Click the Log-out tab at the top of the screen.  
A message box will display.

5 If a message box is displayed, click the cancel 
button to log out of your account.

6 Click the address bar and type   
http://mail.live.com.

STEP 2:  Activate your account

1   Sign-in page
a. Complete the Sign-in form using your 

student email ID and temporary password.
b. Click the Sign-in button. The Provide 

Account Information page will display.

or  Sign in using a different account page

a. Click the Sign-in with a different account 
link. The Sign-in form will display.

b. Fill out the Sign-in form using your student 
email ID and temporary password.

c. Click the Sign-in button. The Provide 
Account Information page will display.

2  Provide Account Information page
a. Verify your information – Click in the 

Password field, type in your temporary 
password.

b. Change your password – Click in the 
New Password field and type in your new 
password. Click in the Retype New Password 
field and retype your new password.
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IMPORTANT: Be sure to make a note of your 
new password. You will be required to sign in 
again using this password.

 3    Select a question and secret answer – Click 
the Question drop-down list arrow and select 
a question from the list. Click the Secret 
Answer text box and type a secret answer.

 4    Add an alternate email address – Click the 
Type Alternate Email Address field and 
type your alternate/personal email address. 
Click the Retype Alternate Email Address 
field and type your alternate/personal email 
address.

5   Your information – Click the Country/
Region drop-down list arrow and select a 
country from the list. After selecting your 
country, click the State drop-down list arrow 
and select the state from the list. Click in the 
ZIP Code text box and type your zip code. 
Click in the Birth Year text box and type your 
birth year.

IMPORTANT:  If you forget your password, 
we’ll need the above information and your 
secret answer to verify your identity and allow 
you to reset your password.

6 Review and accept the agreements – Click 
the Windows Live Service Agreement 
and Privacy Statement links to review the 
information. Click the I accept button. You 
will need to sign in again after completing 
these steps.

NOTE:  If you do not agree, click Cancel to 
exit.

 7 Provide account information – Click the 
Sign-in to Windows Live button. Type your 
password in the Sign-in text box and then 
click the Sign-in button.

8 Help us Stop Spammers! 

a. Click in the Type Characters field and type 
the characters you see on the screen above the 
Type Characters field.

b. Click the Continue button. You should now 
see the YCCD/Windows Live Student Email 
Inbox.

Terms of Service
Your student email account is provided by 
the Yosemite Community College District 
(YCCD) as a privilege to enhance the ease of 
communication and file movement as it relates 
to your education. 

By logging in and using your student email 
account in conjunction with Windows Live’s 
usage policy, you are agreeing to all terms 
and conditions of the YCCD’s Acceptable Use 
Policies. 

In addition, by accepting these terms and 
conditions, you are agreeing to be personally 
responsible for your actions, and you agree to 
accept any consequences and penalties resulting 
from improper use of the student email system. 

■   YCCD’s Acceptable Use Policies is located 
at the following web address:  http://www.
yosemite.edu/trustees/policyandprocedures/
2720%20Computer%20Use.pdf.

■   Windows Live’s Terms of Use is located at the 
following web address: http://tou.live.com/en-
us/default.aspx.

This information was provided by the YCCD 
Information Technology/HelpDesk. For assistance, 
call 209.588.5385. 
You can also obtain step-by-step instructions at 
http://www.yosemite.edu/ studentemail. Hosted by 
YCCD/Windows Live.
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BuSINESS OFFICE 
588-5114

Fax  588-5�68

Hours:
Monday–Thursday 8:00 am–5:30 pm
Friday   9:00 am–4:30 pm

General Information:  The Columbia College 
Business Office is located on the upper level of the 
Manzanita Building, Room 10. 

The Business Office offers direct services to 
students and College staff; collects enrollment, 
health, tuition, community services, parking, 
and other miscellaneous fees and payments; 
processes College fiscal transactions; accounts 
for all College funds, and provides support to the 
Columbia College Foundation.

The Institutional Operations Division provides 
College-wide services that support the overall 
operations of the college. Institutional Operations 
is committed to quality services and promotes a 
holistic  delivery of services to students and the 
greater college community. The Division provides 
leadership in the development of the College 
budget; maintains budget controls for all College 
accounts and reports on the financial status of the 
College, and provides support to the Columbia 
College Foundation. 

Payment Options Available to Students:
1. In-person payment at the College Business 

Office (cash, check, credit card)
2. Payment via Columbia College website, 
 www.gocolumbia.edu (credit card, check, 

money order)
3. Payment by mail (checks only).   

Student Fees:  Instructors should not collect 
fees from students in class. This practice leads 
to difficulties for the student, instructor, and the 
College. Information is provided above on the 
various payment options available to students. 
If there are problems or special circumstances 
that necessitate fee collection in class, please 
notify the Business Office immediately so that 
a solution can be worked out to accommodate 
students’ needs. Students may contact the 
Business Office at any time during working 
hours to inquire about their balance due or ask 
for assistance in the payment process. 
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PERSONNEL INFORMATION

588-514� 
Dean of Instructional 
Services, 
Arts & Sciences   

588-5142 
Dean of Instructional 
Services, 
Vocational Education 

588-522� 
Dean of Learning 
Support Services

Absence Reporting:  You must notify the 
administrative secretary for your program 
if you will be cancelling a class meeting. The 
administrative secretary will prepare a Certificate 
of Absence for you to sign immediately upon 
returning to work.

Arranging for Subsitutes:  All substitutes, 
whether paid or volunteer, must be pre-approved 
through your Instructional Dean’s office.

Benefits:  Adjunct faculty accrue sick leave at the 
rate of one hour per twenty hours of teaching and 
are covered by worker’s compensation. Adjunct 
staff do not have district-paid health, vision, or 
dental insurance. A leave of absence without loss 
of salary shall be granted to an adjunct faculty 
member who is officially called for jury duty. 
Juror’s fees, exclusive of mileage, received by the 
adjunct faculty member, shall be deposited to the 
credit of the District.

Evaluation of Instructors:  Temporary (adjunct/
hourly) faculty are evaluated once during their 
first semester of employment, and once during 
every six semesters of employment thereafter. 
(Reference page 5, section 5.7.4 YCCD/YFA 
Contract.) Your Division Dean will notify 
you when you are scheduled for evaluation.  
The evaluation process will be conducted in 
accordance with the guidelines set forth in Article 
5: Evaluation of the YCCD/YFA Contract. For 
a detailed description of the evaluation process, 
refer to page 3, Article 5 of your Faculty Contract 
or contact your Division Dean.

Liability of Instructors:		One of the expectations 
of faculty as they teach or supervise class activities 
is that the instructor will practice common 
sense and caution so that no one is hurt or put 
in danger. To that end, instructors must remain 
in the classroom at all times to supervise 
class activities. One of the clearest grounds for 
declaring a teacher liable is when the instructor is 
away from the class or activity site without good 
reason or without prior administrative approval.  

Personal Necessity Leave:  Sick leave credit may 
be utilized for reasons of personal necessity by 
faculty employed on an hourly basis. Entitlement 
for such utilization shall be at the rate of one hour 
for each thirty hours of paid service.

Sick Leave:  Faculty employed on an hourly basis 
shall earn sick leave credit at the rate of one hour 
for each twenty hours of paid service. Sick leave 
credit will not be earned for any fraction of twenty 
hours. Sick leave earned may not be credited 
to sick leave accrued during other District 
employment, nor may sick leave earned during 
other District employment be utilized for absence 
during hourly employment.

Teaching Qualifications: 
n All Yosemite Community College teachers must 

meet the basic minimum qualifications set by 
Yosemite Community College District. 

n The basic minimum qualification is a master’s 
degree in the discipline of the assignment OR 
a master’s degree in a discipline reasonably 
related to the assignment AND a bachelor’s 
degree in the assignment discipline OR the 
equivalent. For disciplines where a master’s 
degree is not generally expected or available 
(usually disciplines in specialized technical, 
trade or industrial fields), minimum 
qualifications are met by a bachelor’s degree in a 
discipline reasonably related to the assignment 
AND two years of professional experience 
PLUS appropriate certification to practice or 
licensure or its equivalent, if available; OR 
an associate degree reasonably related to the 
assignment AND six years of professional 
experience PLUS appropriate certification, etc.

n “Equivalency” is locally determined and 
requires a Supplemental Application.  
Information regarding eligibility to teach in a 
community college can be obtained from the 
Dean for Instructional Services.

yosemite Faculty Association (yFA): The YFA 
is the recognized collective bargaining agent for 
all full and part-time District faculty. Specific 
certificated employees represented by YFA are 
described in the YFA contract with the District. 
Members of the bargaining unit are required 
to pay dues, the payment of which is outlined 
in the contract. Copies of the YFA contract are 
distributed to each member or may be requested 
by contacting a YFA officer.
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your Contract with Columbia College/
yosemite Community College District:		During 
schedule development, a review of curriculum, 
program needs, course enrollment trends, 
full-time faculty load contract requirements, 
facility availability and funding is conducted. 
As the schedule is developed to its draft stage, 
full and part-time faculty are notified about 
teaching assignments with the receipt of a draft 
schedule. As the start of the semester approaches, 
adjustments and refinements are made in faculty 
class assignments. For part-time faculty this may 
result in an adjustment or elimination of your 
schedule.

The District reserves the right to cancel any class 
in which enrollment does not justify continuation 
and/or replace part-time hourly instructors with 
faculty members under contract as necessary to 
fulfill their contractual obligations.

Part-time temporary faculty employees may 
be dismissed earlier than the termination date 
specified above in accordance with Education 
Code Section 87742.

Pay Claims:  Following is a summary of timelines 
for pay claims:

Personnel Information

Payees Cutoff Deadline Pay Date

Part-Time	Staff 20th	of	the	month To	Payroll	by	the	25th	
of	the	month

15th	of	the	month

Students 20th	of	the	month To	Payroll	by	the	25th	
of	the	month

15th	of	the	month

Overtime	For	
Regular	Staff

Last	Business	day	
of	the	month

To	HR	by	the	10th	
of	the	month

Last	Business	day	
of	the	month

Account	Number	
Changes	for	
Regular	Staff

Last	Business	day	
of	the	month

To	Payroll	by	the	10th	
of	the	month

Last	Business	day	
of	the	month

E	Hatfield	6/07

Employees’ Signatures
An original signature is required. It establishes 
the fact that the you are making a legal claim for 
pay for the hours listed on the claim.

Your signature on the pay claim is now a required 
element. Pay claims should only be signed after 
all hours in the pay period have been worked and 
entered on the pay claim. As an employee of the 
district, you must initial any changes to the pay 
claim. If you leave the employment of the district 
without signing  your pay claim, the manager will 
forward to your home address the unsigned pay 
claim, requesting your signature and return of the 
pay claim for processing.

Staff Development Fund Disbursement 
Procedures
1. Faculty and staff submit proposals using the 

Individual Staff Development Activity Form 
and a travel request if necessary. Submit the 
completed form and travel request to your 
supervisor/dean for review and approval. The 
proposal must be submitted to the appropriate 
manager, allowing time, so that it may be 
process in the Staff Development Office seven 
working days in advance of the schedule Staff 
Development meeting time.

2. If the supervisor approves and signs your 
proposal, the Vice President, Student learning, 
or Chief Operating Officer in charge of your 
area, must next review and sign the proposal. 
When there is an intermediate supervisor, 
he/she should forward the proposal to the 
VP or COO. If either the supervisor or the 
Vice President denies the proposal, it will be 
returned to you with an explanation.

3. Administrators identify proposals as vital or 
valuable to the institution (page 3 of proposal 
form). 

4. The committee sorts proposals according to 
the classification (vital or valuable) and first 
considers proposals classified as vital.

5. Sources of funding other than Staff 
Development (SD) should be investigated 
and exhausted prior to submitting a 
proposal. Sources of funding that can be 
used in addition to Staff Development 
funds are identified and confirmed. To date, 
the department from which the proposal 
originates has been asked to fund a minimum 
of 25% of the proposal.

6. In some cases, proposals identified as vital 
could be fully funded. Proposals identified as 
valuable were also generally fully funded.

After evaluating past practices, the following 
guidelines were agreed upon to improve the 
allocation of next year’s Staff Development funds 
for individual proposals:

1. Acknowledging the limits of the one-time 
$6,858.15 roll-over for the entire college staff, 
and recognizing that other funds are available 
for activities, the committee designated 
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a maximum amount for each individual 
proposal and delineated the criteria for 
evaluation proposals and specifying amounts.

a. $700 is the maximum amount of SD dollars 
allowed for a proposal.

b. Every attempt will be made to allocate the 
maximum amount to proposals designated as 
vital by an administrator.

c. The committee will consider the following 
when reviewing proposals for funding:
• the number of proposals being considered
• relative weight of one proposal over 

another, as determined by administrative 
evaluation

• the individual’s previous use of Staff 
Development funds

• the amount requested
• the time of year and the amount of money 

remaining in the budget

2. Administrators will continue to evaluate 
proposals as either vital or valuable to the 
institution. Administrators will be informed 
of the change in policy and expectations. 
Administrators who review and designate SD 
proposals as vital to the institution should 
know that the maximum amount available 
from SD funds will be $700, and that if 
additional funding is necessary, it will be their 
responsibility to locate and designate such 
funding for the proposal. Proposals designated 
as vital will not automatically be funded at 
$700. The allocation will be determined by the 
above evaluation criteria.

3.  When noting an account number on 
travel requests, a maximum amount for 
reimbursement will be identified. Staff will be 
informed that costs which exceed the amount 
funded will be their responsibility.

4.  Staff will be notified at the beginning of each 
semester if there are any changes in policy.

5.  Proposal forms will be modified to reflect 
changes in policy, should it be necessary. 

Personnel Information
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  BOOKSTORE

Hours:
Monday–Thursday  7:30 am-6:30 pm 
Friday  7:30 am–3:00 pm 
Textbooks are available through the 
Manzanita Bookstore or online at www.
manzanitabookstore.com

General Information:  The Manzanita 
Bookstore, located on the lower floor of the 
Manzanita Building, carries textbooks, materials 
and supplies required or recommended for 
Columbia College courses. The Bookstore also 
sells paperbacks, greeting cards, sundries, snacks, 
Columbia College logo clothing and merchandise, 
art supplies and many other items. A mini-food 
station is located in the Bookstore, providing cold 
drinks, fresh sandwiches and salads daily.  
 
Book Refund Policy:  Textbooks are refunded 
only in the two-week period following the first 
day of the semester. Textbooks are not refunded 
after the two-week period, or at any other 
time during the semester, regardless of date of 
purchase. The only exceptions to this are refunds 
for late-start classes and summer sessions. For 
late-start classes beginning mid-term and summer 
sessions, the refund period is one week from the 
first day of class only. For those late-start classes 
scheduled to complete in two weeks or less, the 
refund period is prior to the first day of class. 
Please direct student questions regarding refunds 
to the Bookstore.

The cash register receipt is required for all 
refunds. New books must be in new condition. A 
marked book (even with just a name in pencil) or 
a carelessly handled book will receive refund at 
buy-back price. Some texts wrapped with shrink-
wrap may not be refundable and are so marked.

Book Buy-Back Policy:  The Manzanita 
Bookstore provides our students with an 
opportunity to sell back their textbooks at the 
end of each semester. The bookstore will buy back 
those textbooks being used at Columbia for the 
following term i.e.; December—buying texts for 
spring semester, in April—buying for summer 
and fall terms. Original register receipts are not 
required for selling textbooks. Lab manuals, 
workbooks, and recommended or optional 
textbooks may be bought at the discretion of the 
Bookstore. In an effort to reduce costs to students, 
the Bookstore buys back as many textbooks as 
possible each term. This provides future students 
with less expensive used textbooks.

Desk Copies:  Desk copies are provided by 
the publisher for the instructor’s use. It is the 
responsibility of the instructor to request desk 
copies from the publisher. The Bookstore can 
provide addresses and phone numbers for all 
publishers. Publisher information can also be 
obtained by visiting www.facultycenter.net. If 
the need arises the bookstore can sell desk copies 
to instructors and extend the refund period to 30 
days past the beginning of the semester. All other 
refund policies will apply. See bookstore staff for 
details.

Textbook Requisitions:  The textbook requisition 
process is driven by the completion of the 
Schedule of Classes. Upon finalization of the 
schedule, the faculty will receive a textbook 
requisition from the Bookstore. Please note the 
following generic timelines for processing of 
requisitions. 
 Summer Term Mid-March
 Fall Term Mid-March
 Spring Term Mid-October

The Bookstore is currently generating paper/
hard copy textbook requisitions. Instructors 
have the option of submitting requisitions on-
line through the bookstore website at www.
manzanitabookstore.com. It is important to 
return completed textbook requisitions by 
requested due dates, as this information is used 
to manage textbook buyback for our students, as 
well as timely ordering of the next semester’s texts.

Instructors should be aware that they must 
complete a textbook requisition for all required 
and recommended texts or supplies each term. 
Special requests for special supplies will be gladly 
stocked if prior arrangements are made. 

Textbook Selection Process: Instructors at 
Columbia College are responsible for selecting 
their textbooks. Some departments or disciplines 
choose texts for the individual departments. 
It is the responsibility of the instructor to 
comply with textbook requirements as they 
apply to curriculum and course description and 
information on file in the Student Learning Office.
n  Change of and review of textbooks is currently 

at the discretion of the faculty

588-5126
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Classroom/ Facilities Scheduling Procedures 
outlined in this handbook are for use by faculty 
and staff only when accessing the Virtual Event 
Management System (VEMS). 

Order of priority for use of classroom 
facilities is as follows:
First priority:  Regularly Scheduled Classes
Second priority: Instruction—Classes
Third priority: Community Education—
    Classes
Fourth priority: Student Support Services
Fifth priority: President’s Office
Sixth priority: Student Activities
Seventh priority: Organized Employee Activities
Eighth priority: Community Groups

Classes will not be moved from their regularly 
scheduled classrooms unless absolutely 
necessary. In those cases, the appropriate Dean 
of Instructional Services shall approve the room 
change.

using VEMS:
Requestor (staff or faculty member requesting the 
space for use) will request the space using VEMS 
(the web version of EMS) software for their event. 
Please note this applies to internal users only.
• Double click on Internet Explorer
• Insert address gocolumbia.edu
• Click on News, Sports and Events Information  
 or General Information
•  Click on Classroom & Facilities Events 
 Calendar (EMS)
•  In the upper right corner, click on My Account
•  Click on Create an Account (unless you have 
already done that, in which case – Log in)
•  Fill out this form:

– Email address
– Full Name
– Phone/Fax
– Password
– Confirm password

You can personalize your account here, but you 
don’t need to.
•   Click Save
•   Now, using the menu bar under the EMS logo 

you can
–   Browse events
– Browse facilities
– Browse for space

•  Checking these screens will tell you what 
classes/events are already reserved in EMS.

•  When you determine a location and time for 
your meeting/events, click on Room Request 
Form in the menu bar under Reservations.  

– Fill out this request form
– Adding notes for media needs, furniture 
 needs or any other notes can be added as 
 well
– Click Submit
– Log out of VEMS

• This request is sent to the EMS Schedulers.
• If your request requires approval by a dean or 

administrator, the Scheduler will forward that 
request forward

• Your confirmation will be sent to you via email 
after the Scheduler reserves your meeting/
event in EMS

• Check your confirmation carefully for 
accuracy.

Available schedulers          Phone extension

EMS Administrator    
Cari Craven   5101
All non-academic scheduling

Student Learning Support
Executive Secretary to the Vice President of 
Student Learning 5107
Non-academic scheduling

President’s Office 
Administrative Assistant to the President       5115
Reservations for the President’s Conference 
Room, Manzanita Conference Room, Rotunda 
and the Manzanita Staff Lounge.

• Based on the room being used, email 
notification will also be sent to the appropriate 
Secretary, Security, Facilities, Technology/
Media staff members.

What you can expect regarding your 
reservation:
• Security and Facilities will coordinate to make 

sure room is open for use. (FYI, on non-
operational days, restroom nearby requested 
room is automatically opened.)

• Facilities will make sure room is clean and 
 properly heated/cooled.
• Security and Facilities will notify their staff of 
 the event and any other special needs.
• All parties will check set-up notes indicated 
 on the confirmation form that was submitted 
 for any special needs or requirements and will 

EVENT & ROOM SCHEDuLING
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Tamarack Hall

Hours:
Monday–Thursday  7:45 am–8:00 pm 
Friday  7:45 am–4:30 pm 
Summer Session: 
Monday–Thursday 7:30am–5:30pm
The Library is closed on weekends and College 
holidays. 
Website: www.gocolumbia.edu/library
Phone: (209) 588-5119

General Information: The Library’s print and 
non-print collections include more than 40,960 
books, 2,080 sound recordings, 2,000 videotapes 
and DVDs, current subscriptions to over 139 
print periodicals, art prints, and online access 
to over 10,000 eBooks. To help promote these 
items we started Library Highlights, the Library’s 
new blog, which features new and interesting 
items in our collection. Visit or subscribe to 
our blog from the Library’s homepage. Many 
other online resources are also available from 
our homepage including article and research 
databases containing tens of thousands of 
journal and magazine articles in full text, plus 
encyclopedias and medical information. Online 
tutorials are available for many of the resources 
and services that are accessed over the Internet. 
These tutorials are found on our I Can Do That 
Online?! help page. The link is located under the 
picture on the Library’s homepage. Microfilm 
collections of newspapers and magazines include 
the Sonora Union Democrat going back to 1854. 
A Microfilm scanner is located in the Microform 
Room; copies are 10¢ each. Audio and video 
stations are available in the Library for individual 
listening or viewing media materials. Typewriters 
and computers for student word processing use 
are available at no charge. Print copies are 10¢ per 
page. Basic software programs are loaded onto 
the computers.

Loan Periods: All items borrowed from the 
Library will have a loan period determined 
by material type. Student loans are subject to 
overdue charges. Staff loans are not charged 
for overdues, but material is subject to recall if 
needed by a student or another staff member. 
Because the Columbia College Library collection 
is small, staff is encouraged to return materials 
promptly.

Library loans may be renewed when not 
requested by another user. You can renew 
materials online, over the phone or in person. 
Call the Circulation Desk at 588-5119 for more 
information.

New Materials: The Library’s collections
are maintained and developed to support the
College curriculum. As the curriculum and
faculty change, so must the Library’s collections.
Faculty and student requested material will
be given highest priority in purchasing decisions.
The Library tries to include all points of view
on subjects collected, following YCCD Board
Policy 6045 (Library Acquisitions). To request
the purchase of an item for the Library, contact 
Brian Greene at 588-5179 or Doris Goldson at
588-5118.

Obsolete Materials: Removal of obsolete
material, whether out-of-date, superseded, or
unused for decades is as important to the overall
collection as new acquisitions. The Library staff
will identify prospective items for withdrawal
from the collection, using standard tools such
as Books for College Libraries, and will invite
faculty from the appropriate area(s) to review the
material and assist in retention decisions.

Computers:  Ninety computers are available to 
library users for online research, word processing 
and other office applications.

Inter-Library Loan:  The Columbia College 
Library is a member of the 49-99 System, a 
regional cooperative library network, with access 
to additional networks around the state. The 
Library also has access to more than 80 million 
items held by nearly 15,000 libraries through 
the OCLC (Online Catalog Library Center) 
international bibliographic database. If you should 

LIBRARy

588-5119Library Loan Periods & Fees
Loan Items Max. Loan Period     Overdue Fines

Books	 3	weeks	 25¢	per	day
Magazines	 1	week	 25¢	per	day
CDs	and	Cassettes	 3	weeks	 25¢	per	day
DVDs	and	VHS	 1	week	 $1.00	per	day
2	hr.	Reserve	Items	 2	hours	 25¢	per	hour
1-day	Reserve	Items	 1	day	 $1.00	per	day
3-day	Reserve	Items	 3	days	 $1.00	per	day
1-week	Reserve	Items	 1	week	 $1.00	per	day
Lost	items:		replacement	cost	plus	$20.00	processing	fee
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need a library item not held by Columbia College, 
it is likely available from another library through 
Inter-Library Loan. You don’t need to know where 
it is, only what you want. Just ask Nancy Brooks 
at 588-5248. Loans from other libraries cannot be 
renewed or extended, and they must be returned 
by the date indicated by the lending library. 
Failure to do so jeopardizes future loans for the 
entire College community, and will incur overdue 
charges.

Library Tours: Course-based Library 
orientations and research classes are available 
to all instructors. Please call Brian Greene at 
588-5179 for information or to schedule an 
orientation. In addition, Brian will be pleased 
to review a proposed assignment for students to 
verify that needed materials are available.

Reference: Skilled staff are available during all 
hours the Library is open to assist students and 
staff in the use of the collections and its finding 
tools: computers, catalog, indexes, and reference 
works. When the College collection lacks needed 
materials, items can be located and borrowed 
from other libraries (see “Inter-library Loan” 
above). For additional information, call Nancy 
Brooks at 588-5248 or Brian Greene at 588-5179.

Reserve: Instructors may place materials on 
Reserve for student use. Print and non-print 
Reserve items are shelved behind the Circulation 
Desk. Instructors may select restricted loan 
periods designed to promote greater student 
access. Any materials can be placed on Reserve: 
Library or personally owned, print or non-print. 
Oakdale Center instructors can have reserve 
materials placed in the Oakdale Branch Library 
and Calaveras Center instructors can place 
reserve items at the Center. Contact the Library 
for more information (209) 588-5119.

Test Proctoring: When a student misses a test 
in your class, you may ask Library staff to proctor 
a make-up test for that student. Please be sure to  
indicate what restrictions apply when the student 
takes the test (e.g., no books, no calculator, no 
notes, etc.), the length of time allowed for the 
test, the date by which the test must be taken, and 
any other conditions you wish to apply. If your 
student has special needs when taking a test, it 
will be more appropriate to contact the Disabled 
Students Services (DSPS) Office on campus 

Library

(588-5130). To arrange for test proctoring in the 
Library, call the Circulation Desk at 588-5119.

Video: The Library has a collection of DVDs 
and videotapes, plus access to videos owned by 
Modesto Junior College. All DVD, video and 
audiotape materials are listed in OPUS, the 
Library’s web-based catalog, available from our 
homepage:  www.gocolumbia.edu/library.
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INFORMATION TECHNOLOGy/MEDIA SERVICES

588-5122 or 

588-5118
General Information: 	Information	Technology/
Media Services is located on the first floor of 
Tamarack Hall. Scheduled hours are Monday 
through Thursday from 7:30 am to 7:00 pm, and 
Friday from 7:30 am to 4:00 pm.  

Technology/Media Services is closed on weekends 
and College holidays. Summer Session days and 
hours are Monday through Thursday, 7:00 am to 
5:30 pm.

Classroom Equipment:  Most classrooms are 
equipped with the basic items of an overhead 
projector, projection screen, a VCR/DVD and 
a video monitor. A more complete inventory 
of media equipment is available on request, 
including video/data projectors, DVD players, 
35mm slide projectors, and audio equipment. 
Items not usually stationed in a certain classroom 
can be delivered for temporary, or occasionally 
long-term use. If a classroom or other facility 
does not have an item of media equipment that is 
needed, contact Information Technology/Media 
Services.  Requests should be made as early as 
possible to avoid scheduling conflicts. For more 
information, contact Information Technology/
Media Services at 588-5122.

Telephones:  If you need assistance using 
the campus telephones, contact Information 
Technology/Media Services at 588-5122.

Software/Hardware/Other:  Contact 
Information Technology/Media Services at 
588-5122. if you need help with: (1) setting up 
an e-mail account, (2) setting up web pages, 
(3) software troubleshooting or training, or (4) 
other questions regarding any other technology 
issue. You will be directed to the appropriate 
Technology staff person.

Datatel and connectColumbia:  Contact Brian 
DeMoss, Director of Information Technology/
Media Services, at 588-5222 if you need assistance 
with Datatel or connectColumbia.

See our web page: http://gocolumbia.edu/
TechServices/technology.htm
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General Information:  The Instructional 
Materials Center (IMC), located adjacent to 
the Mailroom in the Manzanita Building, is the 
College’s graphics and copying center. Services 
may be obtained by filling out the appropriate 
work order forms. Allow for necessary lead-
time as the IMC may already have a number 
of “rush” orders in hand at the time of your 
submittal. Although every effort will be made to 
accommodate your deadline, scheduling depends 
on the IMC workload. 

IMC offers a wide range of services from graphics 
to photocopying. Among the department’s many 
finished products are instructors’ tests, handouts, 
syllabi, brochures, handbooks, fliers, posters, 
NCR forms, etc. 

B/W Copies:  The IMC will make your copies for 
you and have them ready in most cases within the 
same day. In case of emergencies, we will try to 
accommodate your deadline. Ideal for exams and 
student handout materials, all submittals must be 
camera-ready and only copying is required. 

Fill out a yellow work order form and leave with 
original document at the IMC work desk for 
processing. Your finished project (other than 
exams) will be placed in your campus mailbox, or 
in a nearby location if the item is too large to fit. 

B/W Copies – Self-Service:  The IMC copier in 
the mailroom is available for your use. The copier 
is coded and cannot be used unless you enter an 
assigned code. See the IMC secretary for a code 
number. Each instructor has been assigned a 
limited number of photocopies per month. If you 
have reached the limit, the copy machine will not 
allow any further copies and you must see your 
division’s administrative secretary for an alternate 
code or clearance. 
NOTE: If you are making more than 50 copies, 
please submit your job to the IMC. Unnecessary 
lines and copier malfunctions can be avoided, 
allowing better work flow for all concerned.  

Color Copies:  Due to the expense of this 
process, the IMC staff will assist you when color 
photocopies are required, and all color copies will 
be billed out. Fill out a yellow work order.

Copyright Authorization:  If the material for 
duplication by the IMC is copyrighted, it is the 
responsibility of the originator to obtain the 

appropriate authorization and permission for 
reproduction. 

Creative & Printing Services:  Includes 
complete design, layout and printing services. 
Plan ahead and allow for sufficient time to 
develop your materials. Fill out the white 
Creative & Duplicating Services work order 
form, ensuring that all required materials are 
available for IMC use (logos, photos, text, 
illustrations, etc.). Most Creative & Printing 
Services projects require design consultation, so 
make an appointment through the IMC secretary, 
Cari Craven, at 588-5101 or send an email to Gail 
Segerstrom at segerstromg@yosemite.edu. Bring 
the completed form and all support materials 
to the meeting. Your finished project will be 
placed in your campus mailbox for pickup, or in a 
nearby location if the item is too large to fit.

Electronic Submissions:  You are also able to 
submit your copying work order and materials 
electronically for duplicating by the IMC 
personnel. Electronic submittals are limited to 
50 pages or less; we can print/duplicate original  
MS WORD, EXCEL, or PDF files only. For help 
submitting electronic files, contact the IMC 
Secretary, Cari Craven, at 588-5101.

Exams:  Please fill out the pink form in the IMC 
if you are dropping off an exam for copying.
Unless other arrangements are made, exams are 
placed in a locked Student Learning Office file 
cabinet until the instructor picks them up. If you 
are unable to pick up your exam materials during 
IMC work hours, please call the IMC secretary, 
Cari Craven, at 588-5101 to make special 
arrangements.

IMC Charges:  All IMC work orders are logged 
into a database and records are kept to account 
for materials for each instructor and each 
administrative support area. Each instructor has 
been allowed a limited number of photocopies 
per month and charge-backs to the instructor’s 
department will occur when in excess of that 
amount.

Syllabi:  Instructor-developed materials can be 
duplicated in the IMC and sold in the Manzanita 
Bookstore. Contact Liz Rumney, textbook buyer, 
at 588-5126 for more information.

INSTRuCTIONAL MATERIALS CENTER (IMC)

588-5101
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Catering
The Hospitality Management Program offers 
on-campus and off-campus catering service. For 
ordering information, go to http://columbia.
yosemite.cc.ca.us/wombleg/hm-welcome.
html or call the the Hospitality Management 
Coordinator at 588-5135.

Cellar Bistro 
The Cellar Bistro serves dinners from 5:00–7:00 
pm Tuesday and Wednesday nights. Please call 
588-5300 for reservations. 

The Cellar Restaurant 
The Cellar Restaurant is operated by the 
Hospitality Management Program Monday 
through Thursday during Fall and Spring 
semesters. Breakfast is served from 7:30 to 10:30 
am, and lunch from 11:30 am to 1:30 pm. 

Snack Bar
Monday–Thursday 7:30 am–7:3 0 pm
Friday   7:30 am–1:30 pm

The Snack Bar provides daily food service to the 
College community with “grab and go” offerings, 
including fresh choices of breakfast and lunch 
menu items at affordable prices. Food service is 
available in the Snack Bar during their operating 
hours and in the Manzanita Bookstore until 
6:30 pm (Monday–Thursday). The Snack Bar 
dining area remains open for use until 9:00 pm 
(Monday–Thursday).

The Snack Bar also provides on-campus catering 
for meetings, luncheons, and gatherings. Please 
phone 588-5321 or 588-5319 for details.

FOOD SERVICES

588-51�5

588-51�5 
to make reservations

588-5�21

588-5�00
to make reservations
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Alcohol and Illegal Drugs:  Columbia College is 
committed to the health and safety of all students. 
Drugs and alcohol can be a major hindrance to 
the healthy and productive College environment.  
There are many physical and psychological 
health risks associated with the use and abuse 
of drugs and alcohol, including, but not limited 
to, exhaustion, decreased immunity, depression, 
decreased coordination and mental alertness. 
Generally, persons who use illegal drugs and/or 
abuse alcohol can expect decline in their overall 
quality of life.

According to the Columbia College Student Code 
of Conduct, students are subject to disciplinary 
action for possession, use, distribution or 
manufacture of a controlled substance or alcohol 
on College property, including student housing 
or during College-related activities. This may 
include expulsion from the College and/or 
punishment under local, state and federal law. 
Similar behavior by College staff, while not a 
violation of the Student Code of Conduct, is 
a violation of YCCD Board Policy 4019 and 
applicable state and federal laws and may result in 
disciplinary action and/or requiring the employee 
to satisfactorily participate in an approved drug 
abuse assistance rehabilitation program. Further, 
in accordance with the Drug-Free Workplace Act 
of 1988, Columbia College Health Services and 
Wellness Programs offer educational information 
on drug use and also can refer students and 
staff to community agencies for counseling or 
rehabilitation.

CAMPuS REGuLATIONS

Domestic Animals on Campus:		The Columbia 
College Council has adopted the following policy 
regarding the presence of domestic animals on 
campus:
n  All domestic animals are banned from the 

Columbia College campus, with the exception 
of guide/helping dogs for the disabled and 
Columbia College animals used for official 
purposes. Due to the unpredictability of animal 
behavior it has been determined that the 
presence of domestic animals on campus could 
result in an unnecessary safety/health risk for 
students, staff, campus wildlife, and the natural 
vegetation, as well as the domestic animal itself.

n  Additionally, it is illegal to leave a pet in a 
vehicle. The law allows for security officers to 
remove the animal from the vehicle and the 
owner of the vehicle to be cited. Don’t endanger 
the life of your pet by leaving it locked in your 
vehicle or bringing it to the campus. If you love 
your pet, leave it at home. Set a good example 
for students to follow.

Smoking Regulations: 	Priority shall be given to 
a smoke-free learning and working environment. 
Under no circumstances will smoking be 
permitted in classrooms, laboratories or libraries. 
All other indoor facilities, including employee 
work areas and offices, conference rooms, break 
rooms, waiting rooms, restrooms, hallways 
and lounge areas shall be non-smoking areas. 
Smoking is only permitted in designated areas 
which are available in the vicinity of all campus 
buildings. Persistent violations will be grounds for 
disciplinary action. No employee shall be subject 
to reprisal solely as a result of reporting violations 
of this policy and procedure.
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EMERGENCy PROCEDuRES

IN CASE OF FIRE, IMMINENT DANGER, AND/OR LIFE-THREATENING CIRCuMSTANCES, 
CALL  911  FROM ANy PHONE  

Otherwise, call 5911 to reach campus dispatch, security, college nurse, or an administrator.

EMERGENCy INFORMATION

Campus Conditions:  588-5100 
Follow prompts or go to www.gocolumbia.edu

Crime:   Life-Threatening 911
 Campus Dispatch 5911 (588-5911)
 Campus Security 5167 (588-5167)
                            or 768-7676

Fire:   Life-Threatening 911
 Campus Dispatch/
      Firehouse  5911 (588-5911)
 College Firehouse 5207  (588-5207)

Injury:  Life-Threatening 911
 Campus Dispatch/
      Firehouse EMT 5911 (588-5911)
 Campus Nurse 5204   (588-5204)
 Monday/Tuesday/Wednesday  9:00 am–4:00 pm
 Thursday  11:00 am–6:00 pm
 Closed Friday

Emergency phones are located in every 
classroom and office on campus. Emergency 
numbers are posted next to the phone for quick 
reference. 

In addition, red emergency phones are located 
outside on the following buildings around 
campus. Please become familiar with the closest 
emergency phone to your classroom location:

Aspen—outside building
Juniper—outside building
Manzanita—inside Rotunda
Redbud—outside building
Sequoia—outside building
Tamarack—outside building

Emergency Call Box Locations
Student Parking Lot “A”
Oak Pavilion Parking Lot
Between Redbud and Tamarack

College Dispatch
The College Firehouse maintains a 7-day/24-
hour dispatching function for any emergency 
on campus. College Dispatch is reached by 
dialing extension 5911. College Dispatch is 
directly connected to emergency services, can 
immediately dispatch for Campus Security, 
Sheriff ’s Office, EMT, ambulance and fire 
response, and will also notify appropriate staff.

Student Accidents  
For all student accidents occurring on campus, 
the student must complete a Student Incident 
Form (obtained from the Business Office or 
Health Services Office) within 24 hours of the 
accident. The student keeps the copy page of the 
Incident Form and the Insurance Plan Brochure. 

n All students are covered by a student accident 
insurance policy. Coverage information is 
found in the Accident Coverage Insurance Plan 
Brochure..

n For questions regarding student accident 
coverage contact the Institutional Operations 
Office at 588-5112.
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Emergency Procedures

EMERGENCy RESPONSE LOCATIONS
& PuBLIC RESTROOMS 

 Emerg. Phones Public Biohazard First Location of First Aid Kit
Building Outside     Inside Restrooms Buckets Aid Kits &/04 Biohazard Bucket

Alder x x x
Aspen x x
Buckeye  x x
Cedar  x
Davis House x x  x x Security Truck
Dogwood (Forum)  x
Fir  x x + H  x Room 4 staff area
Fire Science Center  x  x x Firehouse shop
Juniper x x x x x Nurse’s Office
Madrone  x x x x Auto Shop
     "  x x  x Welding shop
Manzanita, Lower  x   x Bookstore
    "  x  x x Food Service
    "  x x  x Maintenance Office
Manzanita, Upper x x x + H   Rotunda Area
   "  x  x x Instruction Staff Workroom
   "  x   x President’s Office
   "  x   x Counseling/Student Center
Oak Pavilion x x x + H x x Training Room
   "  x  x x Office
Ponderosa  x  x x Child Develop.–Bathroom
Redbud x x x  x Chemistry Room 8
Sequoia x x x + H  x Lab Prep Room 2
Student Housing  x   x Office
Tamarack x  x + H
Tamarack  x   x Library (Cataloging Services)
Toyon  x   x Forestry Lab
Toll Booth  x    College entrance road
Willow  x x  x Storage Room Wrhs, Maint., 
Transp.  x   x Maintenance Shop

H = handicapped accessible

Contact Nurse at Ext. 5204 to replenish first aid items (bandaids, ointment, gloves, etc.).
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Disabled Parking:  Parking in disabled parking 
areas is restricted at all times to use of persons 
who qualify under the California Vehicle Code.  
Display of DMV-authorized placard or license 
plate is required. Any unauthorized use of such 
area is a violationof California Vehicle Code 
subject to citation and fine of $275.

Parking Enforcement:  All parking regulations 
are strictly enforced, seven days per week. 
Violation of campus parking regulations may 
result in the issuance of a parking citation and 
fine. For more information on campus parking 
regulations, please consult the pamphlet, Campus 
Parking Regulations, available at the Business 
Office or Security Office.

Staff Parking Regulations:  As authorized by 
California Education Code, Section 76360(a), a 
parking permit is required by anyone parking on 
campus. Adjunct faculty may purchase a semester 
staff parking permit for $15 at the College 
Business Office or during Adjunct In-Service. 
Displaying this permit entitles employees to park 
in the staff parking lot, located between the Oak 
Pavilion and the Manzanita Building. If you are 
teaching a class off campus and/or prefer not 
to purchase a semester staff parking permit, a 
one-day permit is available for purchase from the 
Information Booth (Toll Booth) located on the 
campus entrance road.

Staff—Special Parking Permit Regulations:  
Circumstances sometimes arise which require 
staff members to park closer to certain facilities 
than the staff parking lot. A medical condition, 
or the loading and unloading of equipment and 
supplies would constitute a legitimate need for a 
staff member to access remote facilities by vehicle.

Vehicular traffic on campus roads providing 
access to classroom buildings creates a significant 
safety risk for pedestrians and vehicles, and may 
create a hazard by potentially blocking emergency 
vehicle access. Also of concern is the erosion of 
the aesthetic quality of the campus environment 
that occurs when vehicles are not contained in a 
central location. Due to these issues, the following 
regulations apply to parking by staff in areas other 
than the staff lot:

n Staff must notify Campus Security with their 
specific parking request prior to parking in an 
area other than the staff parking lot.

n Campus Security will issue special parking 
permits to staff for a short-term period, not to 
exceed five days. The issued short-term permit 
must be clearly displayed and is valid only for 
the time frame and dates as listed.

n Long-term parking requests (more than five 
days) must be submitted to the appropriate 
Vice President or Dean for prior approval. 
Campus Security will issue a long-term permit 
to the employee upon direction from the Vice 
President or Dean.

n Medical Parking Permits for a period longer 
than five days will require a physician’s note and 
must be requested and approved through the 
appropriate Vice President or Dean’s office.

PARKING

Campus Security 
Office 

588-5167

768-7676  cell
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Academic Deficiencies
The purpose of Academic Probation and 
Dismissal at Columbia College is to ensure 
that students who are deficient in scholastic 
achievement, on the basis of either cumulative or 
semester grade point average (GPA), will receive 
special counseling and advisement. Computation 
of the GPA is based on all units attempted at 
Columbia College excluding those taken on a 
Credit/No Credit basis.

Academic Probation Status
After having attempted a minimum of 12 semester 
units at Columbia College, a student shall be 
placed on Academic Probation status for the 
semester following any term in which his/her GPA 
falls below 2.0.

Academic Dismissal Status
The third consecutive semester that a student fails 
to maintain a 2.0 cumulative GPA, the student is 
placed on academic dismissal status. A student 
will also be placed on Academic Dismissal if, 
while on academic probation, his/her cumulative 
GPA falls below 1.75.

Progress Deficiencies
The purpose of Progress Probation and Dismissal 
status at Columbia College is to ensure that 
students who fail to complete a majority of 
the courses they attempt will receive special 
counseling and advisement.

Progress Probation Status
After having enrolled in a total of at least 12 
semester units at Columbia College, a student 
shall be placed on Progress Probation status for 
the semester in which grades of W, I and NP (No 
Pass) are recorded for 50% or more of all units 
enrolled.

Progress Dismissal Status
A student will be placed on Progress Dismissal 
status if that student is on Progress Probation for 
two consecutive semesters.

Students who are on Academic or Progress 
Probation/Dismissal are required to do the 
following:
1. Obtain written approval from a counselor 

prior to registration. Registration must be 
done at the Admissions & Records Office only.

2. Complete an Academic/Progress Probation/
Dismissal Contract with a counselor of their 
choice preferably prior to the start of the term, 
and no later than the first week of the term.

3. Comply with the following unit limitation:
 Probation Status: Enrollment limit of 12 units 

maximum per term
 Dismissal Status: Enrollment limit of 8 units 

maximum per term
4. Enroll in and successfully complete Guidance 

100, College Survival or, if applicable, 
another guidance course as per counselor 
recommendation. Note: These units are 
included in the unit limitation above.

5. Request that all current instructors complete 
a monthly Student Academic Performance 
Report form.

6. Take the completed form to monthly 
counseling meetings with assigned counselor.

Academic Probation and Dismissal status will be 
noted on the student’s permanent record.

The College may disqualify a student on 
Academic Dismissal or Progress Dismissal from 
enrolling in courses for a period of one year if, 
in the judgment of the counselor and the Vice 
President for Student Learning, the student is 
not making appropriate progress after being 
placed in either status. A disqualified student 
may be readmitted by special petition to the Vice 
President for Student Learning. See Reinstatement 
After Disqualification.

Reinstatement after  Disqualification
A disqualified student may not be reinstated 
under the admissions provision until one semester 
from the date of disqualification. If the GPA of 
a student readmitted after disqualification falls 
below 2.0 for the following semester, the student 
may be permanently disqualified.

In the event of disqualification a student 
may petition for readmission on the basis of the 
following circumstances that might warrant an 
exception:
• Evidence of consistent improvement in the 

student’s record.
• A change from one major to a field of study 

more appropriate to the student.
• Circumstance in the personal life of the 

student which the counselor of the student 
believes may have been of sufficient gravity 
to adversely affect the performance of the 
student.

• The recommendation of the student’s 
physician that the continuance in college 
would be of sufficient therapeutic benefit 
to warrant the granting of an additional 
opportunity.
If a student has been disqualified and feels that 

there are extenuating circumstances worthy of 

PROBATION & DISMISSAL FOR ACADEMIC DEFICIENCIES
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consideration, a request in writing may be made 
to the Vice President for Student Learning that the 
one semester period of dismissal be waived.

Withdrawal from College
A student wishing to withdraw from the College 
is responsible for dropping all classes by touch-
tone telephone, on the College website or by 
completing the drop form at the Admissions & 
Records Office or the Calaveras Center. Failure 
to do so may result in F grades recorded on the 
student’s transcript.

Probation & Dismissal for Academic Deficiencies
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STuDENT CODE OF CONDuCT 
Columbia College under the Yosemite 
Community College District Board Policy (5500) 
has specified those standards of student behavior 
which it considers essential to its educational 
mission and its community life. These regulations 
are designed to represent reasonable standards of 
conduct. The Student Code of Conduct governs 
the behavior of students and guests on campus 
and at college-sponsored activities. Violations of 
the code may subject individuals to disciplinary 
action, which is consistent with the requirements 
of due process.

The following conduct shall constitute good cause 
for discipline, including but not limited to the 
removal, suspension or expulsion of a student. 
1.   Causing, attempting to cause, or threatening to 

cause physical injury to another person.  
2.   Possession, sale or otherwise furnishing any 

firearm, knife, explosive or other dangerous 
object, including but not limited to any 
facsimile firearm, knife or explosive, unless, 
in the case of possession of any object of 
this type, the student has obtained written 
permission to possess the item from a district 
employee, which is concurred in by the college 
president.  

3.  Unlawful possession, use, sale, offer to sell, or 
furnishing, or being under the influence of, 
any controlled substance listed in Chapter 2 
(commencing with Section 11053) of Division 
10 of the California Health and Safety Code, 
an alcoholic beverage, or an intoxicant of any 
kind; or unlawful possession of, or offering, 
arranging or negotiating the sale of any drug 
paraphernalia, as defined in California Health 
and Safety Code Section 11014.5.  

4.   Committing or attempting to commit robbery 
or extortion.  

5.  Causing or attempting to cause damage to 
district property or to private property on 
campus.  

6.   Stealing or attempting to steal district property 
or private property on campus, or knowingly 
receiving stolen district property or private 
property on campus.  

7.  Willful or persistent smoking in any area 
where smoking has been prohibited by law or 
by regulation of the college or the district.  

8.   Committing sexual harassment as defined by 
law or by district policies and procedures. 

9.  Engaging in harassing or discriminatory 
behavior based on race, religion, creed, color, 
national origin, ancestry, disability, sex (i.e., 
gender), marital status or sexual orientation or 
any other status  protected by law.

10. Willful misconduct which results in injury 
or death to a student or to college personnel 
or which results in cutting, defacing, or other 
injury to any real or personal property owned 
by the district or on campus.  

11. Disruptive behavior, willful disobedience, 
habitual profanity or vulgarity, or the open 
and persistent defiance of the authority of, or 
persistent abuse of, college personnel. 

12. Cheating, plagiarism (including plagiarism in 
a student publication), or engaging in other 
academic dishonesty.  

13. Dishonesty; forgery; alteration or misuse of 
college documents, records or identification; 
or knowingly furnishing false information to 
the district. 

14. Unauthorized entry upon or use of college 
facilities.

15. Lewd, indecent or obscene conduct on 
district-owned or controlled property, or at 
district-sponsored or supervised functions.

16. Engaging in expression which is obscene; 
libelous or slanderous; or which so incites 
students as to create a clear and present danger 
of the commission of unlawful acts on college 
premises, or the violation of lawful district 
administrative procedures, or the substantial 
disruption of the orderly operation of the 
district.

17. Persistent, serious misconduct where other 
means of correction have failed to bring about 
proper conduct.

18. Obstruction or disruption of teaching, 
research, administration, disciplinary 
proceedings, or other college activities, 
including its public service functions, or any 
other authorized activities. Pagers, cellular 
telephones and other similar electronic devices 
must be turned off in classrooms and other 
campus sponsored events unless authorized by 
an appropriate faculty or staff member.

STuDENT CONDuCT
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MISCONDuCT PENALTIES

Disciplinary Action
Violators of the Student Code of Conduct are 
subject to the following types of disciplinary 
action which will be administered by appropriate 
College personnel.
1. Reprimand—A person receiving a reprimand, 

either oral or written, is thereby notified that 
continued conduct for the type described may 
result in formal disciplinary action against the 
student.

2. Instructor Removal—An instructor may 
remove a student from his/her class for the day 
of the misconduct and the next class meeting.

3. Disciplinary Probation—Formal disciplinary 
action may include, but is not limited to, the 
following:

 a. Removal from any Associated Students 
(ASCC) organization office held.

 b. Revocation of the privilege of participating 
in College and/or student-sponsored 
activities.

4. Disciplinary Suspension—Formal disciplinary 
action denying campus privileges for a 
specified period of time. A suspended student 
is not to occupy any portion of the campus 
and is denied all College privileges, including 
class attendance, and privileges noted under 
“Disciplinary Probation,” for a specified 
period of time. There shall be two classes of 
suspensions:

 a. The first “summary suspension” is to 
protect the school from the immediate 
possibility of disorder or threat to the 
safety of all students.

 b. The second “disciplinary suspension” 
serves as a penalty against the student as a 
result of the failure of his/her conduct to 
meet standards expected by the College.

5. Expulsion—Formal action taken by the 
Yosemite Community College District 
terminating a student’s privilege to attend 
the Colleges of the District, for disciplinary 
reasons.

Due Process

The student disciplinary procedure is an 
administrative process used to review alleged 
student conduct violations. Findings will be based 
upon a preponderance of the evidence.
The following due process procedures will be 
followed:
1. Student will be given written or oral notice of 

the alleged violation.
2.  Student will be given an opportunity to 

respond to the allegations.
3.  The Vice President for Student Learning or 

designee will investigate and notify the student 
of the findings and disposition of the case.

4.  The investigation will be completed within 15 
days.

5.  All disciplined parties will have the right to 
appeal.

Appeals

1.   The student must notify, by phone or in 
writing, the Dean of Learning Support 
Services within 24 hours of the notification 
of findings and disposition if he/she plans to 
appeal the decision.

2.  The student shall have five (5) days from the 
date he/she receives notice of the decision 
to file an appeal with the Dean of Learning 
Support Services. Appeal forms are available 
in the office of the Dean of Learning Support 
Services.

3.  Using the appeal form, the student must 
submit a concise statement based on new 
evidence or procedural error in interpretation 
of the evidence to the President of the College 
or designee.

4. The student shall receive notice of the 
determination of the President of the College 
within 10 days. The decision of the President 
or designee shall be final.

 The following are not appealable:
 a.  Short-term suspension of five school days 

or less, and lesser sanctions.
 b.  Short-term removal by a College 

instructor.
 c.  Disciplinary probation for a period of one 

year or less.
 d. Written or verbal reprimand.

Student Conduct
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What does “academic integrity” mean? 

Academic integrity means honesty and 
responsiblity in scholarship. Professors have 
to obey rules of honest scholarship, and so do 
students. Here are the basic assumptions about 
academic work at Columbia College.

1.  Students attend Columbia College in order to 
learn and grow.

2.  Academic assignments exist for the sake of this 
goal.

3.  Grades exist to show how fully the goal is 
attained.

4.  Thus, all work and all grades should result 
from the student’s own efforts to learn and 
grow. Academic work completed any other 
way is pointless, and grades obtained any 
other way are fraudulent.

Academic integrity means understanding and 
respecting these basic truths, without which 
no college can exist. Academic misconduct—
“cheating”—is not just “against the rules.” It 
violates the assumptions at the heart of all 
learning. It destroys the mutual trust and respect 
that should exist between student and professor. 
Finally, it is unfair to students who earn their 
grades honestly.

ACADEMIC INTEGRITy as Defined by the 
Academic Senate at Columbia College
The Academic Senate at Columbia College has 
defined academic integrity and identified possible 
means for maintaining academic integrity at the 
College.

Violations

• Cheating—Intentionally using or attempting 
to use unauthorized materials, information 
or study aids in any academic exercise; 
misrepresenting or non-reporting of pertinent 
information in all forms of work submitted for 
credit or hours.

• Facilitating Academic Dishonesty—
Intentionally or knowingly helping, or 
attempting to help, another to violate a 
provision of the institutional code of academic 
integrity.

• Plagiarism—The deliberate adoption or 
reproduction of ideas, words or statements 
of another person as one’s own, without 
acknowledgment. This includes all group 
work and written assignments.

Maintaining Academic Integrity

All faculty, administrators and some staff share 
the original jurisdiction for conduct violations in 
the areas of academic integrity.
1.  Academic areas may develop a statement of 

the application of the Academic Integrity 
Policy in their courses; and 

2.  Each faculty member is encouraged to include 
in his/her introduction to a course:

 a. A statement of the application of the 
Academic Integrity Policy within his/her 
course

 b. A statement notifying students that 
violations of the Academic Integrity Policy 
will be reported.

Consequences

Consequences for violation of the Academic 
Integrity Policy may range from partial credit to 
no credit on an examination or assignment.

Due Process Procedural Safeguards

Violations of this policy may also violate the 
Student Code of Conduct. If this occurs:
1.   Student shall be given notice by the faculty 

member in charge of the class or the activity.
2.   Student shall have an opportunity to respond 

to the allegation.
3.   Student shall have the right to appeal to the 

appropriate Dean of Instructional Services.
4. Violations of the Student Code of Conduct 

will be handled in accordance with the 
Disciplinary Action described in the Student 
Code of Conduct. Discipline may range from 
reprimand to expulsion.

Important Things to Know
1.  No fees paid by or for a student shall be 

refunded for the term in which he/she is 
suspended.

2. The student charged with a violation shall 
be regarded as innocent until the contrary 
is established by a preponderance of the 
evidence.

3.  Records of disciplinary action shall be kept 
in a separate file from the academic or grade 
records for a period of time not to exceed five 
years.

4.  If the student is a minor, the Dean of 
Learning Support Services or designee shall 

Student Conduct Student Conduct
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STuDENT COMPLAINT PROCEDuRES: 
Non-Discriminatory Sexual Harassment 
Policy 

Purpose
The purpose of the Student Complaint 
Procedure is to provide students with a 
prompt and equitable means of seeking an 
appropriate resolution for alleged violations 
of student rights which are protected under 
the Non-Discrimination Policy and the Sexual 
Harassment Policy. Columbia College uses the 
same procedure and forms for filing complaints 
based on unlawful discrimination and sexual 
harassment. Complaints based on unlawful 
discrimination, including sexual harassment, may 
be filed against an instructor, an administrator, a 
member of the classified staff, or another student.

The Yosemite Community College District 
Discrimination and Sexual Harassment 
Procedure requires a student to use the informal 
procedure for resolving an alleged discrimination 
or sexual harassment complaint before invoking 
the formal procedure. The rights protected under 
these procedures include, but are not limited to, 
the policies of the Yosemite Community College 
District, Title VII of the Civil Rights Act of 1964, 
the Education Code of California Amendments 
of 1972, Section 504 of the Rehabilitation Act of 
1973, and the Americans with Disabilities Act of 
1990.

Non-Discrimination Policy
It is the policy of the Yosemite Community 
College District  to provide an environment free 
of unlawful discrimination. Discrimination on 
the basis of ethnic group identification, religion, 
age, sex, color, or physical or mental disability 
in District programs, activities, and work 
environment is unlawful and will not be tolerated 
by the District.

The District strongly forbids any form of 
discrimination and has enacted the following 
procedures to recognize and eliminate unlawful 
discrimination (District Policy 5027).

Definition of Terms
1.   “Color or Ethnic Group Identification” 

means the possession of racial, cultural, or 
linguistic characteristics common to a racial, 
cultural, or ethnic group.

2.   “Religion” includes all aspects of religious 
observance, practice and belief.

3.   “Age” means how old a person is.
4.   “Sex Discrimination” includes:
 a. any rule, policy or practice which 

differentiates on the basis of sex;
 b. any rule, policy or practice related to 

childbirth;
 c. any rule, policy or practice which treats 

men and women differently for purposes 
of any program or activity.

5.   “Physical or Mental Disability” means 
any physical or mental impairment which 
substantially limits one or more major life 
activities.

Sexual Harassment Policy
It is the policy of the Yosemite Community 
College District to provide an environment 
free of unlawful discrimination in its programs, 
activities and work environment.  

Unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a 
sexual nature constitute sexual harassment when:
• Submission to sexual conduct is an explicit or 

implicit term or condition of an individual’s 
employment, academic status, or progress.

• Submission to or rejection of sexual conduct 
by an individual is the basis for a decision 
affecting that individual’s employment, 
academic status, or progress. (Education 
Code Section 212.5)

• Sexual advances, requests for sexual favors, 
or other verbal or physical conduct of a 
sexual nature have the purpose or effect of 
unreasonably interfering with an individual’s 
work or academic performance or create an 
intimidating, hostile, or offensive work or 
educational environment.

The District strongly forbids any form of sexual 
harassment, including acts of non-employees. 
Disciplinary action will be taken promptly 

Student Conduct Student Conduct

notify the student’s parent or guardian of any 
disciplinary action and consequences. 

 *(EC 76031)
5. All references in this document to “days” 

shall refer to days when classes are in session, 
excluding weekends and Fridays during the 
Summer term.

*EC = Education Code
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President for Student Learning or his/her 
designee shall inform the complainant of his 
or her right to invoke the formal complaint 
procedure, if the complainant feels the matter 
has not been properly resolved.

H.  The interview form, and any other 
documentation, shall become part of the 
official complaint investigation file if a 
complainant invokes the formal complaint 
process. If the complainant does not invoke 
the formal process, the Vice President for 
Student Learning or his/her designee will 
determine whether to place a copy of the 
interview form in the student or personnel 
file belonging to the accused in accordance 
with applicable procedures.

I.   This informal procedure shall be completed 
within thirty (30) days of reporting of the 
original complaint. (See Flow Chart page 42.)

against any student or employee, supervisory 
or otherwise, engaging in sexual harassment. 
(District Policy 5520, Board approval June 28, 
2004)

Informal Complaint Procedure regarding 
unlawful Discrimination
The District has established the following 
internal procedure to resolve charges of unlawful 
discrimination including sexual harassment.

A.   The complainant shall use the informal 
procedure before using the formal complaint 
procedure.

B.   The complaint must be invoked within one 
year of the date on which the complainant 
knew or should have known of the facts 
underlying the allegations of unlawful 
discrimination.

C.   The process begins when the complainant 
meets with the Vice President for Student 
Learning or his/her designee.

D.   The Vice President for Student Learning or 
designee will fill out an interview form at 
that meeting.

E.   The Vice President for Student Learning or 
his/her designee will notify the accused that 
the College has received a complaint naming 
the accused. The Vice President for Student 
Learning or his/her designee shall also 
provide the accused with: 

 1. the nature of the complaint(s);
 2. the opportunity of the accused to be 

interviewed and/or to provide a written 
response;

 3. the right of the accused to representation 
during the investigation;

 
F.   The Vice President for Student Learning 

or his/her designee shall investigate the 
complaint which may include meeting with 
the complainant, the accused, and witnesses, 
as appropriate.

G.   After the Vice President for Student 
Learning or his/her designee determines the 
appropriate resolution, the Vice President 
for Student Learning shall meet with the 
complainant to discuss the complaint in 
an attempt to resolve the matter. The Vice 
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Formal Complaint Procedures: unlawful 
Discrimination including Sexual Harassment
The District has established the following 
formal complaint procedure to resolve charges 
of unlawful discrimination, including sexual 
harassment. The goal of this procedure is to 
formally investigate and resolve alleged charges 
which have not been resolved informally and, if 
necessary, to serve as a basis for prompt corrective 
action.

A.   The complaint shall be filed with the Vice 
President for Student Learning or his/her 
designee.

B.   The complaint shall be filed in a manner 
prescribed by the Yosemite Community 
College District and the State Chancellor’s 
Office.

C.   The complaint shall be filed within one 
year of the date of the alleged unlawful 
discrimination, or within one year of the 
date on which the complainant knew or 
should have known of the facts underlying 
the allegations of unlawful discrimination. 
The complaint may be filed any time after the 
informal process has ended but not later than 
thirty (30) days from initiating the informal 
complaint procedure.

D.   When the Vice President for Student 
Learning or his/her designee receives a 
defective complaint, he/she shall notify the 
complainant of the defect.

E.  Upon receiving a properly filed complaint, 
the Vice President for Student Learning or 
his/her designee will begin an impartial 
fact-finding investigation of the complaint. 
The complainant will be notified that the 
investigation has been initiated.

F.  The Vice President for Student Learning 
or his/her designee shall notify the District 
Chancellor and the State Chancellor’s Office 
that the complaint has been initiated.

G.  The Vice President for Student Learning or 
his/her designee shall notify the accused of 
receipt of a formal complaint naming the 
accused and its general nature. In addition, 
the Vice President for Student Learning 
or his/her designee will notify the accused 
that an assessment of the accuracy of the 

allegations has not yet been made, that 
the complaint will be investigated, that the 
accused will be provided an opportunity 
to present his/her side of the matter, and 
that any conduct that could be viewed as 
retaliatory against the complainant or any 
witnesses must be avoided. 

H.  When the investigation is complete, 
the College will attempt to resolve the 
complaint and will take such action as it 
deems necessary to correct the effects of the 
unlawful discrimination and to ensure that 
no unlawful discrimination will occur in the 
District.

I.   At the conclusion of the investigation, the 
Vice President for Student Learning or his/
her designee shall prepare a written report 
that includes:

 1.  a description of the circumstances 
giving rise to the complaint;

 2.   a summary of the testimony from 
witnesses;

 3.   an analysis of any relevant data 
collected during the investigation;

 4.   a specific finding as to whether 
discrimination did or did not occur 
with respect to each allegation in the 
complaint; and

 5.   any other information deemed 
appropriate.

J.   Within ninety (90) days, the Vice President 
for Student Learning or his/her designee 
shall complete the investigation and forward 
to the complainant and the accused:
1.  a copy of the written investigation 

report; and
2.   a written notice setting forth:

a.  the determination of the District 
Chancellor or his/her designee as 
to whether discrimination did or 
did not occur;

b. a description of actions taken, if 
any, to prevent similar problems 
from occurring in the future;

c. the proposed resolution of the 
complaint; and

d. the complainant’s and the 
accused’s right to appeal to the 
District Governing Board.

  (See Flow Chart page 42.)

Student Conduct Student Conduct
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Final District Decision
The District has adopted the following appeal 
procedure to review the determination of the 
District Chancellor regarding complaints of 
alleged discrimination.

A.  A complainant or an accused who is not 
satisfied with the determination made by 
the District Chancellor may appeal to the 
Governing Board by submitting a written 
appeal to the District Chancellor’s Office 
within fifteen (15) days of the determination.  
The appeal must state the circumstances 
giving rise to the appeal, and the nature of 
the relief sought. 

B.   The Governing Board shall review the 
original complaint, the investigative report, 
the administrative determination, and the 
appeal.

C.   Within forty-five (45) days of receipt of the 
appeal, the Governing Board will issue a 
final District decision.  If a decision is not 
issued within forty-five (45) days, the District 
Chancellor’s decision will become the final 
decision.

D.   A copy of the final decision shall be 
forwarded to the complainant and the 
accused, along with:
1.  In a case not involving employment 

discrimination, the complainant has the 
right to appeal the District final decision 
by filing a written appeal with the State 
Chancellor within thirty (30) days after 
the District issues its final decision.

2.   In cases of employment discrimination, 
the complainant may file a complaint 
with the Department of Fair 
Employment and Housing within thirty 
(30) days of the final decision.

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

1.   A copy of the final District decision. 
2.   A copy of the notice of appeals rights 

sent to the complainant.
3.  Any other information that the State 

Chancellor may require.
The District will keep copies of these 
documents on file for a period of three years. 

Student Complaints Regarding Grades
Education Code 76224 states:
When grades are given for any course of  
instruction taught in a community college 
district, the grade given to each student shall be 
the grade determined by the instructor of the 
course and the determination of the student’s 
grade by the instructor, in the absence of a 
mistake, fraud, bad faith, or incompetency, shall 
be final.

The following procedure will be followed when a 
student wishes to complain about a grade.

1.   The student shall meet with the 
instructor to discuss the grade.

2.  If the issue is not resolved, and 
the student believes that the grade 
is based on mistake, fraud, bad 
faith, or incompetency, he/she may 
complain in writing to the Dean 
of Instruction for the discipline 
involved. Student complaint forms 
for written complaints are available 
in the Instructional Dean’s Offices, 
Manzanita Instruction Office.

3.   The complaint will be reviewed 
and the student will be notified in 
writing of the decision.

4.   Appeals may be made to the Vice 
President for Student Learning.

5.   The decision of the Vice President 
for Student Learning or his/her 
designee is final.

Two year Limit
A student challenge to a final grade received in 
a class must occur within two academic years 
from the time the grade is received. (Board Policy 
5032)

Disciplinary Action
Established District disciplinary procedures and 
policies for students and employees shall be used 
in the event disciplinary action is necessary under 
this procedure.

Student Conduct
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Compliance Information
Inquiries regarding federal laws and regulations 
concerning non-discrimination in education or 
the District’s compliance with those provisions 
may also be directed to:

Office of Civil Rights
U.S. Department of Education 
221 Main Street, Suite 1020 
San Francisco, CA  94105

Department of Fair Employment and Housing 
2000 “O” Street, Suite 120 
Sacramento, CA  95814

Chancellor California Community Colleges 
1107 Ninth Street 
Sacramento, CA  95814

General Information
1.  The written complaint originally submitted 

shall be the only complaint considered 
during the proceedings. Additional charges 
constitute a separate complaint and must be 
filed accordingly.

2.   A complaint may be withdrawn by the 
student at any time. However, the same 
complaint shall not be resubmitted.

Student Conduct
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Student Conduct

Academic Matters Instructor Dean of Arts & Sciences,
  Dean of Vocational 
  Education, or Dean of   
  Student Services

Academic Probation College Policy, Catalog Dean of Student Services 
or Dismissal  

Admissions Director of Admissions/Records/Assessment Dean of Student Services

Advanced Registration Director of Admissions/Records/Assessment Dean of Student Services

Attendance Instructor Dean of Arts & Sciences 
  or Vocational Services

Counseling Counselor Dean of Student Services

Discipline Dean of Student Services College President

Discrimination, Unlawful Vice President of Student Learning College President

Fee Payments or Refunds Director of Admissions/Records/Assessment Dean of Student Services
and Non-Resident Tuition

Financial Aid Director of Financial Aid  Vice President-Administration

Library Librarian Dean of Student Services

Matriculation Dean of Student Services Vice President of Student 
  Learning

Residency Determination Director of Admissions/Records/Assessment Dean of Student Services

Security and Parking College Policies Vice President-Administration

Sexual Harassment,  Vice President of Student  See Informal/Formal  
 Learning Informal Procedures 

Sexual Harassment,  Vice President of Student Learning District Chancellor
Formal

Special Accommodations Learning Disabilities Specialist/ Dean of Student Services
 DSPS Coordinator

Student Records Director of Admissions/Records/Assessment Dean of Student Services

Waiver of Academic Academic Requirements Academic Req. Review 
Requirements Review Committee (Admissions & Records) Committee

Withdrawal (Late) Director of Admissions/Records/Assessment Dean of Student Services

Matters Not Listed College Policy or Appropriate Staff Appropriate Staff 
  Supervisor

ACTION FLOW CHART

Subject First Step for Review/Appeals Decision or Action
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Columbia College Administrators

The individuals listed below may be contacted to 
answer questions about the student complaint 
procedures. Refer to the Action Flow Chart on 
opposite page.

Dr. Joan Smith 588-5115
College President
Manzanita Building, Room 19

Dr. Dennis Gervin 588-5107
Vice President of Student Learning
Manzanita Building, Room 12A

Connie Mical 588-5112
Vice President of Administration
Manzanita Building, Room 10

Gary Mendenhall 588-5142
Dean of Instructional Services, Vocational
Manzanita Building, Room 12C

Michael Torok 588-5143
Dean of Instructional Services, 
Arts & Sciences
Manzanita Building, Room 17A

Student Conduct
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Connie Mical
Vice President -
Administration

Dr. Joan Smith
President

Dr. Dennis Gervin
Vice President

for Student Learning

(Vacant)
Dean of Student 

Services

Administrators

Michael Torok
Dean of Instructional 

Services, Arts & 
Sciences

(Vacant)
Director of Special

Programs

Photo not available:

Gary Mendenhall
Dean of Vocational 

Education & 
Community Services

DIRECTORy: People, Programs & Services
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Leadership	Team

Preston Birdwell
Fire Chief

Coni Chavez
Administrative Assistant 

to the President

Robert Gritz
Fiscal Services 

Supervisor

Brian DeMoss
Director of Information

Technology & Media 
Services

Lanai Hallmeyer
Executive Secretary to 

Vice President of 
Student Learning

Susan Vegter-Slape
Executive Secretary 
to Vice President for 

Student Learning

Kathy Smith
Admissions, Records

and Assessment

Jeff Whalen
Auxiliary Services 

Manager
Bookstore, Food Service

Doug Lau
Director of Marketing/

Public Information 
Officer

Trudy Lackey
Manager of Calaveras 

Education Center/Community 
Education Coordinator

Terri Isaman
Executive Secretary 

for Institutional 
Operations Division

Tiffeny Flies
Manager, Child Development 

Center, Foster/Kinship 
Care Education

Dr. Alexandra 
Campbell

Director, Institutional 
Research & Planning

Directory

Jonathan Sterling
Manager, Facilities 

Operations
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Andal, Erik J.
Automotive 
Technology

Accurso, Li Ching
Art

Albers, Dennis
Physics

Barton, Randy
Business/Economics

Campana, Laureen
College Nurse

Bigelow, Josh
Health & Human 

Performance

Carter, John
Music

Breeze-Martin, Vonna
Spanish/English

Colon, Melissa
Information 
Technology

Cavagnaro, Anne
Mathematics

Clarke, Paula
Humanities

Elizondo, Tim
Speech Communications/ 

Forensics

Fitzwater, Jeff
Counselor

Grindy, Laurel
Mathematics

Faculty

Hamilton, Ted
History/Geography

Harris, Rod
Music

Hofstra, Thomas
Forestry/Natural 

Resources

Hill, Michael
Business 

Administration

Hodge, Jerry
Biology

Greene, Brian
Librarian

Directory Directory
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Juarez, Raelene
Health & Human  

Performance

Kolstad, Alicia
Counselor

Johnson, Tom
History/Political 

Science

Jensen, Brian
Special Programs 

Counselor

Liedlich, Ray
English

Landess, Maryl
Mathematics

Leamy, John
Mathematics

Martin, Lynn
Counselor

Ponder, Ida
Computer Science

Rien, Nathan
Health & Human  

Performance

Miller, Micha
Biology

McBride, Morgan
Health & Human  

Performance

Medeiros, Susan
EOP&S/CARE 

Director/Counselor

Rivera, Rick
English

Ryan, Joseph
Chemistry

Schultz, Kathy
Computer Science

Smith, Don
Computer Science

Directory Directory

Johnston, Craig
AAC Coordinator

Soto, Meryl
English

Reiman, Judy
Office Technology
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Faculty	(continued)

VanCleave, Guy
Biology

Webster, Adrienne
Child Development

Wilson, Bill
Psychology

Womble, Gene
Hospitality 

Management

Photo not available:

Doherty, Joe
Fire Science

Watterson, Sylvia
Emergency Medical 

Services

Toner, Jim
English

Tolhurst, Jeff
GIS/Earth Science

Sylwester, Laurie
Art

Sullivan, Kathy
Child Development

Directory Directory
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Aiton, Kandee
Hospitality 

Management

Adams, Luisa
Library

Allen, Jeremy
Security

Blume, Darin
Facilities Operations

Bonavia, Casey
Math Lab

Blansit, Lonny
Computer Science

Bass, Doreen
Biology Lab

Bart, Merlin
Automotive 
Technology

Brady, Ryan
Technology & Media 

Services

Brooks, Nancy
Library

Brunton, Angela
Infant Care Center

Chesnut, Dave
CalWORKs/Jobs Now!

Buie, Cindy
Bookstore

Bull, Nancy
Fiscal Services

Bookstore

Brumlow, Tammy
Facilities Operations

Cooper, Chuck
Facilities Operations

Classified	Staff

Creighton, Elissa
Academic 

Achievement Center

Craven, Cari
Instructional Materials 

Center

Anderson, Anne
FKCE/Child Care 

Center 

Ciabatti, Ken
Facilities Operations

Directory Directory
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Cupit, Eileen
Facilities Operations

Diener, Kathy
Child Care Center

Day, Chrys
Health & Human 

Performance

D’Orsay, Steve
Facilities Operations

Foletti, Doralyn
Program Rep/Student 

Advisor

Frost, Steve
Facilities Operations

Elam, Greg
Security

Garrett, Vickie
Business/Computer 

Science

Ghan, Marvin
Transportation

Goldson, Doris
Library,

Technology & Media 
Services

Gray, Cathy
Child Care Center

Grolle, Fred
Technology & Media 

Services

Hill, Rickee
Admissions & Records

Link, Wendy
Technology & Media 

Services

Classified	Staff	(continued)

Hesse, Wendy
Student Fiscal Services

Lopez, Joycie
Facilities Operations

Cross, Linda
Instructional Services

Lea, Kathy
Facilities Operations

Cruz, Suzanne 
Campus Security

Fish, Phillip
Campus Security

Directory Directory
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Marshall, Kelley “KC”
Alternative Media

Mann, Tim
Health & Human 

Performance

Muniz, Shelley
Library

Rodts, Karin
DSPS/GED

Ramirez, Patricia
Admissions & Records

Perez, Jeri
Academic Senate

Pearson, Jessie
Instructional Materials 

Center

Rumney, Liz
Bookstore

Shively, Marnie
Financial Aid

Shively, Steven
Facilities Operations

Segerstrom, Gail
Instructional Materials 

Center

Stanley, Karen
Food Services

urruty, Elaine
Instructional Services

Vidaurri, Michelle
Financial Aid

Miles, Tammie
Security

Moody, Rich
Facilities Operations

Directory Directory

Pomeroy, Chris
Facilities Operations

Rasmussen, Lorraine
Facilities Operations

Thuloweit, Kat
Facilities Operations

Vlahov, Cynthia
Vocational Education
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Zaharias, Dean
Food Services

york, Debbie
Admissions & Records

Classified	Staff	(continued)

Photo not available:

Taylor, Carol
Shuttle Driver

Watkins, Linda
Counseling/GED

yacovetti, Karen
Health & Human 

Performance

Walton, William
Security

Westgate, Samantha
Health & Human 

Performance

Directory Directory
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Adult Literacy/Ted Bird High School Counselor’s office, Manzanita 17E 588-5279
Academic Achievement Center Manzanita 18-2 588-5088

Appointment Line  588-5088
Supplemental Instruction  588-5177
Test Proctoring
Tutorial Program Office 

Academic Policies and Procedures Kathy Smith, Manzanita 17G 588-5234
Advanced Placement (AP)
Grading policies
High school transcript policy
Honors, scholastic
Petitions for exceptions to regulations 

Admissions & Records Office Manzanita Rotunda 588-5231
Adding/dropping a class
Evaluations Patricia Ramirez 588-5232
Registration information 
Transcripts Rickee Hill, Manz 16 588-5233

Athletics Oak Pavilion 11 588-5180
Ticket and Schedule Information 

Bookstore Manzanita Lower Level 588-5126
Books
Cap and gown rentals 
Class Supplies

Business Office Manzanita 10 588-5114
Fee Information
Refund information 

CalWORKs Manzanita 17B 588-5148
Career Center Manzanita 14 588-5271

Eureka
Cellar Restaurant Manzanita lower level 588-5300
Child Care

Preschool classroom Ponderosa 588-5277
Toddler classroom Pinyon 588-5278 

Complaints, College Services Dean of Student Services 588-5223
Complaints, Instructor Dean’s office (see below)
 Student Code of Conduct
Computer Labs

Computer Science Fir 1 & 4 588-5209
Office Occupations Buckeye 4 588-5168
Sciences Sequoia 8 588-5165

Counseling, Academic, Career, Personal Manzanita 14 588-5109
Crisis counseling intervention Manzanita 14 
Current Events/Student Newsletter Manzanita 14 
Educational Plans 

Dean’s Offices
Arts and Sciences Mike Torok, Manzanita 17 588-5143
Student Services Manzanita 588-5223
Vocational Education Gary Mendenhall, Manzanita 12 588-5142

Drug & Alcohol Policy College Catalog 
Emergencies on campus Red Phones (see page 44) 588-5911
Emergency procedures/policies Institutional Operations 588-5112
Financial Aid Office Manzanita 18-3  588-5105

Scholarship information 

Programs	&	
Services

Program or Service Location Telephone

Directory Directory
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Firehouse Campus drive 588-5207 
Food service/cafeteria Manzanita Lower Level 588-5321
GED Manzanita 14 588-5109
Grievance procedures College Catalog 588-5107
Grievances, student  Student Services, Manzanita 588-5223
Health Services Office Laureen Campana, Juniper 2 588-5204

Alcohol and Drug Abuse prevention/referrals
Crisis counseling intervention  

Job Placement Office Manzanita 17B 588-5312
Library Tamarack Hall 588-5119
Lost & Found Security Office 588-5167
Math Lab Juniper 5 588-5276
Matriculation Lynn Martin, Manzanita 14C 588-5206
Non-discrimination policy College Catalog 

ADA Connie Mical, Manzanita 10 588-5112
Section 504 Dean of Student Services, Manzanita  588-5223
Title IX Mike Torok, Manzanita 17A 588-5143

Nurse Health Services Office 588-5204
Parking & Security Call from any campus phone 588-5167
Parking fines Security Office 588-5167
President’s Office Joan Smith, Manzanita 19 588-5115
Probationary status, student College Catalog 588-5234 
Residency requirements College Catalog 588-5233 
Security Davis Cabin 588-5167
Special Programs Manzanita 18-3 588-5130

Disabled Student Programs (DSPS)
EOPS/CARE
Veterans 

Student Government Doralyn Foletti, Manzanita 15 588-5111
Activities/club information
Clubs, policies on establishing
I.D. cards, student Activity Center   588-5270
Recycling Center Upper student parking lot 588-5270

Student Housing  Pogacar Properties 533-3039
Student Learning, Vice President Dennis Gervin, Manzanita 12 588-5107 
Telephone registration, to register Class Schedule 536-5400
Testing Services

Disability Services (DSPS) Manzanita 18-3 588-5130
English/Math Assessment Kathy Smith, Manzanita 17G 588-5234
Interest and personality Counseling Office 588-5109
Matriculation  Manzanita 17 588-5234

Transfer Center Manzanita 17 588-5028 
 CSU/IGETC
Veterans Affairs Office Manzanita 18-3 588-5105

For suggestions, questions and/or comments regarding content of this handbook, 
please contact the Columbia College Office of Student Services.

Program or Service Location TelephonePrograms	&	
Services
(continued)

Directory Directory
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1)		 Alder,	Rms.	3-5
2)		 Aspen,	Rms.	1-5
3)		 Buckeye,	Rms.	1-5
4)		 Cedar,	Rms.	1-10
5)		 Dogwood	(Forum	Bldg.),	Rm.	1
6)		 Fir,	Rms.	1-8
7)		 Juniper,	Rms.	1-7	(College	Nurse)	
8)		 Tamarack	Hall	(Library,	Media/	
	 Technology),	Rms.	101-218
9)		 Madrone	(Auto	&	Welding		
	 Technology),	Rms.	1-2

10)		 Manzanita,	Rms.	2-104	
	 (Administration,	Student	Services,	
	 Instruction	Office,	Manzanita	Bookstore,	
	 The	Cellar	Restaurant	&	Cafeteria)	
11)		 Oak	Pavilion,	Rms.	1-27
12)		 Ponderosa	(Child	Development	Center)
13)		 Pinyon	(Toddler	Center)
14)		 Redbud,	Rms.	1-14
15)		 Sequoia,	Rms.	1-11
16)		 Toyon,	Rms.	1-4	
17)		 Willow	(Creative	Arts),	Rm.	1	
18)		 Fire	Department	(Tuolumne	County	Fire		
	 Station	#79),	Rms.	1000-1001

19)		 Charles	Segerstrom,	Jr.	Memorial		
	 Amphitheater
20)		 Segerstrom	Arboretum	Nature	Trail
21)		 Warehouse,	Shipping/Receiving,		
	 Transportation	&	Maintenance
22)		 Me-Wuk	Cultural	Center
23)		 Observatory
24)		 Start	Point,	Fitness	Jogging	Trail
25)		 Security	Office	(Davis	Cabin)
26)		 Transit	Stop
27)		 Information/Toll	Booth

	 Fitness	Jogging	Trail
*		 Privately	owned	and	operated	by		
	 Pogacar	Properies

Key:

Columbia	College	Campus	Map

Directory Directory



Calaveras Education Center
2892	Highway	49,	Suite	4

Angels	Camp,	California	95222
209.736.5940

Oakdale Education Outreach
Classes	at	Oakdale	High

209.588.5080

www.gocolumbia.edu

Community Education
209.588.5144

11600	Columbia	College	Drive
Sonora	California	95370-8580

209.588.5100

yOSEMITE	COMMuNIT y
C O L L E g E 	 D I S T R I C T




