
College Council: Policy and Procedure Review 
11-10-2022

AP 3200 Accreditation – This procedure was reviewed as part of the regular review cycle. Compared 
to CCLC model procedure. There were no legal updates. 

BP 3200 Accreditation – This policy was reviewed as part of the regular review cycle. Compared to 
CCLC model policy. 

BP 3430 Prohibition of Harassment – CCLC 40 updated this policy to add reference to Education 
Code Section 66262.5. This policy is legally required. 

BP 3720 Information Technology Use – Due for review as regular cycle of review. Compared to 
model CCLC policy for legal updates. This policy is legally required. Legal citations and formatting 
updated. 

AP 3725 Information Communications Technology Accessibility Acceptable Use – CCLC 38 updated 
this procedure to add optional language to highlight diversity, equity, and inclusion issues. 

AP 4235 Credit for Prior Learning – The Academic Senate initiated revisions as noted. 

AP 7365 Discipline and Dismissal - Classified Employees – Clarifying language added by District 
General Counsel. 

For current Board Policies and Administrative Procedures that are posted online please see Policies 
& Procedures. 

Status Update – Policies and Procedures Currently Under Review 

Administrative – Under Review 
BP 3430 Prohibition of Harassment 
BP 3433 Prohibition of Sexual Harassment under Title IX 
AP 3434 Responding to Harassment Based on Sex under Title IX 
AP 3435 Discrimination and Harassment Investigations 
BP/AP 3520 Local Law Enforcement 
AP 3540 Sexual and Other Assaults on Campus 
AP 4020 Program Curriculum and Course Development 
AP 4100 Graduation Requirements for Degrees and Certificates 
BP/AP 4103 Work Experience 
AP 4104 Contract Education 
AP 4105 Distance Education 
BP/AP 4225 Course Repetition Non-repeatable Courses 
BP/AP 4226 Multiple and Overlapping Enrollments 
AP 4228 Course Repetition-Significant Lapse of Time 
BP/AP 4240 Academic Renewal 
BP/AP 4300 Field Trips and Excursion 
BP 4675 Programs for Older Adult Students 

http://policies.marin.edu/policies-procedures/chapter/chapter-1
http://policies.marin.edu/policies-procedures/chapter/chapter-1


BP 5040 Student Records Directory Information and Privacy 
AP 5700 Intercollegiate Athletics 
AP 7160 Professional Development 
BP 7348 Outside Employment Conflict of Interest 
 
Academic Senate – Under Review 
BP/AP 3260 Participation in Local Decision Making 
AP 3420 Equal Employment Opportunity 
AP 4026 Philosophy and Criteria for International Education 
AP 4230 Grading and Academic Record Symbols 
AP 5530 Student Rights and Grievances 
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Marin Community College District Administrative Procedure AP 3200 

General Institution 
Reviewed as part of the regular review cycle. Compared to CCLC model procedure. There were no legal 

updates. Mici 10-5-2022 
Reference added. Mia/General Counsel 10-5-2022 

Approved without changes. Cari/AVP SLS 10-24-2022 

AP 3200 ACCREDITATION 

References: 
Title 5 Section 51016; 
ACCJC Accreditation Eligibility Requirement 21; 
ACCJC Accreditation Standards I.C.12 and 13 (formerly IV.B.1.i) 
ACCJC Accreditation Standard IV.C.13 
Title 5 Section 51016 

In accordance with the standards of the Accrediting Commission for Community and Junior Colleges 
(ACCJC), the cCollege shall conduct a comprehensive self-study every six to seven years and host a visit 
by an accreditation team.  Mandatory midterm reports are prepared and submitted to the Accrediting 
Commission in the third or fourth year of each self-study cycle.   

Those employees who are responsible for the functions related to the accreditation standards must be 
involved in the self study and team visit.  There will be active, campus-wide involvement of administrators, 
faculty, classified staff, and students in the development of the Accreditation Self Study. 

The process for producing the Self Study shall include appointments by the Superintendent/President for: 
• An Accreditation Liaison Officer;
• A Self Study Chair or Co-Chairs; and;
• A Steering Committee.

When the Self Study is completed, it shall be reviewed and approved by the Board of Trustees prior to 
submission to the Accrediting Commission a minimum of 45 days prior to the team visit. 

Office of Primary Responsibility:  Office of Planning,. Research, and & Institutional Effectiveness 

Date Approved:  May 12, 2009 
Date Reviewed/Revised:  February 21, 2017 
Date Reviewed/Revised:   



Marin Community College District Policy BP 3200 

General Institution 
Reviewed as part of the regular review cycle. Compared to CCLC model policy. Mici 10-5-2022 

Approved without changes. Cari/AVP SLS 10-24-2022 
Approved without changes. Mia/General Counsel 10-25-2022 

BP 3200 ACCREDITATION 

Reference: 
Title 5 Section 51016; 
ACCJC Accreditation Eligibility Requirement 21; 
ACCJC Accreditation Standards I.C.12 and 13 (formerly IV.B.1.i) 
ACCJC Accreditation Standard IV.C.13 
Title 5 Section 51016 

The Superintendent/President shall ensure the District complies with the accreditation process and 
standards of the Accrediting Commission of Community and Junior Colleges (ACCJC) and of other District 
programs that require special accreditation. 

The Superintendent/President shall keep the Board of Trustees informed of approved accrediting 
organizations and the status of accreditations. 

The Superintendent/President shall ensure that the Board of Trustees is involved in any accreditation 
process in which Board participation is required. 

The Superintendent/President shall provide the Board of Trustees with a summary of any accreditation 
report and any actions taken or to be taken in response to recommendations in an accreditation report. 

Date Adopted:  June 23, 2009 
Date Revised/Reviewed:  March 14, 2017 
Date Revised/Reviewed: 
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Marin Community College District Policy BP 3430 

General Institution 
CCLC 40 - The Service updated this policy to add reference to Education Code Section 66262.5. This 

policy is legally required. Mici 9-13-2022 
Approved. Mia/General Counsel 9-14-2022 

Approved without changes. Nikki/Human Resources 10-26-2022 

BP 3430 PROHIBITION OF HARASSMENT 

References: 
Education Code Sections 212.5, 44100, 66252, and 66281.5, and 66262.5; 
Government Code Sections 12923, 12940 and 12950.1; 
Civil Code Section 51.9; 
Title 2 Sections 10500 et seq.; 
Title VII of the Civil Rights Act of 1964, 42 U.S. Code Annotated Section 2000e; 
Age Discrimination in Employment Act of 1967 (ADEA); 
Americans with Disabilities Act of 1990 (ADA) 

All forms of harassment are contrary to basic standards of conduct between individuals. State and federal 
law and this policy prohibit harassment.  The District is committed to providing an academic and work 
environment that respects the dignity of individuals and groups. The District shall be free of unlawful 
harassment, including that which is based on any of the following statuses: age, religious creed (including 
religious dress and grooming practices, family and medical care leave, disability (mental and physical) 
including HIV and AIDS, marital status, medical condition (including cancer and genetic characteristics), 
genetic information, military and veteran status, national origin (including language use restrictions), 
ethnicity, ancestry, immigration status, race, color, sex (which includes pregnancy, childbirth, 
breastfeeding and medical conditions related to pregnancy, childbirth or breastfeeding), gender, gender 
identity and gender expression, sexual orientation, or because he/she/they is perceived to have one or 
more of the foregoing characteristics. 

The District seeks to foster an environment in which all employees, students, unpaid interns, and 
volunteers feel free to report incidents of harassment without fear of retaliation or reprisal.  Therefore, 
the District also strictly prohibits retaliation against any individual for filing a complaint of harassment or 
for participating in a harassment investigation.  Such conduct is illegal and constitutes a violation of this 
policy.  The District will investigate all allegations of retaliation swiftly and thoroughly.  If the District 
determines that someone has retaliated, it will take all reasonable steps within its power to stop such 
conduct.  Individuals who engage in retaliatory conduct are subject to disciplinary action, up to and 
including termination or expulsion. 

Any student, employee, unpaid intern, or volunteer who believes that he/she/they has been harassed or 
retaliated against in violation of this policy should immediately report such incidents by following the 
procedures described in AP 3435 titled Discrimination and Harassment Complaint Procedures.  The District 
requires supervisors to report all incidents of harassment and retaliation that come to their attention. 

This policy applies to all aspects of the academic environment, including but not limited to classroom 
conditions, grades, academic standing, employment opportunities, scholarships, recommendations, 
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disciplinary actions, and participation in any community college activity.  In addition, this policy applies to 
all terms and conditions of employment, including but not limited to hiring, placement, promotion, 
disciplinary action, layoff, recall, transfer, leave of absence, training opportunities, and compensation. 
 
To this end, the Superintendent/President shall ensure that the institution undertakes education and 
training activities to counter harassment and to prevent, minimize, or eliminate any hostile environment 
that impairs access to equal education opportunity or impacts the terms and conditions of employment. 
 
The Superintendent/President shall establish procedures that define harassment on campus.  The 
Superintendent/President shall further establish procedures for employees, students, unpaid interns, 
volunteers and other members of the campus community that provide for the investigation and resolution 
of complaints regarding harassment and discrimination and procedures to resolve complaints of 
harassment and discrimination.  State and federal law and this policy prohibit retaliatory acts by the 
District, its employees, students, and agents. 
 
The District will publish and publicize this policy and related written procedures (including the procedure 
for making complaints) to administrators, faculty, staff, students, unpaid interns and volunteers 
particularly when they are new to the institution.  The District will make this policy and related written 
procedures (including the procedure for making complaints) available in all administrative offices, and will 
post them on the District’s website. 
 
Employees who violate the policy and procedures may be subject to disciplinary action up to and including 
termination.  Students who violate this policy and related procedures may be subject to disciplinary 
measures up to and including expulsion.  Unpaid interns who violate this policy and related procedures 
may be subject to disciplinary measures up to and including termination from the internship or other 
unpaid work experience. 
 
 

Date Adopted:  December 9, 2008 (Replaced current College of Marin Policy 5.0004) 
Dates Revised: February 26, 2013; October 20, 2015; June 8, 2021 

 

Date Revised:   
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Marin Community College District Policy     BP 3720 
General Institution 

Due for review as regular cycle of review. Compared to model CCLC policy for legal updates. This policy 
is legally required. Formatting updated. Mici 9-22-2022 

Approved without changes. Patrick E./IT 10-17-2022 

BP 3720 INFORMATION TECHNOLOGY USE 

References: 
Education Code Sections 72400 and 82542 70902; 
Government Code Section 3543.1 subdivision (b); 
Penal Code Section 502; 
Cal. Const., Art. 1 Section 1; 
17 U.S. Code Sections 101 et seq. 

The District’s information technology resources, including computers, networks, and learning 
management systems, are intended for academic and administrative use.  Anyone who uses District 
information technology resources and the information they contain, and related resources has a 
responsibility to use those resources in an acceptable manner and to respect the rights of others.  The 
Superintendent/President shall establish procedures that provide guidelines to users, such as students 
and staff, for the appropriate use of the District’s information technologies.  The procedures shall include 
that users must respect software copyrights and licenses, respect the integrity of information technology-
based information resources, refrain from seeking to gain unauthorized access, and respect the rights of 
other users of information technology. 

Date Adopted:  March 17, 2009 (Replaced College of Marin Policies 7.0020, 7.0030, and 7.0032) 
Date Reviewed/Revised:  July 19, 2011 
Date Reviewed:   



Marin Community College District Administrative Procedure AP 3725 

General Institution 
CCLC 38 updated this procedure to add optional language to highlight diversity, equity, and inclusion 

issues. Mici 2-3-2022 
Approved without revisions. Nikki/HR 8-25-2022 

Edits and revisions included. Stormy/SAS 9-26-2022 
Removed retention of records. The District never had a social media retention policy and is unlikely to 

have one in the near future as archiving this is cost-prohibitive. Patrick/IT 10-17-2022 
Reviewed and Approved. Nicole/Marketing 10-17-2022 

Revisions included. Mia/Legal 10-24-2022 

AP 3725 INFORMATION AND COMMUNICATIONS TECHNOLOGY AND ACCESSIBILITY & 
ACCEPTABLE USE  

References: 
Government Code Sections 7405, 11135, and 11546.7;  
Section 504, Rehabilitation Act of 1973 (29 U.S. Code Section 701);  
Section 508, Rehabilitation Act of 1973 (Federal Electronic and Information Technology) (29 U.S. 
Code Section 794d);  
36 Code of Federal Regulations Parts 1194.1 et seq.  

Definitions  
The following definitions apply to this procedure: 

Accessible:  An individual with a disability is afforded the opportunity to acquire the same information, 
engage in the same interactions, and enjoy the same services as a person without a disability in an equally 
effective and equally integrated manner, with substantially equivalent ease of use.  

Equally Effective:  Alternative access for individuals with disabilities to instructional materials and 
information and communication technology that (1) is timely, (2) is accurate in translation, (3) is delivered 
in a manner and medium appropriate to the disability of the individual, and (4) affords the individual with 
a disability the opportunity to obtain the information as fully, equally, and independently as a person 
without a disability with substantially equivalent ease of use.  Note, such alternative(s) are not required to 
produce the identical result or level of achievement, but must afford individuals with disabilities equal 
opportunity to obtain the same result, to gain the same benefit, or to reach the same level of achievement 
in the most integrated setting appropriate to the person’s needs.  

Individual with a Disability:  An individual who has one or more physical or mental impairments that 
substantially limit one or more major life activities.  

Information and Communication Technology (ICT):  Encompasses electronic and information technology 
covered by Section 508 of the Rehabilitation Act of 1973, as well as telecommunications products, 
interconnected Voice over Internet Protocol (VoIP) products, and Customer Premises Equipment (CPE) 
covered by Section 255.  Examples of ICT include computers, information kiosks and transaction machines, 



telecommunications equipment, multifunction office machines, software, Web sites, and electronic 
documents.  
  
Instructional Materials:  Includes electronic instructional materials, such as, syllabi, textbooks, 
presentations and handouts delivered within CCC’s learning management system, via email or via another 
electronic means for face-to-face classes as well as e-learning courses. It also includes electronic 
instructional activities such as instructional videos, online collaborative writing, Web conferencing, 
blogging, and any other instructional materials as technology evolves.  
 
Timely:  As it relates to equally effective alternative access to instructional materials and ICT, timely means 
that the individual with a disability receives access to the instructional materials or ICT at the same time as 
an individual without a disability.  
  
ICT and Instructional Material Accessibility Standard Statement  
The District is committed to ensuring equal access to instructional materials and ICT for all, and particularly 
for individuals with disabilities in a timely manner.  In accordance with Government Code Sections 7405, 
11135, and 11546.7, and best practices, the District will comply with the accessibility requirements of 
Section 508 of the Federal Rehabilitation Act of 1973 by:  

• Developing, purchasing and/or acquiring, to the extent feasible, instructional materials 
and ICT products that are accessible to individuals with disabilities;  

• Working with vendors to secure Voluntary Product Accessibility Templates (VPAT)   
• Using and maintaining instructional materials and ICT that is consistent with this Standard; 

and  
• Promoting awareness of this Standard to all relevant parties, particularly those in roles that 

are responsible for creating, selecting, or maintaining electronic content and applications.  
  
Ensuring equal access to equally effective instructional materials and ICT is the responsibility of all District 
administrators, faculty, and staff.  
 
Social Media: Any of a wide array of Internet-based tools and platforms that allow for the sharing of 
information, such as the department website or social networking services. 
  
Social Media Policy 
The District may use social media as a method of effectively informing the public about District services, 
issues, and other relevant events. District employees shall ensure that the use or access of social media is 
done in a manner that protects the constitutional rights of all. 
 
Social Media Authorized Users 
Only employees authorized by the Superintendent/President or designee may utilize social media on behalf 
of the District. Authorized users shall use only District-approved equipment during the normal course of 
duties to post and monitor District-related social media, unless they are specifically authorized to do 
otherwise by their supervisors. 
 



The Superintendent/President may develop specific guidelines identifying the type of content that may be 
posted. Any content that does not strictly conform to the guidelines should be approved by a supervisor 
prior to posting. 
 
Requests to post information on District social media by employees who are not authorized to post should 
be made through the employee’s supervisor. 
 
Posted content shall be on behalf of the District and created and selected by employees, supervisors, and 
others as part of their official duties for the District, and not as the speech or expression of those individuals 
on behalf of themselves of any other group or organization. 
 
Authorized Content 
Only content that is appropriate for public release, that supports the District mission and conforms to all 
District policies may be posted. Examples of appropriate content include: 

• Announcements. 
• Requests that ask the community to engage in projects that are relevant to the District’s mission. 
• Real-time safety information that is related to in-progress crimes, geographical warnings or 

disaster information. 
• Press releases. 
• Recruitment of personnel. 

 
Prohibited Content 
Content prohibited from posting includes, but is not limited to: 

• Content that is abusive, discriminatory, inflammatory, or sexually explicit. 
• Any information that violates individual rights, including confidentiality and privacy rights and 

those provided under state and federal law and District policies and procedures. 
• Any information that could tend to compromise or damage the mission, function, reputation or 

professionalism of the District or its employees. 
• Any information that could compromise the safety and security of District operations, employees, 

students, or the public. 
• Any content posted for personal use. 
• Any content that has not been properly authorized by this policy or a supervisor. 
• Any unauthorized content that includes private district provided credentials such as 

usernames/passwords/zoom room links and/or unauthorized instructional material (EEIT) 
including recorded lectures. 

 
Any employee who becomes aware of content on the District’s social media sites that he/she/they believe 
is unauthorized or inappropriate should promptly report such content to a supervisor. The supervisor will 
ensure its removal from public view and investigate the cause of the entry. 
 
Monitoring Content 
The Director of Marketing and Communications will review, at least annually, the use of District social 
media and report back to the Superintendent/President on, at a minimum, the resources being used, the 
effectiveness of the content, any unauthorized or inappropriate content and the resolution of any issues. 
 



Retention of Records 
The Custodian of Records shall establish a method of ensuring that public records generated in the process 
of social media use are retained in accordance with established records retention schedules. 
 
Training 
Authorized users should receive training that, at a minimum, addresses legal issues concerning the 
appropriate use of social media sites, as well as privacy, civil rights, dissemination, and retention of 
information posted on District sites. 
 
Offices of Primary Responsibility: Student Accessibility Services, Human Resources, Marketing and 
Communications, and Information Technology.  
  

 
Date Adopted:   November 17, 2020 
Date Reviewed/Revised:    
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Marin Community College District Procedure     AP 4235 

Academic Affairs 
AS initiated revisions noted. 10-20-2022 

Approved without changes. Mia/General Counsel. 10-24-2022 

AP 4235 CREDIT FOR PRIOR LEARNING 

References: 
Education Code Sections; 66025.71, 66700, 70901, and 70902; 
Title 5 Sections 55050, 55051, 55052, and 55052.5  

Credit for prior learning may be earned for eligible courses approved by the district for students who 
satisfactorily pass an authorized assessment. Authorized assessments may include the evaluation of 
approved external standardized examinations, Joint Services Transcripts, student-created portfolios, and 
credit by examination. 

Students may demonstrate proficiency in a course eligible for Credit for Prior Learning and receive 
college credit through the approved alternative methods for awarding credit listed below:  

• Achievement of a satisfactory score on an Advanced Placement (AP) examination;
• Achievement of a satisfactory score on the College Level Examination Program (CLEP);
• Achievement of a score that qualifies for credit by International Baccalaureate examination.
• Evaluation of Joint Service Transcripts (JST);
• Achievement of an examination administered by other agencies approved by the district;
• Evaluation of industry-recognized credential documentation;
• Evaluation of student-created portfolios; or
• Satisfactory completion of an institutional examination, known as Credit by Examination,

administered by the college in lieu of completion of an active course listed in the current college
catalog.

Credit for prior learning must be recommended by a faculty subject matter expert who normally teaches 
the course. If the department chair does not have subject matter expertise, then a faculty designee with 
subject matter expertise shall be appointed. 

Determination of Eligibility for Credit for Prior Learning  
The following criteria shall be used to determine eligibility for credit for prior learning: 

• The student must be in good standing in the district;
• The student must have previously earned credit or noncredit from the district or be currently

registered in the district;
• Current students must have an education plan on file;
• The course is listed in the current college catalog;
• The student is not currently enrolled in the course to be challenged; or
• Credit by Examination: The student is registered in the district and not currently enrolled in nor

received credit for a more advanced course in the same subject (may be waived by department).
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Credits acquired by examination are not applicable to meeting of such unit load requirements as 
Selective Service deferment, Veterans, or Social Security benefits.   

Credits acquired by examination shall not be counted in determining the 12 semester hours of 
credit in residence required for an associate’s degree.  
  
Prior Learning Assessment Grading Policy  
Grading shall be according to the regular grading system in accordance with AP 4230 Grading and 
Academic Record Symbols and AP 4231 Grade Changes. Students shall be offered a “Pass/No Pass” 
option, in accordance with AP 4232 Pass/No Pass Grading Option, if that option is ordinarily available for 
the course. Students shall be given the opportunity to accept, decline, or appeal the grade assigned by 
the faculty, and in cases of Credit by Examination, pursuant to AP 4231 Grade Changes.  

  
Transcription of Credit for Prior Learning  
The student’s academic record shall be clearly annotated to reflect that credit was earned by 
assessment of prior learning.  
  
Advanced Placement  
Achievement of a score of 3 or higher on an Advanced Placement Examination administered by the 
College Entrance Examination Board.  
  
College Level Examination Program  
Students requesting Credit for Prior Learning using the College Level Examination Program shall receive 
credit for completing a satisfactory score on a district-approved College Level Examination Program 
(CLEP) under the following circumstances:  
  

• Official CLEP transcripts must be on file in Enrollment Services; or  
• The student achieved a minimum acceptable score on the CLEP examination as recommended by the 

district’s CLEP Equivalency Guide.  
  
Credit for Military Service/Training  
Students interested in Credit for Prior Learning using Joint Service Transcripts shall receive credit as 
recommended by the American Council on Education (ACE) Directory and approved by the appropriate 
discipline faculty of the college under the following circumstances:  
  
• The student shall complete the Credit for Prior Learning assessment petition available in the 

Counseling Department or Enrollment Services;   
• Official transcripts must be on file in Enrollment Services. These may include Joint Services Transcript 

(JST), Sailor/Marine American Council on Education Registry Transcript (SMART), Army and American  
Council on Education Registry Transcript Service (AARTS), Community College of the Air Force (CCAF),  
Coast Guard Institute (CGI), DANTES/USAFI, Defense Language Institute Foreign Language Transcripts  
(DLIFLC), Defense Manpower Data Center (DMDC), DLPT Examinee Results, DA Form 330 Language 

Proficiency Questionnaire, or verified copies of DD214 or DD295 military records; and  • Credit course 
equivalency shall be determined by the faculty of the appropriate discipline.  
  
Industry Recognized Credentials  
Students interested in Credit for Prior Learning using industry-recognized credential(s)shall receive 
credit as recommended by the appropriate department chair or faculty designee:  
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• The student shall complete the Credit for Prior Learning assessment petition available in the 

Counseling Department or Enrollment Services;  
• Enrollment services shall grant credit for industry recognized credential(s) that have already been 

evaluated and approved by the appropriate department chair or faculty designee;  
• If an industry recognized credential(s) has not yet been evaluated and approved by the appropriate 

faculty, the student shall meet with the department chair or faculty designee to receive further 
instructions for industry recognized credential(s) assessment;  

• The student shall submit all industry recognized credential documents to the department chair or 
faculty designee for assessment of prior learning; and  

• If the department chair or faculty designee determine the industry certification adequately measures 
mastery of the course content as set forth in the Course Outline of Record, the appropriate faculty 
shall sign the petition with the recorded grade, attach the industry recognized credential(s), and 
forward the completed petition and supporting documents to Enrollment Services to be kept on file 
and recorded on the student transcript.  

  
Student-Created Portfolio Assessment  
Students interested in Credit for Prior Learning using a student-created portfolio shall receive 
credit as recommended by the appropriate department chair or faculty designee under the 
following circumstances:  
  

• A department approved portfolio assessment rubric for the course is on file;  
• The student shall complete the Credit for Prior Learning assessment petition available in the 

Counseling Department or Enrollment Services;  
• The student meets with the department chair or faculty designee to receive further 

instructions for student-created portfolio assessment;  
• The student submits all portfolio documents to the department chair or faculty designee for 

assessment of prior learning; and  
• If the department chair or faculty designee determine the student-created portfolio adequately 

measures mastery of the course content as set forth in the Course Outline of Record, the 
appropriate faculty shall sign the petition with the appropriate grade and forward it to 
Enrollment Services to be kept on file and recorded on the student transcript.  

  
Credit by Examination from Within the District  
The department chair or faculty designee shall determine whether or not a student requesting 
Credit by Examination is sufficiently well prepared to warrant being given this opportunity. This 
determination is based upon a review of previous course work and/or experience.  
  
Students wishing to take a course through Credit by Examination are encouraged to informally 
discuss the matter with the department chair or faculty designee and instructor prior to initiating the 
formal process. All steps must be completed in the order listed or the Petition for Credit by 
Examination shall not be processed. The Petition for Credit by Examination must be completed prior 
to the end of the current semester or session.  
  
The district will award college course credit for successful completion of a district examination 
administered by the appropriate departmental faculty under the following circumstances:  
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• Credit by satisfactory completion of an examination administered by the district in lieu of completion 
of a course listed in the College of Marin catalog is obtained by the student.  

  
The District Credit by Examination Process  
In order to permit students to demonstrate that they have met the objectives of a course through 
experience in the work place, foreign language proficiency, or some other process outside the 
conventional academic setting, students may earn credit by receiving a passing grade on an 
examination administered by the appropriate instructional department/ program. The completion 
of Credit by Examination may require the demonstration of other skills or the completion of 
assignments in addition to an examination.  
  
Upon completion of an education plan, students interested in Credit for Prior Learning using Credit by 
Examination shall receive credit as recommended by the appropriate department chair or faculty 
designee under the circumstances stated immediately below.  
  
The Credit by Examination Procedures  

• Student shall complete the Credit for Prior Learning assessment petition available in the Counseling 
Department or Enrollment Services;  

• Student shall meet with the department chair or faculty designee further instructions for Credit by 
Examination; and  

• If the department chair or faculty designee determine the Credit by Examination assessment 
measures mastery of the course content as set forth in the Course Outline of Record, the appropriate 
faculty shall sign the petition with the recorded grade and forward to Enrollment Services to be kept 
on file and recorded on the student transcript. Completed exam materials must remain on file with 
the department/program for three years.  

  
Also see BP/AP 4050 Articulation  
  
Offices of Primary Responsibility: Student Learning and Success, Enrollment  
  
____________________________________________________________________________________ 
Date Approved:  May 18, 2010 (Replaced portions of College of Marin Procedure 4.0003 DP.10)  
Date Reviewed/Revised:  June 20, 2017; December 15, 2020; September 20, 2022   
Date Revised:  
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Marin Community College District Procedure AP 7365 

Human Resources 
Clarifying language added by Mia/General Counsel. 10/25/2022 

Mici 10/25/2022 
Approved without changes. Nikki/HR 10/25/2022 

AP 7365 DISCIPLINE AND DISMISSAL – CLASSIFIED EMPLOYEES 

References: 
Education Code Section 88013; 
Government Coded Sections 3300 et seq. 

The following three sections apply to all classified employees: 

1. Grounds for Discipline
The grounds for discipline of permanent classified employees are outlined in BP 7365 titled
Discipline and Dismissal – Classified Employees.

2. Background Checks
Background checks may be conducted as part of disciplinary or harassment investigations. (Civil
Code Sections 1786 et seq.; Investigative Consumer Reporting Agencies Act; 15 U.S. Code Sections
1681 et seq. (Fair Credit Reporting Act).)

Advanced notice of discipline/harassment investigations shall be provided to those under
investigation.  If the investigation results in action that adversely affects the employee, the
employee shall receive oral, written, or electronic notice of:
• the adverse action;
• the name, address, and telephone number of the third party agency that furnished the report;
• the employee’s right to obtain a free copy of the report; and
• the employee’s right to dispute the accuracy or completeness of any of the information in the

report.

3. Disciplinary Actions
Disciplinary action taken by the District against a permanent member of the classified service may
include, but not be limited to oral reprimand, written reprimand, and the following:
• Reduction in pay or demotion -- The District may reduce the pay or demote an employee

whose performance of the required duties falls below standard, or for misconduct.
• Suspension -- An employee may be suspended for disciplinary purposes without pay.
• Discharge -- A permanent member of the classified service may be discharged for just cause

at any time.  Formal written notice of discharge may be made after considered action during
a period of suspension.

Procedure for Disciplinary Action and Appeal 
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The District may, for disciplinary purposes, suspend, demote, or terminate any permanent employee 
holding a position in the classified service.  Demotion shall include reduction in pay from a step within the 
class to one or more lower steps. 
 
The following procedures apply to unrepresented classified employees, except those whose 
employment with the District is held pursuant to an employment agreement that contains provisions 
for termination of the agreement. For unrepresented classified employees whose employment with 
the District is held pursuant to such an employment agreement, see the employment agreement. For 
CSEA and SEIU employees, see the applicable collective bargaining agreement. 
 
The District may, for disciplinary purposes, suspend, demote, or terminate any permanent employee 
holding a position in the classified service.  Demotion shall include reduction in pay from a step within the 
class to one or more lower steps. 
 

For unrepresented permanent classified employees suspended, demoted, or discharged, the District 
shall follow a pre-disciplinary procedure. 
 
Notice of Intent -- Whenever the District intends to suspend an employee, demote the employee, or 
dismiss the a permanent classified employee, the employee shall be given a written notice of 
discipline which sets forth the following: 

• The disciplinary action intended; 
• The specific charges upon which the action is based; 
• A factual summary of the grounds upon which the charges are based; 
• A copy of all written materials, reports, or documents upon which the discipline is based; 
• Notice of the employee’s right to respond to the charges either orally or in writing to the 

appropriate manager; 
• The date, time and person before whom the employee may respond in no less than five 

working days; 
• Notice that failure to respond at the time specified shall constitute a waiver of the right to 

respond prior to final discipline being imposed. 
 
Response by Employee -- The employee shall have the right to respond to the appropriate manager 
orally or in writing.  The employee shall have a right to be represented at any meeting set to hear the 
employee’s response.  In cases of suspensions, demotions, or dismissal, the employee’s response will 
be considered before final action is taken. 
 
Final Notice -- After the response or the expiration of the employee’s time to respond to the notice 
of intent, the appropriate authority shall:  1) dismiss the notice of intent and take no disciplinary action 
against the employee; or 2) modify the intended disciplinary action; or 3) prepare and serve upon the 
employee a final notice of disciplinary action.  The final notice of disciplinary action shall include the 
following: 

• The disciplinary action taken; 
• The effective date of the disciplinary action taken; 
• Specific charges upon which the action is based; 
• A factual summary of the facts upon which the charges are based; 
• The written materials reports and documents upon which the disciplinary action is based; 
• The employee’s right to appeal. 
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Appeal and Request for Hearing -- If an unrepresented classified employee, having been issued the 
final notice of disciplinary action, wants to appeal the action, he/she/they shall within ten calendar 
days from the date of receipt of the notice, appeal to the Board of Trustees by filing a written answer 
to the charges and a request for hearing with the Chief Human Resources Officer. 
 
Alternative/Informal Hearing 
As an alternative to the type of hearing described below, the employee may request that the hearing 
be conducted informally by so stating in his/her/their demand for hearing.  In the event the employee 
requests and informal hearing, the Superintendent/President or designee shall arrange with the 
employee for the type of informal hearing to be conducted.  The parties may agree in writing upon 
what person shall hear the matter and how the hearing shall be conducted.  In the event the parties 
fail to agree in writing within five working days after filing of the notice of Demand for Hearing upon 
who shall hear the matter and how it shall be conducted, the hearing shall be conducted as provided 
below.  The findings of the alternative/informal hearing shall be submitted to the Board of Trustees 
and in all cases, the Board’s decision shall be final. 
 
Time for Hearing -- The Board of Trustees shall, within a reasonable time from the filing of the appeal, 
commence the hearing.  The Board of Trustees may conduct the hearing itself, or it may secure the 
services of an experienced hearing officer or Administrative Law Judge, to conduct a hearing and 
render a proposed decision for consideration by the Board.  However, in every case, the decision of 
the Board of Trustees itself shall be final.  The Board of Trustees may affirm, modify, or revoke the 
discipline.  Any employee, having filed an appeal with the Board of Trustees and having been notified 
of the time and place of the hearing, who fails to make an appearance before the Board, may be 
deemed to have abandoned his/her/their appeal.  In this event, the Board may dismiss the appeal. 
 
Record of Proceedings and Costs -- All disciplinary appeal hearings may, at the discretion of either 
party or the Board of Trustees, be recorded by a court reporter.  Any hearing which does not utilize a 
court reporter shall be recorded by audio tapes.  If a court reporter is requested by either party, that 
party shall pay the cost of the court reporter. 
 
Conduct of the Hearing: 

• The hearing need not be conducted in accordance with technical rules relating to evidence and 
witnesses but hearings shall be conducted in a manner most conducive to determination of 
the truth. 

• Any relevant evidence may be admitted if it is the type of evidence on which responsible 
persons are accustomed to rely in the conduct of serious affairs, regardless of the existence of 
any common law or statutory rules which might make improper the admission of such 
evidence over objection in civil actions. 

• Hearsay evidence may be used for the purpose of supplementing or explaining any direct 
evidence that shall not be sufficient in itself to support a finding unless it would admissible 
over objection in civil actions. 

• The rules dealing with privileges shall be effective to the same extent that they are now or 
hereafter may be recognized in civil actions. 

• Irrelevant and unduly repetitious evidence may be excluded. 
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• The Board of Trustees shall determine relevancy, weight, and credibility of testimony and 
evidence.  Decisions made by the Board of Trustees shall not be invalidated by any informality 
in the proceedings. 

• During examination of a witness, all other witnesses, except the parties, shall be excluded from 
the hearing upon motion of either party. 

 
Burden of Proof -- In a disciplinary appeal the District has the burden of proof by preponderance of 
the evidence. 
 
Proceed with Hearing or Request for Continuance -- Each side should be asked if it is ready to 
proceed.  If either side is not ready and wishes a continuance, good cause must be stated. 
 
Testimony under Oath -- All witnesses shall be sworn in for the record prior to offering testimony at 
the hearing.  The chairperson will request the witnesses to raise their right hand and respond to the 
following: 
 
“Do you swear that the testimony you are about to give at this hearing is the truth, the whole truth 
and nothing but the truth?” 
 
Presentation of the Case -- The hearing shall proceed in the following order unless the Board of 
Trustees, for special reason, directs otherwise: 

• The party imposing discipline (District) shall be permitted to make an opening statement. 
• The appealing party (employee) shall be permitted to make an opening statement. 
• The District shall produce its evidence. 
• The party appealing from such disciplinary action (employee) may then offer their evidence. 
• The District followed by the appealing party (employee) may offer rebutting evidence. 
• Closing arguments shall be permitted at the discretion of the Board of Trustees.  The party 

with the burden of proof shall have the right to go first and to close the hearing by making 
the last argument.  The Board of Trustees may place a time limit on closing arguments.  The 
Board of Trustees or the parties may request the submission of written briefs.  After the 
request for submittal of written briefs, the Board of Trustees will determine whether to allow 
the parties to submit written briefs and determine the number of pages of briefs. 

 
Procedure for the Parties -- The District representative and the employee representative will address 
their remarks, including objections, to the President of the Board of Trustees.  Objections may be 
ruled upon summarily or argument may be permitted.  The Board of Trustees reserves the right to 
terminate argument at any time and issue a ruling regarding an objection or any other matter, and 
thereafter the representative shall continue with the presentation of their case. 
 
Right to Control Proceedings -- While the parties are generally free to present their case in the order 
that they prefer, the Board of Trustees reserves the right to control the proceedings, including, but 
not limited to, altering the order of witnesses, limiting redundant or irrelevant testimony, or by the 
direct questioning of witnesses. 
 
Hearing Demeanor and Behavior -- All parties and their attorneys or representatives shall not, by 
written submission or oral presentation, disparage the intelligence, ethics, morals, integrity, or 
personal behavior of their adversaries or members of the Board of Trustees. 
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Deliberation Upon the Case -- The Board of Trustees should consider all oral and documentary 
evidence, the credibility of witnesses, and other appropriate factors in reaching their decision.  The 
Board of Trustees may deliberate at the close of the hearing or at a later fixed date and time.  In those 
cases where the Board of Trustees has received a proposed decision from a hearing officer or 
Administrative Law Judge, the proposed decision, the record of the hearing, and all documentary 
evidence shall be available for review by the Board when it deliberates. 
 
Written Findings, Conclusion, and Decision -- The Board of Trustees shall render its findings, 
conclusions, and decision as soon after the conclusion of the hearing as possible.  A finding must be 
made by the Board of Trustees on each material issue.  The Board of Trustees may sustain or reject 
any or all of the charges filed against the employee.  The Board may sustain, reject, or modify the 
disciplinary action invoked against the employee.  In those cases where the Board of Trustees has 
received a proposed decision from a hearing officer or Administrative Law Judge, the Board may adopt 
the proposed decision, modify the proposed decision, or render a new decision.  If the Board of 
Trustees recommends reinstatement of the terminated employee, the employee is only entitled to 
back pay minus the sum the employee has earned during the period of absence. 
 
Decision of the Board of Trustees to be Final -- The decision of the Board of Trustees in all cases shall 
be final. 
 
Emergency Suspension -- If an employee’s conduct presents an immediate threat to the health and 
safety of the employee or others, the employee may be suspended without compliance with the 
provisions this procedure.  However, as soon as possible after suspension, the employee shall be given 
notice as set forth herein. 
 
Record Filed -- When final action is taken, the documents shall be placed in the employee’s personnel 
file. 

 
Probationary Classified Employees 
During the probationary period, any employee in the classified service shall be subject to disciplinary 
action including termination or release from employment at any time, without a statement of cause, and 
shall not have the right to a hearing or appeal with respect thereto. 
 
Nothing in this Administrative Procedure shall be interpreted to interfere with the District’s right to 
release an employee from probation, with or without cause, at any time, as allowed by law. 
 
Office of Primary Responsibility: Human Resources 
 

Date Approved:  December 13, 2011; March 12, 2019 
Date Reviewed/Revised:   
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