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 belief, observance, and practice, including religious dress and 
grooming practices. “ Religious dress practice” shall be con-
strued broadly to include the wearing or carrying of religious 
clothing, head or face coverings, jewelry, artifacts, and any other 
item that is part of the observance by an individual of his or 
her religious creed. “Religious grooming practice” shall be con-
strued broadly to include all forms of head, facial, and body hair 
that are part of the observance by an individual of his or her 
religious creed.

• “Responsible District O�cer” means the o�cer identi�ed by the 
District to the State Chancellor’s O�ce as the person responsible 
for receiving complaints �led pursuant to Title 5, section 59328, 
and coordinating their investigation.

• “Sex” includes, but is not limited to pregnancy, childbirth or 
medical conditions related to childbirth. ‘Sex’ also includes, but 
is not limited to, a person’s gender, as de�ned in section 422.56 of 
the Penal Code. Discrimination on the basis of sex or gender also 
includes sexual harassment.

• “Sexual assault includes but is not limited to, rape, forced sodomy, 
forced oral copulation, rape by a foreign object, sexual battery, or 
threat of sexual assault.

• “Sexual harassment” is unlawful discrimination in the form of 
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and activities accessible for students with disabilities. DSPS provides 
reasonable accommodations and support services which assist the 
student with a disability to fully participate in academic and vocational 
programs for which they are otherwise quali�ed. Services may include, 
but are not limited to; counseling, advocacy, priority registration, 
testing accommodations, classroom relocation, learning disability 
assessments, hearing screenings, sign language interpreters, real-time 
captioning, assistive listening devices, note takers, alternate formats 
(Braille, electronic text, audio books) for instructional material, lock-
ers, scooters, adaptive technology, adaptive furniture and special 
classes. 

Students wishing to receive services through DSPS should schedule 
an appointment to meet with a counselor. Services are con�dential. 
Students with disabilities who have a disability related need to bring an 
animal on campus, other than a service animal as de�ned by law, such 
as a guide dog, must request an assist animal tag from the DSPS o�ce.  
For further information, call Disabled Students Programs and Services 
(DSPS) at (415)452-5481.

adjustment of graduation requirements  
for students with disabilities
Substitution Policy
It is the policy of CCSF to provide equal educational opportunities for 
student with disabilities in accordance with state and federal law and 
regulations.  �ese include Sections 504 & 508 of the Rehabilitation 
Act of 1973, the Americans with Disabilities Act (ADA) 1990, the ADA 
Amendments Act (2008) and Title 5 of the California Administrative 
Code. Pursuant to Title 5, Sections 56000-56076, the District has 
developed DSPS to assist students with disabilities in securing appro-
priate instruction, academic accommodations and auxiliary aids. It 
is the intent of the District that such individuals be served by regular 
classes and programs whenever possible. To that end, students with 
disabilities shall be admitted to courses and programs and matriculate 
through such courses and programs on an equal basis with all other 
students. To ensure equality of access for students with disabilities, 
academic accommodations and auxiliary aids shall be provided to the 
extent necessary to comply with state and federal law and regulations. 
For each student, academic accommodations and auxiliary aids shall 
speci�cally address those functional limitations of the disability which 
adversely a�ect equal educational opportunity. When the severity of 
the disability of an otherwise quali�ed student precludes successful 
completion of a course required for graduation from CCSF, despite 
an earnest e�ort on the part of the student to complete the course and 
despite provision of academic accommodations and/or auxiliary aids, 
a course substitution shall be considered. �e District will maintain 
speci�c criteria and procedures to implement the policy. DSPS should 
be contacted at (415)452-5481 for additional information regarding 
course substitutions.

drug usage
City College is a Drug-Free College
�e locations of the City College of San Francisco are drug-free. �e 
College does not allow the unlawful possession, use, or distribution of 
illegal drugs and alcohol by students on its property or as a part of its 
activities. �e College will discipline students according to local, state, 
and federal law. Discipline includes student expulsion and referral 
for prosecution. For more information, contact the O�ce of Student 
Conduct & Discipline.

For information about health and legal dangers of using alcohol and/or 
drugs you can go to the following place:

Students may visit the Student Mental Health Services in the Student 
Health Center, Ocean Campus, email studenthealth@ccsf.edu or call 
415-239-3110.

Petitions for Waiving college regulations
A student may petition the O�ce of Admissions & Records, MUB 188, 
to waive a local college regulation.

Privacy of and Access to Student Records

City College of San Francisco protects the privacy of student records 
and maintains the right of students to inspect and review their records. 
City College has established guidelines for the correction of inaccurate 
or misleading data through informal and formal hearings. Should the 
College be unable to resolve the complaint of a student concerning the 
accuracy or clarity of the student’s records, the student has the right to 
�le a complaint with �e Family Educational Rights and Privacy Act 
O�ce of the U.S. Department of Education.

Privacy of student records
�e California community college student has a legal right to privacy 
of records. A student record is de�ned as “any item of information 
directly related to an identi�able student...which is maintained by a 
community college...” However, applicable law provides for certain 
exceptions. Appropriate District employees are authorized to col-
lect only that information which is relevant to a student’s admission, 
registration, academic history, career, student bene�ts and services, 
extracurricular activities, counseling and guidance, discipline or mat-
ters related to student conduct.

In addition to restrictions on the collection of information about 
students, there are signi�cant restrictions on the release of student 
information. Except under limited circumstances, District employees 
do not have the authority to release student records except to the stu-
dent. In general, District employees should consider information they 
acquire about students, in their capacity as employees, to be con�den-
tial information.

In any area where records are �led, we maintain a student record log to 
record who asked for and received student information in accordance 
with applicable law. In each area, a dean or their designee is respon-
sible for maintaining the student record log. A student record log is 
maintained in the following areas:

Kind of Record-Log Maintained By

Admissions and Records-Dean of Admissions & Records
Counseling Records-Dean of Student Success
Disabled Student Records-Dean of Student Success
Financial Aid Information-Dean of Financial Aid
Student Conduct and Discipline Records - Dean of Student 
Engagement& Wellness
Student Health Records-Director of Student Health Services.

Family educational rights  
and Privacy act (FerPa)
�e Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. 
§ 1232g; 34 CFR Part 99) is a Federal law that protects the privacy 
of student education records. �e law applies to all schools that 
receive funds under an applicable program of the U.S. Department of 
Education.

FERPA gives parents certain rights with respect to their children’s 
education records. �ese rights transfer to the student when he or she 
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reaches the age of 18 or attends a school beyond the high school level. 
Students to whom the rights have transferred are “eligible students.”

1. Parents or eligible students have the right to inspect and review 
the student’s education records maintained by the school. Schools 
are not required to provide copies of records unless, for reasons 
such as great distance, it is impossible for parents or eligible stu-
dents to review the records. Schools may charge a fee for copies.

2. Parents or eligible students have the right to request that a school 
correct records which they believe to be inaccurate or mislead-
ing. If the school decides not to amend the record, the parent 
or eligible student then has the right to a formal hearing. A�er 
the hearing, if the school still decides not to amend the record, 
the parent or eligible student has the right to place a statement 
with the record setting forth his or her view about the contested 
information.

3. Generally, schools must have written permission from the parent 
or eligible student in order to release any information from a 
student’s education record. However, FERPA allows schools to 
disclose those records, without consent, to the following parties 
or under the following conditions (34 CFR § 99.31):

• School o�cials with legitimate educational interest;

• Other schools to which a student is transferring;

• Speci�ed o�cials for audit or evaluation purposes;

• Appropriate parties in connection with �nancial aid to a 
student;

• Organizations conducting certain studies for or on behalf 
of the school;

• Accrediting organizations;

• To comply with a judicial order or lawfully issued 
subpoena;

• Appropriate o�cials in cases of health and safety emergen-
cies; and

• State and local authorities, within a juvenile justice system, 
pursuant to speci�c State law.

 Schools may disclose, without consent, “directory” informa-
tion such as a student’s name, address, telephone number, date 
and place of birth, honors and awards, and dates of attendance. 
However, schools must tell parents and eligible students about 
directory information and allow parents and eligible students a 
reasonable amount of time to request that the school not disclose 
directory information about them. Schools must notify parents 
and eligible students annually of their rights under FERPA. �e 
actual means of noti�cation (special letter, inclusion in a PTA 
bulletin, student handbook, or newspaper article) is le� to the 
discretion of each school.

For additional information or technical assistance, you may call (202) 
260-3887 (voice). Individuals who use TDD may call the Federal 
Information Relay Service at 1-800-877-8339.

Or you may contact us at the following address:

Family Policy Compliance O�ce 
U.S. Department of Education 
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1. Guidelines are set forth by the College Administration.

2. �e guidelines are reviewed by the Chancellor of City College in 
order to ensure conformance with State codes and local policies 
and regulations.

3. 
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 organization requesting facilities for an o�-campus speaker 
should sign up with the Student Activities Administrator, 
for the time and place desired (see Rule 5 and Part D).

b.  Review of Request for a Speaker: 
If a decision on a request for an o�-campus speaker is to 
be reviewed, the Student Activities Administrator, and/
or the on campus organization making the request (repre-
sented by the student chairperson and the faculty sponsor) 
may refer the matter to Associate Vice Chancellor of 
Student A�airs for their speci�c recommendation to the 
Chancellor.

c.  Sponsorship: 
Sponsors of student organizations are required to review 
all requests for o�-campus speakers in advance, and stu-
dents are required to present to the Student Activities 
Administrator, a form signed by their sponsor when 
requesting a time and a place for an o�-campus speaker’s 
address. Every sponsor of a campus organization is 
expected to make arrangements for a guest speaker’s 
appearance before his/her group on campus, and should 
be present during the address. A substitute should be 
appointed if the sponsor cannot be present.

4.  Regulations Governing the Scheduled Use of the Free-Speech 
Area

 �e following guidelines are established to facilitate the equitable 
use of the City College free-speech area by all students:

a.  Only registered students (not substitutes) who have signed 
up in advance for use of the free-speech area are permitted 
to use the area.

b.  A sign-up list governing use of the area for at least two 
weeks in advance must be maintained in the Student 
Activities Administrator’s O�ce, in order to permit proper 
scheduling.

c.  Students wishing to use the area for impromptu speeches 
or presentations must sign up for a single half-hour period 
at a time, and must use that period before signing up for 
another one. If more �exible scheduling permits, however, 
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limited conditions, and must make application for such use through 
the O�ce of Facilities and Planning of the San Francisco Community 
College District. Under the preceding law and regulation, ad hoc 
student groups are subject to the policy governing organizations and 
groups not directly connected with City College.

regulations governing solicitation at city 
college of san Francisco-ocean campus
Members of the public are welcome to speak and/or distribute writ-
ten materials within the designated areas of each location subject 
to the time, place, and manner regulations and posting/distribution 
guidelines.

�e following regulations are established to govern solicitation by 
o�-campus organizations and individuals to table, display materials, 
petition, engage in public address, distribute literature and/or post 
�yers on CCSF’s Ocean Avenue campus.

1. Before setting up a table or display, engaging in public address, 
distributing literature, seeking signatures on a petition and/or 
posting �yers, all solicitors shall report to the O�ce of Student 
Activities to sign in to notify the Student Activities Administrator 
of the solicitor’s presence on campus, and to acknowledge receipt 
of these regulations. �is notice does not involve any applica-
tion or approval process, and therefore, the ability to use the 
designated area cannot be denied. �is notice is only intended 
to provide CCSF with knowledge of the solicitor’s presence on 
campus so that CCSF can notify the appropriate members of its 
sta� whose services might be needed or impacted by the use of 
the designated area.

2. �e designated areas for solicitors to table, set up displays, seek 
signatures on a petition and/or engage in public address at Ocean 
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organizations and/or individuals. �e following guidelines have been 
established to facilitate e�ective and organized dissemination of infor-
mation on the Ocean Campus.

Posting:
1. Items for posting may be no larger than 11”x17”, and the use of 

recyclable materials is recommended. 

2. Each item must clearly state on its face the name of the individual  
or organization posting the item, the date of the event advertised, 
if any, and the date the item was posted.

3. Posted items will be removed from the bulletin boards two weeks 
a�er the date the item was posted or a�er the date for the event 
advertised on the item had passed, whichever is earlier. If a bul-
letin board has no space available a�er such removal of expired 
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 their duties, including failure to identify oneself when on District 
property or at a District sponsored or supervised event, or upon 
the request of a District o�cial acting in the performance of his/
her duties.

3. Persistent or continued serious misconduct where other means of 
correction have failed to bring about proper conduct.

Physical and Verbal Misconduct Violations
4. Willful misconduct which results in injury or death to a student 

or District personnel or which results in cutting, defacing, or 
other injury or damage to any real or personal property owned 
by the District; or injury or damage to property belonging to a 
member of the District community or to an authorized District 
visitor while on District property.

5. Assault or battery, abuse, extortion, or any threat of force, vio-
lence, or death, or any terrorist threats as de�ned in Education 
Code section 48900.7(b), directed toward any member of the 
District community (including but not limited to students and 
employees), or District visitor engaged in authorized activities, 
or to any District property, or aiding and abetting, as de�ned in 
Penal Code section 31, the in�iction or attempted in�iction of 
physical injury on another person.

6. Disorderly, lewd, indecent, obscene, slanderous, libelous or 
o�ensive conduct or expression (including clothing)  that inter-
feres with the District’s primary educational responsibility or 
that breaches the peace on District property or at any District 
sponsored or supervised function, or such conduct or expression 
that so incites students as to create a clear and present danger of 
the commission of unlawful acts, or substantial disruption of the 
orderly operations of the District on any District property or at 
any District sponsored or supervised function.

7. Instructors in special areas (i.e., gymnasium and laboratories) 
and in specialized �elds or disciplines (e.g., Construction, 
Nursing, Physical Education) may require students to wear par-
ticular clothing for suitability or to meet health and/or safety 
regulations. 

Academic Dishonesty Violation
8. Academic or intellectual dishonesty such as cheating or plagia-

rism. Cheating is de�ned as taking an examination or performing 
an assigned, evaluated task in a dishonest way such as having 
improper or unapproved access to answers or exams. Plagiarism 
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 billy club, sand club, metal knuckles; any dirk, dagger, or knife 
having a blade longer than two inches; any switchblade longer 
than two inches; any razor with an unguarded blade; any �rearm 
(loaded or unloaded) such as a pistol, revolver, ri�e, automatic 
or semi-automatic weapon; any metal pipe or bar used or 
intended to be used as a club; or any other item, such as a chain 
that can be used as a threat to do bodily harm.

Health and Substance Violations
24. Unlawful use, sale, distribution or possession of, or the presence 

on campus while under the in�uence of any controlled sub-
stance as listed in the California Health & Safety Code (except 
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Enforcement. �e O�ce of Student Conduct & Discipline has the 
responsibility to maintain the Code of Student Conduct, to impose 
disciplinary sanction as appropriate, and to assure the implementation 
of Student Due Process.

student complaints
Process for a Complaint against a Classified Staff Member 
or an Administrator 
Student complaints against a classi�ed sta� member and/or an admin-
istrator are governed by the following procedure:

1.  A complaint against a classi�ed sta� member or an admin-
istrator should be raised directly with the classi�ed sta� 
member or the administrator concerned.

2.  If a direct meeting does not resolve the complaint, or if either 
party is unable or unwilling to meet, the complaint should 
be raised with the immediate supervisor of the classi�ed sta� 
member or administrator.

3.  If the immediate supervisor fails to resolve the complaint, then 
the complaint should be addressed, in writing, to the O�ce of 
the General Counsel at (415) 239-3556 for accurate referral.

4.  �e O�ce of the General Counsel will channel the complaint 
to the next-level manager for review and consideration. 

Process for a Complaint against a Faculty Member 
A student complaint is an allegation made by a student against a 
faculty member that the member has harmed a student by violating 
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contents. After reviewing a grievance, the Committee recommends 
appropriate action to the Chancellor, to the instructor, and to the 
student. The Committee acts as an arbitrating body and does not 
have the power to change grades directly, as stated in legislation:

California Education Code 76224 (a) 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 instruc-
tor of the course and the determination of the student’s grade by the 
instructor, in the absence of mistake, fraud, bad faith or incompetency, 
shall be �nal.

Review Procedures: Policies, Grades, And Files
1.  Review of Policies 

�e Student Grade and File Review Board reviews and proposes 
revision, when necessary, of policies, regulations and procedures 
a�ecting student grade and �le grievances.

2.  Review of Grades 
If students believe that discrepancies exist between grades given 
by their instructors and the grades they believe were achieved, 
those students should follow the steps for the appeal procedure 
below.

Informal Grade Review Process

Meeting with the Instructor and/or the Department Chair

Students wishing to appeal a grade should discuss the issue with the 
instructor in an o�ce-hour conference or by appointment. If, for any 
reason, the students are unwilling or unable to confer with the instruc-
tor, they must then consult with the instructor’s department chair. 
Every e�ort should be made to resolve the issue at this level.

Meeting with the School Dean
If the department chair and instructor are unable to resolve the grade 
dispute, the students shall bring the matter to the attention of the 
school dean (i.e., the department chair’s supervisor), who will confer 
with all parties to resolve the dispute.

All parties are expected to make every e�ort to address the grade dis-
pute in a timely manner. If the grade dispute remains unresolved, the 
School Dean will refer the matter to the Associate Vice Chancellor of 
Academic A�airs/Vice Chancellor of Academic A�airs.

Important Notice. �e informal process must be completed within 
ten (10) working days a�er receipt of a midterm grade, and for �nal 
grades, within forty-�ve (45) calendar days from the start of instruc-
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workbooks, pens, pencils, and paper for most courses. In addition, 
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regulations are available in Conlan Hall, Room 104 and Cloud Hall, 
Room 119 (Campus Police O�ce). Violation of any of these regula-
tions are grounds for automatic revocation of the right to remain on 
campus. Prior permission must be obtained from the instructor before 
visiting classrooms. Since auditing of classes is prohibited, visits must 
be limited.

additional Board Policies 
and administrative Procedures
Information about Board Policies and Administrative Procedures is 
available on the Board of Trustees website: http://www.ccsf.edu/board


