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Steps for Analyzing Evidence
Step 1:

Review the specific standard section to be analyzed.  

Step 2:
Read and review the suggested questions identified from the Self-Study Guide about the evidence needed to make a strong case.  

Step 3:
Carefully review the evidence several times before drawing conclusions or making judgments.

Step 4:
Draft a brief one or two paragraph description of what the College is doing to address the standard and its related questions focusing on the facts.

Step 5:
Provide a rating of how well the College is addressing the specific standard (see below for scoring rubric).Draft a one or two paragraph explanation for this rating based upon your assessment of the College’s activities in relation to the standard. Pay particular attention to the quality of our involvement and interventions since the last WASC self-study report. 
Step 6:
Conclude with comments and suggestions relative to the College’s response to the standard.
Scoring Rubric
	Superior
	College has worked on this issue/area and considerable improvement is noted

	Satisfactory
	College has taken some actions to address the issue/area and some improvement is noted.

	Needs Improvement
	College has not adequately addressed the issue/area.


Step 1:
 Review the Specific Standard Section
Standard 3.A.1.d:  The institution upholds a written code of professional ethics for all of its personnel.
Step 2: Read and Review Self-Study Questions

Suggested questions from the Self-Study Guide to help you think about how best to address the standard:  

· How does the institution foster ethical behavior in its employees?
Step 3:
 Review the Evidence
· SFCCD Policy Manual No. 1.15 – Code of Ethics and Responsibilities
· Faculty Handbook, Section – Instructors’ Responsibilities in Classrooms and Laboratories (p. 17- 21).
· AFT 2121/SFCCD Article 8 – Academic Freedom, Duties, and Responsibilities
· Classified Handbook, Section – Requirements At the Time of Hire (p. 16 – 12) & Appendix B. Use of Slurs
· SEIU/SFCCD CBA Article 9 – Discipline
· CCSF Computer Usage Policy (www.ccsf.edu/Policy/policy.shtml)
· Workplace Violence Policy & Procedures
· www.ccsf.edu/Offices/Affirmative_Action/Discr_and_Har.htm


Document:  Discrimination and Harassment Know Your Rights!

· City and County of San Francisco Department of Human Resources


Document:  Applicant Information; Arrest and Conviction Policy 




      DHR Pamphlet Series: Number 7
Step 4: Briefly describe how CCSF is addressing this standard
City College’s Strategic Plan Institutional Goal #4 speaks directly to promoting a supportive and positive workplace.  The goal states, “To better serve our students and our diverse communities, CCSF will promote a supportive work environment, which fosters collaboration and improved levels of communication, innovation and experimentation among the various college departments and units; the College will continue to build effective staff development programs, ensure healthy work conditions, foster an environment of respect and trust, and strive to be the most productive and best rewarded workforce in the California community college system.  The College’s strategic plan is found in the employee handbooks that are distributed to all employees.  The Human Resources Department provides new employees with a handbook when they are processed for employment. 

District policy 1.15 Code of Ethics and Responsibilities was approved by the Board of Trustees on 12/21/1989.  No specific codes of professional ethics exist for administrators, faculty, or staff, though several documents cover the aspects of expected professional behavior.  Currently the Administrative Senate is working of developing a Code of Professional Ethics for administrators.  Completion and adoption of this document is expected by the Spring 2005.

The Faculty Handbook, p. 17 -21, addresses instructors’ responsibilities in classrooms and laboratories.  Additionally Article 8 of the AFT/SFCCD CBA speaks to Academic Freedom, Duties, and Responsibilities.  Article 8.D. specifically addresses faculty-student relationships.
The Classified Handbook, p. 16 – 17 outlines the requirements at the time of hire, such as fingerprinting, misrepresentation or falsification of information, the arrest and conviction policy, security clearance.  District policy 4.09 – Use of Slurs is included in the handbook on p. 12 and as Appendix B.
SEIU Local 790/SFCCD CBA Article 9 – Discipline (07/01/04 – 06/30/07) the discipline process for represented SEIU classified employees.  Article 9.C. Causes for Discipline outlines circumstances under which unit members may be disciplined for cause.
The Board of Trustees adopted policy 1.16. - Workplace Violence Policy on June 10, 2004.  The procedures are currently in draft form and are being distributed for review and feedback through the Shared Governance process.  We expect complete the review process and dissemination a brochure to all employees this Fall 2004.
Nondiscrimination and harassment prevention falls under the authority of the Affirmative Action Officer.  The Affirmative Action Office disseminates informational brochures to all employees regarding District policies and procedures pertaining to Sexual Harassment and Unlawful Discrimination.  This information is included in the Affirmative Action website and via the employee handbooks. 

The CCSF Computer Usage Policy can be found in the College Catalogue, in the employee handbooks, and at www.ccsf.edu/Admin/policy.html.  Each user who has access to the CCSF computing facilities and resources is bound by the Computer Usage policy.  Violators of the policy are dealt with in accord with respective District policies and/or the respective collective bargaining agreements.

Step 5: Provide rating of how well College meets the standard.  Provide written explanation of why you gave that rating.
My rating (see p. 1) is: Satisfactory
The reason I gave this rating is:  Code of ethics documents do not currently exist for employees, although various documents cover the aspects of expected professional behavior, i.e. employee handbooks, District policy, union contracts, etc.  
Step 6:
 Comments and suggestions relative to the College’s response to the standard
The Administrative Association is currently working on developing a code of ethics for administrators with an expected completion date in the Spring 2005.

Standard 3.A.1.d


Section:  The institution upholds a written code of professional ethics for all of its personnel.
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