
 

 
 

8045 East Chapman (714) 628-4831 
Orange, CA 92869  academic_senate@sccollege.edu 
 

Agenda 
5 November 2019 
1:30 – 3:00 p.m. 

Academic Senate Room A-211 
 

I  Welcome 
 
II  Approval of the Minutes 
 
 A 15 October 2019 
  
III Public Comments (2 minute limit per person) 
 
IV AS Executive Board Reports (5 minutes) 
 
V  ASG Report (5 minutes) 
 
VII  Summary Reports (5 minutes) 
 
VII  Action Items (15 minutes) 
 
First Reading 

A Resolution F2019.08 – Adoption of Policy to Place Collegial Governance 
Handbook Changes, Grant Requests, and the Professional Development 
Calendar as a Final Reading on Santiago Canyon CollegeAcademic Senate 
Agendas. 

 
B Resolution F2019.09 – Support for 100% Smoke and Tobacco-free Rancho 

Santiago Community College District Board Policy and Administrative 
Regulation 

 
VIII Discussion Items 

 
A Signature Programs – Student Endeavors (15 minutes) Activities Specialist Robert 

Bustamante will present on the Associated Student Government Continuing and 
opportunities for faculty support. 

 
B Draft Key Distribution Procedures and Test Pilot (15 minutes) Professor Mark 

Smith will lead a discussion on the proposed pilot.  
 
C Tenure Process Task Force Report (15 minutes) CIC Diaz will continue the 

conversation on the Tenure Process Task Force results. 
 

D Fall Plenary Resolutions (10 minutes) Vice President Taylor will collect responses 
for the Fall 2019 ASCCC Plenary resolutions. 

 
 
 
 
Santiago Canyon College is an innovative learning community dedicated to intellectual and   personal growth. 
Our purpose is to foster student success and to help students achieve these core outcomes: to learn, to act, to 
communicate and to think critically. We are committed to  maintaining standards of excellence and providing the 
following to our diverse community: courses, certificates, and degrees that are accessible, applicable,  and 
engaging.  (Approved 12/05/17) 
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BP 2410 Board Policies and Administrative Regulations 
Reference: Education Code Section 70902; 
ACCJC Accreditation Standards IV.C.7, IV.D.4, I.B.7, and I.C.5 (formerly IV.B.1.b & e) 

 
The Board may adopt such policies as are authorized by law or determined by the Board to be necessary for the efficient operation 

of the District. Board policies are intended to be statements of intent by the Board on a specific issue within its subject matter jurisdiction. 
The policies have been written to be consistent with provisions of law, but do not encompass all laws relating to District activities. 

All District employees are expected to know of and observe all provisions of law pertinent to their job responsibilities. 
Policies of the Board may be adopted, revised, added to, or amended at any regular board meeting by a majority vote.  Any adoption 

and/or approval of new Board policies or changes to existing Board policies must take place as part of a two meeting approval process. 
The first meeting will be considered the "FIRST READING, INFORMATION ONLY" of the policy or change to existing policy for 
the purpose of review, questions and answers, and other considerations of the recommendation. At the second meeting, it will 
be considered the "SECOND READING, ACTION ITEM." The Board will consider the item for action, which may have been modified 
at either the first or second reading.  If the modification at the second reading is major, as determined by the Board, such a reading will 
be termed a first reading and introduced at a subsequent Board meeting as a second reading.  The Board shall regularly assess its policies 
for effectiveness in fulfilling the District's mission. 

The RSCCD Board of Trustees believes that a major trustee role is to set policy for the District. In setting policy, the Board wants 
to create and work within a participatory environment with respect for students and all employee groups. For developing policies 
regarding the academic and professional matters numbered 1, 2, 3, 5, and 8, the Board will consult collegially with the faculty by relying 
primarily on the advice and judgment of the Academic Senate (per previous agreement with the Senate).* 

For developing policy regarding the other five academic and professional matters, the Board will consult with the faculty through 
the mutual agreement process previously agreed upon. At RSCCD, the mutual agreement process is the use of the shared governance 
structure consisting of councils, committees, and the District Council. Further, representatives of staff and student groups are encouraged 
to work within the established processes to address the issues of the District. 
The Board of Trustees values consensus building; however, it realizes its legal responsibility to make final decisions regarding policy. 
 

*For the following items the Board of Trustees will rely primarily upon the advice of the Academic Senate: 
1) Curriculum, including establishing prerequisites and placing courses within disciplines;  
2)  Degree and certificate requirements;  
3)  Grading policies;  
5)   Standard or policies regarding student preparation and success;  
8)  Policies for faculty professional development activities; 

For the following items, the Board of Trustees will come to mutual agreement with the Academic Senate: 
4) Educational program development;  
6) District and college governance structures, as related to faculty roles;  
7)  Faculty roles and involvement in accreditation processes, including self study and annual reports;  
9) Processes for program review;  
10)  Processes for institutional planning and budget development. 
 

Administrative regulations are to be issued by the Chancellor as statements of method to be used in implementing Board Policy. 
Such administrative regulations shall be consistent with the intent of Board Policy. Administrative regulations may be revised as deemed 
necessary by the Chancellor.  The Board reserves the right to direct revisions of the administrative regulations should they, in the Board's 
judgment, be inconsistent with the Board's own policies. 
Copies of all board policies and administrative regulations shall be readily available to District employees through the District website. 
 

Revised and Retitled:  June 15, 2015 (Previously BP9001 and BP9023) 
 



SCC Academic Senate Minutes – DRAFTv2 
October 15, 2019, 1:30-3:00, A-211 
 
Senators Present 
Chavez, Ricardo 
Crabill, Phil 
Cummins, Shawn 
Dahl, Michael 
Danova, Veselka 
Deely, Steve 
Dela-Cusack, Lisa 
Govea, Melissa 
Graham, Song Le 
Howell, Scott 
Johnson, Kim 
Kramer, Jessica 
Murphy, Ryan 
Quimzon, Eden 
Salcido, Andrew 
Siddiqui, Shereen 
Smith, Mark 
Umali Kopp, Christine 
Valdos, Yanina 

 
SCC-AS Executive Board Present 
DeCarbo, Michael, President 
Taylor, Mike, Vice President 
Diaz, Darlene, CIC Chair 
Scott, Randy, Secretary/Treasurer (Interim) 
 
Senators Absent 
Chaidez, Maria 
Oase, Daniel 
Sproat, Barbara 
 
ASG Representative 
Tjan, Tristan 
 
Guests 
Alonzo, Joseph 
Breeden, Emma 
Hoffman, Beth 

I. Welcome 
 

II. Approval of the Minutes 
a. 01 October 2019 

 
Approved. Moved by Deeley; seconded by Danova. 
 

III. Public Comments 
 
Senator Graham and Senator Dela-Cusack announced the upcoming “Joe Geissler: A 
Celebration of a Life” memorial celebrating the life and accomplishments of 2019 
Faculty Excellence Award Recipient Joe Geissler will be taking place on Thursday, 
October 17, 2019 in E-206 at 1:30pm. 
 

IV. SCC-AS Executive Board Reports 
a. President DeCarbo: The RSCCD Board of Trustees met at SCC on October 14, 

2019. About one-fourth of the SCC faculty was able to attend. The Board would 
like to see more explicit faculty support for the proposed bond; President 
DeCarbo will be sending out a request for faculty to volunteer one evening of 
staffing a phone bank.  



 
Project RISE, Denise Bailey (SI), Chicano Studies, and Project RAISE presented at 
the Board meeting and were all well received. 
 
As a district, we are about 28 FTES above projections, with SCC above and SAC 
below their respective projections. 
 
Work is continuing on the student conduct posting proposals. There is a 
proposed Board policy (5500) that needs to be finalized along with other policies 
to be included in the content. It will probably be December before any further 
progress at the SCC-AS level. 
 

b. Vice-President Taylor: No report 
 

c. Secretary/Treasurer Scott: At their meeting on October 8, 2019, SAC-AS 
proposed the resurrection of their Institutional Effectiveness Committee. 
Additionally, discussions are ongoing at SAC concerning the proposed bond 
issue. 
 

d. CIC Chair Diaz: There are two upcoming District CIC meetings: November 15, 
2019 and December 13, 2019. Rita VanDyke Kao (ESL) will be serving as an at-
large member from noncredit, and Erika Gutierrez (Sociology) will be serving as 
the other at-large member. 
 
A requisite challenge form has been presented at the CIC meetings. This is a step 
towards a recognized process for requisite challenges as required by BP/AR 
4260. The language on the form is directly from Title V sections with short 
explanations. CIC is having one more read through to give Counseling an 
opportunity to provide feedback. 
 
Library announced that they are changing their subject code from LIBI to INFO 
(Informational Sciences), in conjunction with the SAC library. 
 
EMC will be meeting on October 16, 2019. 
 
Departments must do the work for course requisite changes and deactivation. 
Departments are encouraged to view the course impact and to communicate 
with other departments/programs if any changes are to be made. A simple email 
will suffice to keep communications open between affected parties. 
 

V. ASG Report 
Tristan Tjan, ASG Treasurer 

a. ASG will be attending the California Community College Student Affairs 
Conference on October 25, 26 and 27, 2019 for leadership training. 



b. Chilpotle fundraiser on November 5, 2019 on Chapman Ave. 
 

VI. Discussion Items 
a. Tenure Process Task Force 

 
Emma Breeden presented a summary of the results from the Tenure Process 
Task Force (TPTF). This faculty task force was formed by the SCC-AS over 2 years 
ago to review all aspects of the tenure process. As part of their information 
gathering, the TPTF found that the constant across all districts was the classroom 
observations. A survey was distributed to the SCC faculty, though most of the 
rankings showed a neutral position towards the tenure process in use at SCC. 
 
Comments in the survey reflected a wide range of viewpoints—some positive 
and some negative. One of the most positive was the idea of mentoring the 
faculty going through the tenure process. Another idea was the tenure decision 
would be made by a vote of the tenure committee. 
 
Senator Howell expressed concern about the generally negative atmosphere 
surrounding the tenure process. 
 
The report will be discussed further at the next SCC-AS meeting with the goal of 
paring down to the most salient points for eventual sharing with FARSCCD. 
 
The full report is posted on the SCC-AS website. Tenure Process Task Force 
 

b. Smoke and Tobacco Free District 
 
Professor Beth Hoffman presented a video and power point detailing the health 
effects of smoking, vaping, and second-hand smoke. The results of the RSCCD 
Smoking Assessment were shared through a PowerPoint presentation, and a 
proposal made for a smoke, vape, and tobacco free RSCCD. The Truth Initiative 
has funded tobacco and vape cessation efforts, and there has been an additional 
grant funded by the Orange County Health Care Agency. 
 
A resolution will be prepared for consideration at the November 5, 2019 SCC-AS 
meeting. 
 

c. Signature Programs 
 
Senator Eden Quimzon presented English as a Second Language as a signature 
program under the banner of Continuing Education Programs and Services. 
 
The Continuing Education ESL program is centered at an off-site location 6 miles 
west on Chapman Ave. All classes are open entry/open exit and are offered at 



many locations, including on work sites. Classes are opened at any time in 
response to demand. Students are at all levels of ability, from beginners to those 
with advanced degrees. 
 
The STARS program and Bridge to Credit help to prepare students for transfer to 
SCC. Citizenship classes are also offered, helping students with the interview 
portion for those interested in US citizenship. 
 
Two full-time faculty and 40 part-time faculty serve 2,671 students for a total of 
435.37 FTES. There has not been a full-time hire for this program for over 12 
years. 
 

VII. Action Items 
Final Reading 

a. Resolution F2019.05 – Affirmation of Revisions to the Distance Education 
Collegial Governance Committee Handbook Description and Meeting Time 
 
Moved: Cummins 
Seconded: Taylor 
 
Adopted unanimously. 
 

b. Resolution F2019.06 – Affirmation of Revisions to the Planning and 
Institutional Effectiveness Collegial Governance Committee Handbook 
Description Collegial Governance Committee Handbook Description and 
Meeting Time 
 
Moved: Deeley 
Seconded: Quimzon 
 
Adopted unanimously. 
 

c. Resolution F2019. 07 – Support for the Request for Authorization to Apply for 
the Veterans’ Student Support Services (TRiO) Grant 
 
Joseph Alonzo spoke to the need for the Veterans’ Student Support Services 
Grant. The campus will be allocated more the $200,000 per year to support low 
income veterans and veterans with a disability. Possible areas of support include 
additional tutoring for coursework and counseling focused on persistence with 
the goal of increasing retention and graduation rates. 
 
Moved: Cummins 
Seconded: Govea 
 



Adopted unanimously. 
 

VIII. Discussion Items Cont’d 
d. Area D Report and Fall Plenary Resolutions. 

 
SCC-AS Vice President Taylor attended the Area D meeting on October 12, 2019 
and will be attending the Fall Plenary on November 9, 2019. Senators will be 
grouped to review the various resolutions to be offered at the plenary and will 
report their positions at the SCC-AS meeting of November 5, 2019. 
 

 
Meeting adjourned, 3:01 pm. 
Submitted by Randy Scott, Interim Secretary/Treasurer 



Santiago Canyon College Definition of Student Success 

Approved College Council October 22, 2019 

 

Santiago Canyon College views student success as student retention, academic achievement, educational 
attainment, or personal development through higher education. 

To help students achieve their educational aims in a holistic way—and in accordance with the Santiago 
Canyon College institutional learning outcomes of Learn, Communicate, Act, and Think—SCC upholds 
the following principles: 

• Personal Awareness, Reflection, and Validation 
• Academic Flexibility and Student Autonomy 
• Social Interaction through Community Building 

 

 

 

 

 

 

 

 



Summary Reports   
 
Committee:  Web Committee 
Date: October 10, 2019 
 
Discussion items: 
• Discussion of membership.  Jorge Forero will serve as Interim in Alfonso’s place 

representing ITS 
 
• Accessibility reports – Most sites were below the threshold of 5 A-level errors.          

Improvements on the mobile website: fixing the search feature, enabling the carousel              
Images, making images responsive so they fit on small screens 

 
Duties met: 
• Confirming the planning process of the SharePoint 2019 implementation by ITS.  
• Server will be set up this semester.  
• Websites will be migrated next year.  
• New training materials will be created. 

 
Actions proposed: Members will review the Web Publisher list that Alfonso distributed to 
ensure accuracy 
   
Events Planned: None at this time. 
 
Resources needed/acquired/allocated: None at this time. 
 

 

Committee: Honors Program 
Date: October 16, 2019 
 
Discussion items: 
•  Promoting HTCC and information about preselection are being sent out to the 300+ 

students we have in the program.  
 

•  We added new sociology, art, and geography courses to the program starting in Spring 
2020.  We are still hoping to get more faculty interested in writing honors courses from 
the math and sciences.   
 

Actions proposed:  Student appeals were voted on.  
  



Events Planned: Research Symposium 
 
Resources needed/acquired/allocated:  Desperate need for a student worker and funding for 
cords and medallions is needed.   
 

Committee:  Educational Master Planning Committee 
Date: 10/10/2019 
 
Discussion items: 
• EMPC representative from Sciences will be needed Spring 2020  
• Change to the timeline for the review of the college Mission Statement. Now every three 

years to align with Program Review beginning Spring 2020 
• Presentation about Annual Plan (formerly DPP) format and potential features that could 

be added. 
 
Duties met: None at this time 
 
Actions proposed: None at this time 
 
Events Planned: None at this time 
 
Resources needed/acquired/allocated: None at this time 
 



 

 
 

8045 East Chapman (714) 628-4831 
Orange, CA 92869  academic_senate@sccollege.edu 
 

Resolution F2019.08 
 
Adoption of Policy to Place Collegial Governance Handbook Changes, the 
Professional Development Calendar, and Requests to Apply for Grants as a 
Final Reading on Santiago Canyon College Academic Senate Agendas. 
 
 
Moved:  Professor 
 
Seconded: Professor 
 
 
Whereas, The Santiago Canyon College Academic Senate values the judgement 
and deliberation of the committees that report to the Academic Senate and seeks to 
honor recommendations by those committees in a timely fashion;  
 
Whereas, requests for changes to committee descriptions to the Collegial 
governance Handbook are the result of prescribed group reflection and 
recommendation;  
 
Whereas, the Professional Development Calendar recommended to the SCC 
Academic Senate is a semester long work product created by the Professional 
Development Committee; 
 
Whereas, Requests to Apply for Grants requires a process of not only review and 
agreement by all parties involved, but is also recommended for approval by the 
Planning and Institutional Effectiveness Committees; and 
 
Resolved, That the Academic Senate of Santiago Canyon College adopts the policy 
to Place Collegial Governance Handbook Changes, the Professional Development 
Calendar, and Requests to Apply for Grants as a Final Reading on Santiago Canyon 
College Academic Senate Agendas. 
 
 
Date Presented: 5 November 2019 
Date Passed:  
 
 
 

 
 
 
Santiago Canyon College is an innovative learning community dedicated to intellectual and   personal growth. 
Our purpose is to foster student success and to help students achieve these core outcomes: to learn, to act, to 
communicate and to think critically. We are committed to  maintaining standards of excellence and providing the 
following to our diverse community: courses, certificates, and degrees that are accessible, applicable,  and 
engaging.  (Approved 12/05/17) 
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8045 East Chapman (714) 628-4831 
Orange, CA 92869  academic_senate@sccollege.edu 
 

Resolution F2019.09 
 
Support for 100% Smoke and Tobacco-free Rancho Santiago Community 
College District Board Policy and Administrative Regulation. 
 
 
Moved:  Professor 
 
Seconded: Professor 
 
 
Whereas, in the United States of America tobacco use is responsible for about one 
in five deaths annually (i.e., about 480,000 deaths per year, and an estimated 41,000 
of these tobacco-related deaths are the result of secondhand smoke exposure); 
 
Whereas, the Environmental Protection Agency has designated secondhand smoke 
to be a Group A carcinogen, where there is sufficient evidence that the substance 
causes cancer in humans and the Surgeon General has established that there is: “No 
safe level of second hand smoke exposure.” and that people with and without 
medical conditions such as asthma, allergies and other chronic illness experience 
worsening health outcomes as a result of smoke exposure;  
 
Whereas, tobacco smoke outside of campus buildings can be drawn in through 
ventilation intakes and/or open doors and windows and students, staff, faculty and 
guests should be able to walk through campus and enter their respective buildings 
free of exposure to tobacco smoke;  
 
Whereas, as of 2019, 63% of all (144) California Community College Campuses 
have become tobacco and/or smoke-free campuses and 100% smoke-free campus 
policies have been shown to be an effective intervention in reducing tobacco use 
among college students; smoking remnants litter campus environments and 
increases the amount of time, labor and costs spent cleaning; and  
 
Whereas, smoking disproportionately effects the health among populations of low 
socioeconomic status, persons of color, members of and veterans from United 
States armed-services, LGBTQ+ communities, individuals with substance abuse 
addictions, persons with mental health challenges; 
 
 
 
 
Santiago Canyon College is an innovative learning community dedicated to intellectual and   personal growth. 
Our purpose is to foster student success and to help students achieve these core outcomes: to learn, to act, to 
communicate, and to think critically. We are committed to  maintaining standards of excellence and providing 
the following to our diverse community: courses, certificates, and degrees that are accessible, applicable,  
and engaging.  (Approved 12/05/17) 
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8045 East Chapman (714) 628-4831 
Orange, CA 92869  academic_senate@sccollege.edu 
 

Resolution F2019.09 
 
Support for 100% Smoke and Tobacco-free Rancho Santiago Community 
College District Board Policy and Administrative Regulation. 
 
 
Resolved, That Santiago Canyon College Academic Senate Supports the 
implementation of a 100% smoke and tobacco-free Rancho Santiago Community 
College District Board Policy and Administrative Regulation. 
 
Resolved, That Santiago Canyon College Academic Senate supports provision of 
campus-based tobacco cessation services to students, faculty and staff and 
supplemental referrals to free community-based group counseling services, FREE 
Nicotine Replacement Therapy and online (anytime) support for quitting from 
www.nobutts.org. 
 
Resolved, That Santiago Canyon College Academic Senate promotes that all 
students, faculty and staff share in the responsibility for adhering to and making this 
public health advocacy policy successful. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date Presented:  5 November 2019 
Date Passed: 
 
 
 
 
 
 
 
 
Santiago Canyon College is an innovative learning community dedicated to intellectual and   personal growth. 
Our purpose is to foster student success and to help students achieve these core outcomes: to learn, to act, to 
communicate, and to think critically. We are committed to  maintaining standards of excellence and providing 
the following to our diverse community: courses, certificates, and degrees that are accessible, applicable,  
and engaging.  (Approved 12/05/17) 
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Key and Electronic Access Control Procedure – Working Group Draft Review 
August 20, 2019 
 

Page 1 of 2 

Summary of Working Notes 
 

A. Board Policies / Administrative Regulations currently under review for revision: 3501 and 6520. 

B. Over twenty meetings have been held to since March 2018 with various parties to review access 
control platform, keying hierarchy, and procedures.  Participants included campus M&O, college 
Administrative Services, DO Safety, DO ITS, DO H.R., DO Facilities, key consultants, architects, 
access control consultants, and engineers. 

C. Twelve working drafts of the procedures have been created/reviewed/revised to prepare the 
current version dated 8/20/19 presented at today’s working group meeting. 

D. Twelve other campus policies/procedures for access control and/or key policies were reviewed, 
which included: 

1. Bowie State University 
2. Cal Poly Pomona 
3. Cerritos Community College 
4. Chapman University 
5. Fullerton Community College 
6. Irvine Valley College 
7. Lafayette College 
8. Long Beach Unified School District 
9. Princeton 
10. UC Santa Barbara 
11. USC 
12. Wake Forest University 

E. The draft procedures were developed to maintain security of students, employees, and visitors.  
Safety supersedes convenience.  

F. District Safety and Security shall be responsible to oversee the implementation of these 
procedures, including access control and key distribution. 

G. All sites shall operate on a locked door basis, which will ensure spaces are able to achieve lock 
down in an expedient fashion to safeguard the occupants against any unwelcome intruders.  
Locked door policy is further defined as follows: 

1. All perimeter doors and restrooms shall be unlocked by Maintenance & Operations and 
remain unlocked during business hours.   

2. Where emergency lockdown devices are present, doors shall remain locked at all times 
and emergency lockdown device shall be engaged to ensure an expedient lock-down can 
be achieved. 

H. Employees are expected to obtain authorization for assignment of their own access credential(s) 
to maintain proper access to required buildings.   

I. Managers are expected to open building areas of responsibility for employees who do not have 
keyed access. 

 



Key and Electronic Access Control Procedure – Working Group Draft Review 
August 20, 2019 
 

Page 2 of 2 

J. “Smart” key control systems: 

1. An electronic system that allows staff to “check-out” a key(s) based on approved access 
level.  All key check-outs/returns are recorded and tracked.  System to be used by staff 
in M&O, ITS, Safety, and Facilities Planning. 

2. Below is the vendor currently used by District Safety at Santa College.  There are two 
types of systems available with this vendor: 1) KeyTrak and 2) KeyTrak Guardian (images 
shown below).  This video also provides an overview of their system 
offerings/capabilities. 

 

3. District Safety and Security to purchase and install new systems for the following 
locations: 

a. Santa Ana College: (1) for use by M&O; (1) for use by ITS; (1) for use by Safety 
and Security (unit is already existing) 

b. Santiago Canyon College: (1) for use by M&O; (1) for use by ITS; (1) for use by 
Safety and Security (planned to be installed in new Security building) 

c. District Office: (1) for use by ITS, Safety, and Facilities Planning 

K. Next Steps: 

1. Approval of procedures and revised Administrative Regulations before the end of the 
calendar year (December 2019) due to openings of newly constructed buildings at Santa 
Ana College. 

2. Work on transitioning to new key and electronic access control procedures. 

3. Develop long-term plan to change key cores in existing buildings to new key standard. 

4. Develop long-term plan to retrofit doors in existing buildings to be able to provide 
electronic access control. 

http://www.keytrak.com/Systems/keytrak.asp
http://www.keytrak.com/systems/guardian.asp
http://www.keytrak.com/overview/?gclid=Cj0KCQjwhdTqBRDNARIsABsOl9-NLEVxm5XSpwBgbgzCU6TJpIpH2UtswjDY_Pj_xD5Ho5CK54Hy02EaAlhFEALw_wcB
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Rancho Santiago Community College District 
KEY AND ELECTRONIC ACCESS CONTROL PROCEDURE 

 
I. Purpose:  To ensure the safety, security, and accessibility for students, employees, and 

visitors of Rancho Santiago Community College District (“RSCCD” or “District”) by 
implementing key and electronic access control practices in accordance with Board Policy 
and Administrative Regulation 3501 and 6520.  Safety shall supersede convenience.  

 
II. Definitions: Refer to Appendix A. 

 
III. Applicability:  This procedure is applicable to all RSCCD property and employees. 

 
IV. Procedures: 

 
A. Maintaining Security: 

1. RSCCD mechanical keys, electronic access control cards and/or electronic 
fobs (“access credential”) are property of the District and shall be 
surrendered in accordance with Section IV.F below. 

2. The District generally maintains a locked door policy to enhance personal 
safety for all members of the RSCCD community and secure the moveable 
physical assets of the District.  The locked door policy will ensure spaces 
are able to achieve lock down in an expedient fashion to safeguard the 
occupants against any unwelcome intruders.  Locked door policy is further 
defined as follows: 

a. All perimeter building entry doors and restrooms shall be unlocked 
by Maintenance & Operations and remain unlocked during 
business hours.   

b. Where emergency lockdown devices are present, doors shall 
remain locked at all times and emergency lockdown device shall be 
engaged to ensure an expedient lock-down can be achieved. 

c. Where access control and emergency buttons are present, doors 
may remain unlocked while in use and relocked upon completion of 
use.  If desired, doors could be set to an automatic schedule tied to 
course scheduling and/or hours of operation.  

3. Employees are expected to obtain authorization for assignment of their own 
access credential(s) to maintain proper access to required buildings.  
Employees shall ensure any keyed entry into a space opened by said 
employee is secured after entering or exiting to prevent unauthorized entry. 

4. RSCCD personnel who have been granted access credentials shall keep 
them in a safe and secure place before, during, and after work.  Storing 
issued keys in an unsecured work area (desk, cabinet, closet, etc.), in other 
unsecured areas, or in personal or District assigned vehicles is 
unacceptable due to high risk of theft. 

5. Access credentials shall not be duplicated or modified by anyone other than 
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authorized personnel.  California Penal Code Section 469 states,  
“Any person who knowingly makes, duplicates, causes to be 
duplicated, or uses, or attempts to make, duplicate, cause to be 
duplicated, or use, or has in his possession any key to a building or 
other area owned, operated, or controlled by the State of California, 
any state agency, board, or commission, a county, city, or any 
public school or community college district without authorization 
from the person in charge of such building or area or his designated 
representative and with knowledge of the lack of such authorization 
is guilty of a misdemeanor.” 

6. To protect the integrity of District sites, access credentials assigned to 
employees or contracted personnel shall not be loaned, signed-out, or 
transferred to anyone including other employees, students, volunteers, 
contractors, or vendors. 

7. Managers shall ensure that any personnel on an extended absence from 
work (20 working days or more) such as sick leave, leave of absence, 
industrial accident, or any other approved leave of absence, returns their 
mechanical key(s) into the site’s associated District Safety and Security 
Office for safe storage until the employee returns to work. 

B. Responsibilities: Refer to Appendix B.  

C. Mechanical Keys: 
1. Maintenance and Operations, Information Technology Services, Facilities 

Planning, District Construction and Support Services, and District Safety 
and Security personnel may check out mechanical keys on a daily basis, 
as needed.  Keys shall be returned to a secured District approved drop box 
within each department upon completion of the employee’s shift.  Each of 
the above supervisors within each department are responsible to inventory 
daily and ensure proper return of mechanical keys at their associated 
site(s). 

2. All master mechanical keys, (AL-1 through AL-4), must be accounted for 
and inventoried annually by the site’s associated District Safety and 
Security Office and reported to the Chief of Safety & Security.  

3. Any personnel that are assigned an AL-2 (G-GM) mechanical key shall 
keep the key(s) tethered to them on a lanyard or a clip and chain. 

4. Mechanical key cutting requirements: 
a. All blank, uncut keys, key machine vise jaw, and any hardcopy key 

records shall be stored in a locked safe within the associated site’s 
District Safety and Security Office.  Access to the safe shall be limited 
to the site Lieutenant of Safety and Security and the Chief of Safety and 
Security.  Lock and Access Technician shall not have direct access to 
open the safe. 

b. District Safety and Security Office shall maintain a log of each key cut 
with the following information 1) date, 2) requester's name, 3) quantity, 
4) key stamp, and 5) key code.  This log shall be maintained in addition 
to the record keeping of the Access Credential Authorization Forms. 
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c. All broken keys shall be inventoried, kept in a secure location, and then 
returned to the manufacture for replacement. 

d. All “bad cuts” shall be inventoried, verified by the associated manager 
of the Lock and Access Technician, and then disposed of. 

D. Eligibility: 
1. Eligibility for access credentials is determined by business necessity.  

Access permissions shall be in accordance with Appendix C.   
2. Chief of Safety and Security (or designee) shall have control to distribute 

keys as necessary during emergency situations.   

E. Process for Issuance of an Access Credential:  
1. Receiving any access credential will require a valid form of identification 

shown to District Safety and Security Office prior to issuance.  Employees 
shall refer to Appendix D for additional procedures on issuance of access 
credential(s). 
a. All adjunct faculty will be required to return their mechanical keys at the 

end of their assignment.   
2. Contractors and vendors with a verified work contract with RSCCD shall 

have a District employee submit an approved Vendor Access Credential 
Authorization Form 2.  Refer to Appendix E for a copy of the form.  Form 
shall be provided to the District Safety and Security office a minimum of 
(72) hours prior to receiving access credential(s). 
a. All access devices shall be returned daily to the District Safety and 

Security Office upon completion of the work shift.  Additional Vendor 
Access Credential Authorization Form(s) will not be required if the 
access level remains the same and all entities requiring access are 
listed as designated employees on the approved Vendor Access 
Credential Authorization Form 2. 

3. If a request for access credential issuance is approved, all employees shall 
be subject to section IV.G below.   

F. Returning and Collecting Keys: 
1. When personnel depart employment, their access credentials are to be 

returned to the site’s corresponding District Safety and Security Office prior 
to departure.  A receipt will be provided to employee upon return of keys.  
Human Resources will require receipt for proof of return as a condition of 
final exit interview and completion of returning District property.   

2. For personnel changing positions, moving to a new office, etc. a new 
Access Form shall be provided in accordance with Section IV.E above.  
New access credentials will only be issued after the originally issued 
access credential(s) is returned to the District Safety and Security Office.  

G. Key Loss or Failure to Return: 
1. District Safety and Security Office shall be notified if a key is reported lost, 

stolen, or not returned by employee utilizing the Lost, Stolen, or Unreturned 
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Access Credential Report Form 3.  Refer to Appendix E for a copy of the 
form.   

2. District Safety and Security Office will make a determination if an area 
needs to be rekeyed due to a missing or lost key.  Employees may be 
assessed a lost key penalty fee and/or may be subject to disciplinary 
action.  Refer to Lost, Stolen, or Unreturned Access Credential Report 
Form 3 for applicable fee schedule.  New keys will not be issued until 
assessed fees are paid.   

3. Contractors/Vendors: In the event keys are not returned, the 
contactor/vendor acknowledges and assumes the responsibility of the 
costs to re-key associated RSCCD property due to key loss.  A minimum 
penalty fee of $5,000 shall be assessed for any missing or lost master key.  

H. Physical Access Control Cards: 
1. Access control cards shall be retained through the District Safety and 

Security Office. 
2. Access control cards shall always be used (where access control exists) in 

lieu of a mechanical key, unless there is failure of the access control 
system.   

3. Although not displayed on the access control card, the access control card 
has expiration dates registered in the access control system.  Scheduling 
predetermined access control card expiration dates serves as a 
precautionary security measure that encourages regular evaluation of 
active/inactive cards.  Expiration dates are established as follows: 
a. Faculty and staff card expiration date is scheduled for two years from 

the access control card issuance date. 
b. Contractors/Vendors card expiration date is scheduled based on their 

contract term. 
c. Requests for expiration date extension shall be issued to the 

associated site’s District Safety and Security Office utilizing the Access 
Credential Authorization Form. 

I. Form Updates: 
1. District Safety and Security Office has authorization to update forms as 

needed. 
2. Employees shall download the most current version of the forms on the 

Employee Intranet under District Safety and Security.   
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APPENDIX A – DEFINITIONS 

Access Control – Control of entry to an area by any means (generally mechanical or electronic). 

Access Credential – A mechanical or electronic device, including but not limited to a key, an 
access ID card or electronic disk (fob), or combination lock that is used to control access to 
RSCCD facilities or property. 

Supervisor – Administrator, dean, or manager that the individual requiring access reports to. 

Key Records – includes any key codes and/or pinning records. 

Mechanical Key (or Key) – Any mechanical device used to operate a mechanically controlled 
mechanism for entry to a controlled area.  These locks may be individually keyed or operate with 
a building master key. 

Physical Access Control Card – An electronic device (also a District issued ID Badge) used to 
open/close doors.   

Site Administrator – This individual shall review all requests for new access credentials that 
require master key access (AL-2 through AL-4).  The titles responsible at each corresponding site 
are Vice President of Administrative Services (main campus and associated satellite site(s)); Vice 
President of Continuing Education (for adult education centers); and Assistant Vice Chancellor of 
Facility Planning, District Construction and Support Services (District Office and associated 
satellite site(s)).  See Section IV.B, Responsibilities.  
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APPENDIX B – RESPONSIBILITIES 

Employee Supervisor District Safety and 
Security 

Maintenance and 
Operations 

Information 
Technology 
Services 

• Shall be the 
responsibility of all 
employees to 
adhere to these 
procedures 

• Initiate and secure 
Access Credential 
Authorization Form 
1 approvals 

• Maintain and secure 
access credentials 

• Report stolen, lost, 
or unreturned 
access credentials 

• Shall open the 
building areas of 
responsibility for 
employees who do 
not have keyed 
access.  District 
Safety and Security 
will back up the 
manager in cases 
where the manager 
is unavailable. 

• Shall ensure 
employees are 
requesting 
appropriate access 
levels in accordance 
with this procedure 

• Maintain current list 
of department 
employees who 
have active access 
credential authority 
for issuance to 
District Safety and 
Security upon 
request 

• Administer AR6520 
• Monitor and 

manage 
functionality of 
access control 
system 

• Access controlled 
buildings: program 
and update, as 
required, automatic 
lock/unlock 
schedule for access 
controlled doors 

• Provide final 
approval of all 
Access Credential 
Authorization Form 
1 requests 

• Input authorized 
access credentials 
into access control 
software 

• Provide ongoing 
maintenance and 
any required repair 
key core 

• Mechanical Keys – 
purchase, store, cut, 
and issue all keys  

• Oversee Lock and 
Access 
Technician(s) 

• Unlock and relock 
all perimeter doors, 
gates, and 
restrooms in 
accordance with 
site’s hours of 
operations 

• Provide ongoing 
maintenance and 
any required repair 
of doors  

• Provide ongoing 
maintenance and 
any required repair 
of access control 
devices 

• Provide ongoing 
maintenance and 
any required repair 
of door hardware 
(excluding key core) 

• Manage virtual 
server(s) 

• Assist in providing 
third party vendors 
access, when 
required, to 
server/software 

• Create and maintain 
link between Active 
Directory and other 
third party 
integrations 

• Provide access 
control software 
updates 

 
 
  



DRAFT 
September 17, 2019 

Page 7 of 12 

APPENDIX C – ELIGIBILITY  

Type Access Level Eligibility to Carry / Use Approval(s) Required 

District Master 
Great-Great Grand 
Master  
(GG-GM) 

 Not to be issued or 
distributed 

Not to be issued or 
distributed  AL-1  

 
Opens all locks district-
wide 

Site Master 
Great Grand Master 
(G-GM) 

 Chancellor; Vice 
Chancellors; Presidents; Vice 
Presidents; Assistant Vice 
Chancellors; Chief of Safety; 
Lieutenants; Directors of 
Physical Plant & Facilities; 
and Facilities Manager; ITS 
Directors 

Supervisor; Division VP or 
Assistant VC; Site 
Administrator; and Chief of 
Safety and Security (or 
designee) 
 
 

 AL-2  
   
Opens all locks within one 
site 

Building Master 
Grand Master  
(GM) 

 Deans; Associate Deans; 
Directors; Managers; 
designated M&O, ITS, 
Facilities, and Safety and 
Security employees (on a 
shift basis only) 

Supervisor; Division VP or 
Assistant VC; Site 
Administrator; and Chief of 
Safety and Security (or 
designee) 

 AL-3  
   
Opens all locks within one 
building 

Room Type 
Master  
(MK) 

    Employee requiring access 
to these areas  

Supervisor; Division VP or 
Assistant VC; Site 
Administrator; and Chief of 
Safety and Security (or 
designee) 

 AL-4  
 
Opens a given group of 
locks within a building 
 
 

Unique Room 
 

 Employee requiring access 
to these areas 

Supervisor; Division VP or 
Assistant VC; Site 
Administrator; and Chief of 
Safety and Security (or 
designee) 

 AL-5  
 
Opens one lock or two or 
more locks keyed alike 
(generally within one 
building)   
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APPENDIX C – ELIGIBILITY (CONTINUED) 
EXAMPLES OF PROPER ACCESS CREDENTIAL DISTRIBUTION: 

Non-Access Controlled Buildings: 
Scenario A – Faculty member teaching lecture & lab in same building: 

1. Common Area Key (AL-4) 
2. Lab/Prep Room Key (AL-4 or AL-5) 
3. Storage Key (if applicable) (AL-4 or AL-5) 
4. Office Key (AL-5) 

 
Scenario B – Faculty member teaching lecture in one building and lab in another: 

1. Common Area Key for BUILDING 1 (AL-4) 
2. Common Area Key for BUILDING 2 (AL-4) 
3. Lab/Prep Room Key for BUILDING 2 (AL-4 or AL-5) 
4. Storage Key (if applicable) (AL-4 or AL-5) 
5. Office Key (AL-5) 

 
Scenario C – Dean key(s) for each building included in area of responsibility: 

1. Building Master Key (AL-3) 
 

Scenario D – Administrative Secretary keys: 
1. Common Area Key (AL-4) for each building included within Division’s area of 

responsibility 
2. Lab/Prep Room Key(s) (AL-4 or AL-5), as required 
3. Office Key (AL-4)  
4. Storage Key (AL-4) 

 
 
Access Controlled Buildings: 
Scenario AA – Faculty member teaching lecture & lab in same building: 

1. Access Control Card with access credentials to assigned locations in BUILDING 1 
including, but not limited to: classrooms, associated lab(s), associated storage/prep, 
faculty suites, learning centers, conference rooms, etc. 

2. Office Key (AL-5) 
 
Scenario BB – Faculty member teaching lecture in one building and lab in another: 

1. Access Control Card with access credentials to assigned locations in BUILDING 1 and 
BUILDING 2 including, but not limited to: classrooms, associated lab(s), associated 
storage/prep, faculty suites, learning centers, conference rooms, etc. 

2. Office Key (AL-5) 
 
Scenario CC – Dean: 

1. Access Control Card with access credentials to each building included in area of 
responsibility 

2. Building Master Key (AL-3) for each building included in area of responsibility 
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APPENDIX C – ELIGIBILITY (CONTINUED) 
EXAMPLES OF PROPER ACCESS CREDENTIAL DISTRIBUTION: 

Scenario DD – Administrative Secretary: 
1. Access Control Card with access credentials to each area required within division’s n 

area of responsibility 
2. Office Key(s) (AL-4) 

 
The following room types shall maintain limited access credential distribution: 

• Utility rooms (electrical, mechanical, machine room, etc.) 
• Custodial rooms 
• MDF / BDF / IDF rooms (ITS network rooms) 
• Restrooms 
• Building perimeters (unless building is using an access control system) 
• Chemical storage rooms 
• Cadaver rooms 
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APPENDIX D – STEPS FOR ISSUANCE OF ACCESS CREDENTIALS 
St

ep
 Employee Supervisor Division VP /  

Assistant VC 
Site 
Administrator 
(see definitions) 

District Safety 
and Security 

1.  Fill out Access 
Credential 
Authorization Form 1 
(refer to Appendix E 
for a copy of the 
form) 

    

2.  Email form to 
Supervisor for 
signature/approval 

    

3.   Review employee’s 
Access Credential 
Authorization Form 1 
and confirm 
conformance with 
AR6520   

   

4.   Approve or deny 
request and email to 
next required 
reviewer:   
AL-2 through AL-4 = 
VP/Assistant VC 
AL-5 = Chief of Safety 
and Security 

AL-2 through AL-5: 
Review employee’s 
Access Credential 
Authorization Form 1 
and confirm 
conformance with 
AR6520 

  

5.    Issue approved form 
to Site Administrator 
or denied form to 
Supervisor 

AL-2 through AL-5: 
Review employee’s 
Access Credential 
Authorization Form 1 
and confirm 
conformance with 
AR6520  

 

6.     Issue approved form 
to Chief of Safety 
and Security or 
denied form to 
Supervisor 

AL-2 through AL-5: 
Review employee’s 
Access Credential 
Authorization Form 1 
and confirm 
conformance with 
AR6520 

7.      Access Card: 
Program card and 
return completed 
Access Credential 
Authorization Form 1 
to employee and 
Supervisor for their 
records 
Mechanical Key:  
Prepare key within 
72 hours and notify  
employee when 
available to pick-up 
at corresponding 
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APPENDIX D – STEPS FOR ISSUANCE OF ACCESS CREDENTIALS 
St

ep
 Employee Supervisor Division VP /  

Assistant VC 
Site 
Administrator 
(see definitions) 

District Safety 
and Security 

site’s Safety and 
Security office 

8.  Pickup mechanical 
key(s) and/or fobs at 
corresponding site’s 
Safety and Security 
office 
(Electronic access 
credential will be 
assigned remotely 
and do not require ID 
badge to be brought 
to Safety and 
Security) 
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APPENDIX E – FORMS 

 

 

 

 

Refer to the subsequent pages for samples of the following forms: 

1. Access Credential Authorization Form 1 (Employees Only) 
2. Vendor Access Credential Authorization Form 2 
3. Lost, Stolen, or Unreturned Access Credential Report Form 3 

 

The most current version of the forms to be used are available on the Employee Intranet 
under District Safety and Security.   

 



DRAFT

E-MAIL:

PHONE:

□ □ □
□ □ □ Other:

□ □ □ Other:

□ □ Please specify

DESCRIPTION 
(Bldg/Room#/Room Type)

Areas Requiring Access

Access 
Level

RECIPIENT'S 
STATUS:

Existing Employee

DATE:PRINT:
Last Name, First Name, M.I

Please specify
Replace Lost Access Credential

Replace Defective Access Credential

ID BADGE #:

Check all that apply

Staff Full-Time

Faculty Part-Time

DESCRIPTION 
(Bldg/Room#/Room Type)

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
ACCESS CREDENTIAL AUTHORIZATION FORM (EMPLOYEES ONLY)

New Space

TITLE:
DEPT:

EMPLOYEE ID:

Requester's Information

REASON FOR 
REQUEST:

New Employee

Key 
Code

Key Number

SECURITY OFFICE USE ONLY

Key Number SITESITE

SECURITY OFFICE USE ONLY
Key 

Code
Access 
Level

I understand that by signing this form, I agree to the terms and conditions of Board Policy and Administrative 
Regulation 6520, and Key and Electronic Access Control Procedures including, but not limited to:

EMPLOYEE 
SIGNATURE:

1)  A receipt will be provided to employee upon return of keys.  Human Resources will require receipt for proof 
of return as a condition of final exit interview and completion of returning District property.  Refer to Section 
IV.F, Returning and Collecting Keys of Key and Electronic Access Control Procedures).
2)  District Safety and Security Office shall be notified if a key is reported lost, stolen, or not returned by 
employee utilizing the Lost, Stolen, or Unreturned Access Credential Report Form.  
3)  Employees may be assessed a lost key penalty fee.  Penalty fees to be assessed are as follows:  AL-2 = $150; 
AL-3 = $100; AL-4 = $50; AL-5 = $25; Cabinet Master = $10; Cabinet File/Desk = $3.  New keys will not be issued 
until assessed fees are paid.  (Refer to Section IV.G, Key Loss or Failure to Return of Key of Electronic Access 
Control Procedures).

DATE:

UPON COMPLETION OF SIGNATURE, ROUTE FORM TO SUPERVISOR FOR APPROVAL/SIGNATURE.

Reference: AR 6520
Form 1

Updated: 09/17/19
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APPROVED?
1) □ Yes □ No

Supervisor - PRINT NAME SIGNATURE DATE

APPROVED?
2a) □ Yes □ No

Division Vice President or Assistant Vice Chancellor - PRINT NAME SIGNATURE DATE

2b) □ Yes □ No
SIGNATURE DATE

APPROVED?
3) □ Yes □ No

VP Admin Services; VP Adult Ed; or Assistant VC Facilities SIGNATURE DATE

APPROVED?
4) □ Yes □ No

Chief of Safety and Security (or designee) - PRINT NAME SIGNATURE DATE

Division Vice President or Assistant Vice Chancellor Signature  (REQUIRED FOR ALL ACCESS DEVICES)

SECURITY OFFICE USE ONLY
Processed By: Access Card Expiration Date:

District Safety and Security FINAL Approval  (REQUIRED FOR ALL ACCESS DEVICES)

Site Administrator  (REQUIRED FOR ALL ACCESS DEVICES)

Date Returned: Processed By:

Processed By:

Date Returned: Processed By:

Safety and Security shall notify employee when access credential(s) are activated and/or available for pickup.

Executive Director (only required for Digital Media Center site)

APPROVAL SIGNATURES
Supervisor's Signature (REQUIRED FOR ALL ACCESS DEVICES)

Date Returned: Processed By:

Issue Date: 
Date Returned:
Date Returned: Processed By:

Reference: AR 6520
Form 1

Updated: 09/17/19
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E‐MAIL:

PHONE:

PRINT NAME SIGNATURE DATE

APPROVED?
□Yes □ No

Chief of Safety and Security (or designee) ‐ PRINT NAME SIGNATURE DATE

Please specify

1.  Contractors and vendors with a verified work contract with RSCCD shall have a District employee submit an approved Vendor Access 

Authorization Form (“Vendor Access Form”).  

2.  Form shall be provided to the District Safety and Security office a minimum of (72) hours prior to receiving access credential(s).

3.  All access devices shall be returned daily to the District Safety and Security Office upon completion of the work shift.  Additional Vendor 

Access Credential Authorization Form(s) will not be required if the access level remains the same and all entities requiring access are listed 

as designated employees on the approved Vendor Access Credential Authorization Form.

4.  In the event keys are not returned, the vendor acknowledges and assumes the responsibility of the costs to re‐key associated RSCCD 

property due to key loss.  A minimum penalty fee of $5,000 shall be assessed for any missing or lost master key. 

Last Name, First Name Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

Last Name, First Name

PRINT: PRINT:

PRINT:

District Safety and Security Approval  (REQUIRED FOR ALL ACCESS DEVICES)

SECURITY OFFICE USE ONLY

Access Card Expiration Date:

Date Returned: Processed By:
Date Returned: Processed By:

Issue Date: 
Date Returned:

Processed By:
Processed By:

Supervisor Responsible for Vendor  (REQUIRED FOR ALL ACCESS DEVICES)

I understand that by signing this form, I agree to the following terms and conditions:

APPLICANT 

SIGNATURE: DATE:

Key 
Code

Access 
Level

Key 
Code

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
VENDOR ACCESS CREDENTIAL AUTHORIZATION FORM

TITLE:
COMPANY:

Vendor's Information

Additionally Authorized Vendor Personnel for Access Credential(s) (as required)
PRINT: PRINT:

PRINT:

REASON FOR 
REQUEST:

DESCRIPTION 
(Bldg/Room#/Room Type)

Areas Requiring Access

Access 
Level

DATE:PRINT:
Last Name, First Name

SITE
DESCRIPTION 

(Bldg/Room#/Room Type)
Key 

Number

SECURITY OFFICE USE ONLY

Key 
Number

SECURITY OFFICE USE ONLY

SITE

Reference: AR 6520
Form 2

Updated: 09/06/19
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□ LOST  □ STOLEN □

□ YES □NO

x =
x =
x =
x =
x =
x =

Total Fee:

Key Type Cost Per Key # of Keys Replaced Subtotal

SECTION D ‐ REPLACEMENT FEE FOR LOST, STOLEN, OR UNRETURNED MECHANICAL KEY

AL‐2 150.00$                  
AL‐3 100.00$                  
AL‐4 50.00$                     
AL‐5 25.00$                     

Cabinet Master 10.00$                     
Cabinet File/Desk 3.00$                       

Master Key?
If so, indicate type 
(AL‐2, AL‐3, or AL‐4)Key Name/No.Key Name/No.

Master Key?
If so, indicate type 
(AL‐2, AL‐3, or AL‐4)

Was incident reported to any authorities ‐ local agency (police, sheriff) or Campus Safety?

Where were the keys at the time of loss?

Please complete the chart below and list the key name or number for all keys reported lost or stolen:

SECTION C ‐ KEY TYPES

Key Name/No.

Master Key?
If so, indicate type 
(AL‐2, AL‐3, or AL‐4)

CREDENTIAL WAS:

TITLE:

EMPLOYEE ID: DISTRICT EMPLOYEE ID BADGE #:
UNRETURNED (skip Section B)

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
LOST, STOLEN, OR UNRETURNED ACCESS CREDENTIAL REPORT FORM

Last Name, First Name, M.I

Campus Safety Incident No.:Police/Sheriff Report No.:

SITE:

Please describe the circumstances in which the keys were lost or stolen?

DEPT:

SECTION B ‐ DESCRIPTION OF INCIDENT

NAME:

TODAY'S DATE:

DATE OF LOSS:

SECTION A

SECTION E ‐ SUBMITTER'S SIGNATURE (Not required to be submitted by the employee indicated in SECTION A above)

NAME:
Last Name, First Name, M.I

SIGNATURE:

I certify the above is true and correct

DATE:

SECTION F ‐ SAFETY OFFICE USE ONLY

RECEIVED BY:
Name

SIGNATURE: DATE:

Reference: AR 6520
This form shall be submitted to District Safety and Security.  

If a replacement key is required, refer to AR 6520, Key and Electronic Access Control Procedure.

Form 3
Updated: 09/06/19
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	Resolved, That Santiago Canyon College Academic Senate Supports the implementation of a 100% smoke and tobacco-free Rancho Santiago Community College District Board Policy and Administrative Regulation.
	Resolved, That Santiago Canyon College Academic Senate supports provision of campus-based tobacco cessation services to students, faculty and staff and supplemental referrals to free community-based group counseling services, FREE Nicotine Replacement...
	Resolved, That Santiago Canyon College Academic Senate promotes that all students, faculty and staff share in the responsibility for adhering to and making this public health advocacy policy successful.
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