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Emergency Procedures 
 
YUBA COLLEGE 
During Regular Office Hours (Monday – Friday from 8:00 am to 5:00 pm) 

 Notify college personnel of location and nature of the emergency or contact Campus 
Police – (530) 741-6771 

 Contact Vice President Academic/Student Services Office – (530) 741-6766 
After Regular Office Hours (Monday – Thursday from 6:00 pm to 9:00 pm) 

• Evening Supervisor – (530) 741-8714 
• Campus Police Cell Phone – (530) 870-1158  
• Dial 911.  Indicate location and nature of the emergency. 

 
OUTREACH OPERATION -  BEALE A.F.B. 

• Notify Base Education Office personnel of location and nature of the emergency. 
• Contact Yuba College at Beale (530) 788-0973, and file report. 

 
CLEAR LAKE CAMPUS 

• Phone appropriate emergency agency -- Dial 911 -- report the location and nature of 
the emergency. 

o In case of fire at the Clear Lake Campus, break fire alarm. 
• Contact Clear Lake Campus, (707) 995-7900, and file report. 

 
SUTTER CENTER 

• Phone appropriate emergency agency -- Dial 911 -- report the location and nature of 
the emergency. 

o In case of fire at the Sutter Center, break fire alarm. 
• Contact Sutter Center, (530) 751-5564, and file report. 
• More detailed information may be found in the “Emergency Preparedness 

Handbook” located in the staff workroom and in the document holders mounted on 
walls throughout the Sutter County Center. 

 
EMERGENCY MESSAGING SYSTEM 
In an effort to communicate during times of emergencies, YCCD is providing a multi-
platform solution using a product called Regroup.  As a default, all students will be 
automatically enrolled to receive email emergency notifications from every site at which 
they take classes. Students enrolled in on-line sections will be enrolled at the site from 
which the section originates. As a default, all staff and faculty will be automatically enrolled 
to receive email emergency notifications from every site. Faculty, staff, and students may 
login to Regroup and follow the instructions to update their preferred method of contact or 
modify their site list.  
   

http://www.yccd.edu/administrative-services/campus-safety/regroup.aspx
http://www.yccd.edu/administrative-services/campus-safety/regroup.aspx
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Syllabi 
 
Copies of each course syllabus must be on file with the division office.  You must submit 
copies of your syllabi to your division secretary prior to the first day of class.  Your syllabus 
should include the following: 

• Course Title & Number 
• Semester and Year 
• Instructor Name, Office, Phone Number, and Email 
• Office Hours and Location 
• Course Description 

o Approved Description: Use the course description as stated in the most 
recent college catalog and as found in the active Course Outline of Record. 

• Course SLOs 
• Attendance Policy 

o Notification: According to AP 4500, “Instructors are required to notify their 
students of their attendance regulations.” The instructor has the right to drop 
any student with excessive absences; however, the number of those absences 
must be clearly established in the instructor’s syllabus. Most student 
complaints arise from failing to specify the number of absences allowed. 

o Suggested Text: Except in instances of prior authorization for a college-
sponsored event, any student who is absent more than two times will be 
dropped from this class. Absence is defined as missing more than half of a 
class period. 

o Authorized Absences: According to AP 4500, “Students attending authorized 

activities representing the college at athletic events, competitions, or 

performances, will be granted an authorized absence by academic employees in 

all classes missed and permission to make up all work. For tests, quizzes, 

assignments, in-class activities, and information missed, a student will be given 

the opportunity to take or complete a similar test or assignment within a 

reasonable time period. The academic employee in charge of the trip must request 

participating students to personally notify each of their instructors in advance that 

they will be absent and to reach agreement on the makeup procedure with the 

instructor.” 
• Cheating and Plagiarism Policy 
• Grading Policy, Percentages and/or Points 

o Attendance and Grades: Per Title 5, section 55002.a.2.A, “attendance” 
cannot be used to assign part or all of a grade. Students must be assessed on 
their ability to demonstrate proficiency in meeting the course objectives.  
Attendance is not part of a course subject matter or a discipline-specific skill 
and therefore may not be separately assessed as part of the course 
curriculum.  However, because class participation is one of the ways in which 
students demonstrate their proficiency with class material, and students who 
have not attended class have therefore not participated, instructors may 
include “attendance and participation” or “participation” as a factor in 
determining a course grade. This aspect of the grading criteria cannot be 
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used to override all others, but it can be factored into a grade. 
• Required and Recommended Textbooks and Materials 
• Day and Time of the Final Exam, in accordance with the Final Exam Schedule as 

posted on the Yuba College website. 
• DSPS Accommodations 

o Suggested Text: Students with disabilities who believe they may need 
accommodations in this class are encouraged to contact Disabled Students 
Programs and Services (DSPS) at (530) 741-6795, as soon as possible to 
better ensure such accommodations are implemented in a timely fashion.  
Some of the support services offered are academic assessment, counseling, 
course studies, adaptive computer technology lab, note taking, and testing 
accommodations. 

• Weekly Topics and Assignments 
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SLOs 

 
All courses must have assigned Student Learning Outcomes, clearly stated in the syllabus 
and each course’s SLOs must be assessed every semester it is offered.  Below are steps to 
take in assessing, adding, and recording the results for SLOs in TracDat.  
 
How to Access Program and Course SLOs 

1. Go to Yuba College Portal by clicking on the link from the Yuba College home page. 
 

2. Click on the TracDat link under “Portal Links” on the right side of the page. 
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3. You will be taken to the TracDat login screen: 

 

Use the following login: 
• Username: lower case first letter of first name and first seven letters of last 

name 
• Password: Either first four letters of your last name (first letter capitalized) 

and the last four digits of your social security, or changeme.   
If you forgot your password, or have not received it, contact the IT Help Desk at 
helpdesk@yccd.edu. 

 
4. Click drop down menu next to “Selected Unit.” 

 

5. Select “YC – [Your Program Name] SLO’s.”  (The example above shows “YC - 
Education SLOs” as being selected.) Program SLOs and Course SLOs are two of the 
tabs that are available.  

  

mailto:helpdesk@yccd.edu
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How to Add New Course SLOs 
 

1. Click “Course SLOs” blue tab. 

 

2. Click the “Add NEW SLO” golden button at the bottom of the screen. 

 

3. Enter SLO Name, SLO, and Course Outcome Status (Active).  Then click the “Save 
Changes” golden button at the bottom of the screen.  See screen shot on next page. 
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4. Click the “Means of Assessment” grey tab.  Then click the “Add New Assessment 
Method” golden button at the bottom of the screen. 
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5. Select the type of assessment from the pull down menu.  Fill in the  “Assessment 
Method” and “Criterion for Success” fields.  You may also fill in the “Schedule” field if 
relevant to your assessment method.  Then click the “Save Changes” golden button 
at the bottom of the screen. 

 

 

  



9 
 

How to Record Course SLO Results 
 

1. Click the “Results” blue tab.  Then click the “By Course” grey tab. 

 

2. Click drop down menu to choose the specific course.  Then click the “Add Result” 
golden button at the bottom of the screen. 

 

3. Click “Select” for the SLO you are entering results for.  See screen shot on next page. 
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4. Click “Select” within box (Click “Select” next to the Assessment Method you are 
using)  

 

If you see the message “No Assessment Methods defined” under “Type,” then you 
have failed to finish all the steps in entering the SLO.  See pages 7 through 8 for 
entering “Means of Assessment.”   

5. Type the results in the “Result” field.  Select the “Reporting Year” from the 
dropdown menu and enter “Number of Students.”  Select “Result Type” and 
“Delivery Method” from the dropdown menus.  Then click the “Save Changes” golden 
button at the bottom of the screen.  See screen shot on next page. 
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6. Click the “Add Action” link under the “Action Plan” tab at the bottom of the page and 

write any action or next steps.  

 

 

7. Click the “Save Changes” button again. 
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8. Click the “Relate Documents” tab at the bottom of the page to attach documents. 

 

9. Click the “Save Changes” button again. 
 

10. Click the "Return" golden button at the bottom of the page when you are finished. 

For additional help, contact the SLO Coordinator.  The Office of the Vice President (530-
741-6766) can inform you of the coordinator’s name and contact information. 
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Census Certification 
 
The Census Date is calculated at the week nearest 20% of the number of weeks in the term 
if a full term class, and at the class meeting that is nearest 20% of the number of days the 
course is scheduled to meet if not a full term. Census dates for your classes can be found at 
the top of your class roster in WebAdvisor. 

 
 
No census certification date will be listed if your class is a “positive attendance” class.  
Positive Attendance classes and classes with TBA hours are described below: 

• Positive Attendance: According to AP 5070, “Instructors of Positive Attendance 
sections must maintain accurate daily records of the presence or absence of each 
student at each class meeting. (CDAM 424.01.1; SAAM)  This applies to Positive 
Attendance credit classes and all noncredit classes.  Along with submitting final 
grades on WebAdvisor following the last class session, the instructor must compute 
and report on PATrack the daily account of class attendance records for each 
Positive Attendance section detailing the calculation of the daily attendance hours 
reported for each student. Once completed, instructors are required to certify the 
hours associated with the section to be complete and accurate.” 

• TBA Hours: According to AP 5070, “Instructors of census-based sections with TBA 
hours (Hours by Arrangement) must ensure that those hours are required of all 
students as clearly stated in the schedule of classes, on the course syllabus, and on 
the course outline of record. Accurate daily records of the attendance of each 
student in TBA hours must be maintained by the instructor and available for audit 
for three years following the end of the course. The attendance of any student who 
has attended none of the required TBA hours before the census date cannot be 
reported for apportionment.” 

 
  

http://www.boarddocs.com/ca/yccd/Board.nsf/goto?open&id=9L9JD47F0E4B
http://www.boarddocs.com/ca/yccd/Board.nsf/goto?open&id=9L9JD47F0E4B
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How to Drop “No-Shows” (Before Census Date)  
Due to limits on repeatability of classes, dropping students prior to Census date is essential.  
If a student is dropped prior to census date, it does not count against the student as an 
attempt at taking the course. However, if a student is dropped on or after census date, it 
does.  Students are limited to three attempts at taking a course.   
 
IMPORTANT: The instructor must drop any student he/she considers not "Active" as of 5:00 
p.m. Friday immediately preceding the Census Date during each semester or summer session.  
Follow these steps to drop a “no show” student before census date: 

1. Go to WebAdvisor in The Portal 

2. Click WebAdvisor for Faculty 

3. Click Faculty Information 

4. Click “No Show Drops – Before Census Date” 

5. Click Drop-Down menu 

6. Select the semester you want 

7. Click Submit 

8. Click the radial button for the class you want to drop students from 

9. Click Submit 

10. Select students 

11. Click Submit 

 
How to Submit Census Reports  
Census needs to be completed ON THE CENSUS DATE, not earlier and not later. “No Show” 
Drops should be done before the census date, not on same day. Follow these steps to 
complete your census report: 

1. Go to WebAdvisor 

2. Click WebAdvisor for Faculty 

3. Click Faculty Information 

4. Click Census Certification 

5. Click Drop-Down menu for the semester you want 

6. Click Submit 

7. Click the radial button for the class you want to submit census for 

8. Click Submit 

9. Follow the instructions. 
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FLEX 

 
Flex is short for Yuba College’s flexible calendar program. It gives faculty the opportunity to 
participate in professional development activities outside of their lecture time while 
getting paid for their voluntary participation. The number of Flex hours depends on the 
teaching load of each individual faculty member. 

• 1 hour of Flex obligation for each face-to-face 18 lecture hours payable at the lecture 
rate 

• 1 hour of Flex obligation for each face-to-face 18 lab hours payable at the lab rate 
• Counselors have Flex obligations only for teaching loads 
• The following classes do not accrue any Flex obligations: 

o Online classes 
o Classes scheduled for fewer than 36 hours or less than 8.5 weeks 
o Classes declared exempt because of special circumstances (e.g. EMT, Fire 

Academy, Work Experience, etc.) 
o Summer Session classes 

How to Submit Flex 
1. Log-in to WebAdvisor.   

a. Login:  Username = P0012345 (first letter of your last name then 7 digit 
Instructor ID#)    

b. Password = Birth date in 6 digit format (January 1, 1990) example = 010190 
2. Click on the “Faculty” tab at the right, and then click on “Launch Flex Agreement 

Application” under the “Faculty Information” heading. 
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3. You’ll be taken to the YCCD FLEX Login Screen. Login is the same as for WebAdvisor. 
4. The first time you log in each semester, if a part-time faculty member, or each 

academic year, if a full-time faculty member, you will need to Create a Flex 
Agreement: 

a. Click on the blue “Create/Update Flex Agreement” button. 
b. Check the small box at the lower left hand side of the page. You are certifying 

that you will adhere to YCCD’s Flex Guidelines. This is your electronic 
signature. 

c. Click on “Create Flex Agreement.” This is where you are going to list all your 
proposed Flex activities.  

5. Click on the blue View/Manage Flex Agreement button. 

 

6. Click on the “Proposed Activities” tab. This screen contains no activities after the 
first login. Later you will see here all proposed activities. 
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7. Click on the blue “Create New Proposed Activity” button at the bottom.  
8. Select the “Select Proposed Activity Type.” Selecting “Flex Workshop College 

Sponsored” will provide you with a list of all the activities that are/were offered at 
Yuba College (look for the Y-numbers). 
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9. Continue to add Flex workshops/activities. 
10. After you have entered all your Flex activities, click on submit proposal. Please note 

that the number of hours proposed must be at least as high as the Flex obligation. 
11. Wait for your proposal to be approved. 
12. After your proposed activities have been approved and you have attended them, 

click on “Edit/Convert Proposed Activity” (to the left of each individual activity on 
the ‘Proposed Activities’ screen) for final approval. Make sure to include any 
necessary documentation (Supporting Documents’ tab). 

 

 

If you have any questions, please contact your Flex 
representative. You can find his or her name on the Home screen 
in the Flex application.  
 
More information about Flex can be found on the Portal. Look for 
the “Flex” link under the “Portal Links heading. On the Flex Portal 
site, documents include: Flex Explained, Flex Reporting 
Instructions, and the Chancellor’s Office Flex Calendar 
Guidelines. 

http://mycampus.yccd.edu/facultystaffinfo/yc/flex/Pages/Flex-Explained.aspx
http://mycampus.yccd.edu/facultystaffinfo/yc/flex/Documents/Flex%20Reporting%20Instructions%202013.pdf
http://mycampus.yccd.edu/facultystaffinfo/yc/flex/Documents/Flex%20Reporting%20Instructions%202013.pdf
http://mycampus.yccd.edu/facultystaffinfo/yc/flex/Documents/Flex_Calendar_Guidelines_04-07.docx.pdf
http://mycampus.yccd.edu/facultystaffinfo/yc/flex/Documents/Flex_Calendar_Guidelines_04-07.docx.pdf
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Grades 
 
Final grades are due to the Registrar no later than five (5) days after the last class 
meeting. Instructors who fail to complete this obligation on time will seriously jeopardize 
students who need transcripts for transfer, scholarships, graduation, etc.  Grade submission is 
done through WebAdvisor, under “Final Grading.” 
 

 
 
Meaning of Grades 
A - Excellent      4   grade points per unit 
B - Good       3   grade points per unit 
C - Satisfactory      2   grade points per unit 
D - Passing, less than satisfactory   l    grade point per unit 
F - Failing      0   grade points per unit 
I - Incomplete      0   grade points per unit 
 
Since "Grade Reports" become available to students almost immediately after being entered, 
the instructor should proofread carefully to see that the correct grade is posted in 
WebAdvisor before submitting.  For every name that appears on the Grading Roster, you 
must assign a grade, even if the student stopped attending but did not drop the class or if 
you failed to drop the student before census.   
 
An “Incomplete” may be awarded only for unforeseeable, emergency and other justifiable 
reasons at the end of the term.  If a student contacts you with this type of situation and you 
decide to award an Incomplete, you must fill out a form specifying what the student must 
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do to remove the Incomplete.  The “Incomplete Grade” form may be found on the Portal, 
under “Portal Links.” 
 

 
 
On this form you must indicate the grade to be received if the student does not complete 
the make-up work.  Incompletes not made up within one semester will revert to the 
indicated grade or an F if no alternate grade is indicated.  You should not award an 
incomplete unless you have discussed the conditions with the student. When an incomplete 
is satisfied, you will submit a “Grade Change" form to change the “Incomplete” to the grade 
earned.  This form may also be used to correct an error in grading. The “Grade Change” 
form is found on the Portal under “Portal Links.” 
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If your class is numbered as a 500 level class, it is a Non-Credit class, and you do not submit 
any grades. However, it is essential that you enter ALL hours of attendance through 
WebAdvisor on the Positive Attendance Hour link, since the college is paid for each 1/2 
hour of attendance for each student (even for those students who drop the class). 
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Student Discipline 

 
The Student Code of Conduct may be found in AP 5500.  Both faculty and students should 
be intimately familiar with the standards of conduct and dress outlined within that 
document. 
 
Instructor Drop  
According to AP 4500, “An instructor may drop a student from a class for not showing up 
for the first session of the class or for not contacting the instructor or not participating in 
any online activity during the first week of classes of an online class.”  Other than for 
reasons of attendance, an instructor may not drop a student from a class. 
 
Instructor Removal  
According to AP 5520, an instructor is authorized to remove a student from his or her class 
for the day of removal and the next class meeting.  In the case of the library, removal would 
be for the day and the next college day.  The instructor must immediately report the 
removal of the student to the College Vice President: 530-741-6766. 
 
Before ordering the removal of any student from his or her class, the instructor shall first 
give, or make reasonable efforts to give, the student a verbal or written notice of the 
reasons for the proposed removal.  There need be no delay between the time of discussion 
of the reasons and the time notice is given to the student. 
 
Other Forms of Discipline  
Any other form of discipline, including disciplinary probation and suspending a student 
from his or her class, whether short-term (up to 10 consecutive days) or long-term (for the 
remainder of the term and/or for additional terms), may be imposed only by the College 
President or Vice President.  Only the Board of Trustees is authorized for expulsion of 
students from the College.  For more information about student discipline and procedures, 
see AP 5520. 
 
Plagiarism  
The instructor of record must establish clearly in his or her syllabi the penalty for 
plagiarism, which may be the imposition of an assignment or course grade. Additionally, 
the instructor of record must inform the Office of the Vice President of all instances of 
plagiarism, with the names of the students and details of each offense so that a record may 
be kept of each instance.  The report to the Vice President should be made within five days 
of the instructor’s discovery of the offense.  The Vice President may impose a more serious 
form of discipline, such as probation, if deemed appropriate. 

http://www.boarddocs.com/ca/yccd/Board.nsf/goto?open&id=9L9JD47F0E4B
http://www.boarddocs.com/ca/yccd/Board.nsf/goto?open&id=9L9JD47F0E4B
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Library  

 
Workshops 
If your class requires students to complete a research assignment, please know that you 
can request a library research workshop for your class. Library workshops teach students 
how to effectively navigate the library and conduct their research by introducing them to 
scholarly resources beyond what is found with basic Google searching. Library workshops 
are taught by librarians and can be tailored to your specific research assignment.  
 
Reserves 
The Yuba College Library reserve collection consists of textbooks and other materials made 
available for students to support them in their classes. The materials on reserve are 
available to students for a short circulation period — 2 hours, 1 day, 4 days, or 1 week — 
depending on the needs of the class and the instructions we receive from the faculty. Please 
consider placing your textbook or other supplementary materials on reserve. Many 
students would find it impossible to remain in school without this important service.  
 
Collection Development  
Faculty play a key role in building the collections at Yuba College. Faculty input helps 
guarantee that the Library holds the resources students need for their coursework.   
 

Librarian:    (530) 741-6592 
Circulation Desk:  (530) 741-6755   



24 
 

DISABLED STUDENTS PROGRAMS AND SERVICES (DSPS) 

 
DSPS provides for academic accommodations and access for students with disabilities 
consistent with the educational offerings and mission of Yuba College. Students must have 
medical verification for temporary or permanent physical disability or they must be tested and 
meet the eligibility criteria established by the California Chancellor’s Office for Learning 
Disabilities.  Eligible students are those with documented verification of disability in the areas of 
physical, psychological or learning disabilities by authorized professionals such as physicians, 
psychologists and DSPS LD Specialists.  

Some disabilities result in an educational limitation within an academic environment.  To 
support these students in reaching their educational goals, the following support services may 
be appropriate: orientation, academic assessment, academic and vocational Counseling, course 
studies, adapted physical education, adaptive computer lab, note taking assistance, interpreting 
services, referrals, liaison with community agencies, testing accommodations, readers and/or e-
text, mobility assistance, alternate format access.  

To initiate services, students may stop into the DSPS center either the Marysville or Lake 
facilities to obtain intake papers or they can call at the following numbers: 

Lake Campus:   (707) 995-7910; TTY 995-4183                              
Marysville Campus:  (530) 741-6795; TTY 741-6994  

 
 
Captioning Content for Students 
Yuba College does not purchase audio/visual materials that are not captioned or that do 
not come with a transcript. Every class that is assigned an online component, including 
class content on the MyCampus Portal, qualifies for content captioning that can be paid by a 
grant. To caption audio/visual materials for your online class content or to obtain 
captioning for an ITV class, follow these steps: 

1. Student goes to DSPS Marysville or Lake facilities to request captioned content. 
2. DSPS communicates: 

a. To Student: the lag time for any captioned content (especially of online video 
feeds). 

b. To Instructor: the accommodations for the student and lag time for any 
captioned content (especially of online video feeds). 

c. To the Vendor: the requested class/content to be captioned. DSPS is 
responsible for coordinating all grants and vendors related to captioning. 

3. DSPS staff sends out ongoing archived ITV class content OR one-time video material 
for captioning and works with vendor to caption content. 

a. IT/Media Services may be able to assist in creating one-time video content. 
4. Vendor returns captioned content to DSPS 

 



25 
 

Reporting IT Issues 

 
If you are experiencing an IT issue—such as with a computer, telephone, or audio/visual 
equipment—you should place a work order online through the Portal.  After logging on, go 
to the District dropdown menu and select “Services.” 
 

 
 
You will see an IT menu on the left with several helpful links. Selecting the “Services and 
Support” link will lead you to the IT Request forms, or you may access the forms directly 
from the link in the center of the screen.   
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Classroom IT issues take priority over all others.  If you are experiencing computer or 
audio/visual difficulties in your classroom and the problem must be resolved quickly, call 
the IT Help Desk immediately at 530-741-6981.  You may also email the help desk at 
helpdesk@yccd.edu.  

mailto:helpdesk@yccd.edu
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Reporting Facilities Issues 
 
If you witness issues of concern on the college grounds or in college facilities, please report 
them to your division secretary.  All facilities issues are reported to the District 
Maintenance and Operations department via work orders submitted on the NetFacilities 
website. Your division secretary has access to this online resource. 
 

 
 
Classroom issues take priority over all others. If there is a pressing classroom facility issue, 
please contact your division secretary at once so that a call may be placed to district 
services.  District Maintenance and Operations may be contacted directly at 530-741-6775.   
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Administrative Procedures 
 
District Administrative Procedures outline basic policies and procedures with which all 
faculty should be familiar.  For instance, the following procedures are just a few of 
particular significance: 

 AP 3050 Institutional Code of Ethics 

 AP 3570 Smoking/Use of Tobacco 
Products 

 AP 3710 Intellectual Property and 
Copyright 

 AP 3720 Computer and Network 
Usage 

 AP 3721 Electronic Tools for 
Communication 

 AP 3750 Use of Copyrighted Material 

 AP 3900 Speech: Time, Place and 
Manner 

 AP 4020 Program and Curriculum 
Development 

 AP 4021 Program Discontinuance 

 AP 4040 Library and Learning Support 
Services 
 

 AP 4105 Distance Education 

 AP 4225 Course Repetition 

 AP 4230 Grading Symbols 

 AP 4231 Grade Changes 

 AP 4232 Pass/No Pass 

 AP 4235 Credit by Examination 

 AP 4300 Field Trips/Excursions 

 AP 4510 Final Examination 

 AP 5070 Attendance 

 AP 5075 Course Adds and Drops 

 AP 5500 Standards of Conduct 

 AP 5520 Student Discipline 
Procedures 

 AP 5530 Student Rights and 
Grievances 

 AP 7145 Personnel Files 

 AP 7161 Flex Guideline

You may find these and other procedures on the district website: www.yccd.edu.  Go to the 
Board of Trustees Link on the left-hand menu and select “Administrative Procedures.” 
 

 

http://www.yccd.edu/
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