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MAIL AND COMMUNICATION SYSTEMS

Mail and Communication Systems
All college mail and communication systems are to be used for college business
only. While employees may expect reasonable privacy, the college reserves the
right to monitor these systems in an emergency or in cases of suspected abuse.

General Mail
Incoming or outgoing personal mail such as bank statements, credit card billings,
and utility bills will not be processed through the college mailroom.
Commercial advertisements or non-profit solicitations may not be placed in campus
mailboxes. However, appropriate commercial endorsements as reviewed and
endorsed by the Marketing Director, not related to a DVC program, may be placed in
the display rack in the hallway between central services and the graphics
department.
Commercial endorsements or non-profit solicitations related to a DVC program
maybe distributed by mailroom personnel upon the approval by the director of
business services or the vice president of academic affairs.
Political items related to DVC may be placed in faculty/staff mailboxes by members
of the faculty/staff only between the hours of 7:00-8:00 a.m. and after 5:00 p.m.
daily.
Items from the UF or Local 1 related to DVC may be placed in faculty/staff
mailboxes by members of the faculty/staff.
Each item shall bear the name of the distributor and must be clearly labeled “Not
duplicated (printed) at college expense.” If the central services manager has a
question as to the appropriateness of the item, they will refer the distributor to the
appropriate vice president, the president or the designee.

Voice Mail
Procedures to be followed when requesting mass voice mail distribution:
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Broadcast – A voice mail message sent to all college employees.
All broadcast messages must be written in advance and approved
by the college president or designee.
Distribution lists – Specialized distribution lists of more than 25 mailboxes
may be established by applying to the central services manager or
designee. The appropriate leadership group or supervisor will approve
access to such distribution lists.

Five permanent distribution lists have been established: a general list, full-time
faculty, part- time faculty, classified staff, and managers. These lists will be
under the direction of the appropriate leadership areas. To transmit messages
on one or more of the specialized distribution lists, applicants must receive
written approval of the text from their appropriate leadership group. After
receiving approval to transmit a message on a specialized distribution list, the
applicant will take the approved text to central services where the applicant
may record and distribute the message. The central services manager or
designee will enter the appropriate code for the person who has received
approval to transmit the message.
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Each distribution list will be assigned an administrative mailbox and all messages
transmitted on a distribution list will be copied to this administrative mailbox.
Employees who receive threatening or harassing messages by phone or voicemail
may request that police service record such messages.

E-Mail
Faculty and staff users of the college’s email system must understand that because of
the nature of electronic mail and because of the college’s obligation to comply with the
California Public Records Act, email may be less private than the users might expect.
Email intended for one recipient may be widely circulated without the knowledge of the
sender through forwarding actions of the recipient. In addition, even after a user
deletes an e-mail message from a personal computer, that message may reside on
system backup facilities.
Users are expected to act responsibly and with the same professional and personal
courtesy, they would exhibit in carrying out other forms of communication.
Users may not create large distribution lists or do mass mailings in order to advertise
non- college goods or activities or to disseminate correspondence of an offensive
nature.
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Users must adhere to relevant sections of the district governing board’s policy 5030,
Acceptable Technology Use Policy.
Access to the college’s system may be revoked by the system administrator without
prior notice in the event of a system problem or suspected misuse of the system. If
the user is not contributing to the misuse, he or she will receive a new account.
The college is unable to protect its users from receiving advertising or offensive
messages, but the system administrator will respond to complaints and channel them
to the appropriate authority.

Compliance/References:
Board Policy 5030

Approval History:
ADOPTION: May 17, 2004

DVC Procedure 6101.01

College MEMORIAL SERVICES

College Memorial Services
Arrangements for the use of DVC facilities for a memorial service shall be made
through business services.
The following organizations may request the use of DVC facilities for college
memorial services: the DVC Retiree Association, the DVC Foundation, the
Academic Faculty Senate, the Classified Senate, or the college president.
Any costs (labor, food, etc.) must be paid by the association, foundation, or
employee voluntary funds.
At the discretion of the president, the flag may be lowered to half-staff during the
service and reception.
The memorial service shall be suitable as a general campus event and shall not
be a religious ceremony.

Compliance/References:
Approval History:
ADOPTION: May 17, 2004

WEBSITE FILTERING
Version A
“The website you are attempting to access has been categorized as containing adult content or a site
related to gambling. These categories are known to be highly prone to malware and viruses.
Additionally, the District’s Acceptable Technology Use Procedure, stipulates that the technology systems
are only intended for instructional and work related purposes and that surfing inappropriate websites
such as those that are sexually explicit, gambling related, or that subscribe to hate propaganda are
prohibited. Finally knowingly or carelessly introducing any invasive or destructive programs (i.e.
viruses, worms, Trojan Horses) into District computers or networks is prohibited.
If you would like to continue to the site click on “continue” otherwise close your web browser. If you
choose to continue your access will be logged.
Version B
“The website you are attempting to access has been categorized as highly prone to malware and viruses
by the District’s internet security blocking system. Among such websites are many containing adult
content or related to gambling Additionally, the District’s Acceptable Technology Use Procedure,
stipulates that the technology systems are only intended for instructional and work related purposes and
that surfing inappropriate websites such as those that are sexually explicit, gambling related, or that
subscribe to hate propaganda are prohibited. Finally knowingly or carelessly introducing any invasive
by or destructive programs (i.e. viruses, worms, Trojan Horses) into District computers or networks is
prohibited.
If you would like to continue to the site click on “continue” otherwise close your web browser. If you
choose to continue your access will be logged.

College Council
(Established 8/19/2015)
Introduction
The college has established the College Council as its college-wide governance body to support,
facilitate and monitor the overall progress of the college toward achieving its goals as established
in the DVC Educational Master Plan. The college’s goals are informed by many internal and
external sources, such as the college’s mission, vision and values, program review, college wide
planning, the Academic Senate, state, federal or accreditation mandates, or other sources.
Although College Council has an explicit governance role in the advancement of college goals,
every employee, governance body, committee, task force, work group, unit, and program of
DVC shares the responsibility of helping the college achieve its goals. [I, III.A.1, IV.A.1]
College Council aligns the college’s annual goals and priorities with the goals of the college
Educational Master Plan through a collaborative, transparent governance process (DVC
procedure 1009.1). College Council sets measurable, expected outcomes based upon these
annual goals and priorities. To achieve these expected outcomes, the college prioritizes its
activities. College Council is responsible to ensure that the college engages in continuous, broadbased, systematic evaluation and planning based on the college’s goals, annual priorities and
outcomes to improve institutional effectiveness and inclusive academic excellence. [I.B.9]
Charge and Function
College Council supports the following institutional responsibilities.
1. The college establishes priorities for its annual work supporting student success and
institutional effectiveness [I.B.3] and has annual measurable, expected outcomes/goal to
achieve. [I.B.3]
College Council
 is informed about the goals in the DVC Educational Master Plan and in all college plans,
 facilitates the establishment of the college’s measurable annual outcomes/goals and
priorities through a collaborative and transparent governance process (DVC procedure
1009.1) [I.B.3, I.B.4],
 recommends the college’s annual outcomes/goals and priorities for that year [I.B.1],
 calls for quantitative and qualitative data and analysis to understand the college’s
previous year’s progress toward the goals of the DVC Educational Master Plan and
annual goals,
 facilitates and supports the college’s work toward achieving these expected annual
outcomes/goals.
 assesses accomplishment of its prioritized expected outcomes/goals [I.B.5].
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2. The college will have college-wide plans that are aligned with DVC’s Educational Master
Plan, mission and external mandates to support equitable student success. [I.A.3]
College Council
 provides oversight and monitors the development and review of all college plans and
ensures an inclusive and transparent process for the review and development of all
college plans,
 monitors the alignment of all college plans with DVC’s Educational Master Plan,
mission statement and external mandates, [I.A.3]
 reviews and makes recommendations on all college plans.
3. The college has a budget that is aligned with the college’s annual priorities and goals that
support student success and institutional effectiveness [I.B.4] and allocates resources for
maintenance of effort, institutional effectiveness and innovation aligned with these annual
priorities and goals. [I.B.6, I.B.9]
College Council
 ensures college resources are aligned with the college’s annual priorities and long term
goals and that resource allocation processes are transparent
 assesses resource allocation rankings recommended from Budget Committee and
Program Review Committee and college-wide plans to ensure resources support the
college’s progress towards its annual priorities and Educational Master Plan goals.
[I.B.9]
 makes resource allocation recommendations to the college president
4. The college will have effective and current policies and procedures. [IV.A.2]
College Council
 establishes a process and timeline for the regular review of all DVC Procedures for
effectiveness and currency. (Excludes academic and professional matters as defined in
DVC Procedure 1009.01, Board Policy 1009, District Administrative Procedure 1009.01
and Title 5, Section 53200). [I.B.7]
5. The college has governance roles clearly defined in policy that are designed to facilitate
decisions that support student learning programs and improve institutional effectiveness.
(IV.A.3)
College Council
 ensures there are governance policies and procedures, well defined transparent structures
and roles for constituency participation and decision making aligned with expertise and
responsibilities.
 monitors these policies, transparent structures and roles to ensure they are regularly
evaluated and communicated across the institution as the basis for improvement.
 schedules on a regular basis both college-wide and operational committee reports to
College Council.
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Reporting Status: College President
College Council Membership
Membership on the College Council is composed of representative leaders from faculty,
classified staff, and students, and leadership from the college’s core functional areas: instruction,
student services and auxiliary services (e.g., business, facilities, technology). This structure is
intended to assure that decisions by the College Council are based on well informed, timely and
widely discussed input through the governance structure. Members of College Council, in their
leadership roles in Academic Senate, Classified Senate and ASDVC, facilitate dialog with their
respective constituencies. The Academic Senate and Classified Senate Vice Presidents are the
College Council co-chairs.
Membership also includes co-chairs of the Research, Planning and Evaluation Committee, the
Program Review Committee, Budget Committee and Student Equity and Success Committee to
insure that College Council decisions are data informed and college wide efforts are integrated to
advance college goals.
Classified staff:
Classified Senate President
Classified Senate Vice-President (co-chair)
Faculty:
Academic Senate President
Academic Senate Vice-President (co-chair)
Management:
Vice President of Instruction
Vice President of Business and Administrative Services
Vice President of Student Services
Dean of Institutional Effectiveness and ALO
Students:
ASDVC President
ASDVC representative
Co-chairs:
Program Review Committee
Research, Planning and Evaluation Committee
Student Equity and Success Committee
Budget Committee
Note: At least one of the representatives from classified, faculty, or management will be from
San Ramon Campus, on a rotating basis. In the event that none of the above members are filled
by a San Ramon Campus individual, then SRC will recommend a permanent classified or full3

time faculty to their constituency group (Academic Senate, Classified Senate) for approval. The
term length is for one year with possibility of reappointment.
The DVC College President serves as a non-voting member.
Term of Membership: Based upon length of the membership position identified to serve on the
council.
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Communication Committee
Committee Description
The Communication Committee is an operational committee that works to improve all aspects
of communications at Diablo Valley College. This committee values and is responsible for the
development of an inclusive process which allows for broad involvement by those impacted by
the committee’s work. This process will ensure that both those who craft and those who receive
communications will have opportunities to provide input. There will be periodic evaluations of
progress to improve internal and external communications. The committee will focus on the
following audiences:








Internal communication with employees: The goal is to ensure that important decisions,
events and activities within the college are described in plain language to all employees,
and that employees are able to communicate to the administration with feedback.
Communication may be verbal, in print, or on the website.
Internal communication with existing students: The goal is to use student centered plain
language, common terms, and consistent brand messaging to communicate with current
students throughout the stages of the student experience. Communication may be
verbal, in print, or on the website.
External communication with potential students: The goal is to use plain language,
common terms, and consistent brand messaging on the website, in printed marketing
materials, and in outreach activities (including verbal messages) to ensure a coordinated
communication strategy to our potential students.
External communication with community partners and the community at large: The
goal is to use plain language, common terms, and consistent messaging on the website,
in marketing and public relations materials and in verbal presentations to promote DVC’s
role in the community.

Committee Charge
The Communication Committee will:






hold broad conversations to develop common terminology, a clear definition of student
centered plain language, and ideal communication strategies for each audience above,
draft policies, standards, and practice guidelines for orderly and effective communication
with each audience above, based on broad conversations throughout campus,
develop a communication plan that addresses all the above audiences, allows for twoway communication with each group, and establishes a master calendar (timeline) of
communications to each audience,
after the plan has been established, periodically survey employees, students and the
community to assess the effectiveness of the plan and recommend improvements,





provide professional development opportunities for all those who communicate broadly
with any of the identified audiences, to ensure communications are written in student
centered plain language using consistent terminology and including current branding and
messaging,
clarifies college and district roles and responsibilities with communications for the four
identified audiences listed above.

Reporting Structure:
The Communication Committee reports to College Council. The committee provides regular
updates and makes recommendations to College Council on implementation of college wide
communication issues.
Membership:
Marketing Director
Senior Dean of Career and Community Partnerships
Outreach Manager
Dean of Student Engagement
Recruitment and Retention Representative
Sr. Web Administrator
2 Faculty
2 Classified Staff
2 Students
San Ramon Representative (may be from any of the three areas listed above)
Meetings:
The committee will initially meet monthly (or more frequently if required) on an ongoing basis.
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EMP Vision Statement
At Diablo Valley College, we empower and transform ourselves and our community through educational excellence, equity, and
inclusion.

DVC Mission Statement
Revised Draft

We inspire, educate and empower students to transform their lives and their communities.
We guide students to achieve their goals by awarding degrees and certificates, preparing them for transfer to
four-year colleges and universities, facilitating entrance to and advancement in careers and fostering personal growth.

Mission Statement Ideas

Proposed Mission Statements
Work Group Revised Proposed Mission Statements



We are committed to the intellectual, scientific, artistic, psychological, and ethical development of all students by
empowering them to learn, achieve their goals, and contribute to their communities.
We inspire, educate and empower students to achieve their goals, transform their lives and their communities.

Academic Senate Endorsed Mission Statement


We inspire, educate, and empower students to transform their lives and their communities.

Classified Senate Endorsed Mission Statement


We inspire, educate and empower students to achieve their goals and transform their lives and communities.

For consideration - additions to meet accreditation standard
Expand to include at the end of the sentence
 by providing opportunities to earn degrees, certificates, transfer and expand their career and personal development.
 by advancing their goals which includes earning degrees, certificates, transfer, career and personal development.

Expand by adding an additional sentence
 We provide opportunities for people in our community to earn degrees and certificates, to prepare for transfer to four-year
colleges and universities, entrance to advancement in careers and for personal growth.

Philosophy Statement on the Value and Protection
of Academic Freedom in Higher Learning
The Contra Costa Community College District values academic freedom, the freedom of
faculty and students to pursue knowledge without constraint and to explore the life of the
mind and express observations in an open, responsible, and respectful academic
environment. Only in such a free environment can imagination thrive and intellectual
skills develop.
Institutions of higher learning exist to seek the truth and to serve the common good.
Academic freedom must be guarded as a basic right of all people in a free society. The
freedom to think, to read, to speak, and to question is necessary for the development of an
informed society.

DVC Academic Freedom Workgroup, Feb. 4, 2019

Philosophy Statement on the Value and Protection
of Academic Freedom in Higher Learning
The Contra Costa Community College District values academic freedom, the freedom of
faculty and students to pursue knowledge without constraint and to explore the life of the
mind and express observations in an open, responsible, and respectful academic
environment. Only in such a free environment can imagination thrive and intellectual skills
develop.
Institutions of higher learning exist to seek the truth and to serve the common good.
Academic freedom must be guarded as a basic right of all citizens in a free society. The
freedom to think, to read, to speak, and to question is necessary to the development of an
informed citizenry.
DVC Academic Freedom Workgroup, Feb. 4, 2019

