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Student Services Committee (SSC) 
Thursday, November 8, 2018 

Minutes 
 

Committee Members: 

 Nichole Ary 

 Shauna Bigby (A) 

 Mary Brawner 

 Claudia Castillo (A) 

 Maria Cruz 

 Brian Dean 

 Laks Floriano 

 Rosario E. Garcia 

 Sara Gonzales-Tapia 

 Lan Hao 

 Barry Kuan 

 Coe Lamoureux (A) 

 Jessica Lopez Jimenez 

 Eric R. Magallon (A) 

 Martha McDonald  

 Ivon McCraven 

 Sean Osborn (A) 

 Lucinda Over (A) 

 Leina Saikali 

 Gerald Sequeira 

 Justin Susi 

 Carol Thomas 

 Maryann Tolano-Leveque 

 Flora Yee 

 ASCC, Chris Avila 

 ASCC, Ruth Huang 

 
Guests: none 
 

1. Welcome – Martha McDonald welcomed new committee member Leina Saikali (EOP&S Counselor). The 
committee took turns introducing themselves to the new member. 

2. Board Policy (BP) and Administrative Procedure (AP) – Martha McDonald and Gerald Sequeira reviewed 
the following revised and desk reviewed items with the committee. Brian Dean moved to approve, Mary 
Brawner seconded – Passed by SSC. Detailed edits are included below as Appendix A-H. 
a. BP 3900 Speech: Time, Place, and Manner – no changes (3-year cycle) 
b. AP 3900 Speech: Time, Place, and Manner – no changes (3-year cycle) 
c. BP 5015 Residency Determination – no changes 
d. AP 5015 Residency Determination – revised 
e. BP 5070 Attendance – revised, attached with related AP 5075 
f. AP 5075 Course Adds and Drops – revised, attached with related BP 5070 
g. BP 3310 Records Retentions and Destruction – revised 
h. AP 3310 Records Retentions and Destruction – revised 

3. Program Announcements and/or Reports: 
a. Admissions and Records – Graduation applications for fall deadline is Thursday, November 8, 2018. 

Priority registration begins Tuesday, November 13, 2018 at 10:00 a.m. 
b. Associate Students of Citrus College (ASCC) – Recycling-Sorting Awareness- Paint Night is 

Wednesday, November 14, 2018 from 11:00 a.m.-1:00 p.m. in the Campus Mall. Pizza with Private 
Schools Event will be held on Tuesday, November 13, 2018 from 1:00 p.m.-2:00 p.m. in CI-159. 

c. Career/Transfer Center – Transfer Application Forums are being offered Monday-Thursday. UC 
reader appointments are available for students to get feedback on their application writing prompts. 

d. Disabled Student Programs and Services – Priority registration begins Tuesday, November 13, 2018. 
In order to meet the goal of reaching 80% registration, laptops will be set up in the conference room 
for student drop-in registration. 

e. EOP&S/CARE and CalWORKs – The Thanksgiving Gathering will be held on Tuesday, November 
20, 2018 from 2:40 p.m.- 4:00 p.m. Please email your Thankful Thoughts or enter the baking contest. 
The Inter-Club Council is taking donations.  

f. Financial Aid – Awarded first round of the Completion Grant to approximately 130 students. 
g. Kinesiology – Hired a new Dean, Mr. Junior Domingo, on October 16, 2018. One of our female 

golfers will be competing in the State Tournament.  
h. School Relations and Outreach/IWCC – Our team is currently recruiting for Early Decision and 

making calls to 617 Citrus College Promise Program students. We will be offering the largest number 
of College and Career Access Pathways (CCAP) courses in the spring 2019 and the California 
School of the Arts recently joined the Early College Program. 

i. Student Affairs – Thanked everyone who participated or planned the veterans events this week. We 
are planning three events for next year. Administrative Procedure 3570 Smoking on Campus will be 
presented next week to California School Employees Association and Academic Senate and for 
voting. We are looking for workgroup volunteers to help with ideas on how to promote the policy, if 
passed. We are planning the student services training to be held on February 11, 2019. We welcome 
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your ideas or if you want to volunteer to be part of the workgroup, please reach out to Maryann 
Tolano-Leveque. 

j. Veterans Success Center: Martha McDonald thanks the VSC for their hard work on the Saluting Our 
Veterans event. Maria Cruz thanked Jessica Lopez Jimenez and Career/Transfer team for their help 
with the Resources Fair and Career panel. Thank you to the ASCC for providing lunch for the student 
veterans. 

4. Future Meeting Agenda Items 
a. December 13, 2018, Guided Pathways Updates – Natalie Desimone/Victoria Dominguez 
b. Please email agenda requests to Tonya Ryan at least one week before the next meeting at 

tryan@citruscollege.edu 

5. Next Meeting: Thursday, December 13, 2018 @ 1:30-2:30 p.m. in SS-205 

 
SSC schedule – meetings on Thursday’s from 1:30-2:30 p.m.: 

 Jan 10, 2019 

 Feb 14, 2019 

 Mar 14, 2019 

 Apr 11, 2019 

 May 9, 2019 

 No Mtg. June/July/Aug 

 

Minutes completed by Mayra Marchington  

mailto:tryan@citruscollege.edu


 

3 
 

Appendix A 
CITRUS COMMUNITY COLLEGE DISTRICT 

GENERAL INSTITUTION 
 
 

BP 3900 Speech:  Time, Place, and Manner  
(formerly numbered BP 5550) 

 
References: Education Code Sections 66301, 76120, and 87708; Penal Code Sections 311, 311.2, 407, 409, 

415, 415.5, 416, 422.6, 602.10, 626-626.6 Business and Professions Code Section 5402 
 
Students, employees, and members of the public shall be free to exercise their rights of free expression, subject to the 
requirements of this policy. 
 
The District is considered a non-public forum, except for those areas of the college that are designated as areas 
generally available for use by students or the community, which are designated public forums.  The 
Superintendent/President shall enact such administrative procedures as are necessary to reasonably regulate the 
time, place, and manner of the exercise of free expression in the designated public forums. 
 
The administrative procedures developed by the Superintendent/President shall not prohibit the right of students to 
exercise free expression, including but not limited to the use of bulletin boards designated for such use, the distribution 
of printed materials or petitions in those parts of the college designated as areas generally available to students and 
the community, and the wearing of buttons, badges, or other insignia.  Students shall be free to exercise their rights of 
free expression, subject to the requirements of this policy.  (Education Code section 76120.) 
 
Speech shall be prohibited that is defamatory or obscene according to current legal standards, or which so incites 
others as to create a clear and present danger of the commission of unlawful acts on district property or the violation of 
Board policies or administrative procedures, or the substantial disruption of the orderly operation of the District.  
(Education Code section 76120.) 
 
Nothing in this policy shall prohibit the regulation of hate violence directed at students in a manner that denies their full 
participation in the educational process, so long as the regulation conforms to the requirements of the First 
Amendment to the United States Constitution, and of Section 2 of Article 1 of the California Constitution.  “Hate 
violence” is defined in subdivision (a) of Section 4 of Chapter 1363 of the Statutes of 1992 (Senate Bill 1115) to mean 
any act of physical intimidation or physical harassment, physical force or physical violence, or the threat of physical 
force or physical violence, that is directed against any person or group of persons, or the property of any person or 
group of persons because of the ethnicity, race, national origin, religion, sex, sexual orientation, disability, or political or 
religious beliefs of that person or group.  Acts shall not be considered “hate violence” based on speech alone, except 
upon a showing that the speech itself threatens violence against a specific person or group of persons, that the person 
or group of persons against whom the threat is directed reasonably fears that the violence will be committed because 
of the speech, and that the person threatening violence had the apparent ability to carry out the threat.  (Education 
Code section 66301.)  Students may be disciplined for harassment, threats, intimidation, or hate violence unless such 
speech is constitutionally protected. 
 
Non-students may obtain use of areas, classrooms, rooms, buildings, facilities and grounds not reserved and open for 
speech or expressive activities pursuant to the Civic Center Permit rules set forth in Board Policy and Administrative 
Procedure 6700, “Civic Center and Other Facilities Use.” 
 
Also refer to BP 4030 titled Academic Freedom and AP 3900 titled Speech: Time, Place, and Manner. 
 
 
Board Approved 02/05/13 
Desk Review  04/07/16 
Desk Review   11/08/18 
 
Reviewed by: 
Student Services 11/08/18 no change 
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Appendix B 

CITRUS COMMUNITY COLLEGE DISTRICT 
GENERAL INSTITUTION 

 
 
AP 3900  Speech: Time, Place, and Manner  

(formerly numbered AP 5550)  
 
References:  Education Code Sections 66301, 76120, and 87708; Penal Code Sections 311, 311.2, 407, 409, 415, 

415.5, 416, 422.6, 602.10, 626-626.6; Business & professions Code Section 5402  
 

I. USE OF AREAS GENERALLY AVAILABLE TO STUDENTS AND THE COMMUNITY  
 

A. The students and employees of the District and members of the public shall be permitted to exercise their 
rights of free expression subject to the time, place, and manner policies and procedures contained in Board 
Policy 3900 and this procedure. 

B. The District shall not restrict free expression in "areas generally available to students and the community," 
defined as grassy areas, walkways or other similar common areas. This definition governs the phrase "areas 
generally available to students and the community" as it is used in Board Policy 3900 and throughout this 
administrative procedure. 

C. The areas generally available to students and the community are designated public forums. 
 
For purposes of further defining “areas generally available to students and the community,” no person may engage in 
the circulation of petitions, leaflets, newspapers and other printed matter in the following areas: within 25 feet of 
doorways opening to outdoor areas of campus, all indoor facilities including, but not limited to campus offices, 
classroom facilities, libraries, performing art facilities, indoor or outdoor athletic facilities, parking lots, warehouses, and 
maintenance yards. All areas generally available to students and the community, as set forth above, may be reserved 
by the District, including recognized student organizations, for specific uses. 

 
D. Use of areas generally available to students and the community shall be subject to the following:  

1. Persons wishing to engage in speech or expressive activities in the areas generally available to 
students and the community are encouraged to inform the Department of Campus Safety of their 
intent to be present in such areas. The District encourages such check-in as a means to provide for 
safety and for the equitable use of such areas. Individuals availing themselves of such areas generally 
available to students and the community, whether they decide to check-in or not, may remain 
anonymous. 

2. Persons using areas generally available to students and the community shall not touch, strike or 
impede the progress of passersby, except for incidental or accidental contact or contact initiated by a 
passerby, nor shall they force passersby to take materials.  

3. Persons using areas generally available to students and the community shall not use any means of 
amplification that creates a noise or diversion that disturbs or tends to disturb the orderly conduct (as 
defined under Penal Code Section 626.6) of the campus or classes, other lawful activities. 

 
E. Persons using areas generally available to students and the community shall not solicit donations of money, 

through direct requests for funds, sales of tickets, goods, or otherwise, except where he or she is using such 
areas on behalf of, and collecting funds for an organization that is registered with the Secretary of State as a 
nonprofit corporation or is an approved Associated Students Organization or club.  

 
F. Non-student use of any areas, classrooms, rooms, buildings, facilities and grounds not reserved and open for 

speech or expressive activities is subject to the Civic Center Permit rules set forth in Board Policy and 
Administrative Procedure 6700, “Civic Center and Other Facilities Use.”  

 
II. DISTRIBUTION OF MATERIALS  

All persons using areas generally available to students and the community shall be allowed to distribute 
petitions, circulars, leaflets, newspapers, and other printed matter. Such distribution shall take place only 
within those areas. Those individuals or groups distributing materials in these areas, other than material that is 
discarded or dropped in or around an appropriate receptacle, shall make a reasonable effort to retrieve and 
remove such materials, prior to their departure from the areas that day. 
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III. POSTING 

a. Open Posting 
i. There are currently eleven bulletin boards and open posting areas identified and maintained 

throughout the College campus on which students, student clubs and recognized student 
organizations, College Faculty and Staff, and members of the community may post materials. 

ii. The number of such bulletin boards may change from time to time. Materials may be posted 
on such bulletin boards without any prior approval. A map of bulletin boards and open posting 
areas is available online at www.citruscollege.edu. Materials posted in all other locations will 
be removed. 

iii. Open posting bulletin boards and open posting areas will be cleared on the first and third 
Monday of each month. 

 
b. Posting by Student Clubs and Recognized Student Organizations 

i. Student Clubs and Recognized Student Organizations (collectively referred to as “student 
clubs”) may have printed materials relating to activities and events that have been approved 
pursuant to Administrative Procedure 5450 posted on bulletin boards reserved for student 
clubs, official College communications, as well as in authorized open posting areas. 

ii. Prior to posting of such materials by student clubs, the materials will be presented to the 
Office of Student Life and Leadership Development for the purpose of receiving an expiration 
date stamp, on materials to be posted on bulletin boards reserved for student clubs, and 
official College communications. Such expiration date stamped materials may only be 
removed by a representative of the originating club or organization, or at the direction of the 
Office of Student Life and Leadership Development, but neither expiration nor removal shall 
occur sooner than two weeks after the expiration date stamp appearing on any posted 
material, or the day after the scheduled event or activity. 

iii. Student clubs and organizations may bring a draft of the materials to be posted to the Office of 
Student Life and Leadership Development for assistance with design and content. 

 
c. Rules Governing the Posting of Materials 

i. Approved posting locations are bulletin boards labeled “Official College Business” or “Open 
Posting” and concrete block walls and columns. 

ii. Do not post on glass, painted surfaces (including painted light posts and railings), or trees.  
iii. All postings must use masking tape only. Staples may be used on the bulletin boards. Duct 

tape is not allowed. The Student Life and Leadership Development Office recommends using 
the blue painters tape found at most home improvement or drug stores.  

iv. Postings may not be placed over previously posted or approved materials. 
v. Originating individuals and organizations are requested to take responsibility for maintaining 

its posting in a neat manner. 
 
Also see BP 4030 titled Academic Freedom. 
 
 
Board Approved 02/05/13 
Revised  12/02/14 
Desk Review  04/07/16 

Desk Review  11/08/18 
 
Reviewed by: 
Student Services 11/08/18 no changes 
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Appendix C 

CITRUS COMMUNITY COLLEGE DISTRICT 
STUDENT SERVICES 

 
 

BP 5015 RESIDENCE DETERMINATION 
 
References: Education Code Sections 68040 et seq., 76140 et seq., and 76380; Title 5 Sections 54000 et seq. 
 
A resident is any person who has been a bona fide resident of California for at least one year on the residence 
determination date. The residence determination date shall be the day immediately preceding the first day of a 
semester or session for which the student applies to attend. 
 
Residence classification shall be made for each student at the time applications for admission are accepted or 
registration occurs and whenever a student has not been in attendance for more than one semester. A student 
previously classified as a nonresident may be reclassified as of any residence determination date. 
 
The Superintendent/President shall enact procedures to assure that residence determinations are made in accordance 
with Education Code sections and Title 5 regulations. 
 
See Administrative Procedure 5015 Residence Determination. 
 
 
Board Approved 07/21/09 
Revised  04/08/14 
Revised  12/06/16 
Revised  05/15/18  
 
Reviewed by: 
Student Services 11/08/18 no changes 
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Appendix D 
CITRUS COMMUNITY COLLEGE DISTRICT 

STUDENT SERVICES 
 
 

AP 5015 RESIDENCE DETERMINATION 
 
References: Education Code Sections 68040 et seq., 76140 et seq., and 76380; Title 5 Sections 54000 et seq.; 

Labor Code Section 3078; Public Law 110-181 Section 1244; Public Law 109-163; U.S. Code Title 
8 Section 1157 

 
Residence Classification 
Residency classifications shall be determined for each student at the time of each application and whenever a student 
has not been in attendance for more than one semester. 
 
Residency Definitions 

• Resident – A student who has resided in the State of California for more than one year immediately preceding 
the residence determination date. 

• Nonresident – A student who has not resided in the State of California for more than one year immediately 
preceding the residence determination date. 

• Residence Determination Date – The day immediately preceding the opening day of instruction for any 
session in which a student intends to enroll. 
 

Residence classifications are to be made in accordance with the following provisions: 
• Residence classification is the responsibility of the Admissions and Records Office. 
• Students must be notified of residence determination within 14 calendar days of submission of application. 

 
The District shall publish, in the District catalog or addenda thereto, the resident determination date and summary of 
the rules and regulations governing residence determination and classification. 
 
Residence Guidelines 

1. In accordance with law, every person has a residence. 
2. Every person who is married or 18 years of age or older, and under no legal disability to do so, may establish 

residence. 
a. A person may only have one residence. 
b. A residence is the place where one remains when not called elsewhere for labor or other special or 

temporary purpose, and to which one returns in seasons of repose. 
c. A residence cannot be lost until another is gained. States have a right to delay giving residents some 

benefits. Such delays do not constitute evidence that residence has not been gained in another State. 
d. The residence can be changed only by the union of act and intent. 
e. Adults may establish their own residence. An adult person’s residence shall not be derivative from that 

of another adult. 
3. Minors 

a. The residence of the parent with whom an unmarried minor child maintains his/her place of abode is 
the residence of the unmarried minor child. When the minor lives with neither parent, the minor’s 
residence is that of the parent with whom the last place of abode was maintained, provided the minor 
may establish his/her residence when both parents are deceased and a legal guardian has not been 
appointed. 

b. The residence of an unmarried minor who has a parent living cannot be changed by his/her own act, 
by the appointment of a legal guardian, or by relinquishment of a parent's right of control. 

c. A student who is a minor and remains in the state after the parent, who was previously domiciled in 
California and has established residence elsewhere, shall be entitled to retain resident classification 
until attaining the age of majority and has resided in the state the minimum time necessary to become 
a resident, so long as continuous attendance is maintained at an institution. 

d. A student may combine his/her time as a resident minor with his/her time as a resident adult to 
establish the one year necessary for California residence classification. 

4. Exceptions 
a. A student who is a minor and who has been entirely self-supporting and actually present in California 

for more than one year immediately preceding the residence determination date, with the intention of 
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acquiring a residence therein, shall be entitled to residence classification until the student has resided 
in the state the minimum time necessary to become a resident. 

b. A student who is a minor shall be entitled to resident classification if, immediately prior to enrolling at 
an institution, the student has lived with and been under the continuous direct care and control of any 
adult or adults, other than a parent, for a period of not less than two years, provided that the adult or 
adults having such control have been domiciled in California during the year immediately prior to the 
residence determination date. This exception shall continue until the student has attained the age of 
majority and has resided in the state the minimum time necessary to become a resident, so long as 
continuous attendance is maintained at an institution. 

c. A student who is a member of the armed forces of the United States stationed in the state on active 
duty, except a member of the armed forces assigned for educational purposes to state-supported 
institutions of higher education, shall be entitled to resident classification only for the purpose of 
determining the amount of tuition and fees. If the student later transfers on military orders to a place 
outside this state, the student shall not lose his/her resident classification, so long as he/she remains 
continuously enrolled in the District. 

d. A student who was a member of the armed forces of the United States stationed in this state on active 
duty for more than one year immediately prior to being discharged from the armed forces is entitled to 
resident classification for the length of time he/she lives in this state after being discharged up to the 
minimum time necessary to become a resident. 

e. A veteran who was discharged or released from at least 90 days of active service less than three 
years before the date of enrollment in a course commencing on or after July 1, 2015, and his/her 
dependents, regardless of the veteran’s state of residence is entitled to resident classification. 

f. A student who is the child or spouse of a person who, on or after September 11, 2001, died in the line 
of duty while serving on active duty as a member of the Armed Forces who resides in California. 

g. A student who is entitled to Post-9/11 GI Bill program transferred benefits by virtue of their relationship 
to a member of the uniformed services who is serving on active duty. 

h. A student who is a natural or adopted child, stepchild, or spouse and who is a dependent of a member 
of the armed forces of the United States stationed in this state on active duty and is in attendance at, 
or has been admitted to the District, shall be entitled to resident classification. If the member of the 
armed forces of three United States later transfers on military orders to a place outside this state, or 
retires as an active member of the armed forces of the United States, the student dependent shall not 
lose his/her resident classification, so long as he/she remains continuously enrolled in the District. 

i. A student who is an adult immigrant shall be entitled to resident classification if the student has been 
lawfully admitted to the United States for permanent residence in accordance with all applicable laws 
of the United States; provided, that the student has had residence in the State of California for more 
than one year after such admission or change of status prior to the residence determination date for 
the semester or session in which the student intends to enroll. 

j. A student who is a minor immigrant shall be entitled to resident classification if both the student and 
his/her parent have been lawfully admitted to the United States for permanent residence in 
accordance with all applicable laws of the United States; provided, that the parent has had residence 
or change of status in the state for more than one year after such admission prior to the residence 
determination date for the semester or session in which the student intends to enroll. 

k. A student who is a full-time employee of the California State University, the University of California or a 
community college, or of any state agency or a student who is a child or spouse of a full-time 
employee of the California State University, the University of California or a community college, or of 
any state agency may be entitled to resident classification, until the student has resided in the state 
the minimum time necessary to become a resident. 

l. A student holding a valid credential authorizing service in the public schools of this state, who is 
employed by a school district in a full-time position requiring certification qualifications for the college 
year in which the student enrolls in an institution, shall be entitled to resident classification if each 
student meets any of the following requirements: 

I. He/she holds a provisional credential and is enrolled in courses necessary to obtain another 
type of credential authorizing service in the public schools. 

II. He/she holds a credential issued pursuant to Education Code Section 44250 and is enrolled in 
courses necessary to fulfill credential requirements. 

III. He/she is enrolled in courses necessary to fulfill the requirements for a fifth year of education 
prescribed by subdivision (b) of Education Code Section 44259. 

IV. A student holding a valid emergency permit authorizing service in the public schools of this 
state, who is employed by a school district in a full-time position requiring certification 
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qualifications for the academic year in which the student enrolls at an institution in courses 
necessary to fulfill teacher credential requirements, is entitled to resident classification only for 
the purpose of determining the amount of tuition and fees for no more than one year. 
Thereafter, the student's residency status will be determined under the other provisions of this 
procedure. 

m. A student who is at least 16 years of age and who has entered into a written agreement called an 
"apprentice agreement," with an employer or his agent, an association of employers, or an 
organization of employees, or a joint committee representing both and which meets the requirements 
of Labor Code Section 3078. 

n. A student who is a minor and resides with his/her parent in a district or territory not in another state 
shall be entitled to resident classification, provided that the parent has been domiciled in California for 
more than one year prior to the residence determination date for the semester, quarter or term for 
which the student proposes to attend. 

o. A student who is a Native American is entitled to resident classification for attendance at a community 
college if the student is also attending a school administered by the Bureau of Indian Affairs located 
within the community college district. 

p. A student who is a federal civil service employee and his/her natural or adopted dependent children 
are entitled to resident classification if the parent has moved to this state as a result of a military 
mission realignment action that involves the relocation of at least 100 employees. This classification 
shall continue until the student is entitled to be classified as a resident, so long as the student 
continuously attends an institution of public higher education. 

q. A student who resides in California and is 19 years of age or under at the time of enrollment, who is 
currently a dependent or ward of the state through California's child welfare system, or was served by 
California's child welfare system and is no longer being served either due to emancipation or aging out 
of the system, may be entitled to resident classification until he/she has resided in the state the 
minimum time necessary to become a resident. 

r. A student who lives with a parent who earns a livelihood primarily by performing agricultural labor for 
hire in California and other states, and the parent has performed such labor in this state for at least 
two months per year in each of the two preceding years, and the parent resides in this District and the 
parent of the student has claimed the student as a dependent on his/her state or federal personal 
income tax return if he/she has sufficient income to have personal income tax liability shall be entitled 
to resident classification. 

s. Additionally, an exemption from nonresident tuition at the California Community Colleges is made to a 
student who is a United States citizen who resides in a foreign country, and who meets all of the 
following requirements: (A) demonstrates financial need for the exemption; (B) has a parent who has 
been deported or was permitted to depart voluntarily; (C) moved abroad as a result of that deportation 
or voluntary departure; (D) lived in California immediately before moving abroad; (E) attended a public 
or private secondary school in the state for 3 or more years; and (F) upon enrollment, will be in his/her 
first academic year as a matriculated student in California public higher education, as defined, will be 
living in California, and will file an affidavit with the institution stating that he/she intends to establish 
residency in California as soon as possible. 

t. A student who has a special immigrant visa that has been granted status under Section 1244 of Public 
Law 110-181 or under Public Law 109-163, or is a refugee admitted to the United States under 
Section 1157 of Title 8 of the United States Code, and who, upon entering the United States, settled in 
California, shall be exempt from paying the nonresident tuition fee required by Section 76140 for the 
length of time he/she lives in this state up to the minimum time necessary to become a resident. 

 
Right to Appeal 
Students who have been classified as non-residents have the right to a review of their classification (Title 5 Section 
54010 (a)). Any student, following a final decision of residence classification by the Admissions and Records Office 
may make written appeal to the Vice President of Student Services within 30 calendar days of notification of final 
decision regarding classification. 
 
Appeal Procedure 
The appeal is to be submitted to the Admissions and Records Office which must forward it to the Vice President of 
Student Services within five working days of receipt. Copies of the original application for admission, the residency 
questionnaire, and evidence or documentation provided by the student, with a cover statement indicating upon what 
basis the residence classification decision was made, must be forwarded with the appeal. 
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The Vice President of Student Services shall review all the records and have the right to request additional information 
from either the student or the Admissions and Records Office. Within 30 calendar days of receipt, the Vice President of 
Student Services shall send a written determination to the student. The determination shall state specific facts on 
which the appeal decision was made. 
 
Reclassification 
A student previously classified as a non-resident may be reclassified as of any residence determination date. A 
residence determination date is that day immediately preceding the opening day of instruction for any term or session 
during which the student proposes to attend. 
 
Petitions are to be submitted to the Admissions and Records Office. Petitions must be submitted prior to the semester 
or session for which reclassification is to be effective. Extenuating circumstances may be considered in cases where a 
student failed to petition for reclassification prior to the residency determination date. In no case, however, may a 
student receive a non-resident tuition refund after the date of the first census. 
 
Written documentation may be required of the student in support of the reclassification request. A questionnaire to 
determine financial independence must be submitted with the petition for reclassification. Determination of financial 
independence is not required for students who were classified as non-residents by the University of California, the 
California State University, or another community college District (Education Code Section 68044). 
 
A student shall be considered financially independent for purposes of residence reclassification if the applicant meets 
all of the following requirements: 

• Has not and will not be claimed as an exemption for state and federal tax purposes by his/her parent in the 
calendar year prior to the year the reclassification application is made; 

• Has not lived and will not live for more than six weeks in the home of his/her parent during the calendar year 
the reclassification application is made. 
 

A student who has established financial independence may be reclassified as a resident if the student has met the 
requirements of Title 5 Sections 54020, 54022, and 54024. 
 
Failure to satisfy all of the financial independence criteria listed above does not necessarily result in denial of 
residence status if the one-year requirement is met and demonstration of intent is sufficiently strong. 
 
Financial dependence in the current or preceding calendar year shall weigh more heavily against finding California 
residence than financial dependence in the preceding second and third calendar years. Financial dependence in the 
current or preceding calendar year shall be overcome only if (1) the parent on whom the student is dependent is a 
California resident, or (2) there is no evidence of the student's continuing residence in another state. 
 
The Dean of Enrollment Services or his/her designee will make a determination, based on the evidence and notify the 
student not later than 14 days of receipt of the petition for reclassification. 
 
Students have the right to appeal according to the procedures above. 
 
Non-Citizens 
The District will admit any non-citizen who is 18 years of age or a high school graduate. 
 
If non-citizens are present in the United States illegally or with any type of temporary visa, they will be classified as 
non-residents and charged non-resident tuition unless they meet the exceptions contained below. 
 
If, for at least one year and one day prior to the start of the semester in question, a noncitizen has possessed any 
immigration status that allows him/her to live permanently in the United States and he/she meets the California 
residency requirements, the student can be classified as a resident. 
 
Any students who are U.S. citizens, permanent residents of the U.S., persons who are not nonimmigrants (including 
those who are undocumented), may be exempt from paying nonresident tuition if they meet the requirements set forth 
in Board Policy and Administrative Procedure AP 5020 Nonresident Tuition. 
 
The initial residency classification will be made at the time the student applies for admission. Students may file 
residency questionnaire forms through the third week of the semester or session to request a review of their residency 
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status. Final residency determination is made by the Admissions and Records Office. Students may appeal the 
decision. 
 
Refunds 
Refunds will be made for the following reasons: 
1. Erroneous Determination of Nonresident Status 

If a student is erroneously determined to be a nonresident and consequently the tuition is paid, such tuition is 
refundable in full, provided acceptable proof of State residence is presented within the period for which the tuition 
was paid. 

 
2. Withdrawal from College or Reduction of Program 

Nonresidents who officially withdraw from Citrus College or reduce their program by the stated refund deadline will 
receive a refund. Where documentation verifies that a nonresident student did not show to a class, the student will 
also be entitled to a refund. 

 
 
Board Approved 07/21/09 
Revised  03/18/14 
Revised  12/06/16 
Revised  05/15/18 
Revised  11/02/18 
 
Reviewed by: 
Student Services 11/08/18 
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Appendix E 

CITRUS COMMUNITY COLLEGE DISTRICT 
STUDENT SERVICES 

 
 
BP 5070  ATTENDANCE 
 
References: Education Code Sections 71020, 76300, 84040, 84040.5, and 84040.6; Title 5 Section 58000 et 

seq. 
 
The District shall establish procedures to document and retain all course enrollment, attendance, and disenrollment 
information. Authorized detailed procedures for implementation of this policy shall be maintained in the Admissions 
and Records Office and shall be reviewed annually and updated as necessary to reflect changes in state enrollment, 
attendance, and disenrollment reporting procedures. 
 
See Administrative Procedure 5070 Attendance. 
See Administrative Procedure 5075 Course Adds and Drops. 
 
 
Board Approved  07/21/09 
Revised  06/17/14 
Desk Review  05/01/18 
Revised  11/08/18 
 
Reviewed by: 
Student Services 11/08/18  
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Appendix F 
CITRUS COMMUNITY COLLEGE DISTRICT 

STUDENT SERVICES 
 
 

AP 5075  COURSE ADDS AND DROPS 
 
References:  Title 5 Sections 55024 and 58004 
 
Deadline Dates 
The Admissions and Records Office will publish on the Citrus College website the deadline dates to add, drop without 
record, receive a refund, withdraw with a “W”, and census date for each class. 
 
Adding Courses 
Students may add classes until the last day to add for each class. If the class is closed because the enrollment 
maximum is reached, the instructor or another college official may give students add codes to register for the class. 
Add codes issued by the instructor of record or another college official, may only be used by the student to whom they 
were given. Students may not sell or give add codes to other students. 
 
A student is not registered for a class if their name does not appear on the official class roster. Student on a 
waiting list are not officially registered in the class. 
 
After the last day to add a class, the class may only be added by formal petition from the student to the Dean of 
Enrollment Services. 
 
Withdrawals 

 No notation shall appear on the student’s record for drops during the first 20% of the class. 

 Students will receive a “W” withdrawal for drops between the 20% and 60% of the class. 

 Drops after 60% of the course is completed will not be authorized. An evaluative grade (A, B, C, D, F, FW, P, 
NP) must be given. 

 
A student will be permitted to withdraw from a class and receive a “W” no more than three times. After the second 
withdrawal, a student is required to go through the three-peat process to enroll in the course.    
 
Students may petition the Dean of Enrollment Services to enroll in a class after having received the maximum 
authorized number of “W” symbols. If the petition is approved, the student must receive a grade or a non-evaluative 
symbol other than a “W” upon completion of the course and the District shall not claim apportionment for that additional 
repetition.  
 
A military withdrawal (“MW”) will not be counted toward the permitted number of withdrawals or counted as an 
enrollment attempt. A military withdrawal occurs when a student who is a member of an active or reserve United 
States military service receives orders compelling a withdrawal from courses. Upon verification of such orders, a 
withdrawal symbol of “MW” shall be assigned at any time after the period established by the District during which no 
notation is made for withdrawals. In no case shall a military withdrawal result in a student being assigned an “FW” 
grade.    
 
An excused withdrawal (“EW”) will not be counted toward the permitted number of withdrawals or counted as an 
enrollment attempt, nor will it be counted in progress probation and dismissal calculations. An excused withdrawal 
occurs when a student is permitted to withdraw from a course(s) due to specific events beyond the control of the 
student affecting his/her ability to complete a course(s) and may include a job transfer outside the geographical region, 
an illness in the family where the student is the primary caregiver, when the student who is incarcerated in a California 
state prison or county jail is released from custody or involuntarily transferred before the end of the term, when the 
student is subject to immigration action, or other extenuating circumstance making completion impracticable. In the 
case of an incarcerated student, an excused withdrawal cannot be applied if the failure to complete the course(s) was 
the result of the student’s behavioral violation or if the student requested and was granted mid-semester transfer. Upon 
verification of these conditions and consistent with the District’s required documentation substantiating the condition, a 
withdrawal symbol of “EW” may be assigned at any time after the period established by the District during which no 
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notation is made for withdrawals. In no case shall an excused withdrawal result in a student being assigned an “FW” 
grade.    
 
While primary responsibility for class attendance and maintaining an accurate registration record rests with the 
student, the instructor has the responsibility for maintaining accurate and proper accountability records for state 
apportionment requirements. Students are responsible for adding or dropping courses. Before the census day for each 
class, the instructor of record shall clear the class roster of inactive students. 
 
“Inactive students” include: 

 Students identified as no-shows, 

 Students who officially withdraw, 

 Students who are no longer participating in the courses and are therefore dropped by the instructor. 
 
See Administrative Procedure 4223 Withdrawal from Courses and Administrative Procedure 4225 Course Repetition. 
 
 
Board Approved 06/16/09 
Revised  03/02/10 
Revised  06/19/12 
Revised  08/13/13 
Revised  02/06/18 
Revised  11/02/18 
 
Reviewed by: 
Student Services 11/08/18 
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Appendix G 
CITRUS COMMUNITY COLLEGE DISTRICT 

GENERAL INSTITUTION 
 
 
BP 3310  RECORDS RETENTION AND DESTRUCTION 
 
References: Title 5 Sections 59020 et seq.; Federal Rules of Civil Procedure, Rules 16, 26, 33, 34, 37, and 45 
 
General Provision 
The Superintendent/President shall establish administrative procedures to assure the retention and destruction of all 
District records, including electronically stored information (ESI), as defined by the Federal Rules of Civil Procedure, in 
compliance with Title 5. Such records shall include, but not be limited to student records, employment records, and 
financial records. 
 
See Administrative Procedure 3310 Records Retention and Destruction. 
 
Board Approved  05/17/11 
Revised  10/06/15 
Revised  11/08/18 
 
Approvals: 
Student Services  11/08/18  
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Appendix H 

CITRUS COMMUNITY COLLEGE DISTRICT 
GENERAL INSTITUTION 

 
 
AP 3310  RECORDS RETENTION AND DESTRUCTION 
 
References:  Title 5 Sections 59020 et seq.; Federal Rules of Civil Procedure,  

Rules 16, 26, 33, 34, 37, and 45 
 
“Records” means all records, maps, books, papers, data processing output, and documents of the District required by 
Title 5 to be retained, including but not limited to records created originally by computer and electronically stored 
information (ESI), as that term is defined by the Federal Rules of Civil Procedure, required to be retained by Title 5. 
The Vice Presidents and Director of Human Resources of Finance and Administrative Services shall supervise the 
classification and destruction of records and ESI. The District must preserve ESI and ESI that is relevant to actual or 
potential litigation pursuant to the Federal Rules of Civil Procedure. The District shall comply with the Federal Rules of 
Civil Procedure and produce relevant ESI in the form in which it is ordinarily maintained or readily usable. An annual 
report shall be made The Vice President of Finance and Administrative Services, or designee, shall provide an annual 
report to the Board of Trustees regarding the classification and destruction of records and ESI. 
 
Records shall be classified as required by Title 5 and other applicable statutes, federal and state regulations. 
 
Records shall annually be reviewed annually to determine whether they should be classified as Class 1 – Permanent, 
Class 2 – Optional, or Class 3 – Disposable (as defined in Title 5).  Class 3 – disposable records shall be maintained 
for the period required by applicable law or regulation, but in any event shall be retained for at least three college years 
after the year in which they were originally created. 
 
Destruction is by any method that assures the record is permanently destroyed, e.g. shredding, burning, and pulping. 
 
 
Board Approved  05/17/11 
Revised  07/21/15 
Desk Review  11/08/18 
 
Reviewed by: 
Student Services  11/08/18 


