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BP 7230 Classified Employees 

Reference: 
Education Code Sections 88003, 88004, 88009, 88013, 88076, and 
88120;  
Tite 5 Section 53602 

 
Classified employees are those who are employed in positions that are not 
academic positions.  The employees and positions shall be known as the classified 
service. 
 
The classified service does not include: 
 

• Substitute and short-term employees who are employed and paid for 
less than 75% of the fiscal year; 

 
• Apprentices and professional experts employed on a temporary basis 

for a specific project, regardless of length of employment; and 
 

• Full-time students employed part time, and part-time students 
employed part time in any college work-study program or in a work 
experience education program conducted by the District, and part-
time students employed part time as student-tutors by their 
community college district of enrollment. 

 
Probationary Period 
The probationary period for classified employees shall be 6 months. Time spent on 
leave of absence without pay will not apply toward completion of the probationary 
period. A probationary employee may be demoted, suspended, or dismissed 
without cause at any time during the probationary period and such action shall not 
entitle the employee to a hearing before the Board of Trustees. A permanent 
employee who accepts a promotion and fails to complete the probationary period 
for that promotional classification shall be employed in the position from which the 
employee was promoted.  
 
An employee who serves the required probationary period in a satisfactory period 
in a satisfactory manner shall be classified as a regular employee and shall be 
subject to discipline only for cause in accordance with District procedure.  
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The Board shall fix and prescribe the duties of the members of the classified 
service.  (See Board Policy 7110). 
 
The Superintendent/President shall establish procedures to assure that the 
requirements of state law and regulations regarding the classified service are met.   
Employees who go in unpaid status or take a leave of absence, including family 
leaves, will have their probationary period paused during their leave. The 
probationary period will resume upon return and shall be equal to 6 months 
worked.  
 
The District has the right to release employees during the probationary period. The 
District may elect to extend the probationary period of an employee that is not 
performing satisfactorily.  
 
The evaluation of classified employees must include consideration of the 
employee’s demonstrated, or progress toward, proficiency in diversity, equity, 
inclusion, and accessibility competencies that enable work with diverse 
communities.  
 
Letters of Reference  
Employees of the District are prohibited from providing an official letter of 
recommendation for other employees. Requests for an official letter of 
recommendation are to be routed to the Human Resources department.  
 
The District will not provide an official letter of recommendation if the employee is 
a respondent in a sexual harassment complaint and any of the following occurred: 
(1) the District’s final administrative determination determined the employee 
committed sexual harassment, (2) before a final administrative decision is made, 
and while an investigation is pending, the employee resigns from their current 
position, and (3) the employee enters into a settlement with the District based on 
allegations arising from the sexual harassment complaint.  
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