
 
 
 

Board Policy 

Chapter 7 – Human Resources 

BP 7230 – CLASSIFIED EMPLOYEES 
 
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 percent of 
the fiscal year. 

• Part-time apprentices and professional experts employed on a temporary basis for a specific 
project, regardless of length of employment. 

• 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. 

The Board of Trustees shall fix and prescribe the duties of the members of the classified 
service. (See BP 7110 titled Delegation of Authority, Human Resources) 
 
Before a short-term employee is employed, the Board of Trustees, at a regularly scheduled 
meeting, shall specify the service required to be performed and certify the ending date of the 
service. The Board of Trustees may later act to shorten or extend the ending date but shall not 
extend it beyond 75 percent of an academic year. 

The District Chancellor shall establish procedures to ensure that the requirements of state law 
and regulations regarding the classified service are met. 

The probationary period for classified employees shall not be greater than one year. 

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. 
 
The District does not authorize any employee regardless of classification to provide a formal, 
institutionally-issued letter of recommendation on behalf of the District to any other employee.  
 
This provision does not restrict an employee’s ability to provide a personal or professional 
reference in their individual capacity. Such references are distinct from District-issued 
recommendation letters and are not part of the District’s formal employment or evaluation 
processes.  
 
However, any employee who nonetheless intends to provide a written recommendation that 
could reasonably be perceived as representing the District or carrying District authority must first 
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consult with the District’s People, Culture, and Technology Services Division, Employee 
Relations Department, to determine if the employee is a respondent in a sexual harassment 
complaint filed with the District.  
 
California law prohibits an administrator or supervisor from providing a formal, institutionally-
issued 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. 
 
 
References:  Education Code §§ 88003, 88004, 88009, 88013, 88076, and 88120;  

Title 5 Cal. Code Regs. § 53602. 
 
Adopted: 09/11/07 
Revised:  12/14/17, 7/16/26  
 
(Replaces current SDCCD BP 7230)  
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