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STATEOF CALIFORNIA JACKSCOTT,CHANCELLOR 
 

CALIFORNIA COMMUNITY COLLEGES 
CHANCELLOR'S OFFICE 
1102 Q STREET 
SACRAMENTO, CA  95811-6549 
(916) 445-8752 

http://www.cccco.edu 
 

 
September 14, 2012 

 

 
TO:  Chief Executive Officers 

Chief Business Officers 

Chieflnstructional Offers 

 
FROM:  Barry A. Russell, Ph.D. 

Vice Chancellor, Academic Affairs Division 

 
Frederick  E. Harris 

Assistant Vice Chancellor, Finance and Facilities Planning Division 

 
SUBJECT:  Guidelines for Instructional Service Agreements 

 

 
 

During this past year, a work group has met to review the guidelines for Instructional Service 

Agreements. Attached, you will find the revised document.  The intent is to provide the colleges 

and auditors with a better understanding of what is expected in Instructional Service Agreements. 

 
If you have any questions, please feel free to contact me by phone at 916.322.6886 or by email at 
brussell@cccco.edu or Fred Harris at 916.324.3508 or by email atfharris@cccco.edu. 

 
 
 
 

 
cc: California Community College Association for Occupational Education 
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Instructional Service Agreement Guidelines 
for Community College Districts and Public Agencies {2012) 

 

 
Community college districts may claim full-time equivalent students (FTES) and State apportionment for 
courses given through instructional service agreements/contracts provided California Education Code and 
Title 5 requirements are met. The regulations are contained in Title 5 of the California Code of 
Regulations Sections 51006, 53410, 55002, 55003, 55005,55300,,58050, 58051(c)- (g), 58051.5, 
58055,58056, 58058(b), 58102-58106,58108 and California Education Code Sections 78015,84752. 
Other regulations and/or statutes may apply. 

 

 
These guidelines paraphrase applicable sections ofTitle 5·and Education  Code and apply only to 
programs  and/or courses conducted in a cooperative instructional service arrangement with public 
agencies (as indicated in Legal Advisory 04-Q1.5,although these guidelines are focused on agreements 
with public agencies,most of the requirements apply equally to private training partners). The following 
list of required elements should be used as a guide in the preparation of agreements/contracts. 

 
1.  The governing board of a community college district,prior to establishing a vocational or 

occupational training program,shall conduct a job market  study of the labor market  area, and 
determine  whether or not the results justify the proposed vocational education program 
(California Education  Code,Section 78015). 

 

2.   The college or district must have a written agreement/contract with the contractor stating: 
 

 
a.   the  responsibilities of each party,including a notation that although operated on-site by the 

contractor, the  college or  district is responsible for  the  educational program and/or 
course(s), 

 

b.   the procedures,terms and conditions relating to: 
 

1)   enrollment period, 
2)   student enrollment fees, 
3)   the number of class hours sufficient to meet  the stated performance objectives, 
4)   supervision and evaluation of students, 
5)   withdrawal of students prior  to completion of a course or program, and 

 

 
c.   the terms and conditions  relating to cancellation and termination of the arrangement. 
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Page 2 
Instructiona l Service Agreement Guidelines ( 2012) 

 

 
 

3.  The college or district has documentation that instruction claimed for apportionment under the 
agreement/contract is under the immediate supervision and control of an employee of the district 
(Title 5,Section 58058) who has met the minimum qualifications for instruction in the discipline of 
the course in a California community college. Instructors need to provide the supervision and 
control necessary for the protection of the health and safety of student and may not have any 
other assigned duty during the instructional activity. As a general rule,faculty must be 
physically present in the classroom or lab or within line-of-sight of the students. 

 

a.  Where the instructor is not a paid employee of the district,the  college or district has an 
additional written agreement/contract with each instructor requiring FTES to be reported 
by the instructor and stating that the college or district has the primary right to control and 
direct the instructional activities of the instructor. 

 

b.  The college or district must demonstrate control and direction through such actions as 
providing the instructor an orientation, instructor's manual, course outlines, curriculum 
materials, testing and grading procedures,and any other materials  and services it would 
provide to its hourly  on-campus  instructors. 

 
4.  The college or district lists minimum qualifications for instructors teaching agr.eement/contract 

· courses and instructor qualifications are consistent with requirements in other similar courses 
given by the college or district (Title 5, Section 53410). 

 

5.   The course(s) included in the agreement must be held at facilities which are clearly identified as 
being open to the general public,noting that students may be required to meet course or 
program prerequisites (Title 5,Section 58051.5). 

 
a.   Enrollment in the course must be open to any person who has been admitted to the college and 

has met any applicable prerequisites (Title 5,Sections 51006 and 58106). 
 

b.  The district policy on open enrollment (TitleS,Section 55005) along with a description of 
the course and information about whether the course is offered for credit and is transferable 
must be published in the college catalogue, schedule of classes,and any addenda to the 
schedule of classes (Title 5,Section 51006). 

 
6.  Degree and certificate  programs  must have been approved  by the State Chancellor's Office 

and courses that make up the programs must be part of the approved  programs, or the college 
must have received delegated authority to separately approve those courses locally. 

 

7.  The agreement/contract or addendum must specify all courses conducted in the cooperative 
arrangement  and provide  corresponding  outlines  of record  with  documentation that  each 
has been approved  by the college's curriculum  committee, is consistent  with Title 5 course 
standards and has been approved by the district board of trustees. 

 

8.  Procedures are in place by the college to ensure that faculty teaching different sections of the same 
course teach in a manner consistent with the approved outline of record for that course.  Faculty 
covered under the agreement and students are held to a comparable  level of rigor to all courses 
offered at the college. 
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Page 3 
Instructional Service Agreement Guidelines ( 2012) 

 

 
 

9.   Permanent  records of student attendance, grades and achievement will be maintained by the 
public agency or college (as determined appropriate by the community college district). Records 
will be open for review at all times by college officials and submitted on a schedule  developed by the 
community college district. 

 

10. It is agreed that both contractor and community college district will insure that ancillary and 
support services are provided for students  (e.g. Counseling and Guidance,Placement 
Assistance, Assessment Tutoring). 

 

11. The community college district must certify that it does not receive full compensation for the direct 
education costs of the course(s) from any public or private agency, individual or group. 

 

12. The community college district is responsible for obtaining certification from the public agency 
verifying that the instructional activity to be conducted will not be fully funded by other 
sources.* 

 

13. If the course(s) will be located outside the boundaries of the district,the district must comply with the 
requirements of Title 5 (Sections 55300 et seq.) concerning approval by adjoining high school or 
community college districts and use of non-district facilities. 

 
 
 
 

*In accordance with AB 444 (Statutes of 1996, Chapter 637) effective 9/16/96, Title 5, Section 58051.5 was 

amended to include appropriate language to implement California Education Code Section 84752. See Legal 

Opinion 011-01. 
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INSTRUCTIONAL SERVICE AGREEMENT 

A Concurrent Enrollment Partnership between the This Agreement is made and entered into 

as of the date last written below by and between the [insert Community College name] 

Community College District and the [insert High School name] High School District 

 
This Agreement is made and entered into as of the date last written below by and between the 

[insert Community College name] (hereinafter referred  to as the COLLEGE) and [insert High 

School name] (hereinafter referred to as the SCHOOL). 

 

Concurrent Enrollment refers to college-credit bearing courses taught to high school 

students by college-approved high school teachers. 1 

 
Legal requirements governing this AGREEMENT are subject to change by the California State 

Legislature. Current regulations are contained in Title 5 of the California Code of Regulations, 

Sections 51006, 53410,55002(a),55002 (3),55005,55232,58051.5,58056,,58058,58058(b), 

58102, and 58104, and Education Code Sections 48800, 48801, 58920, 

76001(d),76002,76220,76355,and 84752 (Appendix A). 

 

TERMS OF AGREEMENT 

 

1.  ADMISSIONS AND REGISTRATION 
 
 

1.1Admissions and registration shall be governed by the College Now! Conditions/or 

Enrollment (Appendix B) and all other applicable  policies and procedures  established by the 

COLLEGE;(CA Ed Codes 48800,76001{d)) 

1.2 Prior to registering for a concurrent enrollment course, students shall  complete and submit 

a College Now! Petition for Enrollment  {Appendix C); (CA Ed Code 48800} 

1.3 The SCHOOL shall pay the total cost of all applicable COLLEGE fees, books, and materials  for all 

[insert High School name] students who enroll in a concurrent enrollment course. 

1.4 Registration and access to aU concurrent enrolled courses scheduled at the SCHOOL 

shall be open to any person who has been admitted to the COLLEGE and has met any 

applicable prerequisites. (CA Code of Regulations 51006,58051.5 and CA Ed Code 

76002} Students not enrolled at [insert High School name] will be required to check 

in and out of the main office to obtain a permit to be on campus during the school 

day. 

1.5 All concurrent enrollment courses shall have a minimum enrollment of 20 students. 

 

2.   COURSES 

 

2.1Courses offered in the SCHOOL shall be on the current Approved College Now/ List 

(Appendix D) of the COLLEGE;(CA Code of Regulations 55002{a)) 
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1 National Alliance of Concurrent Enrollment Partnerships  

2.2 Courses offered in the SCHOOL shall be of the same quality and rigor as those offered on the 

COLLEGE campus;(CA Code of Regulations 55002{a), 55232 and CA Ed Code 

48801} 

 

2.3 Courses offered in the SCHOOL shall be COLLEGE catalogued courses with the 

same department designations, course descriptions, numbers, titles, and 

credits;(CA Code of Regulations 55002{a}, 55005, 58102, 58104} 

 
 
 

 

3.8 Concurrent enrollment faculty must sign an Instructor Agreement {Appendix G), will 

be approved by the COLLEGE and shall meet qualifications required by the 

COLLEGE, and is under the immediate supervision and control of an employee of the 

COLLEGE. (CA Code of Regulations 58058{b)) 

 
4.   L IAISON 

 
 

4.1 The COLLEGE shall appoint a liaison who will approve all concurrent enrollment 

instructors in consultation with the academic department of the COLLEGE. (CA Code 

of Regulations 

58059) 

4.2 The liaison shall provide initial training for concurrent enrollment faculty, conduct site 

visits, COLLEGE performance evaluations, and strengthen communication between 

essential elements of the SCHOOL, the COLLEGE, academic departments, and student 

services. (CA Code of Regulations 58056} 

4.3 The liaison will be also keep concurrent enrollment faculty appraised of new 

curriculum developments, pedagogic innovations, textbook adoptions, educational 

outcomes, assessment of learning, grading standards, proficiency expectations, and 

syllabus components. {CA Code of Regulations 58056} 

 
5.   ON-SITE SUPERVISION 

 

5.1Concurrent enrollment courses and students shall be under the direct supervision of 

the principal of the SCHOOL (CA Code of Regulations 58056} 

5.2 The COLLEGE shall outline the duties of the on-site supervisor in a separate agreement 

executed by the COLLEGE and the on-site supervisor. {CA Code of Regulations 58056) 

 
6.   STUDENTS 

 
 

6.1Students must meet all COLLEGE prerequisite requirements before enrolling in a 

concurrent enrollment  course;(CA Code of Regulations 51006, 58051.5, and CA Ed 

Code 76002} 

6.2 Grades earned by students enrolled in concurrent enrollment  courses will be posted on 

official COLLEGE and SCHOOL transcripts;(CA Ed Code 76220} 
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6.3 Students enrolled in concurrent enrollment courses will be directed to the official 

catalogue of the COLLEGE; 

6.4 Students enrolled in concurrent enrollment courses shall have access to all of the 

student services programs available at the COLLEGE. 

6.5 Students who withdraw from a concurrent enrollment course will not receive any COLLEGE  

credit for work completed. 

 

7.   ASSESSMENT 

 

7.1Students enrolled in concurrent enrollment courses shall be held to the same standards 

of achievement as students on the COLLEGE campus;(CA Ed Code 48801} 

7.2 Students enrolled in concurrent enrollment courses shall be held to the same 

grading standards as those expected of students in on campus COLLEGE sections; 

7.3 Students enrolled in concurrent enrollment  courses shall be assessed using the 

same methods (e.g., papers, portfolios, quizzes, labs, etc.) as students in on 

campus COLLEGE sections. 
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11.2  The COLLEGE agrees to and shall indemnify, save and hold harmless the SCHOOL 

and its officers, agents and employees from any and all claims, demands, liabilities, 

costs, expenses, damages, causes of action, losses, and judgments, arising  out of 

the performance of or in connection with this AGREEMENT. The obligation to 

indemnify shall extend to all claims and losses that arise from the negligence of the 

COLLEGE its officers and employees. 

 

12. INSURANCE 

 

12.1  The SCHOOL, in order to protect the COLLEGE, its agents, employees and officers against 

claims and liability for death, injury, loss and damage arising out of or in any manner 

connected with the performance and operation of the terms of this agreement, shall 

secure and maintain in force during the entire term of this agreement, an insurance 

policy or an approved program of self-insurance in the amount of not less than ONE 

MILLION DOLLARS ($1,000,000) per incident, and property damage insurance of not 

less than ONE HUNDRED THOUSAND DOLLARS ($100,000) per accident with a reliable 

insurance carrier authorized to do such public liability and property damage insurance 

business in the state of California. Said policy of insurance or program of self-insurance 

shall expressly name the COLLEGE, its agents, employees and officers as an additional 

insured for the purposes of this AGREEMENT. A certificate of insurance including such 

endorsement shall be furnished to the COLLEGE. 
 
 

13. FULL FUNDING 

 

13.1  Neither the COLLEGE nor the SCHOOL receives full funding for the instruction from 

the State or other sources.(CA Ed Code 84752} 

 
14. NON-DISCRIMINATION CLAUSE 

 

14.1  The SCHOOL assures the COLLEGE that it shall not discriminate against any person, in 

any aspect of education or employment, regardless of race, color, ancestry, religion, 

gender, national origin, age, mental or physical disability, medical condition, status as 

a Vietnam-era veteran, marital status, or sexual orientation. 

 
15. TERM OF AGREEMENT 

 

15.1  July 1,2014 to June 30,2017 

 

16. TERMINATION  OR CHANGES 

 

16.1  Either party may terminate this AGREEMENT at any time by providing 30-days' 

written notice to the other party.  Written notice of termination or changes to this 

AGREEMENT shall be addressed to the responsible person listed in Item 17 below. 

16.2  Upon termination of this AGREEMENT, the SCHOOL shall develop a COLLEGE approved 
teach-out plan that enables students to complete the concurrent enrollment course they are enrolled in. 
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17. PERSONS RESPONSIBLE FOR THE IMPLEMENTATION OF THIS AGREEMENT 
 
 

[Insert Community College name and contact information] 

[Insert High School name and contact information] 

 

 

IN WITNESS WHERE OF THE PARTIES HAVE EXECUTED THIS AGREEMENT 
AS OF THE LAST DATE WRITTEN BELOW. 

 

[Signatures from Community College] [Signatures from High School] 
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