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ABOUT PERALTA COMMUNITY COLLEGE

 Founded in 1964

 The Peralta Community College District (PCCD) is a collaborative community of 
colleges comprised of Berkeley City College, College of Alameda, and Laney and 
Merritt colleges in the East Bay

 The District Administrative Center supports the four colleges. Comprised of 
Finance, Academic Affairs, Human Resources, Employee Relations, Benefits, 
Information Technology, General Services, Purchasing, Payroll, and International 
Affairs Departments

 The Peralta Colleges provide a dynamic multicultural learning environment 
offering accessible, high-quality educational programs and services, including 
two-year degrees, certificates and university transfer programs

 The District is governed by a seven-member elected Board of Trustees. Board 
meetings schedule may be located on the Board of Trustees website.
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https://web.peralta.edu/trustees/meeting-information/


PCCD MISSION STATEMENT

We are a collaborative community of colleges. Together, we provide educational 
leadership for the East Bay, delivering programs and services that sustainably enhance 
the region’s human, economic, environmental, and social development. We empower our 
students to achieve their highest aspirations. We develop leaders who create 
opportunities and transform lives. Together with our partners, we provide our diverse 
students and communities with equitable access to the educational resources, 
experiences, and life-long opportunities to meet and exceed their goals. In part, the 
Peralta Community College District provides accessible, high quality, educational 
programs and services to meet the following needs of our multi-cultural communities:

• Articulation agreements with a broad array of highly respected Universities;
• Achievement of Associate Degrees of Arts and Science, and certificates of achievement;
• Acquisition of career-technical skills that are compatible with industry demand;
• Promotion of economic development and job growth;
• Foundational basic skills and continuing education;
• Lifelong learning, life skills, civic engagement, and cultural enrichment;
• Early college programs for community high school students;
• Supportive, satisfying, safe and functional work environment for faculty and staff; and
• Preparation for an environmentally sustainable future
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PCCD VALUES

 Student success and equity: The colleges and 
service centers evaluate all decisions in light of 
how they will equitably support student and 
community success and empowerment.

 Diversity: We recognize and celebrate the 
strengths of our diverse students, communities, 
and colleagues.

 Excellence: We promote the highest level of 
quality in all programs and services.

 Innovation: The colleges and service centers 
support creative approaches to meet the 
changing demographic, economic, and 
educational needs of our communities.

 Financial health: We effectively manage 
resources

 Environmental sustainability: We engage 
in model environmental sustainability 
practices.

 Collaboration: The colleges and service 
centers use a consultative decision-
making process based on trust, 
communication, and critical thinking.

 Trust: We support one another’s integrity, 
strength, and ability.

 Employee development: We promote the 
development of all employees.

 Communication: We seek first to 
understand, then to be understood.

 Respect: We treat one another with care 
and respect.
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GENERAL EMPLOYEE INFORMATION

 Important District Policies

 Intake Appointments

 Employee ID Number

 Email and PROMT Access

 ID Badge

 Parking Permits

 Human Resources Website

 Tuition Fee Waivers
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DISTRICT POLICIES

 A list of Board Policies and Administrative Procedures may be 
found on the  Board of Trustees website

 Collective Bargaining Agreements for your unit are available on 
the Human Resources website (District Offices  > Human 
Resources > Employee & Labor Relations > Collective Bargaining 
Agreements)
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https://web.peralta.edu/trustees/
https://web.peralta.edu/hr/employee-relations/employee-relations-2/


ETHICS, CIVILITY AND MUTUAL RESPECT 
(BP 7380)

It is the policy of the Peralta Community College District to foster an 
environment which maximizes student learning and employee 
performance, and a climate of civility and mutual respect among 
faculty, staff, students, and members of the Board of Trustees of the 
District. As members of the Peralta Community College District 
community, we are expected to treat each other with civility and 
respect, recognizing that disagreement and informed debate are 
valued in an academic community. Behaviors that unduly interfere 
with the ability to learn or work in the college environment depart 
from the standard for ethics, civility and respect and are 
unacceptable. Individuals covered by this policy include faculty, staff, 
managers, supervisors, students, and members of the Board of 
Trustees. The Chancellor shall issue an administrative procedure 
detailing this policy.
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PROHIBITION OF HARASSMENT (BP 3430)

 The District is committed to providing an academic and work environment that 
respects the dignity of individuals and groups. The District shall be free of sexual 
harassment and all forms of sexual intimidation and exploitation. It shall also be 
free of other unlawful harassment as defined in Administrative Procedure 3430, 
including that which is based on any of the following statuses: race, religious 
creed, color, national origin, ancestry, physical disability, mental disability, 
medical condition, marital status, sex, gender identification, age, sexual 
orientation of any person, or military and veteran status, or because he or she is 
perceived to have one or more of the foregoing characteristics…………

 If you experience issues with harassment, please contact the Office of Employee 
Relations
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https://web.peralta.edu/trustees/files/2013/12/BP-3430-Prohibition-of-Harassment6.pdf


DRUG FREE ENVIRONMENT & DRUG 
PREVENTION PROGRAM (BP 3550)

 The District shall be free from all drugs and from the unlawful possession, use or distribution of 
illicit drugs and alcohol by students and employees. The use of tobacco products is also 
restricted as detailed in Administrative Procedure AP 3570 Use of Tobacco. The unlawful 
manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited 
in all facilities under the control and use of the District. Any student or employee who violates 
this policy will be subject to arrest, citation, and/or disciplinary action (consistent with local, 
state, or federal law), which may include referral to an appropriate rehabilitation program, 
suspension, demotion, expulsion or dismissal. 

 The District recognizes substance dependency as treatable and encourages employees with 
substance dependency problems to take advantage of the District’s Employee Assistance 
Program. Drug awareness workshops will be offered periodically to inform employees and 
students of the dangers of substance abuse, the availability of counseling, rehabilitation, and 
assistance programs, and to notify employees and students of the penalties that may be 
imposed for violations. The Chancellor shall assure that the District distributes annually to each 
student and employee the information required by the Drug-Free Schools and Communities Act 
Amendments of 1989 and complies with other requirements of the Act.
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https://web.peralta.edu/trustees/files/2019/03/BP-3550-Drug-Free-Enrivornment-and-Drug-Prevention-Program-1.pdf


OTHER IMPORTANT POLICIES

 Nondiscrimination (AP 3410)

 Campus Safety (AP 3500)

 Telephone Computer and Network Use (AP 3720)

 Equal Employment Opportunity (AP 3420)
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https://web.peralta.edu/trustees/files/2018/12/AP-3410-Nondiscrimination.pdf
https://web.peralta.edu/trustees/files/2019/03/AP-3550-Preserving-a-Drug-Free-Environment-for-Employees.pdf
https://web.peralta.edu/trustees/files/2013/12/AP-3720-Telephone-Computer-and-Network-Use.pdf
https://web.peralta.edu/trustees/files/2013/12/AP-3420-Equal-Employment-Opportunity1.pdf


INTAKE APPOINTMENTS

 Every new hire is required to complete an intake appointment with Human 
Resources

 Intake appointments are conducted by appointment only at the District 
Human Resources Office

 View the faculty hiring checklist for required intake documents

 Salary placement procedures for faculty are discussed during this 
appointment

 After your intake is completed, the HR Generalist will activate your 
employment record. Your employee ID number is forwarded to the 
campus. The Generalist may also forward the ID number to your personal 
email.
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https://web.peralta.edu/hr/files/2019/05/Faculty-Employment-Checklist-2019.pdf
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INTAKE APPOINTMENTS

Academic HR Generalists

Che Ly – supports academic personnel for 
Merritt College and Berkeley City College

Alejandra Rodriguez – supports academic 
personnel for College of Alameda, Laney 
College, and the District Office
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EMAIL ACCESS & PROMT ACCESS

 Once a new employee’s job record is activated by the HR Generalist, the 
Information Technology (IT) Department receives a notification to create a 
Peralta email and PROMT (faculty portal) login credentials

 To request assistance with login and password credentials, you may 
contact the IT Department at helpdesk@Peralta.edu. Be sure to reference 
your employee ID number in the email.
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mailto:helpdesk@Peralta.edu


EMAIL ACCESS & PROMT ACCESS

 PROMT is your access to the district information systems. It supports self-
service features that allow you to manage your own information and 
business transactions. Furthermore, it also allows administrative staff to 
access all of the information systems (i.e. Learning Solutions, Financials, 
and Human Resources) they use to do their jobs.

 In PROMT Self Service you can view your paycheck, update your contact 
information, indicate your preferred name, and view your W-2 form.

 https://pr.peralta.edu/psp/PR/?cmd=login
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https://pr.peralta.edu/psp/PR/?cmd=login


EMAIL ACCESS & PROMT
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EMAIL ACCESS & PROMT 
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EMAIL ACCESS & PROMT
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EMAIL ACCESS & PROMT
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ID BADGE & PARKING PERMITS

 Employee ID badges are requested electronically through an ID badge ticket at 
https://helpdesk.peralta.edu. New and replacement employee badges should be 
requested by the departmental hiring managers, deans, presidents, and Vice 
Chancellors.

 ID Badge tickets are approved by District General Services (DGS). When ID Badge 
request are submitted, the Help desk system automatically sends an approval 
request email to DGS. 

 Once approved, requestors will receive an approved response alerting them to call 
the Dispatch Center Desk of the Peralta Police Services to set up an appointment.
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PARKING PERMITS

 Contact your Dean’s Office or Campus Business Office for information about 
parking permits

 Staff must properly display their staff parking permit along with their D.M.V. 
issued disabled placard and/or disabled plate

 Unlike Laney, Merritt and College of Alameda, the Berkeley City College campus 
has no parking lot; therefore, Berkeley City College does not honor parking 
stickers from other Peralta Colleges. There is no designated public parking lot at 
Berkeley City College. 
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HUMAN RESOURCES WEBSITE

https://web.peralta.edu/hr/

24

https://web.peralta.edu/hr/


ENROLLMENT FEE WAIVERS

 To encourage professional development, active Faculty, Classified, and 
Confidential employees are eligible for enrollment fee waivers for Peralta classes

 The Enrollment Fee Waiver Form is available on the HR Documents and Forms 
page on the HR website

 The form requires your manager’s signature

 Return the completed form to the Cashier’s Office 

 Books and other fees are the responsibility of the employee
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https://web.peralta.edu/hr/hr-documents-forms/


PAYROLL INFORMATION

 Pay Dates

 Payroll Forms & FAQs

 Direct Deposit

 Viewing Paycheck Online
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PAYROLL INFORMATION

 Pay date for faculty, regular classified, and management employees is the 
last business day of the month

 Payroll forms  (w-4, Direct Deposit , CA DE 4) are available on the Payroll 
website or in front of the Payroll Department at the District Office

 W2 mailing:  W2 forms are mailed each year by January 31st for the 
preceding calendar year.  W2s are mailed to your address on file.

 Payroll Quick Facts are also available on the Payroll website. This 
document includes information about how pay is calculated for part-time 
faculty (PCA)
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https://web.peralta.edu/payroll/payroll-forms/


PAYROLL INFORMATION

 Convenient Direct Deposit available at no cost

 Complete the AUTHORIZATION FOR ELECTRONIC PAYROLL DEPOSIT to sign up

 Pay Statements are viewable online via PROMT for current employees.  Click on 
the My Page tab and then View Pay slip.

 Paper paychecks may be picked up on payday at the Cashier’s Office of your home 
campus with a valid ID

 District employees may pick up their paychecks at the District Payroll Department 
with a valid ID
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BENEFITS INFORMATION

Benefits Website

2019 Benefits Brochure

Benefits Matrix

Benefits Orientation

Benefits Dept Contact Information
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BENEFITS INFORMATION
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https://web.peralta.edu/benefits/

https://web.peralta.edu/benefits/


BENEFITS INFORMATION

31

• The 2019 -2020 Benefits Guide is 
available on the home page of the 
Benefits Department website



BENEFITS INFORMATION - MATRIX
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BENEFITS INFORMATION

 New Hire Benefits Orientation hosted every Tuesday at 2:oo PM in the District 
Employee Relations Office

 No RSVP required but please tell the Benefits Staff Member if you are full-time or 
part-time 

 Benefits Department Contact Information
 510-466-7229

 benefits@Peralta.edu
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QUESTIONS
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