
CYPRESS COLLEGE
OUTSTANDING CLASSIFIED EMPLOYEE OF THE YEAR

Cypress College is proud to announce its 11th Annual Classified Employee of the Year award to
recognize exemplary service to the college community.  This award will be given to a permanent
classified employee who represents the dedication and commitment to making Cypress College an
outstanding learning environment for our students.  The deadline is Wednesday, March 24, 2010.

This award offers the opportunity to you, our administrators, faculty, staff, and students, to recognize
those people who consistently treat members of our college community with courtesy and respect,
who respond in a timely way to our requests, and who regularly demonstrate acts of kindness.   

The following additional criteria will be considered in the selection process:
•  service
•  enthusiasm
•  caring about students, colleagues, and the Cypress College community
•  campus involvement
•  special talents which contribute to the college
•  effectiveness of job skills
•  contributor to positive morale

NEW:  To nominate a classified employee, THREE (3) separate letters must be included in the
nomination packet: your letter of nomination and two letters of support.  If you feel a person
has provided exemplary service to the college this year or for several years, ask two other people –
instructors, classified staff, managers, and/or students to write a letter in support of your nomination.

PROCESS

1. The Letter of Nomination and two Letters of Support may be submitted by any member of
the Cypress College community (students, staff, faculty, managers).

2. The individual making the nomination must fill out the nomination form (attached).  Ask two
others to write Letters of Support. Turn in the complete packet (3 letters) into the Staff
Development Office by Wednesday, March 24, 2010, at 4:00 p.m.

3. The selection will be based upon the information provided in the Letter of Nomination and
two (2) Letters of Support only, so include as much information on the form as possible.

4. The selection will be made by a subcommittee appointed by the Staff Development Committee,
and will include representation from management, classified, students, and faculty.

5. The recipient of the award will be announced at the Classified Appreciation Luncheon on
Friday, April 30.

CYPRESS  COLLEGE
2009-2010 CLASSIFIED  EMPLOYEE  OF  THE  YEAR

(Note: Two Letters of Support are also required for a classified staff to be nominated.   If possible,
please submit typewritten letters.

If handwritten, make sure the information is legible and in ink.)

I nominate_____________________________________, whose title is ________
____________________________________________, to be considered as Classified Employee of
the Year for 2009-2010.
(Using the criteria on the attached page, provide examples of what the classified employee does to support

NEW Guidelines and Nomination Form

NEW Nomination Form



your nomination. Attach additional pages as needed.)

Nominated by _______________________________Ext.___________Date________
Return the COMPLETE PACKET (one nomination form and two letters of support)

to the STAFF DEVELOPMENT OFFICE
by Wednesday, March 24, 2010, at 4 p.m.



FOUNDATION OFFICE

Faculty and Staff Mini-Grants Program - 2010 Application

Item or Project Requested:

Description of Item or Project:

Justification  (How will students and/or your department benefit?)

Budget Detail (If you are requesting an item, please include manufacturer, make, model, part
number etc., if applicable, and the total price, including tax and shipping)

Requesting Faculty or Staff Member (name and telephone)

Authorization - Signifies the appropriate Dean’s or Director’s support for this request.

Dean or Director:                                                                                 Date                                          

Note: Applications are due to the Foundation office by 5:00 p.m., Thursday, March 25,

2010.  Request must not exceed $500, and there must be no additional related costs involved in
the request, i.e., installation, wiring, etc. Purchases must be completed by December 1, 2010,
unless otherwise approved. Additional information may be attached.



Cypress College Outstanding Alumnus Nomination Form
Please Return to Cypress College Foundation Office by 5:00 pm, March 25, 2010

Date: ______________________

Your Name and Contact Information: _________________________________________

Outstanding Alumnus Name________________________________________________

Occupation of
Alumnus_______________________________________________________

Address of
Alumnus__________________________________________________________

________________________________________________________________________
__

Alumnus Phone: _______________ Fax: ______________     Email:
__________________

Years Nominee Attended Cypress College: (estimate if you are not sure):
___________________

Did he/she get a degree, certificate, and/or did they
transfer?______________________________

________________________________________________________________________
______

Tell us about their career/professional accomplishments,
etc.______________________________

________________________________________________________________________
______  

________________________________________________________________________
______  

________________________________________________________________________
______  

________________________________________________________________________
______             
______________________________________________________________________________

Tell us about their community
involvement:___________________________________________  

________________________________________________________________________
______  

________________________________________________________________________
______  

________________________________________________________________________
______  

________________________________________________________________________
______             
______________________________________________________________________________

Tell us about their personal accomplishments:
_________________________________________  

________________________________________________________________________



______  
________________________________________________________________________

______  
________________________________________________________________________

______  
________________________________________________________________________

______
________________________________________________________________________

______ 
Other

information:_______________________________________________________________
________________________________________________________________________

______  
________________________________________________________________________

______  
________________________________________________________________________

______  
________________________________________________________________________

______
________________________________________________________________________

______

Additional information may be attached



CYPRESS COLLEGE
Graduation 2010

May 26, 2010

Faculty Robe Information Sheet
Academic Cap and Gown

Please PRINT all information

Name :_________________________( Male/Female):________

Degree

Bachelor ____ Master____ Doctor____

Dress or Suit Size____ Height___Ft.__In.

Hood Information

Major:_______________________

School Colors: (very important) ___________________

From:_______________________     ________________  _______
       School Name       City          State

Order must be received by Student Activities Office attention:  Becky Rojas by March
27, 2009 714-484-7199.   If you have your own regalia and plan to attend please let me
know.



OFFICE OF HUMAN RESOURCES

North Orange County Community College District

1830 W. Romneya Drive, Anaheim, California 92801-1819

INTRADISTRICT CORRESPONDENCE

To: ALL STAFF

From: Jeff Horsley 
Vice Chancellor, Human Resources

Date: March 10, 2010

Subject: 2010 Summer Session Four-Day Workweek

CSEA and the District have agreed to implement a four-day, ten-hour workweek schedule (4/10 schedule)
for the 2009 summer session.  The 4/10 schedule will begin the week of Monday, June 7, 2010.   The
District will return to the regular five-day, eight-hour workweek on Monday, August 9, 2010.

It will be necessary to make some exceptions to the 4/10 schedule for certain classified employees.
Management will notify those employees affected.

Classified and management employees who choose not to work ten hours per day may elect either of the
following options:

Option #1: take one hour off each day (work 9 hours) and use one hour of accrued
compensatory time or vacation time, respectively, or one hour of  leave without pay
each day; 

OR

Option #2: take two hours off each day (work 8 hours) and use two hours of accrued
compensatory time or vacation time, respectively, or two hours of leave without pay
each day.

If either of the above options is selected, the number of hours off must be the same for each day and the
employee must remain with the option selected for the entire summer session schedule.

Per diem deductions for the use of vacation time and/or sick leave for classified and management
employees on the 4/10 schedule will be made as follows:

No option selected (work 10 hours per day): Deduct 10 hours of leave per day in lieu of hours worked 

Option #1 selected (work 9 hours per day): Deduct 9 hours of leave per day in lieu of hours worked

Option #2 selected (work 8 hours per day): Deduct 8 hours of leave per day in lieu of hours worked

For all employees, the July 4th holiday will be taken on Monday, July 5, 2010.
Classified employees on the 4/10 schedule will receive eight hours of holiday pay for the July 4th holiday
in accordance with the provisions of Article 10.3.3 of the CSEA collective bargaining agreement.

/sc



California State University, Fullerton 
Attention Future Teachers! 

      Cal State Fullerton Center Careers in Teaching 
Appointments in the Transfer Center 

 
 

February 16, Tuesday 9:30 – 12:30 
 

March 16, Tuesday 1:30 – 5:00 
 

April 21, Wednesday 9:30 – 12:30 
 

May 6, Thursday 11:00 – 2:00 
 
 
 

You may sign-up 30 days in advance for an appointment. 
Cypress College Transfer Center 

Student Center 2nd Floor 
Phone Number: (714) 484-7129 

Hours: Mon.-Thurs. 8am-6pm, Fri. 8am-12pm 

       
       



From: Christy Davis
Subject: Care Packages for Soldiers

Hello!
 
    The Cypress College Veterans Organization is collecting items and 
making care packages to send over seas to our troops! Attached is 
a fl yer and a list of items that the troops need. If you do not wish to 
donate items small cash donations would be appreciated to assist with 
postage and handling.
 
    I do understand that these are hard times for everyone, and you may 
not have anything to give. Cards and letters to our troops would be ap-
preciated as well. It is enough to let them know that we are thinking of 
them.
 
Collection Times: M-Th 9-6 p.m.
 
Collection Place: Veterans Dept located in Admissions and Records
 
Thank you in advance for your generosity!

Chef Boyardee® Beef Ravioli 
Campbells Chunky Soup® 
packages of Tuna 
Starkist® Tuna Lunch Kit 
Ramen Noodles 
Protein Bar 
Granola Bar, crunchy 
Chewy granola bar or cereal bar 
Pop Tarts® 
Nabisco® Fruit snacks (100% 
Vitamin C) 
canned fruit 
pudding Snack Pack® 
cheese or peanut butter crackers 
Chewing gum, blister pack 
Crystal Light® or Gatorade® 
drink mix 
Baby wipes (large 80 count pack-
age) 
Chapstick® brand lip balm 
Pepperoni or sausage stick 
Beef jerky strips 

Peanuts 
Sunfl ower Seeds 
Grandma’s Cookies 
Assorted hard candies 
Plastic utensils 
Paperback novel (titles and author 
vary) 
Pad of paper and/or envelopes 
Ink pen 
Boot Insoles 
Socks, black or white 
Toothbrush 
Small size shampoo 
Small size toothpaste 
Toiletry: either deoderant, lotion, 
or body wash 
3 ShaveMate® razors w/ shaving 
cream in the handle 
5 Single-dose Bayer® aspirin 
packages 
Playing cards, single-use camera, 
DVD, or other entertainment item 

Cash Donation to help pay for postage. Each box costs $12.50 to send



Marketing Individual Programs

Background: At the most-recent colloquium there was a recommendation that the
Public Information Office provide assistance with marketing of individual programs. In
response, a workshop was held last academic year. Based on the success and interest, I
will repeat the workshop on April 9, from 9:30-11:30 a.m., in the TLC on the first floor
of the Library/Learning Resource Center.

Objective: Work with interested faculty, staff or managers from campus programs to
participate in a partnership with the Public Information Office to develop promotional
materials in support of expanding their enrollment. The workshop is intended to provide
background so that foundational pieces can be created for a program-level marketing
campaign.

Outcomes: Identification of target audiences and what to say to each audience. Creation
of promotional text for use in brochures, flyers, the Web, student e-mails and podcasts
will be completed outside the workshop hours.

Results: Participants will receive the following items, all produced in conjunction with
the Public Information Office and from the PIO budget:

[] Flyer
[] Brochure
[] Photos
[] Text to use on Web site

Other potential promotional opportunities:
[] Promotion on Podcast
[] Promotion in all-student e-mail
[] “Did you know?” feature
[] “Why I teach” profile
[] @Cypress

NOTE: These items will be created working in conjunction with participants
following the completion of both workshop sessions.

Registration: Via the Staff Development site on MyGateway.

Contact: Marc Posner, Public Information Officer
mposner@CypressCollege.edu or ext. 47006



Publication 4768 (06-2009)  Catalog Number 53172F  Department of the Treasury  Internal Revenue Service  www.irs.gov

Who says you can’t get a break these days? The American Recovery and 
Reinvestment Act may give you the break you’re looking for – help paying for 
college.

The American Opportunity Credit is worth up to $2,500 of the cost of tuition 
and related expenses. You can claim it on your 2009 and 2010 tax returns. The 
credit amount starts phasing out if you make more than $80,000, or $160,000 
if you’re filing a joint return. Even if you don’t make enough money to file a return, 
file anyway because you may get up to $1,000 back.

And if you have a section 529 college savings plan, you can spend those funds 
on a computer that’s used for college.

You don’t need a course in rocket science to learn how it pays to go to college.

Visit irs.gov/recovery .

Catch a 
Break



It Pays To Know About the American Opportunity Tax Credit

Did you know you may qualify for a tax credit to help pay for your college fees and expenses?

The American Opportunity Tax Credit is worth up to $2,500 of the cost of fees and college
expenses, and can be claimed on 2009 and 2010 tax returns. Don’t forget, the last day to file your
return is April 15.  College expenses include books, supplies and equipment needed for a course
of study – regardless of where they are purchased. You may even be able to claim your
computer.

“With so many families struggling, we want students to know about their options to help pay for
college and take advantage of all the tax breaks they can,” said California Community Colleges
Student Financial Aid Administrators Association President Jacque Bradley.

The full credit is available to individuals whose gross annual income is $80,000 or less, or
$160,000 or less for married couples. Even students who don’t make enough money to file a
return should do it anyway because they may get up to $1,000 back.

To take advantage of this tax credit, you can contact the Volunteer Income Tax Assistance
(VITA) program at 1-800-829-1040. The VITA program offers free tax help to people with a
gross annual income at or below $49,000 who need assistance preparing their tax returns.

The California Community Colleges encourage students and parents to learn more about this
important tax credit and other financial aid opportunities by visiting icanaffordcollege.com
today.




