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Introduction
Welcome to Riverside City College! For over 100 years, Riverside City College has provided quality
education to countless students throughout Riverside County. By joining the ranks of classified
employees of the College, you have become part of the next generation of leaders and professionals
committed to ensuring students of Riverside Community College District continue to receive open
access to superior academic programs, exposure to exemplary fine and performing arts programs,
and transformative wrap around academic and student support services.
The purpose of this guidebook is to provide you with basic information about these programs and
services to help you make a smooth transition to our campus work life. Our goal is to not only offer
you a warm reception to Riverside City College but to also demonstrate a commitment to your
success as a classified professional of the college.
On behalf of the members of Classified Leadership and Success, we welcome you to Riverside City
College!
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About RCC
Riverside City College opened in 1916 and is now one of the seventh oldest colleges in the state and
a leading community colleges in the Inland Empire. Initial enrollment was just 114 students but
now the college serves a student population of over 20,000 students per semester.
The college mascot is Benny the Bengal Tiger who can be seen performing at football half-time
shows alongside the world renowned RCC Marching Tigers have appeared in the Tournament of
Roses Parade, Fiesta Bowl Parade, the Hollywood Christmas Parade, the Macy's Thanksgiving Day
Parade, athletic events, and made appearances in television shows, commercials, music videos, and
movies. We have the only marching band that has performed at every Disney park around the
world.
Notable RCC Alumni include artists, authors, film and television actors, NFL, MLB, and Olympian
athletes, physicists, and superior court judges.

Alma Matter Riverside
Words: Vincent Lawton, Music: Don Stone, 1956 – 1957

Unknown the years that lie ahead, but strongly armed are we.
By precepts wise we shall be led, and take our strength from thee.
RIVERSIDE, glory and our guide far from your halls remembrance calls
With love and pride; with spirits free we honor thee, our Riverside!
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Academic Divisions
The college is organized around academic divisions and administrative offices. The academic
divisions are made up of the various academic programs, departments, and disciplines offered for
instruction at the college. RCC’s academic divisions include:
Career and Technical Education (CTE)
RCC’s Career and Technical Education division programs specialize in the skilled trades, modern
technologies, applied sciences and career preparation. CTE programs are designed to be completed
in a short time at low cost and lead directly to employment.
Fine and Performing Arts (FPA)
The Fine and Performing Arts Division offers art, dance, music, and theater students and
comprehensive academic programs. The Division also provides oversight to Performance
Riverside, the professional musical theater company whose mission is to perpetuate the art and
tradition of professional theatre through education, innovation, and new audience development.
Located in downtown Riverside is the Coil School of the Arts.
Languages, Humanities, and Social Sciences (LHSS)
The Languages, Humanities, and Social Sciences Division offers 13 Associate Degrees for Transfer
(ADTs) which guarantee transfer to a California State University, and we partner with local UCs to
facilitate the transfer process, as well as, courses to meet local General Education degree and
transfer requirements.
Nursing
The School of Nursing offers a Nursing Assistant, Vocational Nursing, and Associate Degree in
Nursing/Registered Nursing (ADN/RN) programs. The Nursing Assistant Training Program (NATP)
is approved by the California Department of Public Health (CDPH); the Vocational Nursing program
is approved by the California Board of Vocational Nursing and Psychiatric Technicians (BVNPT);
and the ADN/RN program is approved by the California Board of Registered Nursing (BRN) and
accredited by the Accreditation Commission for Education in Nursing (ACEN).
STEM/Kinesiology
The STEM and Kinesiology Division provides education with focuses on Science, Technology,
Engineering and Mathematics. The Kinesiology Department will prepare students with the
concepts and skills needed to develop and maintain lifetime fitness and wellness.
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Academic Support
Academic Support at provides free resources and services to help RCC students meet their
academic goals. Our peer instructors are trained to address the unique needs of a diverse
community of students. Further, we promote a student-centered community where student needs
continue to shape our values and beliefs.
Academic Support is a multi-unit support department housed in RCC’s Martin Luther King Jr. (MLK)
Teaching/Learning Center. The MLK Teaching/Learning Center features a centralized space
composed of distinct student services geared toward academic support. The building is equipped
with designated study areas, instructional space, and computer labs. Additionally, it houses several
academic support services including the Writing and Reading Center (WRC), Center for
Communication Excellence (CCE), the Community of Academic Progress (CAP) Program, the
Transformation Grant, Tutorial Services, Study Group Leaders Program, Supplemental Instruction
(SI), the Math Learning Center (MLC), the CAT/CIS/CSC (CCC) lab, and the STEM Engagement
Center.

Administrative Offices
The administrative offices oversee various operational functions of the college in support of
delivery of education. The Charles A. Kane student Services and Administration building houses a
majority of these offices.
Academic Affairs
The Office of Academic Affairs is responsible for the strategic integration of goals of the five
academic divisions. The Office is responsible for the quality, integrity, and breadth of all
educational programs at the institution and strives to enable student success through excellence in
educational and academic support programs and by continuously improving institutional
effectiveness
Business Services
The Business Services Division serves the mission of the institution by coordinating the needs and
responsibilities of all business and administrative service areas including ensuring appropriate
fiscal and budgetary management, purchasing processes, contract administration, equipment
inventory, record keeping, grants and categorical program compliance, fiscal accountability and
budget control processes.
Institutional Effectiveness
The Office of Institutional Effectiveness serves the College in the areas of accreditation,
mission/vision values, strategic planning, institutional research, academic assessment, and the
Program Review and Planning (PRaP). The office also works with a large number of faculty,
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administrators, and staff throughout the College and District. Creating and maintaining
collaborative partnerships is key to being effective as an assessment, research, and planning leader.
Planning & Development
The Office of Planning and Development has administrative responsibility for Accreditation, the
Grants office, Guided Pathways, the Institutional Effectiveness office, Strategic Planning, and the
division of Student Success and Support.
Student Services
The Student Services office directs, manages and coordinates all operational activities related to
Student Services throughout the college, including: Admissions and Records, Enrollment
Management, Assessment, Disability Resources Center, Extended Opportunity Programs and
Services, Financial Aid/Scholarship, Matriculation, Student Activities, Student Health and
Psychological Services, Transfer Center, International Students Program, Veterans Affairs,
Community Outreach/Recruitment, Cal Works, Special Programs, Student Recruitment, Retention,
Dual-Enrollment, Gateway/Early College and Athletics.
Student Success and Support
The Student Success and Support Division includes Counseling, Library, Academic Support, and
Student Engagement. This division provides an integrated team approach to academic support.

Administrative Support Services
College Switchboard
The RCC Switchboard acts as the main switchboard for the District.
The main function of the RCC Switchboard is to provide directory assistant, transfer both internal
and external incoming calls to the appropriate departments/extensions, and provide general
information about RCC and other RCC/D related activities.
The RCC Switchboard has the ability to transfer calls to the designated point of contact(s) for both
Moreno Valley College and Norco College. In addition, the RCC Switchboard has the ability to
transfer calls to the District Offices, Culinary Arts Academy, COIL School of the Arts, RCC Rubidoux
Annex, and the Office of Economic Development.
Hours of Operation: Monday – Thursday 7:00am to 5:30pm, Friday 7:00am to 4:00pm
Contact Number: 951-222-8000
RCCD Telephone System: Dial “0”
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Copy Requests
The RCC Copy Center is designed to assist RCC employees with their small black and white copy
requests of 500 sheets or less. Any requests above 500 sheets or requests in color ink must be ran
at the District Copy Center located at Centennial Plaza in Downtown Riverside.
Please allow two to three business days for copy job requests. When staffing and machines are
available, the RCC Copy Center does take emergency/walk-up copy jobs up to 300 sheets. RCC
employees must log in their name and request on the log provided on the walk up counter and the
number of copies once their job is complete.
Copy jobs can either be submitted via email, in person, or through interoffice mail. For hard copy
job requests that need to be submitted after hours, there is a “after hours” drop off box located
outside of RCC’s Copy Center entrance. The “after hours” drop off box is checked once in the
morning. Please use rivadminsupport.center@rcc.edu for any email copy requests. Please call the
main line for information regarding available paper sizes, paper colors, and paper types.
Location: Business Education Building (Building 4 on Campus Map), Room 110
Hours of Operation: Monday – Thursday 7am to 6pm, Friday 7am to 4pm
Contact Number: 951-222-8525

Bookstore
The bookstore is operated independently by Follett who provides the best cost-saving options for
RCC students including a robust textbook rental program (up to 80 percent compared to buying
new books) and a varied selection of ebooks and other digital learning technologies that help
promote anywhere/anytime access to needed materials. Follett also offers affordable open
educational resources content and courseware including industry leader products by Lumen
Learning. The bookstore is closed on all campus observed holidays. Hours vary during Summer
Session
Location: Bradshaw Building
Hours of Operation*: varies – see website
Contact Number: 951-222-8140
Email: riversidecc@bkstr.com

Caring Campus
The California Community College Chancellor’s Office acknowledges the important role classified
professionals play on a daily basis in the lives of our students and has collaborated with the
Institute for Evidence Based Change (IEBC) to provide support for classified staff involvement in
efforts to increase student success through the creation of a more caring environment.
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RCC’s Caring Campus Ambassadors provide recommendations for purposeful actions we can all
take to foster a more caring campus environment and help our students feel even more connected
to the college. The Ambassadors meeting are open to all classified staff who wish to become
involved. For more information, please contact Akia Marshal at akia.marshall@rcc.edu or Natalie
Halsell at natalie.halsell@rcc.edu.

Classified Leadership and Success, (CLAS)
Classified Leadership and Success is a standing subcommittee of the Human Resources Committee
operating under the direction of the Resource Development and Administrative Services
Leadership Council. The mission of CLAS is to promote employee engagement and recognition,
professional growth, upward mobility, and leadership development of its classified professionals in
an effort to support the college’s strategic goals while encouraging intellectual curiosity and
lifelong learning.
Monthly professional development opportunities are coordinated by this group and available to all
employees of the college. For additional information regarding professional development, see page
16.

Classified School Employees Association, CSEA Chapter 535
The collective bargaining unit of the classified employees of the Riverside Community College
District is the California School Employees Association Chapter 535. The California School
Employees Association, AFL-CIO (CSEA) is the largest classified school employees labor union in
the United States representing more than 230,000 public employees in California.
For executive board contacts, current agreement between CSEA and RCCD, and other information,
please visit the CSEA webpage at https://www.csea.com/web.

Colleague by Ellucian/Datatel/UI Web
Colleague by Ellucian (aka Datatel) is the administrative system used by RCC. UI Web is the
interface used to access Colleague. Only those that need to work directly in Colleague have access
to this system. WebAdvisor is used by all students and staff to access their information that is
maintained in Colleague.
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College Safety
Riverside City College has campus police that are POST certified and have the same authority as
municipal and county law enforcement officers. They provide a safe and secure learning
environment for all students, faculty, staff and visitors.
Calls for service are routed through the central dispatch center on the Riverside City College
campus. Services are provided for emergencies, parking issues, escort requests, and other nonemergency services. Department divisions include Gang Unit, Rape Aggression Defense (RAD),
Emergency Preparedness, and Sexual Assault Response Team (SART).
Location: College Safety and Police Office
Hours of Operation: 24/7
Non-Emergency: 951-222-8172
Dispatch Emergency Contact Number: 951-222-8171

Email
All RCCD email correspondence are done using Microsoft Outlook. Your email address is
established through HR during the hiring process. Typically, your email address is your
Firstname.Lastname@rcc.edu.
You may also consider joining the campus list serve (RIV-ALL). To do so, send an e-mail to the
address riv-all-subscribe-request@lists.rcc.edu . Leave the subject and body of the e-mail
completely blank, delete signatures if they are present as any text in the body of the e-mail will
confuse the system

Employee Recognition Program
Riverside City College recognizes the importance of appreciating the unique qualities of employees
and the importance of employee retention as it relates to the value the college places on student
centeredness, tradition, and the learning environment of the college. This is accomplished through
the David Dant Employee of the Month program, the Employee of the Year program, and the Touch
of CLAS program.
Throughout the year, classified staff from across the college are nominated and a rigorous selection
process is followed to determine the recipient who represents the best of what RCC has to offer our
students and college community.
For additional information on how to nominate an employee and to view past award recipients,
visit the Classified Leadership and Success webpage.
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Event Planning
To plan an on-campus event, you need access to 25LivePro. If you do not have access to 25LivePro,
contact the college's Facilities Access and Utilization Coordinator, Janelle Wortman, at 951-2228498. You may want to consider several things prior to planning and scheduling an on-campus
event. The following is a sample checklist that you can use for your event planning:
1.
2.
3.
4.
5.
6.

What type of event are you planning?
Is this a reoccurring event?
What will be the title of this event?
How many will be in attendance?
Will prep time be needed prior to event start time?
What resources will be needed for the event? (Tables, chairs, audio equipment, video
equipment, PowerPoint materials, and or podiums)
7. What locations best accommodates the size of your audience?
8. Will your event be an internal program/campus event or open to students?
Once you have gathered the basic information for your event and access has been given, go to the
Single Sign On portal at go.rccd.edu and sign on using your email address and password
credentials.
On 25LivePro click on the EVENT WIZARD tab and begin the process for scheduling your event. Use
the RESOURCES tab to enter in resources (tables, chairs, etc and room preferred room set up).
To request audio/video equipment, you will have to request this separately by completing a TSS
ORDER FORM that can be located at https://www.rcc.edu/tss/Pages/TSS-LINKS.aspx. If you have
questions or need assistance completing the TSS form you may contact the TSS department by
emailing rimc@rcc.edu. See page 20for additional information regarding Technology Support
Services.

Food Services/Catering Requests
Planning an event and need catering from Food Services? Visit the following link for the RCC Food
Services menu https://www.rcc.edu/businesservices/Pages/fsmenu.aspx Food pricing can be
viewed in the food menu. To place an order for your event needs, send an email to
cheryl.ruzak@rcc.edu or call 951-222-8080. You will need the following information when placing
your request:
1.
2.
3.
4.
5.
6.
7.

Name of event
Number of attendees
Date, location and desired drop-off and pick-up time for the event
Menu
Method of payment
Budget line for Food Services/catering needs to bill
Number of table cloths and flatware (if needed)
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Galaxy
Galaxy is the financial database utilized by the District as provided by the Riverside County Office
of Education. This system is used for various financial transactions such as generating purchase
requisitions, running budget reports, and viewing vendor payments. Employee access is typically
provided upon request by an area manager and submitted to the District Accounting Services
office. Training and workshops are offered at various times throughout the year. For additional
information regarding Galaxy access, contact the administrative assistant at (951) 222 – 8076.

Guided Pathways
Riverside City College is one of 20 California community colleges participating in
the California Guided Pathways project. Guided Pathways is a framework helping
RCC implement an integrated, institution-wide approach to student success. The
College is intentionally designing structured educational experiences that will
help our students succeed.
Guided Pathways has four pillars on which the College is restructuring internal processes to ensure
student success. In some way, the work that classified professionals do is reflected in each of the
pillars.
The college has created instructional pathways, program maps, and clear career /transfer
information to assist students in understanding the options available to them upon
entering RCC.
If you work in Outreach, the Welcome Center or even the Grounds department, this
pillar pertains to you. A high school student may first learn about the college through an Outreach event,
may first find their way to the Welcome Center, or may even ask a Grounds person how to get to their
classes.
In this phase, students receive early career/transfer exploration advice, receive academic
and financial plans, and are given integrated and contextualized academic support.
Those individuals most likely involved in this pillar are Admissions & Records, Financial
Aid, Auxiliary Business Services (ABS) as well as Disability Resource Center (DRC)
staff.

Students receive progress monitoring, intrusive advising/support, and frequent feedback
during this phase.
This is where our educational advisors, instructional department specialist, administrative
assistants, and instructional support specialists are most likely involved.
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Here our faculty play key roles in ensuring field-specific learning outcomes, relevant
experiential, and active learning takes place.
While faculty driven, classified staff are still very much involved in the learning journey
of our students. For example, Technology Support Services staff ensure classroom
equipment is functioning properly, facilities ensure rooms are clean and air conditioning works, and
reading paraprofessionals help students with their learning as well.

Intranet
The Intranet is a private computer system operated by RCCD on behalf of the students, faculty and
staff of Moreno Valley College, Norco College, Riverside City College, Ben Clark Training Center,
Center for Social Justice, Culinary Academy, RCC at the Innovation Learning Center and the
Rubidoux Annex. The Intranet is unavailable to the public, unlike the internet. In addition, the
Intranet can only be accessed when the employee is logged in under their assigned User-ID &
password (usually your computer login credentials) on an RCCD networked computer. The
purpose of the RCCD Intranet is to provide convenient updated information for employees.
To login to the Intranet, visit rcc.edu and scroll down to “Staff Gateways” and click on the staff
gateways link.

Library
Digital Library/Learning Resource Center provides services for Students including issuing College
ID’s, borrowing books, intercampus loans and copies, reference services, electronic databases
LAMP, computer access, Wi-Fi access, and course reserve materials.
Services for Faculty/Staff include orientations/moderated research sessions, collection
development, electronic databases LAMP, intercampus loans and copies, interlibrary loans,
curriculum development and course reserve materials.
Services for the Community: Reference librarian services, computer access, Wi-Fi access, and
library card.
Contact Information:
Circulation: (951) 222-8651
Reference: (951) 222-8652
Email: library.rcc.edu

Marketplace
The RCCD Marketplace is published every Wednesday via Opt-discuss. Marketplace is used as a
means of advertising items you wish to sell or give away such as (but not limited to) fundraising,
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furniture, clothing and vehicles. In order to receive Marketplace publications you must subscribed
to Opt-discuss, an unmoderated general discussion listserv for RCCD employees.
To subscribe please send a blank subject and blank body email message to OPT-DISCUSSsubscribe-request@lists.rcc.edu.
Conversely, should you wish to unsubscribe please send a blank email to OPT-DISUCSSunsubscribe-request@lists.rcc.edu .
Once you are subscribed to Opt-discuss and if you would like to submit items of your own to be
listed in the RCCD Marketplace you must complete the submission form. A link to the submission
form is provided at the bottom of every Marketplace post.

OnBase
OnBase is a document management used to store document images and files on a central server.
OnBase allows for the scanning, storage, and retrieval of paper documents, as well as the importing,
storage, and retrieval of electronic files; it also helps manage workflow by routing documents to
queues custom designed for individual departmental needs.
The RCCD web link for the OnBase web application is: https://onbase.rcc.edu/AppNet/Login.aspx
and once launched either option will display this login screen. Save this link to your favorite bar for
easy access.

Parking Services
Under AP 6750 Parking, revised April 11, 2011, all vehicles must display a valid District permit
(student or staff), a District- or College-issued temporary permit, or use metered parking any time
the vehicle is parked at a college or district location. Grace periods are: first week of summer
session, first two weeks of fall and spring semesters, and first week of winter session. Parking
permits are purchased online through WebAdvisor.
A staff person is defined as anyone who works more than 20 hours a week for the district. Student
employees are not staff and are not eligible to purchase a staff permit. All personnel defined as
staff must purchase and display a staff permit. This includes temporary and/or part time
employees. Staff are not authorized to possess or use any other type of permit. The only exception
to this is those temporary permits issued by Parking Services on Riverside City College, Moreno
Valley College or Norco College for those who already have a current staff permit.
Staff permits are valid in any staff and student parking space on campus. Contact Parking Services
for questions.
Location: Lovekin Complex
Hours of Operation: Monday-Friday, 8am-4:30pm
Classified Guidebook
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Contact Number: (951) 222-8521
Contact Email: April.Morris@rcc.edu

Printing & Graphics
RCCD Printing & Graphics Center (PG&C), located at Riverside City College, serves the Riverside
Community College District by providing a variety of print and design services. Services are
available for faculty, administration, and staff.
Printing & Graphics focuses on producing high quality prints and creative designs that are
relevant to the needs of the customer. The Printing & Graphics departments enforce each
College's branding guidelines to ensure consistency with logo usage and color branding.
Orders are submitted through Digital Store Front (DSF) an online ordering website. The website
can be accessed two ways: via the RCCD Single Sign On portal by going to go.rccd.edu and using
your computer login credentials to sign-on or by going directly to the website at
https://rccdprintingandgraphics.myprintdesk.net/DSF. See page 19 for more information regarding the
Single Sign On portal.
The Printing & Graphics Center is located at Riverside City College, Technology B Building.
Phone: (951) 222-8585
Hours of Operation:
Monday - Friday, closed on weekends and holidays.
7 am - 4:30 pm
Summer hours:
Monday - Thursday, closed Fridays & weekends.
6 am - 4:30 pm

Professional Development
Riverside City College recognizes the special skills, indisputable value, and unique talents of its
classified professionals and is committed to developing, maintaining, and enhancing employee
skills. In an effort towards achieving organizational goals and objectives, the classified professional
development program will build institutional capacity while creating a path of upward mobility
and promoting leadership development through learning opportunities.
In the spring of 2017, the Human Resources Committee generated an overarching professional
development plan and identified Classified Leadership and Success (CLAS) as the subcommittee
responsible for the “implementation of professional development for classified staff in alignment
with the Professional Development Principles” with an added charge to “establish and maintain an
annual classified staff professional development calendar.” In response, members of CLAS
prepared a five-year strategic plan that recommends programs, staffing, funding, and other
Classified Guidebook
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resources necessary to accomplish the development of classified professionals of the college.
Employees are encouraged to attend the monthly professional development opportunities offered
throughout the year.
For information regarding the Vision Resource Center, a free online learning platform see page

SARS Anywhere
SARS Anywhere is an appointment scheduling system for various departments of Riverside City
College. It allows academic advisors, counselors, and other specialists to have a clear display of all
schedules including time off, scheduled observed holidays, and scheduled appointments with
students. The drop-in component is used to track unscheduled visits. If your department utilizes
SARS Anywhere please locate your SARS Admin to acquire log in information.

Service Desk
Service Desk is a web based ticketing system used to submit work orders for technology, grounds
or facilities, and Human Resources related issues and requests. The system uses a service catalog
menu that routes your ticket or request to the appropriate department as well as presenting
pertinent information regarding your issue/request via self-help FAQs.

ServiceDesk URL: https://servicedesk.rccd.edu
If you do not have a ServiceDesk account, you can email the District helpdesk at
helpdesk@rccd.edu. If you cannot use your computer to open a ServiceDesk ticket, call you place
requests by phone at:
Facilities: (951) 222 - 8474
Helpdesk: (951) 222-8388
The helpdesk will need the following minimum information from you:
Classified Guidebook
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1.
2.
3.
4.
5.

Your name and location of the device you need serviced
Updated contact information where we can reach you
The RCCD Asset tag number on the sticker attached to the device
A description of the work needed
Symptoms from the device such as error messages, sounds, and smells

Single Sign-on Portal
The District provides a single sign-on portal as a quick & convenient way to access to access
various web-based software applications such as 25LivePro, Etrieve, Microsoft Office Suite
applications, and the Printing & Graphcis digital store. Your GO.RCCD.EDU login also allows you to
access Wi-Fi anywhere in the district. To access the portal:
Open a web browser and https://go.rccd.edu .
Enter the same username and password you use to login to your computer and/or access your RCCD
email:

Follow the prompts to complete your registration the first time. After this, you will simply login
using your credentials.

Strategic Planning
The 2015-2020 Strategic Plan outlines the process the college uses to develop long-term (strategic)
plans and to implement and to assess, monitor, and evaluate those long-range plans on a yearly
basis (operational). The plan identifies institutional goals and key performance metrics that have
specific, measurable targets for each year of the plan. Each year the college assesses its progress
toward achieving its goals, develops and refines its strategies for meeting its targets, and allocates
resources that support and enhance student success and completion. RCC has Five Goals: Student
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Success, Student Access, Institutional Effectiveness, Resources and Learning Environment
Development, and Community Engagement.
To perform this work, there are five strategic planning councils. Each council is lead by three cochairs made up of a faculty member, classified member, and one of the vice presidents as
administrative co-chair. All councils meet on the third Thursday of the month during college hour
in the fall and spring terms.
The strategic planning councils are:





Governance, Effectiveness, Mission, Quality (GEMQ)
Resource Development & Administrative Services (RDAS)
Student Access & Support (SAS)
Teaching & Learning (TL)

The Educational Planning Oversight Committee (EPOC) oversees and directs the general work of
the strategic planning councils, monitors institutional progress toward achieving college goals, and
provides recommendations to the college president. It also serves as the Accreditation Steering
Committee.
To learn about opportunities to serve on these, contact your CSEA Vice President or Member.-AtLarge. CSEA is responsible for all college committee appointments.

Student Activities
Student Activities is the department associated with ASRCC (Associated Students of Riverside City
College) which provides information to on-campus clubs, organizations, campus-wide student
events, student government, off campus student discounts and other available services and
resources. To find out more about ASRCC and what they do visit
https://www.rcc.edu/asrcc/Pages/Welcome-to-ASRCC.aspx.
Location: Bradshaw Hall of Fame, Room 207
Hours of Operation: Monday – Thursday 9am to 2pm
Contact Number: 951-222-8570

Student Services
There are a large number of services available to students. A comprehensive student handbook is
updated annually and is the best resource available for faculty, staff, and students to learn about
these services. Outlined below is information regarding the Disability Resource Center and Student
Health and Psychological Services. For additional information regarding other services, please refer
to the latest edition of the student handbook.
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Disability Resource Center
The Disability Resource Center (DRC) exists to ensure access and accommodations to students with
disabilities. DRC staff members act as liaisons to all areas of the college to eliminate physical,
academic, and attitudinal barriers. Accommodations are determined based on the educational
limitations of the documented disability. Accommodations and support services may include, but
are not limited to; test accommodation/extended time, adaptive equipment loans, interpreting
services, real time captioning, notetaking, reader services, tutoring, and alternate media access.
RCC and the State of California Department of Rehabilitation (DOR) has a cooperative program
called Workability III, operated within the DRC. Participating students may be eligible for a wide
range of benefits such as clothing and transportation allowance, educational and career planning,
career counseling, and career assessment.
For additional information please visit Disability Resource Center’s webpage, which can be found
under Student Gateways on the Riverside City College homepage.
Location: Charles A. Kane Building, Room 140
Hours of Operation: Monday- Friday, 8am-5pm, Tuesdays open until 6pm
Contact Number: 951-222-8060
Email: DRC@rcc.edu
Student Health and Psychological Services
The Student Health and Psychological Services office provides a basic medical clinic where a
program of health education and services is available to improve student health and success in
college. Services provided include short term clinical care for illnesses and injuries, brief
psychological counselling for mental health concerns, crisis intervention, and preventative health
promotion. The Health center is supported by the mandatory student health fee paid at the time of
registration. You must be a registered student to be eligible for services.
Faculty and staff (unless they are also students) are not eligible to use of the services except for
tuberculin skin testing as required by the district as a condition of employment.
Location: Bradshaw building, below bookstore
Hours of Operation: Monday-Friday, 8am-5pm
Contact Number: (951) 222-8151

Technology Support Services
RCC Technology Support Services provides instructional media and information technology
support to Riverside City College and the District Offices. There are two distinct support service
departments within TSS: Information Technology (IT) and Instructional Media (IM).
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TSS Information Technology (IT) department is responsible for providing support services for
computers, servers, laptops, tablets, I/O devices, peripherals, networking, operating systems, and
software applications.
TSS Instructional Media (IM) department provides classroom technology support, meeting rooms,
and conference rooms which utilize the use of Instructional Media technology. Classroom
technology support includes projectors, document cameras, classroom sound systems, control
panels, video and audio playback, and classroom lecture capture.
To place a multi-media request, you must complete the request form found at
http://imc.rcc.edu/orderform.htm. Please submit your request at least 48 hours in advance.
Services before or after hours could be charged back to your department. All services are provided
during normal working hours

Vision Resource Center
The Vision Resource Center is a free online learning and collaboration platform for all professionals
in the California Community Colleges. The content provided will support every individual and
college as we work together toward the Vision for Success goal. There are over 12,000 eLearning
modules from Skillsoft and LinkedIn Learning (now offering all Lynda content). Users can add
courses to their transcripts for tracking and reporting to help reach personal and system-wide
goals.
To create a free account, visit https://visionresourcecenter.cccco.edu/.

Warehouse Services
The warehouse is responsible for receiving, inspecting, and delivering all items ordered and
delivered to the college. They also ensure that all computers, printers, fax machines, scanners,
copiers, and other electronic or computer equipment is provided with an asset tag number by
inventory control before delivering to the recipient. Staff provide courier service to all District
locations including the Coil School for the Arts (COIL), Culinary Arts Academy and District Offices
(CAADO) building, Ben Clark Training Center, Moreno Valley College, Rubidoux Annex, Norco
College and Corona offices. The Warehouse also provides archive management services.
Mail Services
All letter, flat, or small package mail requests need to be received by the Mailroom located within
the Warehouse no later than 12:00pm to be processed by the District Mailroom the same day. All
postal mail requests require a “District Administrative Services Center Mail Slip” form to be
processed. If you would like a copy of the “District Administrative Services Center Mail Slip” form
sent to you via email, please contact the District Administrative Services Center at 951-222-8526.
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Overnight Mail Requests
All letter and package overnight mail requests need to be received by the Warehouse, no later than
12:00pm in order to be processed by the District Mailroom the same day. Any letter or small
package overnight mail requests received after 12:00pm will go out to the District Mailroom with
the 7:30am pick up the following day.
All overnight mail requests require a special “Expedited Mail Services” form to be processed. These
special forms can be picked up at the Administrative Support Center’s Copy Center during normal
business hours. If you would like a copy of the “Expedited Mail Services” form sent to you via email,
please contact the District Administrative Services Center at 951-222-8526.
Drop-off Location: Warehouse (Building 32 on Campus Map)
Contact Number: 951-222-8599
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Academic Calendar
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Appendix I – Academic Calendar
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Appendix II – Academic Division Area Information

Classified Guidebook

26 | P a g e

Appendix III – Campus Map
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Appendix IV – Catering Menu
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Appendix V – RCC Commonly Used Abbreviations and Acronyms
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Appendix VI – RCC Student Services List
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2019 Classified Leadership and Success Committee Members

Pictured from left to right: Justin Borden, Amanda Vazquez, Sharice Fox, Casandra Greene,
Natalie Halsell, and Stephen Ashby. Not picture: Dora Aikens and Akia Marshall
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