VICTOR VALLEY COMMUNITY ADMINISTRATIVE PROCEDURE
COLLEGE DISTRICT Chapter 7, Human Resources

AP 7800 Employee Address and Emergency Contact Information and Safety
Checks

This procedure ensures the District maintains accurate and confidential employee
records, complies with state and federal labor and privacy laws, and supports wellness
and safety efforts for all employees.

Employee Address and Emergency Contact Information

Upon initial employment, all employees shall complete the Employment Information
Form and submit it to the Human Resources Department. The form must be completed in
its entirety and include:

e Employee name

e Current residence or home address
e Personal telephone number

e Emergency contact

e Emergency contact phone number

An employee shall notify Human Resources of any changes to their address or personal
telephone number within ten (10) business days of the change.

An employee may update this information at any time by submitting a revised Employee
Information Form.

An employee’s information may be used for routine employment-related
communications, emergency notifications, and in compliance with applicable state laws,
including California Labor Code §1174(c).

An employee may opt to restrict access to their personal information. Restricted personal
information will only be accessed by authorized personnel in the Human Resources
Department as permitted by law.

If an employee wishes to restrict access to their information, they must check the
appropriate box on the Employee Information Form.

Pursuant to Government Code Section 7928.300:

(a) The home addresses, home telephone numbers, personal cellular
telephone numbers, and birthdates of all employees of a public agency
shall not be deemed to be public records and shall not be open to public
inspection, except that disclosure of that information may be made as
follows:
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(1) To an agent, or a family member of the individual to whom the
information pertains.

(2) To an officer or employee of another public agency when necessary for
the performance of its official duties.

(3) To an employee organization pursuant to regulations and decisions of
the Public Employment Relations Board, except that the home addresses
and any phone numbers on file with the employer of employees
performing law enforcement-related functions, and the birthdate of any
employee, shall not be disclosed.

(4) To an agent or employee of a health benefit plan providing health
services or administering claims for health services to public agencies and
their enrolled dependents, for the purpose of providing the health services
or administering claims for employees and their enrolled dependents.

(b)(1) Unless used by the employee to conduct public business, or
necessary to identify a person in an otherwise disclosable communication,
the personal email addresses of all employees of a public agency shall not
be deemed to be public records and shall not be open to public inspection,
except that disclosure of that information may be made as specified in
paragraphs (1) to (4), inclusive, of subdivision (a).

(2) This subdivision shall not be construed to limit the public's right to
access the content of an employee's personal email that is used to conduct
public business, as decided by the Supreme Court in City of San Jose v.
Superior Court (2017) 2 Cal.5th 608.

(c) Upon written request of any employee, a public agency shall not
disclose the employee's home address, home telephone number, personal
cellular telephone number, personal email address, or birthdate pursuant to
paragraph (3) of subdivision (a) and an agency shall remove the
employee's home address, home telephone number, and personal cellular
telephone number from any mailing list maintained by the agency, except
if the list is used exclusively by the agency to contact the employee.

Employee Wellness and Safety Checks

To ensure the well-being and safety of all employees, the District may initiate a wellness
and safety check when specific concerns are present and less intrusive methods have been
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exhausted. All wellness checks will be conducted with respect for the employee’s
privacy rights under the California Constitution and in accordance with applicable state
and federal laws.

The Superintendent/President or area Vice President, in coordination with the Human
Resources Department, may initiate a wellness and safety check for an employee when
one or more of the following criteria are met:

e Documented performance concern(s) that may indicate underlying health or
safety issues

e Prolonged non-responsiveness to workplace communications

o Unreported absence from work, or absence under concerning or suspicious
circumstances

o Reasonable concern(s) for the employee’s personal safety

e Observable or reported concern(s) regarding the employee’s mental health or
well-being

All employee wellness and safety checks shall be coordinated through Campus Police or
the appropriate law enforcement agency and conducted in accordance with applicable

laws and District policy regarding employee privacy and confidentiality.

Legal References

e (alifornia Labor Code § 1174(c)

e Government Code § 7928.300

e California Constitution Article I, § I

e Hernandez v. Hillsides, Inc. (2009) 47 Cal.4th 272

e Doev. Department of Corrections & Rehabilitation (2019) 43 Cal.App.5th 721
e City of San Jose v. Superior Court (2017) 2 Cal.5th 608.
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