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Tuesday, November 30", 2010

1:00 p.m.
6" Floor Board Room, D. O.
AGENDA
. Call to order
. Review of the November 30", 2010 agenda

. Correction and approval of November 2™, 2010 minutes

. Chancellor’s Report

e Review of December 8", 2010 Governing Board Agenda

e Chancellor’s report

. Budget Update {Serena Muindi}
. College Watch Program {Chief Gibson}
. SS 3008 Associated Student Elections, Revised, 1% Read {Jennifer Ounjian}

. SS 3029 Student Trustee Elections, New, 1% Read {Jennifer Ounjian}

HR Procedure 1010.02 Uniform Employment Selection Guide 1* Read {Gene Huff}

10. Efficient processing of BP’s {Michael Norris}

11. Reports from Constituent Groups

12. DGC Steering Committee Report

13. Adjournment



Contra Costa Community College District

District Governance Council (DGC)

Date: November 2, 2010 Time: 1:00 p.m. — 4:00 p.m. Location: D.O. 6" Floor
Attendance:

Classified:

Present: Linda Kohler, Coleen Lento, Mercy Pono, Mike West, Greg Evilsizer and Krista Ducharme
Absent: Ann Patton, Rose Orpilla

Faculty:

Present: Michael Norris, Glenn Appell, Richard Akers, Jeff Michels and April Tisby

Absent: Michael Yeong, Laurie Lema and Ruth Sison

Managers:

Present: Bill Oye, Michael Todd, Bob Estrada, Leverett Smith, Sandra Smith and Tonia Teresh
Absent: John Wade

San Ramon:

Present: Tedmund Munoz

Absent: N/A

Students:

Present:

Absent: Keith Montes, Kabria Pervoe, Junpyo Seo, Jim Gardner and Deshawn Woolridge

Guests:

Present: Helen Benjamin, Mojdeh Mehdizadeh, Kindred Murillo, Serena Muindi and Jennifer Ounjian
Item# | Topic

1. Call to Order:

The meeting was called to order at 1:06 p.m.

2. Review of the November 2, 2010 agenda:
e The agenda was approved without changes.

3. Correction and approval of October 5, 2010 minutes:
e The minutes were approved without changes.

4. Chancellor’s Report:




e Review of the November 10th, 2010 Governing Board Agenda {Mojdeh Mehdizadeh}:
0 The Governing Board meeting will take place at CCC this month in Room: HS 101.
0 The open session will begin at 4pm.
= Special recognition: Dr. Anthony Gordon’s last meeting.
0 New format: Dropped the village theme and each college will give a 15-minute oral
presentation on accomplishments toward strategic directions.
o0 (Call to Action:
* There was concern over supporting an endorsement of an unfunded
mandate (Commit to Change column).
= There will be 2.5 million dollars worth of statewide funds and the allocation
process will be competitive.
» Evidence based educational practice is defined as practice that is proven to
work based on data.
= Suggestions for changes to the Call to Action should be sent to Chancellor
Benjamin before November 10th,
= DGCreps were advised to voice any concerns during the Governing Board’s
public comment.
0 32-C(GBA):
= Reiterating that Brentwood purchase is consistent with bond
measure/language.
0 32-E (GBA):
* 4.8 million for Brentwood property. The roads won’t be put in until
construction/development starts.
0 32-B(GBA):
» [ffunding can be found from the state then we can potentially use some bond
money, using rebate money from solar.
= Money won'’t be taken from the construction fund (allocation funding).

e (Chancellor’s report {Helen Benjamin}:

0 The Achievement Gap Discussion/Meeting will take place this Friday, November 5,
2010.

0 Invited to be a commencement speaker at Excelsior Community College in Kingston,
Jamaica.

0 The election results could produce different board members.

0 Chancellor Benjamin is working with Haiti Relief efforts. There are opportunities for
interested parties to support the cause and/or get involved with the efforts. Contact
Chancellor Benjamin for more information.

5. Accreditation Recommendation #4 - 34 Read {Helen Benjamin} (Consideration of BP
1012,AP 1012,AP 1012.1, BP 1009, AP 1009.01, 1009.02)
e BP 1012.01: Changed “.. facilitates decisions” to “...facilitates and makes decisions”
e AP 1012: Strike “these” from paragraph.
e R. Akers motions to approve the Accreditation Recommendation #4 - 3rd Read with the
necessary changes.
0 B. Oye seconds the motion
0 The vote passes: 3-0-0.
6. District Services Provided Costing Document {Kindred Murillo}:




e Comments/Suggestions:
0 Thankful for the transparency.
0 Include an executive summary (additions and omissions).
O Budget pages need to be larger (Change page format from portrait to landscape).

[N

Growth money and distribution within the district {Kindred Murillo}:

e The district may receive growth funding (around 2.21 %). If received, DVC would receive
182 FTES and then the other campuses would be allocated funds proportionately. The
numbers are not in yet, but when the money comes down from the state an email will be
sent out.

e {Serena Muindi}: There is a budget for 2.21 % growth = 665 FTEs; a little over 3 mil in
revenue if they fund at 2.21%. We did not get COLA funding. The State added 189 million in
deferral funding = 17 million in deferral cash. Interest revenue will go down (= $100k
interest which will go to 0). 3.9 million in Federal funding = 101k to the district. Our
expenditures are going up with no new revenue. There will be an additional deficit factor
and Serena will find out the increase from the 09-10 fiscal year.

[

SS 3024, Open Enrollment - 3" read {Jennifer Ounjian}:

e Proposed changes from the CIOs would like to add in 2rd paragraph “unless specifically
allowed by...”

e The last bullet: Title 5 language (strike - “instrueter”)

e Due to the conversations/concerns touching on academic and professional matters, SS
3024 will be taken to consultation for further review.

‘o

SS 3015, Student Attendance Documentation - 274 Read {Jennifer Ounjian}:

e No additional changes.

e B. Oye motioned to approve SS 3015, Student Attendance Documentation-2nd Read.
0 R. Akers seconds the motion.
0 The vote passes: 3-0-0.

District Governance Decision Making Survey - 2"d Read {Mojdeh Mehdizadeh}:

e Question #8: District-level decision-making is effective in relation to employee benefits.
0 There is a suggestion to drop the question.
0 Page 1, second set of questions: “groups” needs an apostrophe.
0 Add: If you don’t know, please check, “don’t know”.
0 The goalis to find out if our decision making process is effective.
e B. Oye motioned to go forward with the survey with the suggested changes.
0 R. Akers seconds the motion.
0 The vote passes: 3-0-0.
e An email will go out to 4cd and student governing bodies.
0 Hard copies will be available at certain locations for those who don’t have access to
computers.




Policy on email limitations - {Jeff Michels}:
e (Current email policy is that the email systems are reserved for information that affects
everyone (business only).
0 Broaden the definition of an acceptable email message.

» [tisthe reply to all that is more problematic than the original message itself.

* What opportunities would the portal allow us to help us with non-business
related email?

» Netiquette training (email blast when there are violations/education before
admonishment).

= Remove pictures in emails that take up more space.

* Add a bullet to the current email policy stating what is acceptable to include
in academic and intellectual announcements (email distribution lists policy/
1G2012.01).

0 Itwas suggested that people go through the formal recommendation process
starting with sending a request to the Chancellor if they want to make formal policy
changes.

Suggestions on how to process large numbers of Policies and Procedures changes
{Michael Norris}:

e Brainstorm on how to make space during DGC for topics such as the achievement gap.
e Suggestion: Parallel processing as opposed to linear processing (ex: changing hands:
leadership, to constituency, constituency to leadership).
0 Itissuggested that wordsmithing of documentation be charged to the DGC steering
committee to make more time for conceptual changes.
0 Consent agenda could include wordsmithing.
* The meeting for this group should meet before DGC.

CI1 4008, Review, Establishment, Modification, and Discontinuance of Courses and
Programs, Informational Only:

Reports from Constituent Groups:

e (lassified: CCC will be holding an achievement gap potluck. The theme will be: What is the
classified staff’s role in closing the achievement gap? LMC: Meet and Greet.

e Faculty: Busy between work groups, Completion by Design Grant Application and
upcoming state senate events.

DGC Steering Committee Report:

e Noreport.

Adjournment: 3:50 p.m.
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CONTRA COSTA COMMUNITY COLLEGE DISTRICT
COLLEGE NEIGHBORHOOD WATCH PROGRAM

COLLEGE NEIGHBORHOOQOD
WATCH PROGRAM

EXECUTIVE SUMMARY

Background

F N
yF 4

In May, 2010, the Contra Costa Community College District Cw Action Team met and
agreed upon the need to streamline and improve security me throughout the District. As a
result of that meeting, key members from the Chancellor’s , istrict Facilities and
Operations Department, and the District Police Department:met to form the District's first College
Neighborhood Watch Committee. The committee eloped this Co Neighborhood
Watch Program to better address the safety and y needs of the Distri

Based upon the highly successful, nationwi [ atch" model, CD College
nd security of our site parking lots,
and involvement in crime prevention
n each of the district's campuses and
of the District police department

and safety activities. The progra
sites, with students, faculty, staff,
and Safety Committees all working t

The College Neighb, upport group of employees, staff,
and students, to eca the District Police Department by being alert,

observing, a picious activity to the police. College
Neighborhoo llege community to look out for one another.
Members of the

ollege District (4CD) College COLLEGE
gram is registered with USA on Watch, a || NEIGHBORHOOD
ational Sherif’s Association and the WATCH

for the National Neighborhood Watch

Goals and Be

The goal of Contra Costa Community College District College [ PROGRAM IN FORCE
Neighborhood Watch Program is help eliminate or reduce the
effect of crime and safety hazards on District college campuses WE IMMEDIATELY REPORT
and sites, thereby providing a crime-, drug-, and hazard-free '.?'C‘,Loﬁlésplz)'a'&ugéﬂ%gﬁ
learning and working environment.




CONTRA COSTA COMMUNITY COLLEGE DISTRICT
COLLEGE NEIGHBORHOOD WATCH PROGRAM

Other program benefits may include:
* Improved community awareness and involvement

* |Improved communication through a police and community partnership
» A greater sense of security, responsibility, and personal control

Obijectives

The primary objectives of the College Neighborhood Watch Programas follows:

Obijective #1: Strengthen relationships between ca munity members, providing
opportunities for students, faculty, staff, administr. n District Police Department

to work together toward common goals. v

—
h N
h N
munity members aMways they may
eir own personal safety. ‘

actively participate in a variety of

Obijective #2: Educate and inform cam
prevent or reduce crime and help mai

College Neighborhood Watch is organi ntra Costa Community College
District Police Depa ' gency Preparedness Committee.
The District Chie ice ram Director and is responsible for the overall
Services Coordinator will serve as the Program
ge Neighborhood Watch Program is

by its Safety Committee, Safety Monitor staff,

embers are volunteer members from the campus community.
inimal training and are expected to remain alert, observe their
jiately report any criminal activities or suspicious behavior.

its objectives. e may include, but are not limited to the following:
College Neighborhood Watch Meetings

College Neighborhood Watch Web Page

College Neighborhood Watch Public Education Program
Child Safety and Identification Program

Site Safety Walks

OPERATION: ID Program

Silent Witness Program



CONTRA COSTA COMMUNITY COLLEGE DISTRICT
COLLEGE NEIGHBORHOOD WATCH PROGRAM

These activities are just a few of the many ways the 4CD College Neighborhood Watch Program
will help empower and engage the students, faculty, and employees in the District’s efforts to
provide a safer and more secure environment.

For more information on the District and national programs, please visit the following links:

4CD College Neighborhood Watch: http./www.4cd.edu/crpa/pa/collegewatch.aspx
USA on Watch: http.//www.usaonwatch.org




Contra Costa Community College District Revised Student Services Procedure 3008

ASSOCIATED STUDENTS ELECTIONS AND ELIGIBILITY

1. The Associated Students (AS) shall appoint and conduct annual elections to elect officers based on
College election procedures, which are available through the Student-Activities Offices-or Student Life
Office/Center.

2. If not filled through an election process, the Associated Students can appoint eligible students to open

positions based on the official AS Constitution, Bylaws, and/or Election Code.

3. Any student elected or appointed to any position within serving as-an-officerin-an-officialcapacity
with the Associated Students shall meet the following requirements:

o Fhe-student-shall be enrolled in the District at the time of election or appointment and
throughout his or her term of office, with a minimum of five semester units or the equivalent;

o Fhe-student-shall meet and maintain the minimum standards of scholarship, as defined in
Board Policy 4001 and Curriculum and Instruction Procedure 4001; and,

. Fhe-student-shall remain in good academic and disciplinary standing as defined in the
student code of conduct (Student Services Procedure 3027) throughout the duration of
their his/her term.

4, Failure to maintain minimum requirements bulleted above, throughout the term of office, will resultin
immediate loss of office.

5. The election and eligibility requirements of the District Student Trustee are subject to the
specifications and regulations of the Rules and Regulations of the District Governing Board
and Student Services Procedure 3029.

Callifornia Education Code Sections 76061, 72023.5

Historical Annotation: Related Board Policies:

Adopted: 6/17/03 Board Policy 4001
Revised: 3/4/08; 00/00/10

Related Procedures:

Curriculum and Instruction Procedure 4001

Student Services Procedure 3027, 3029



Contra Costa Community College District New Student Services Procedure 3029

District Student Trustee Elections

The Student Trustee Election Procedure reflects the intent of the California Education Code and the
Rules and Regulations of the Governing Board to allow all students of the District an opportunity to
participate in the yearly election of the Student Trustee while still embracing the practice of rotating the
position among the three colleges of the District. It is important that the Student Trustee campaign and
election be conducted in an ethical manner from application through election.

1. Criteria for Student Trustee Candidates

A. Submit the application package as specified in the Rules and Regulations of the Governing
Board.

B. Meet the requirements as specified in the Rules and Regulations of the Governing Board:

RO~

6.

be enrolled in the college where the rotation resides;

be enrolled in at least five (5) semester units in the college where the rotation resides;
have a cumulative GPA of 2.0;

remain in good academic and disciplinary standing throughout term of office;

be a resident of the District, as determined pursuant to Part 41 (commencing with
Education Code Section 68000) (See Education Code 72023.5.); and,

adhere to the CCCCD Student Trustee Campaign Regulations.

C. Attend a mandatory trustee candidate orientation

Il Role of the Student Trustee Advisory Council in the election process

A. The Student Trustee Advisory Council, or STAC, shall:

1.
2.

7.

remain impartial in all dealings with the candidates, students, and members of the public;
be responsible for the scheduling of the application deadline, mandatory candidates
meetings, elections, and any other District Student Trustee Election related activities;
coordinate open forums, speech events, information tables, or any other events as
deemed necessary;

assist with the publicity of candidate information as deemed necessary;

validate and tally the ballots;

post the official results of the Student Trustee Election for at least five (5) business days
throughout the three (3) campuses (DVC; LMC; CCC) once the results have been
certified; and,

comply with any duties specified by the Rules and Regulations of the Governing Board.

Il Student Trustee Campaign Regulations

Campaigning shall be defined as activities including dissemination of printed campaign and/or
ballot issue material, public statements for or against any candidate or ballot issues. Actions
performed by any candidate who is a member of the Associated Students, or the Inter Club
Council, clubs, or any other campus organizations, in the course of discharging his/her duties
associated with that organization, shall not be considered campaigning.



New Student Services Procedure 3029

2

Campaign Conduct

1.

Candidates may begin campaigning on the official campaigning start date as determined
by the STAC. Campaigning at any other time shall be grounds for disqualification.
Campaigning shall consist of flyers, posters, giveaways, any other form of public
advertising, or public speaking regarding candidates running in the CCCCD Student
Trustee election.

Candidates shall neither interfere with the campaign of any other candidate, nor with the
dissemination of information of any other candidate.

Candidates shall not use any club, ICC, ASU, or college resource not normally provided
to the general student body.

Candidates shall not publish or post campaign materials featuring factually inaccurate
information about another Student Trustee candidate including any achievements and
endorsements.

All candidate materials containing individual views, agendas, and policies must be
candidate specific and must contain the name and position of the candidate. All
candidate campaign material must list candidate specific information.

Campaigning & Advertising

1.

2.

Campaign materials must be distributed in accordance with the respective college
regulations for advertising, including bulletin board postings.

Candidates shall remove all signs, posters, and/or displays within forty-eight (48) hours or
two (2) days of notification of the official closing of the Student Trustee Election. Failure
to do so may result in the imposition of fines for clean up and a hold on candidates’
records.

Campaign Expense Limits

1.

Each candidate shall not spend more than $200.00 on campaign materials for the District
Student Trustee Election. Any donated materials will be assessed at full retail value and
be clearly itemized as part of this limit.

Each candidate shall submit an expenditure report to the Student Life Office/Center by
4:00 p.m. the day following the close of the polls, which must include an itemized
statement of personal funds, including receipts and all sources of gifts, donations and
other services.

The STAC shall review all candidate expenditure reports prior to official certification of the
Student Trustee Election.

Student Club, Organization, and Associated Students Endorsements

1.

Student Clubs, Inter Club Council, Associated Students, other campus organizations, and
individuals at any of the three (3) colleges may endorse and campaign for Student
Trustee candidates, but only after having turned in a completed “Endorsement of Student
Trustee Candidate” form to the Student Life Office/Center of the campus hosting the
election. The form must be reviewed by the STAC. Student Trustee candidates, Student
Clubs, Inter Club Council, Associated Students, and other campus organizations may not
claim or publicize endorsements until and unless the endorsing group has turned in a
completed “Endorsement of Student Trustee Candidate form” and the form has been
accepted by the Student Life Office/Center of the hosting campus and reviewed by the
STAC.



New Student Services Procedure 3029
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Violations of the CCCCD Student Trustee Election Procedure

A.

Any and all alleged violations of the CCCCD Student Trustee Election Procedure must be
submitted in writing to the Student Life Center/Office of the college where the rotation resides
within two (2) days of the violation and no later than the first business day after the close of
the polls by 4:00 p.m.

Any violation of the District Student Trustee Election Procedure may be grounds for
sanctions. Potential sanctions can include but are not limited to warning, loss of votes, and
disqualification. Sanctions will be determined by majority vote of the STAC. The STAC will
have full discretion in awarding sanctions for violations.

Any decision made by the STAC to disqualify any candidate shall require a two-thirds (2/3)
vote of the STAC members that include Chancellor or designee, Student Trustee, ASDVC
Advisor and President, LMCAS Advisor and President, ASUCCC Advisor and President.

A plea of ignorance shall not be considered valid defense to an infraction of any ruling of the
STAC and the CCCCD Student Trustee Election Procedure.

Disqualification may only be based on violation of rules specified in the CCCCD Student
Trustee Election Procedure or on rulings of the STAC. STAC shall have the discretion to
determine the applicability or enforceability of any reported or discovered violations.

All alleged violations of the CCCCD Student Trustee Election Procedure will be reviewed by
the STAC in a timely manner, and resolved no later than five (5) business days following the
close of the polls.

Removal from Office

A.

B.

Removal by Chancellor

1. The Student Trustee shall be removed by the Chancellor or designee for one or more of
the following reasons:
a. failure to maintain the minimum GPA and unit requirement;
b. failure to remain in good academic and/or disciplinary standing throughout term of
office; or,
c. failure to fulfill the duties of office as outlined in the Rules and Regulations of the
Governing Board.
2. The Chancellor or designee must contact the Trustee via email and certified U.S. mail
regarding the reason for removal and effective date of removal.
3. STAC must be notified of Student Trustee removal within three (3) days of removal.
4. If the Trustee is removed, the vacancy policy is applied.

Removal by STAC

1. The Student Trustee Advisory Council can recommend removal of the Student Trustee to
the Chancellor by a two-thirds (2/3) vote in support of a Bill of Particulars.
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Removal by Students

1.

2.

8.

9.

A recall election can be initiated by the students of the Contra Costa Community College
District.

To initiate a recall, a petition must be submitted requesting the recall of the Trustee with
the signatures of no less than 50% of the number of students who voted in the previous
trustee election.

The petition must clearly articulate the offenses committed and state the reasons why the
Student Trustee is negligent in their duties and should be removed from office. The
petition must include the fully printed name, student ID, campus affiliation and signature
of each student signer and be delivered to the Student Life Office/Center of the campus
hosting the Student Trustee

The petition must be certified by STAC or a designated STAC member within seven (7)
days of submission.

The recall election must be advertised for a period of at least two weeks before the recall
election is held.

50% of the number of students who voted in the previous election must vote in the recall
election with two-thirds (2/3) voting in the affirmative to remove the Student Trustee.

The recall election shall be held for a period of time to be determined by STAC, all of
which will be instructional days.

Results of the recall election will be posted within seven (7) days of the end of the
election and must remain posted for a period of five (5) days.

If the Trustee is removed by a recall election, the vacancy policy is applied.

D. Resignation (Self removal)

1.
2.

3.

The Student Trustee may resign at any time.

It is requested that resignations be tendered in writing and submitted to the Chancellor.
Verbal resignations made in public Board meetings shall be valid.

If the Trustee resigns, the vacancy policy is applied.

E. Vacancy

1.

If the position of Student Trustee becomes vacant, the candidate who received the
second highest number of votes will be requested to assume the position if the vacancy
occurs in the fall semester. If he/she does not assume the position, the position will be
offered successively to the other candidates in order of those with the most votes until the
position is filled.

If after following section V, item E.1 the position is still vacant or if the position is vacated
after February 1%, the AS President at the campus hosting the Trustee will fill the position
through the remainder of the term. If the AS President is unable to serve, the AS Board at
the hosting campus can appoint a student to fill the position for the remainder of the term.

California Education Code, Sections 68000, 72023.5
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Historical Annotation: Related Board Policy:
Adopted: 00/00/00

Board Policy 4001
Rules and Regulations of the Governing Board — Student Representation

Related Procedures:
Curriculum and Instruction Procedure 4001
Student Services Procedure 3008, 3027



Contra Costa Community College District Human Resources Procedure 1010.02

UNIFORM EMPLOYMENT SELECTION GUIDE

v
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The current Uniform Employment Selection Guide—dated-February1991,-the-Amendment-to-Policyfor

e is incorporated by

Education Code Sections 87100, 87400, 88003
Accreditation Standard Ill.A.1.a

Historical Annotation: Related Procedures:
Adopted 1/1/82, Reprinted 1/1/87, Revised 9/89 Human Resources Procedure 3030.02

Personnel 1002.00: 11/6/90; Rev. 12/19//90, 2/91, 6/26/91, 1/26/94, 7/27/94, 9/29/99
Human Resources 1010.02: Revised 2/5/01, 1/31/07, 00/00/10
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THE SELECTION SYSTEM: AN OVERVIEW

The Uniform Employment Selection Guide encompasses all regular employee groups unless

otherwise noted.

The selection system or selection procedure is the process or sequence of steps that an
applicant goes through in an attempt to obtain employment in the Contra Costa Community
College District. Each step consists of an evaluation of some aspect of the applicant’s skills,
knowledge, abilities or personal characteristics which are sufficient, or more than sufficient, to
successfully perform the job in question. The selection system, as put forth in this guide,
consists of the following major components.

A.

The Applicant Pool

After receiving authorization for a position, the applicant pool is developed by preparing
the job announcement and supplemental job information questionnaire, advertising the
position, responding to applicants and preparing a file on each applicant. The result
should be an applicant pool which is broadly representative of the diversity of the
relevant labor market.

Preliminary Evaluation

Generally, the applicant pool includes a large number, so some attempt must be made
to eliminate those applicants who are least qualified for the position. This preliminary
evaluation consists of examining each applicant's qualifications, in a systematic and
structured fashion, then eliminating the least qualified from further evaluation. This step
is sometimes known as “paper screening” and involves two steps: screening for
minimum qualifications and rating the remaining applications.

Screening Interview

This is a structured personal interview, with a committee, of the most qualified applicants
remaining in the competition. It is designed to further evaluate applicants and
recommend the most qualified applicants for further consideration within the selection
process.

Additional Screening Procedures

This component is optional and may be completed either prior to, in conjunction with, or
after the screening interview. It consists of a further examination of the applicants by

Hiring Interview

The second interview, or hiring interview, is an in-depth evaluation of the remaining
applicants (finalists) to determine who will be considered for the position.

The Final Phase

The final phase consists of checking job references, summarizing the outcome of the
total selection process and making an offer of employment to an applicant. How
complex and how detailed the selection system will be is basically a management
decision made in light of the nature of the particular position, the number of positions
open, the number of expected applicants, financial and human resources available and
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Prior to distribution of the job announcement and advertisement of the position opening, formal,

OUTLINE OF SELECTION PROCESS_

) Formatted: Indent: Left: 0", Line spacing:
single

written approval of the selection system and evaluation criteria should be obtained from the
College President or the Mice_Chaneellor Chief, Human Resources_Officer f[or District Office - { Comment [LC16]: HR-Title change -6/27/07

openings. At a minimum, for each recruitment the following should be on file:

Board

Job Announcement
Supplemental Job Information Questionnaire

777777777777777777777777777777777777 - {Comment [S17]: HR-Delete AA reference

Application Review Rating Sheets and names of reviewers S

: . . ] h NS ‘[ Formatted: Strikethrough
Interview Questions, rating sheets and names of interviewers \\\{Formaﬁed_ stkethrough
any additional selection procedures \ :
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An outline of the employment process in this District appears below; each letter corresponds to
a step in the process. “Policy for Hiring Full- and Part-time Faculty,” pages 20-29 contains
explicit procedures for faculty hires.

A.

B.

(Obtain Chancellor or designee’s authorization to fill position. _ -~ { comment [LC18]: Format correction

Review job to be performed. Determine desirable qualifications.
Review job description.

Develop selection procedure; job announcement (faculty and management only); and
calendar of activities.

Develop supplemental job information questionnaire.

Submit job announcement and supplemental job information questionnaire to District
Human Resources Office.

~
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Evaluate applications and supplemental job information questionnaires (minimum iy Comment [LC19]: HR-EEO Plan draft
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qualifications and desirable qualifications).
Section 53003(b))

developed 12/11/07 and awaiting approval (Title 5,

Conduct tests, if appropriate. {Comment [S20]: HR-Delete AA reference

o

Conduct structured screening interviews.
Conduct hiring interviews.

Check references.

Make final decision.

Communication with applicants.
Confidentiality.

Documentation.

Carryover of top applicants.



DESCRIPTION OF SELECTION PROCESS
OPEN RECRUITMENT

Authorization to Fill a Position
Whenever a permanent or temporary position (other than hourly or C-contract) is to be

filled, prior authorization from the Chancellor for District Office positions or College
President for college positions,

- [ Comment [LC21]: HR-Reflects current process

authorization, the President or Director of Busmess Services forwards sends a - {Formaﬁed: Strikethrough }
completed Position Authorization Request ferm (academic or classified position) to the

District Human Resources Office. Once the request is processed, the-yellow a copy of - [ Comment [LC22]: HR-Reflects current process J
the request ferm will be forwarded returhed-to the College Human Resources Assistant. =~ {Formaﬁed Strikethrough }
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The purpose of an evaluation of the job or position is to provide a job-related basis for
decisions affecting the selection process. The information from the job evaluation ties
together the process of establishing and documenting the “job relatedness” of selection
procedures.

For all vacancies, there should be a review of each critical job duty and/or task and the
relative importance of the knowledge, skills, abilities and personal characteristics
associated with successful performance. It is also essential that these characteristics be
identified and verified by individuals who thoroughly understand the work performed; be
clearly linked to the work performed; and be stated in as specific and measurable terms
as possible. (There shall be no atrtificial barriers in the position requirements.)

In all cases, care must be taken to ensure that the description of the position accurately
reflects the job in question. A selection process should never screen for applicant
qualities which are not described in the position description.

If the job evaluation process verifies the need for a position not appropriately described
in the current description, it may be necessary to seek authorization to officially create a
new position or revise the existing position description. In this case, the request should
be discussed with the Mice-Chaneellor, Chief Human Resources_Officer. |(Revision of - { Comment [LC23]: HR-Title change -6/27/07 }

classified unit positions requires Local 1 approval.) In order to evaluate a non-faculty Board

position, the appropriate manager should:

1. Review existing job description.
2. Meet with incumbent(s) and/or supervisor(s) to determine the following: - { comment [LC24]: Format clarification )
a. What are the major responsibilities and tasks of the job?
b. What constitutes effective/ineffective job performance?
C. How does this job relate to other jobs?
d. What equipment or materials are used? How?
e. What are the working conditions? How do they affect the work?
f. For each task, what skills are required? Helpful?
g. For each task, what knowledge is required? Helpful?
h. For each task, what abilities are required? Helpful?



i. For each task, what personal characteristics are required? Helpful?

Job evaluation for faculty positions occurs during the process of developing job
announcements for open positions as described in Section D.

Based on his/her review of the job description and job evaluation, the appropriate
manager should determine the minimum and desirable qualifications for the position, as
explained under “D.” The minimum qualifications (MQs) and the desirable qualifications
(DQs) will be used in the job announcement and are the basis for developing questions
for the supplemental questionnaire. (Note: The minimum qualifications for classified
unit positions are included in the official District job description and cannot be changed
without Local 1's approval. However, the above mentioned items may be stated in
desirable qualifications.)

Review of the Job Description

The evaluation of the written job description should be completed prior to determining
the selection process. This is a basic requirement in documenting the “job relatedness”
of the selection process.

Develop Selection Procedures and Job Announcement

As noted earlier, selection procedures may vary according to the circumstances of the
vacancy, availability of staff to participate and relevant provisions in the collective

bargaining agreements with employee organizations (Local 1 and United Faculty).

Regardless of the selection procedure, the format for the job announcement must be
organized according to the following outline.

1. Job Title

2. Salary range; fringe benefit information; work schedule (classified); bargaining
unit duesf/fees.

3. Brief Description of the Position:
a. Geographical and organizational location
b. Major responsibilities
C. Example of duties and tasks
d. Reporting relationships

4. Minimum Qualifications. A minimum qualification is any characteristic or attribute
of an individual that is necessary to perform the job. It is a specification of the
kind of experience, training and/or education that provides appropriate job-
related evidence that an applicant possesses the minimum required knowledge,
skill, ability or personal characteristics for performing the tasks and duties of a
job. The minimum qualifications for each position other than a faculty position
are set forth in the official District job description. These may include minimum
gualifications dictated by legal requirements, such as the need for certain
approved credentials and licenses. In general, minimum qualifications should be
the lowest qualifications needed for successful job performance (e.g., individuals



who do not possess these requirements have little hope of successfully
performing the job). Note: Minimum qualifications for non-faculty positions can
only be changed with the approval of the Mice Chaneellor, Chief Human

Resources Officer, __ -~ 1 Comment [LC25]: HR-Title change -6/27/07
Board

Education Code 87356 authorizes the State Board of Governors to establish the
minimum qualifications for hire as a faculty member or educational manager.
Any person who possesses a credential shall be entitled to serve under the terms
of that credential until it terminates, and during the period the credential is
effective shall not be required to meet the minimum qualifications which are
applicable effective July 1, 1990. The State minimum qualifications for hiring
new academic employees (faculty and educational managers) land the list of __ - { comment [LC26]: Eliminated exhibit reference

disciplines adopted by the State is available at: and combined sentences
http://www.asccc.org/LocalSenates/Discipline-list.htm

Desirable Qualifications. In addition to minimum requirements, various desirable
gualifications may also be established and should be submitted to District Human
Resources with the position authorization request for classified non-management
positions. All desirable qualifications must relate the knowledge, skills, abilities
and personal characteristics needed to perform the tasks, duties and
responsibilities as stated in the official District position description.

Desirable qualifications should be established to assist in predicting which
applicants will be able to perform satisfactorily from the beginning of their
employment and survive a competitive selection process where varying levels of
knowledge, skills, abilities and personal characteristics are assessed. In
addition, desirable qualifications:

« should not include kinds of experience, education or training that reflect
knowledge, skills, abilities and personal characteristics that normally are
acquired on the job after appointment

. should be specific enough to be evaluated objectively.

Deswable quallflcatlons should be listed separately on the job announcement.

- {Formatted: Strikethrough ]
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Brief Description of the Selection Procedure, including any testing requirement.

- {Formatted: Strikethrough

Brief Description of tFhe Application Procedure
= [ Comment [LC28]: HR-process update
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completed applications). Classified positions should be open fofrfaf minimum of - :{C"mme”t [LC28]: HR-process update

two weeks; three to four weeks are preferable. Faculty and management {Formatted: Strikethrough
positions are usually open for at least one month. A Iengthy recrunment perlod is
adwsable in order to get a dlverse appllcant pool.
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General information about the College and/or the District.



E.

F.

G.

10. i } tor/Equal Employment Opportunity Statement.

11. Any other information required by law or deemed appropriate by the District
Office or College for inclusion in order to attract the best qualified applicants for
employment.

Job Announcement Preparation.

Develop Supplemental Job Information Questionnaire

The supplemental job information questionnaire should be prepared from the
qualifications listed in the job announcement. There should be separate headings for
minimum qualifications and desirable qualifications - this approach allows an evaluator
to easily determine whether the applicant meets the MQs and is eligible to continue the
selection process. Each question should be phrased so as to evaluate one of the job-
related knowledges, constructed so that they are “measurable,” that is, the evaluators
can determine the quality of the answer (strong to weak) and assign points accordingly.
The District Human Resources Office will review all supplemental questionnaires in
order to assure that the questions are appropriate. Potential problems with the
supplemental questionnaires will be referred back to the appropriate manager.

The selection procedures and completed job announcement and supplemental
questionnaires for a faculty or management vacancy must be submitted to the President
(college positions) or Vlce Chancellor (District Offlce posmons)\ for approval. The jeb

forwarded to the Dlstrlct Human Resources Oﬁlce

Advertising the Position

utilized for faculty positions, as approprlate

In certain circumstances, supervisors, managers or any other persons may be aware of
specific recruitment sources not ordinarily utilized. In addition, the use of personal

information is then
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contacts to disseminate information about position vacancies is encouraged. “Word of
mouth” is always an effective recruiting tool.

Every attempt should be made to get out information about openings to “protected class”
groups (i.e., ethnic minorities, women, disabled, Viet Nam Veterans, etc.). Recruiting,
such as advertising in publications designed to reach a specific group is particularly
important when underrepresentation of a particular, protected class has been identified.
In any case, all advertising and other recruiting activities should be designed to produce
a diverse applicant pool.

- {Comment [S38]: HR-Delete AA reference

- {Comment [S39]: HR-Delete AA reference

The preliminary evaluation of the applicant begins with the District application form and a
supplemental job information questionnaire.

1. District Application Forms. There are two separate District application forms (one
for classified employees and one for academic employees). All applicants for
District employment must complete the appropriate District application form. This
form must be completed and signed by the applicant before any employment
consideration can be made. In some cases, the College/ District may require
that a resume also be submitted with the application. A resume, however, may
not be utilized in lieu of the regular application or the supplemental questionnaire.

2. Supplemental Job Information Questionnaire. A supplemental job information
questionnaire is required to gather information from applicants which are (1)
related to some of the knowledge, skills, abilities and personal characteristics
which are important in the selection processes and/or (2) information about an
applicant’s suitability for a specific position or the particular aspects of the
position as identified in the desirable qualifications.

The supplemental job information questionnaire must be evaluated to make the
first selection decisions. This process is commonly known as “paper screening”
or “application screening” and results in some applicants being rejected and
others being designated for interviews. This process is a selection practice and,
as such, must be shown to be job related and completed in a systematic fashion.
The paper screening committee should consist of one to five members who have
a thorough understanding of the job in question. Every attempt should be made
to include members of protected groups in the process.

Applications should first be screened for the minimum qualifications which



establish training, experience, degree, license or certificate requirements.
Applicants who do not meet these MQs will be eliminated from consideration.
The remaining applications will then be evaluated on the basis of the responses
to the other supplemental application questions and points assigned accordingly.

The application screening process will result in rejection of some applicants and
a decision to interview the most qualified applicants. Those applicants not
chosen to be interviewed will receive a routine letter of rejection from the
President, Director of Business Services, Mice—Chaneellor, Chief Human

All requests from applicants for specific information surrounding the screening of
their applications should be forwarded to the Mice—Chaneellor, Chief Human

WHERE DOES ONE FIND COMMITTEE COMPOSITIONS?
1. UF IS FOUND IN CONTRACT (NEGOTIATED)
2. LOCAL 1 IS FOUND IN HR PROCEDURE (CABINET APPROVES
PROCEDURE)
3. MANGEMENT IS NO WHERE, BUT COULD BE PUT IN MANUAL
(BOARD APPROVES MANUAL)

Administration of Written Tests or Job Performance Tests

The two other traditional types of selection procedures are written job knowledge tests
and job performance (work sample) tests.

1. Written Job Knowledge Tests. A job knowledge test is a measure of essential
knowledge required for the successful performance of some jobs. It usually is
administered to experienced job applicants and measures the individual's
knowledge or skill in a particular occupational area in which the applicant has
had either experience or specific training. Through thorough job evaluation, the
essential knowledge required for doing a job is determined and a test is then
constructed to evaluate this knowledge.

To develop job knowledge tests, the job evaluation must focus heavily upon what
a successful employee needs to know to do the job. A very highly concrete
degree of detail is required and many specific examples of what the employee
does must be obtained in the job analysis. The difficulty level of these tasks
must be assessed. To whatever degree possible, the test must be a faithful
reproduction of what the employee must know to do the job. If a job knowledge
test is to be used, it should be approved by the Mice Chaneellor, Chief Human
Resources_Officer.

2. Job Performance Tests. A job performance test is one in which job tasks are
simulated to a relatively high degree. It measures an applicant’s ability to
perform a specific job task or set of tasks. Typical job performance tests would
be such things as [keyboarding. gypirg, giving a class lecture, keypunehing or

handling office procedures.
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In developing a performance test, one must first decide what part of the job
should be measured and then how to simulate it. Simulations involve two
dimensions. (1) “realism” is the degree of actual job environment detail in the
simulation, and (2) “scope” is the degree to which the various aspects of the job
are simulated. These aspects must be critical to successful job performance.

Administration of Screening and Hiring Interviews

There are two basic types of interviews typically used in the selection process. The first
is called a structured “screening” interview; the second is the “final” or “hiring” interview.

PPrior to screening interviews, the location EEO Officer (or designee) reviews the
confidential appllcant row data on those selected for a screenlng |nterV|eW—Lf—theFe—|s

interview provides additional information on the quallflcatlons of the applicants and
assists in designating what predetermined minimum number will be recommended for
the hiring interview (usually at least three for classified and management positions).

there are not at Ieast three well qualified finalists, the hiring ‘manager should consult with

The “final” or “hiring” interview is conducted in order to identify the one applicant who will
be appointed to the position. Since interview development principles apply equally to
both interviews, the following section is applicable to both types of interviews. Each
interview committee member should receive training in the process.

1. Screening Interview Committee. When using a screening interview committee, it
is recommended that there be three to six members. The chairperson may or
may not be a voting member of the committee. The members should have a
thorough understanding of the position and, if feasible, be representative of the
various “protected” groups. The members of the screening interview committee
shall not be the same individuals who were members of the application screening
committee or who will serve on the hiring interview committee. Management
may choose to ask classified staff members to serve on interview committee for
non-unit positions. If so, the Local 1 contact requires notification of the union. If
a committee member has a “conflict of interest” regarding any applicant, she/he
should withdraw from the process. All Local 1 unit members who wish to
participate in the application review or screening interview process should attend
a formal training session or workshop offered by the District Human Resources
Office.

2. Some Problems with the Interview Process. The interview does not have a track
record of being a very valid and reliable selection instrument. There are some
guidelines, however, which will greatly improve the interview process.

a. Structured interviews, where a relatively set pattern is followed are best.

b. Evaluate no more than five to eight well-defined dimensions of behavior in
the interview. Use other selection techniques when appropriate, such as
job knowledge and/or performance tests.

s
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C. Use a rating scale which defines numerical anchor points on the scale,
e.g., one point for a very weak response through five points for a very
strong response.

d. Discuss with interviewers what they are supposed to be measuring and
how to look for it.
e. Plan the interview from the introduction to the finish well ahead of time.

Sufficient time must be allocated to obtain the amount of information
needed to identify the most qualified candidates.

Interview Content. Interviews are time consuming and costly, and applicant
characteristics to be evaluated and rated must be carefully chosen. Do not try to
measure such ambiguous qualities as “personality” or “intelligence.”

Do try to define carefully in behavioral terms, the crucial knowledge, skills,
abilities and personal characteristics which cannot be evaluated by looking at an
applicant’s experience, letters of recommendation or references.

The exact factors that will be evaluated in the interview should have been
identified in a job evaluation of the position. Choose factors that are suitable only
for assessment by the interview process.

Rating Scales. Develop rating scales for use by all interviewers. Each rating
scale should have

a. a brief description of the factor being evaluated (using the question), and - [ Comment [LC48]: Format clarification

b. a description of each level of the rating scale.

Interview Guide and Rating Form. Devise a form which can be used by the
interviewers to (a) reinforce rating factors and scale in question; (b) make their
rating of the applicants; (c) record the reason for ratings; (d) record any other
comments the interviewer might wish to make about the applicant or interview
process itself; and (e) record numerical scores.

Design Interview Procedure. Careful attention to the actual interview procedure
and the physical surroundings are important.

a. Choose an interview location that is comfortable and far from distraction.
Avoid any type of interruption.
b. Decide how, and by whom, the applicant will be greeted and escorted to

the interview area. When using a committee interview situation, decide
ahead of time who will make the introductions and give the same general
instructions to each applicant.

C. When using a committee interview format, decide ahead of time the
protocol to be followed with respect to asking questions and following up
with additional questions. Each interviewer should ask the same
guestions of each applicant. Asking questions may be assigned to the
chairperson only at the option of the committee members.

d. Make up a schedule for the interviews and stick to it.  Neither
interviewer(s) nor interviewee(s) are likely to perform well when tired and
frustrated.

e. Develop a short, standardized statement describing the position, duties,

10



10.

10.

salary, fringe benefits, etc.
f. Decide how and when the results of the interviews will be communicated
to the applicants.

Train Interviewers. No matter how much interview “experience” and “expertise”
the interviewers may have, each should be provided with:

a. a description of the position;

b. copies of the interview forms and rating scales with instructions for their
use;

C. the interview outline; and

d. a copy of this Uniform Employment Selection Guide.

When the interviewers have read and digested the information, a meeting should
be held to discuss the interviews and ensure that all concerned are clear as to
their respective roles. If at all possible, conduct a practice interview in order to
train the interviewers.

Structure and Standardization. In order to be fair to each applicant, the interview
should be constructed so that each will be rated on each factor of interest. This
does not mean that every interview is an exact duplicate of each other or that the
interviewer(s) cannot follow up leads to clarify problem areas. It does mean that
every interview will probably be similar in many respects because evaluations are
being made of knowledge, skills, abilities and personal characteristics which are
required for effective job performance.

Interviewers must be made aware that ratings should not be contaminated by
other interviewers revealing prior knowledge of an applicant’s success, failure, or
standing in previous interviews or evaluations.

Combining the Screening and Hiring Interview. For some openings where the
number of applicants is limited or where factors to be evaluated in the interview
are limited (i.e., a custodial position), the hiring manager may request approval of

the Mice-Chaneellor; Chief Human Resources_Officer to combine the screening - { Comment [LC49]: HR-Title change -6/27/07

and hiring interviews.

Documentation. Documentation is important for the whole selection process.
The following information concerning the interview should always be maintained:

a. job evaluation information;

b. qualifications of those participating in the selection process and training
information;

C. copies of interviewer and interviewee information;

d. copies of questions, rating scales, etc.; and

e. list of interviewees with scores and dispositions.

The Structured Screening Interview. The primary purpose of the Screening
Interview is to obtain information and to evaluate the candidates with regard to
their ability to perform the duties of the position. To the greatest extent possible,

11
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the interview should be an attempt to assess the specific qualities and aptitude
which are important for success. These qualities are described in definition,
duties and responsibilities and desirable qualification sections of the job

announcement.

A secondary purpose is to project a positive image of the college and the
department with the vacancy. Good candidates will have other opportunities,
and they can be expected to use the interview, in part, to assess the environment
the District offers.

a. Interview Protocols. A member of the Committee, usually the Chair, must
be responsible to greet each candidate and to perform the following

tasks.

@)
@)
®)

(4)

©)
(6)

Introduce committee members (name plates are appreciated by
candidates).

Explain the purpose of the interview and describe the
relationship to other steps in the hiring process.

Describe the interview process — overall time period, time
allocated to each question, who will ask questions, method of
evaluating responses, when the candidate may expect to hear
from the committee, etc.

Maintain the schedule by indicating that time allocated for
response has expired and indicating that the next question in
order is to be asked.

Assist the committee in responding to any questions the
candidate may pose as the interview ends.

Thank the candidate for her/his interest in the position and the
College/District.

b. Qualities of a Good Interview

@)

)

@)

(4)

Timing. Sufficient time must be allocated to obtain the amount
of information needed for an interview. It is recommended that
the interviews be scheduled at least 40 minutes apart. This
allows at least 30 to 35 minutes with each candidate, plus time
and to complete notes.

Rapport Considerations. Candidates are naturally tense; it is the
responsibility of the committee to put them at ease as much as
possible. Smiles, introductions, a bit of small talk or humor are
appreciated and are appropriate at the beginning of and during
the interview.

Attentiveness of Interviewers. Candidates who appear for
screening interviews are seriously interested. They deserve
undivided attention. The person asking the question should
maintain eye contact with the candidate. Smiles, body language
indicating interest (nods of appreciation, “uh huhs”) help a
candidate feel she/he is being well received.

Overall Plan for the Interview. A good interview has a basic
structure, starting with an ice breaker question about past

12
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education and experience. It develops gradually, with questions
which are related (whenever possible), moves into more difficult
subjects and concludes with an opportunity for the candidate to
make a summary statement. Sincere appreciation should be
expressed by the Chairperson and the Committee to the
candidate for the effort, time and money expended in coming to
the interview.

C. Interview Questions
Q) Interview questions and preferred responses for each must be
incorporated into rating sheets.
(2) In some cases, a question that appeared on the supplemental

guestionnaire may also be appropriate for the screening
interview. A typical case in point would be a situation where the
committee is concerned with an observable response as well as
one expressed in written form.

3) To provide as much objectivity as possible, the same questions
should be asked of each candidate, by the same committee
member, and in the same sequence.

(4) The committee should decide in advance how much assistance,«- - - {Formaned: Line spacing: single

if any, will be offered to a candidate who appears to have
misunderstood the intent of a question or who answers only part
of a multi-part question. If it is decided to rephrase or restate the
question, similar assistance should be provided to other
candidates.

(5) Questions which give the best results usually have these
qualities

e they are open ended, allowing the candidate to develop
responses that provide insight with regard to skKills,
knowledge, beliefs and potential

e the desired “right” answer should not be apparent from the
guestion (leading questions should be avoided)

e even though the topic or problem may be complex, the
language of the question should be clear and easy to
understand

e the essential elements of a meritous response are
identified as part of the process of developing the question.
Lack of committee agreement about what constitutes a
good answer or answers means that the ratings will vary
widely, have no reliability and thus no validity

(6) Follow-up questions may be asked by any committee member.
The follow-up questions should be related to material
volunteered by the candidate, e.g., “Can you tell us more about
your involvement with the individualized learning program, or the
special custodial skills you mentioned.”

@) Generally, 10 to 12 questions can be completed in the 30 to 35
minute interview. If the questions are broad and follow-up

13



guestions are planned, fewer questions might be asked.

(8) Every interview will contain questions which attempt to assess
the candidate’s current knowledge of the field. In addition, it is
suggested that each interview also contain variations of the
following questions:

e A background question to get the interview going, e.g.,
“Tell us about your educational background and work
experience and how they have prepared you for the
position of

e A question aimed at determining the candidate’s concern
for students, e.g., "If you were the instructor of a 9:00 class
and a student routinely arrived 10 minutes late, would you
consider this to be a problem?” Or, “If you were secretary
to the and a student stated to you that the

had made an insulting
remark, would you consider this to be a problem?” (Wait
for an answer.) If “yes,” ask, “How would you handle the
problem?” If “no,” ask. “Why wouldn't it be a problem for
you?”

experience have you had working with students and staff
from a variety of ethnic, cultural, gender and age
backgrounds?” (Wait for answer.) “What about this
experience was most difficult or most gratifying for you?”

e A final opportunity for the candidate to make a positive
statement, “Was there anything else you'd like us to know
about you that we didn’t ask?”

e |n addition to the above questions, the committee might
want to include a motivational or personal qualities
guestion, e.g., “What is there about this position that is of
particular interest to you at this time?”

Administration of Administer Final (Hiring) Interview

- {Comment [S52]: HR-Delete AA reference

A manager, typically the hiring manager, leads the final interview. In general, the hiring
interview is similar to the screening interview, and the previously outlined principles
apply. However, the hiring interview often involves fewer lewerinterviewers, covers
more ground and may be somewhat longer. It is during the hiring interview that the final
candidate for District employment is identified. Management, typically the hiring

manager, makes the final decision about which candidates will be offered the position, - { Formatted: English (United States)

Check References

14



Validation of the perceptions of the committee members, answers given by applicants,
and information provided in the application packets are important components in the
recruitment process. Reference checks provide this validation.

Also, Eemployers—inereasingly face suits brought by victims of criminal, violent or
negligent acts perpetrated by employees. The best way to avoid negligent hiring suits is
not to hire problem employees in the first place. Therefore, the hiring procedures should
provide a comprehensive look at an applicant’s suitability for employment, including a
thorough check of references.

References must sheuld be checked for the finalist(s) for all positions. In the context of
an “action for negligent hiring,” an employer does not want to admit in court that it did not
inquire into the background of an employee. Guidelines are:

1. A minimum of three references should be checked for each candidate for whom

areference check is being performed, __ - { Formatted: (no proofing) ]
2. Reference checks may be performed for more than one candidate.

Circumstances where multiple candidates might have their references checked

include;, - { Formatted: (no proofing)

a. There are two or more equally well qualified candidates for the position and«- - - {Formaned
references are used to distinquish themy, | {Formaued_ (no proofing)
b. Multiple vacancies are or might be filled from an applicant pool, -
c. The top candidate is only provisionally so based on information that will be
clarified by a reference check.,
1.3. References should only be checked by the Chancellor, President, Director of

| - {Formatted: (no proofing)

)
J
)
o {Formatted: (no proofing) ]
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Business Services, Mice—Chancellor, Chief Human Resources Officed,ﬂqr///»—[cOmment[Lcss]:HRTitlechange6/27/o7
designee. o

24.  Applications should be reviewed to see that the prospective employee has

authorized the release of information from previous employers —line-13-of-the

classified-application;-line-14-of the-academic-application.

3.5. References may be obtained over the phone or in writing; however, all

information should be recorded in the same form for each applicant. Questions
should be prepared in advance and printed on a form which can be used for all

the finalists. PersonnelProcedure—1007. 00 Human Resources Procedure - { Formatted: Strikethrough )
1010.04 [Oyi,d,e,s ?D,@@U‘P'}?ﬁ ,a,tgI,ephqn,e,rgtef@rlc,e,fgr,m- ,,,,,,,,,,,,,,, _ - — 1 Comment [LC54]: Change in procedure number
approved in Cabinet 2/5/02

4.6. Reference information shall remain confidential.

5.7.  Procedures for reference checks include:

a. informing the reference source that the District has a signed authorization for
release of information. Advise the source of the exact nature of the job for
which the candidate is a finalist;

b. asking questions regarding the applicant’'s clearly, job-related knowledge,
skills, abilities and personal characteristics;

c. asking questions that parallel those asked in the supplemental application
and/or interviews, in order to verify the applicant’s responses;

d. avoiding open-ended questions and general references — they usually do not
reveal the desired information; and

15



e. documenting efforts to obtain information from each previous employer —**‘*‘[Formatted: Line spacing: single

especially if pertinent information was not obtainable.
Final Hiring Decision

The evaluation of the final candidate(s), together with the information obtained from the
reference checks, provides the basis for making the final hiring decision. This

recommendation for employment is forwarded by the President or Vice Chancellors to

the Chancellor or designee. At that time, the completed applicant flow data sheet must
be sent to the District Human Resources Office.

Communication with Applicants

Locations may identify different parties to be responsible for communicating with
applicants. Whether such communication is accomplished centrally by the Human
Resources Office or is distributed throughout the campus to be performed by individual
hiring divisions, it is important to keep applicants informed during the selection process.
At the least, applicants should receive an acknowledgement letter indicating that their
application has been received, and that they either are or are not under consideration for
the current vacancy. Those still being considered should be given information regarding
the process from that point forward (i.e., further screening interviews, etc.) and the time
frame anticipated. If it is going to be longer than first indicated, applicants should be
informed of the delay and given a new expected date for a decision. While this may
seem burdensome, it is well worth the extra effort. Good candidates may accept a
position elsewhere if not kept informed.

Finally, all candidates should be notified of the results at the conclusion of a search.
This can be done either by telephone or through written correspondence. A common
practice is for the hiring manager to personally call those persons who were finalists or
those who were interviewed, but notify all others by letter._ The hiring manager should
also make an informal offer to the selected candidate.

An official offer letter will be generated by District Office Human and sent to the selected
candidate for all permanent positions.,

It is best to give only very general responses in communicating with applicants. A safe
response to an inquiry as to why someone was not hired would be, “All | can tell you is
that we have chosen someone who was exceptionally qualified for the position.” If
applicants are informed as to why someone else was selected, it is essential that the
reasons given are job-related.

Confidentiality_and Conflict of Interest,

The entire selection process requires the greatest sensitivity on the part of committee
members regarding the need for confidentiality. The rights and reputations of the
candidates need to be protected. Ratings and comments made by committee members
must not be shared with non-committee members. Strict confidentiality must be
maintained regarding the interview questions to be asked and the topics of the work
samples in order to provide equal opportunities for all candidates Any information
regarding the candidates to be chosen for a position shall be released only by the
appointing authority.
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Committee members also need to be free from bias, or the appearance of bias, relative
to all applicants. No family members, as defined by District procedure, may participate
in recruitments where a family member is an applicant. If a committee member has a
relationship with any applicant(s), the committee member must disclose the nature of the
relationship to either the committee chair or Human Resources. A casual relationship
with any applicant(s) does not automatically disqualify a person from serving on a hiring

committee. - {Formatted: English (United States)

P. Documentation

The possibility that the District may have to respond to a charge of employment
discrimination or investigation by a government agency and defend its selection
practices, make it imperative that complete records of the development and use of the
selection process be made. All selection materials involving ratings are to be placed in
sealed files and retained for three years.

Although employers do not have to justify selection practices which do not have an
adverse impact, it is always wise to maintain excellent records, since a variety of
government agencies can request information, whether or not there is any evidence of
adverse impact.

The following documentation requirements constitute the minimum level of information
that should be available at the completion of the employment process.

1. Job Evaluation Information (to be retained by the College)

. Complete description of methodology used to evaluate the job.

- Who was involved and when.

« Description of the knowledge skills, abilities and personal characteristics
required by the job.

- {Comment [S56]: HR-Delete AA reference
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2.3 Recruitment and Selection Information (to be retained by the College)

« Description of selection system.

« What instruments were developed and how they relate to the job
announcements, form letters and applications submitted by applicants.

« Who performed the evaluations and interviews, how and when they were
trained.

. How “reject/accept” decisions were made.

. Copies of follow-up letters to applicants.

« Summary of all applicants and when and how they were rejected or
accepted by the system.

- {Comment [S57]: HR-Delete AA reference

(Keep all summary rating and decision forms for all applicants for a period of
three years.)

17



3. Contact Person

. Designate one person who will act as a contact person for questions
regarding the selection process in the event of an audit by a compliance
agency

Carryover of Top Applicants

If recommended by the hiring committee chairperson, the top candidates who were
finalists but who were not selected may be recommended for consideration for the next
identical job opening. The candidates recommended for carryover will not be required to
reapply and will be automatically included in the screening process at their option.

18
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APPENDIX

EMPLOYEE GROUP RECRUITMENT
REFERENCES

FACULTY
Appendix A: Policy for Hiring Full-Time and Part-Time Faculty
Appendix B: Equivalency Policy and Process for Faculty Applicants

CONTRACT ADMINISTRATORS

Appendix C: See Board Policy 2057 and HR Procedure 1010.06, Hiring of
Contract Administrators

CLASSIFIED STAFE

Appendix D: See Public Employees Union Local 1 Collective Bargaining
Agreement

MANAGERS, SUPERVISORS, AND CONFIDENTIAL STAFF

Appendix E. See Management, Supervisory, and Confidential Employees
Personnel Manual
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POLICY FOR HIRING FULL-TIME AND PART-TIME FACULTY
(Approved by Governing Board, December 19, 1990)
(Revised by Governing Board, June 26, 1991)
(Revised by Governing Board, January 26, 1994)

Box 1- Examination of Program Review Data and Identification of Hiring Needs

review data to ensure that it is as up-to-date as possible.

By November 1, faculty, seeking the Golden Handshake or Emeritus Faculty employee status,
will notify the District's Human Resources Office and the College President of their intent to
retire.

the number of retirees and the current program review data. The programs/departments/sub-
areas shall then submit their hiring needs to the division chair/area dean.

Box 2 - College Prioritizing of Hiring Needs

\By October 1, the District will provide the college presidents with current year budget, full-time
obligation, full-time/part-time staffing ratios, and 50% law status information,

President (or designee), the United Faculty Vice President, and two managers (appointed by the
College President) shall examine the hiring needs of each program/department/sub-area in light
of the program review data and develop an initial college priority list for new hires and
replacements.

Prioritizing Committee on the list.

\By November 10, the College President shall determine the number of new and replacement full-time
faculty to be allocated for the next fall based upon budgets, growth projections, full-time/part-time staffing
ratios and other factors|

Box 2a -— Full Time Faculty Staffing-Hiring, Discussions

the Chancellor, the College Presidents, }the College Vice Presidents, the District
Chief Human Resources Officer, the District Chief Administrative Officer, the
District Chief Planning Officer,
President. This group will }
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District’s full-time obligation, full-time/part-time staffing ratios, and 50% law
status. |
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Box 3 - Job Announcement and Recruitment Plan Workshop -

This workshop will be held during August and January flex days and as needed. This
workshop will be developed and presented jointly by the following: One United Faculty
representative, one Senate representative, one District Office Human Resources manager, and
the college_EEQO Officer Affirmative-Action Officer (or designee). Division ChairstArea
department/sub-area [chairs, Program Directors, faculty and any other participants involved in

cover recognizing the value of diversity, establishing local qualifications and desirable
qualifications, understanding and drafting possible equivalences, developing supplemental
questions, and focused recruitment strategies to increase faculty diversity.

Box 4 - Publicizing Anticipated Job Openings

By January 15, the District, colleges, and departments/sub-areas will begin to publicize
anticipated job openings for full-time faculty Possible openings may be publicized earlier

Box 6 —Job Announcement/Recruitment Plan/Timelines

Job announcements and recruitment plans should be written and approved by appropriate
college groups by February 15 at the latest. Faculty are encouraged to complete the process as
soon as possible and to be ready to publicize when the final college hiring list is determined.

Using-thecriteriafor-pool-diversity-as—areferent (fromBox-5); a A sub-group of faculty, the
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appropriate manager, and other participants within a program/departmenWsW who have - [ Comment [LC79]: HR-Update organization

attended the Job Announcement/Recruitment Plan Workshop, draft the job announcement, \\‘[Formatted: Strikethrough

including local qualifications, desirable qualifications, general description of equivalencies and
supplemental questions. This committee, which is chaired by a faculty member, also
establishes hiring time lines and designs the recruitment plan.

Box 7 - Job Announcement and Recruitment Plan Review

Drafts of the job announcement and recruitment plan shall be circulated and approved by the

- {Formatted' Strikethrough
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Box 8 - Selection of Screening and Interviewing Committees

During the time that the job announcement and recruitment plan are being reviewed,

program/department{sub-area shall form paper screening and interviewing committees in - [ Comment [LC84]: HR-Update organization
accordance with the United Faculty-Contra Costa Community College District Agreement, \\\{Formaﬁed: Strikethrough

Article 6.1.4C. The paper screening committee shall have at least two members. Whenever

possible, both committees shall reflect diversity. Departments/sub-areas lare encouraged to - [ Comment [LC85]: HR-Update organization
seek committee members from outside their areas to achieve diversity. ==  Formatted: strikethrough
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Box 9 - Review by the District’'s Human Resources Office

If there is college-wide agreement on the job announcement and recruitment plan, the College
President/Deans forward these documents for review by the District Human Resources Office.
Within five (5) working days. The Human Resources Office shall notify the College Presidents/
Deans if there is agreement on the job announcement and recruitment plan. In case of
disagreement about the job announcement or recruitment plan, college or District management
will contact the faculty chair of the committee that wrote the job announcement or recruitment
plan to arrange consultation with the committee. No response by college or District
management with 5 working days indicates agreement.

Box 10 - Printing and Distribution _of the Job Announcement/Implementation of this
Recruitment Plan

The job announcement is printed and distributed immediately by the District Human Resources
Office with copies to the colleges to use for recruitment purposes. District, college, and

departmen \lmplement the recruitment plan. - [ Comment [LC86]: HR update organization
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| All management and faculty and other participants involved in the hiring process (screening and
interviewing) are required to attend a hiring workshop every two years." The workshop will be

offered during the fall and spring flex and as needed. The workshop will be developed by the
Essouate Vlce Chancellor of Chief Human Resources_Officer KQI:QQSJQI’IGG)7(;(7)"76976755@ - { Comment [LC87]: HR-Title change -6/27/07
Officer ieef, (or designee), and at least one faculty member from the Lob > o

announcement/recruitment planning team. The workshop will cover
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Participants who serve on the screening and interviewing committees other than faculty and the one
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Paper screening will occur, utilizing the equivalency process as necessary. Faculty members
involved in any faculty hiring between graduation and the first day of (optional) August flex shall
be paid at the AB 1725 rate.

Names and files of candidates who meet minimum qualifications but are not forwarded for

® Ibid.
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This committee interviews and selects at least 2, preferably 3-5, finalists to be sent to the
President. Faculty members involved in any faculty hiring between graduation and the first day
of (optional) August flex shall be paid at the AB 1725 rate.

The names and files of those individuals who are not sent forward to be interviewed by the

President shall be sent to the appropriate department/sub-area fto be added to the qualified part- ) _- [ Comment [LC98]: HR-Update organization
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Box 17 - President’s Interview
President interviews those forwarded.
Box 18 - College Hiring Decision - { Formatted: Line spacing: single

The College President and Interview Committee confer and reach tentative agreement on the
new hiree based on the procedure outlined in Article 6.4.3.3.2.5 6:44.C.3-.e—of the United
Faculty-Contra Costa Community College District Agreement. At this point, a manager
designated by the President checks references on the tentative selection(s). If the faculty
interview committee so desires, one faculty member will join the manager in checking
references. The President recommends the candidate(s) according to the Contra Costa
Community College District/United Faculty of the Contra Costa Community College District
Agreement.
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Box 19 - Chancellor Hiring Decision

The President’'s recommendation is forwarded to the Chancellor who may, in turn, sustain or not
accept the recommendation. If the Chancellor does not accept the recommendation, it is sent
back to the College President who in consultation with the interviewing committee can decide to
bank or reopen the position or send forward another candidate to the Chancellor.

Box 20 - Employment by the Governing Board

The Governing Board’s action employing full-time faculty shall include the criteria used to
determine that the person(s) to be employed meet minimum qualifications established by the
California community College Board of Governors or its equivalent have been met (Education
Code 87359a)

Prior to the first day of employment the personnel specialist and the appropriate Dean at the
college must very the minimum qualifications of the newly-hired faculty member.

Box 21 - FSA Assignment Upon Hire

Newly-hired faculty shall be assigned to FSA(s) by College Review teams prior to the first day of
employment. Approved FSA assignments shall be forwarded to the Chancellor and submitted
to the Governing Board for approval.
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C. PART-TIME HIRING - - ‘[Formatted: Line spacing: single

(Revised by Governing Board, July 27, 1994)
This process seeks to ensure a highly qualified, diverse group of part-timers and an

ongoing, viable pool of part-time faculty. Refer to Boxes 1, 2 and 2a of the Policy for
Hiring Full-time Faculty prior to implementing this process.

Box 1 - Prioritizing Allocation of C-Contract-Hourly Instruction at Colleges

Each College President (or designee) and Faculty Senate President (or designee) will
ensure equal faculty/management participation (including representatives from the
United Faculty and Faculty Senate) in prioritizing and reaching agreement on hourly
instructional (C-Contract) needs in programs/departments/sub-areas.

This process will occur by the end of January (for the following academic year's
allocations) and then again by the end of September (if the previously agreed to
allocations are to be significantly changed.)

* e { Formatted: Line spacing: single
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Box 3 - Job Announcement, Recruitment and Hiring Workshop - *‘[Formatted: Line spacing: single

Held twice a year during flex, and led by the same team which is involved in holding
these workshops for full-time hiring, this workshop will be for everyone who is involved in
part-time hiring. It will cover subjects similar to those covered in the full-time hiring
workshops: writing job announcements and recruitment plans, recognizing the value of
diversity, establishing local qualifications and desirable qualifications, understanding and
drafting possible equivalencies, developing supplemental questions, focused recruitment
strategies to increase faculty diversity, paper screening and interview process, and
implementing the equivalency process (Boxes 3 and 10 under Full-time Hiring). This
workshop must e taken every three years.
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Box 4 - Anticipated Job Openings

In order to establish a qualified diverse pool, the District Human Resources Office and/or
colleges send out announcements of anticipated job openings twice a year. This
involves a generic announcement for the District and/or Colleges which includes
minimum qualifications and solicits resumes.

4a. Optional Supplementals or Applications

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, -
~

supplementals or applications in order to solicit more information and ensure that a ;.
diverse pool is being established. If desirable qualifications are not evident on resumes, .’
N

supplementals may be used to match individuals with specific needs.

«— - —

Box 5 - Screening Process o
Two or more faculty members from programs/departments/sub-areas, plus one manager
if possible, who have attended the workshops in Box 4 participate in the screening of
potential part-time faculty. The committee shall be formed in accordance with the
United Faculty-Contra Costa Community College District Agreement, Article 6.4.3

| (If a program/department/sub-area |has fewer than two faculty members, referto -
Article_6.4.3.3 6-1-4€3 of the UF/CCCCD District Agreement for the process by which : N
faculty members are selected.) Whenever possible the committee shall reflect diversity.
Names of candidates who have been determined to meet minimum qualifications shall
be added to the qualified part-time applicant pool. The screening committee shall further

screen the qualified part-time applicant pool to select applicants for interview(s). |

Supplementals may be used to facilitate screening. Equivalency review also occurs
during the screening. Any faculty hiring that must take place between graduation and
the first day of (optional) August flex shall be paid at the AB 1725 rate.

“« - —

Box 6 - Interviewing Process ‘o

candidates. The Division Chair/Area dean |may make reference checks. After. the -
completion of interviews, the committee reviews, the pool diversity data to determine its >
success in reaching affirmative action goals. If the committee so wishes, it may further

screen the qualified part-time applicant pool to select applicants for interview(s)-

8).| The names and files of those candidates not selected for hire shall be added to the -

qualified part-time applicant pool.

-

«
/

Box 7 - Consultation and Recommendation

/
/
-

-

The Assistant-Dean—ottnstruct lor/Area_Division Dean/Divisi i facilitates and /-

N
\
\
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recommends the hiring of part-time faculty by ensuring that their paper work is in order
and that they are oriented to the college. If the Dean has any question about the
qualifications of the new hires, the Dean shall confer with the committee described in

Box 6.
* e ‘{Formatted: Indent: Left: 0", Line spacing: J
Box 8 - Employment by the Governing Board <. [single
h ‘[ Formatted: Line spacing: single J

The Governing Board’s action employing temporary, part-time faculty shall include the
criteria used to determine that the minimum qualifications established by the California
Community College Board of Governors or its equivalent have been met (Education
Code 87359a).

13
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THESE CHARTS TO BE DELETED|

PN

FLOW CHART OF POLICY FOR HIRING PART-TIME FACULTY

(1) Program Director
Sub-Area/Department
Div. Chair/Area Dean
(In Consultation)
Identify Hiring Needs
A, A/C, C Contract

v

(2) College President
Academic Senate President
United Faculty President

v
(2a) Faculty Staffing Discussions
Chancellor
College Presidents
Faculty Senate Presidents
United Faculty President
v
(3) Prioritizing Committee
United Faculty  Vice
President/Designee
Academic Senate
President/Designee
2 College Managers
Prioritize CLContract Hrs
A 4
(4) College President
(In Consultation)

v

Non-agreement

5) Combined Job Announcement & Hiring
Workshop
Compulsory if not attended F/T Workshop
Presented By:
1 Dist. Pers. Manager
1 Member of F/T Workshops
(In consultation w/Team)
For:
Faculty & Management
Hiring P/T Instructors

Re:
Job Analysis & Recruitment Plan
Local Quals Supplementals
Desirable Quals  Aff Act
E.Q.’s Paper Screening

Interview Process
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\
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(6) Anticipated Job Openings
Announced

v

A A

College District

—

(6a) Optional Supplementals or
Applications
Div Chair/Area Dean
Dept/Sub-Area
(In consultation)

v

(7) Screening-Interview Committee
2 or More Faculty Plus
1 Manager (if possible)
Supplementals
E.Q.’s

A4

(8) Asst. Dean of InstructionArea Dean
Screening-Interview Committee
(In consultation)

v
Governing Board

15
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The emergency procedure is to be used in the following cases: (1) an instructor becomes
unavailable to teach at the last moment; or (2) additional sections are needed due to
unusually large enrollment.

Furthermore, the college may hire under this procedure, provided that:

1.

Prior to the hiring, appropriate academic manager and or the department/sub-area
chair (if available) and the Faculty Senate President (or designee) determine that
the situation is an emergency.

The hiring committee consists of at Ieast one faculty member from the same or

the discipline available to serve on the Commlttee a tenured faculty member from \
another discipline will be added or the United Faculty may be asked for a variance
for a non-tenured faculty member to serve.) At least one person serving on the
committee needs to have attended a workshop on hiring procedure (Box 10 under
Full-time Hiring or Box 4 under part-time hiring) and therefore be well versed in the
process of reviewing and granting equivalencies The Area [ Dean#Assstant DIVISIOn
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hiring committee. A program director if she/he so desires, shall be on the committee \\\ - {COmmem [LC115]: HR-Update title-11/18/09
\\ N\

if the vacancy is in her/his program.

The committee reviews the qualified part-time applicant pool to select candidate for
interview. If the applicant pool is exhausted, the committee may accept
recommendations of applicants from other sources; i.e., other instructors, off-
campus organizations. All applicants shall meet minimum qualifications or the
equivalent.

The committee |nterV|ews prospective appllcant(s) and forwards its ch0|ce(s) to the
AreaDivision Dean

Any one hired under the emergency procedure will be notified that she/he is to be
employed for one semester only. Employment beyond one semester will require
that the candidate(s) not from the qualified part-time applicant pool be paper
screened and interviewed through the regular hiring procedure for part-time faculty.
(Boxes 6 and 7). Those selected from the applicant pool shall be interviewed
according to the regular hiring procedure for part-time faculty (Box 7).

-16-

Board Report

N
\\ {Comment [LC116]: HR-Update organization

{ Formatted: Strikethrough

{ Formatted: Strikethrough

o Jo U A U )

- Comment [LC117]: HR-Update title-11/18/09
S Board Report

\[ Formatted: Strikethrough

(D




6.4.3
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EXCERPTS REGARDING HIRING FROM THE CONTRA COSTA COMMUNITY
COLLEGE DISTRICT — UNITED FACULTY AGREEMENT

Hiring

6.4.3.1

6.4.3.2

6.4.3.3

The paper screening committee for faculty shall be selected according to
department regulations and shall consist of no less than two (2) regular
faculty members, or, if necessary, one regular and one contract Il faculty
member. One hourly rate (part-time) instructor shall be guaranteed a
screening interview for a full-time faculty position for which he/she meets the
minimum qualifications. The applicant to be interviewed shall be determined
through the established paper screening process.

Faculty shall participate in the screening of applications and in the screening
interview of such classified employees as serve in a direct relationship to the
instruction or student service program or fall under a department where such
screening is not in conflict with contract provisions of the classified units.

An interviewing team shall be selected according to department regulations
and shall consist of no less than two (2) and no more than five (5) regular
faculty members and a voting manager proposed from a panel of two to
three academic administrators from that college. The panel shall be chosen
and submitted by the department and agreed to by the College President. If
a department is three or less full-time tenured faculty, the faculty in the
division shall select the panel of administrators assigned to the department
in which the new hired will be working shall be included on any interviewing
team as a voting member. The same team shall interview all of the
candidates who are invited to come to the college.

6.4.3.3.1 Where a department has one (1) position authorized to it, the

interviewing committee used in filling such position shall be chosen
by the Faculty Senate President in consultation with the Division
Chairperson and Dean. Such committee shall consist of no less than
two (2) and no more than five (5) regular faculty members plus the
division chairperson who serves as a voting member.

6.4.3.3.2 Where a department has two (2) positions authorized to it and one

(1) of those positions is to be filled, the interviewing committee used
in filling it shall be jointly chosen by the remaining faculty member
and the Faculty Senate President in consultation with the Division
Chairperson and Dean. The committee shall consist of no less than
two (2) and no more than five (5) regular faculty members plus the
division chairperson who serves as a voting member.

1. Each department shall develop instruments for the rating of
the candidates. Such instruments shall be the property of the
District.

2. Such instruments and/or questions shall be reviewed and

approved by the District. If the District does not approve the
department’s rating instruments, the District shall consult with
the department to resolve the differences. Personal notes

17
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and/or information placed on the official rating sheets shall
remain the property of the District.

3. Any and all personal notes and/or information developed by
individual team members shall remain the property of the
team member.

4. The interviewing team shall recommend at least two (2),
preferably three to five (3-5), of the best qualified applicants
without indicating any preferences for consideration by
management.  After management interviews the referred
applicants management shall meet with the interviewing
faculty team to discuss the ranking of the candidates and the
President’s proposed recommendation to the Chancellor and
Governing Board.

5. Management shall make the final selection based upon the
recommendations of the interviewing team, and its own
evaluation. If the College President and the interview team
do not reach agreement regarding the candidate interviewed
under the procedure, both recommendations shall be
forwarded to the Chancellor for a final recommendation to the
Governing Board.

6. With the concurrence of the appropriate department these
hiring procedures may be waived for part-time, temporary
faculty employees.

7. Faculty may be invited to participate in the selection of
management personnel at the discretion of the Chancellor or
designee.

6.4.4 Staffing: Faculty in departments can make recommendations through the Division
Chairperson on such matters as staffing needs, enroliment trends, use of part-time
staff, and affirmative action programs.

6.4.5 Curriculum: Following department procedures, faculty can make recommendations
for new courses or curriculum changes to the appropriate committee dealing with
curriculum and instruction as constituted at the local campus.

6.4.6 Facilities: Faculty in departments can make recommendations for the use of
facilities.

6.4.7 Staff Development: All faculty and staff development monies shall be distributed to
the colleges on a basis proportional to the number of faculty FTE at each college.
The college monies shall then be allocated at the college by mutual agreement
between the college staff development committee and the management designee.
Faculty in departments may formulate in-service training recommendations. In-
service training programs for the improvement of instruction in departments shall not
be undertaken without the consideration and approval of the affected group.

N ‘[Formatted: Line spacing: single
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| 6.5 Notwithstanding any of the above, District management has final responsibility and
authority for all District operations.

6.6 When management does not accept a written recommendation of the department, the
appropriate chairperson shall be notified in writing of the action and the reason(s) therefore.

Historical Annotation: 12/19/90; 6/26/91; 1/26/94; 7/27/94 - { comment [LC118]: Clarification
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EQUIVALENCY POLICY AND PROCESS FOR FACULTY APPLICANTS « - - ‘[Formatted: Line spacing: single

(Approved by Governing Board, December 19, 1990)
(Revised by Governing Board June 26, 1991)

PHILOSOPHY

It is the policy of the Contra Costa Community College District that faculty hiring procedures
and guidelines be established to provide for college faculty of highly qualified people who
are expert in their subject areas, who are skilled in teaching and serving the needs of a
varied student population, who can foster overall college effectiveness, and who are
sensitive to, and themselves represent, the racial and cultural diversity of the adult
population of the state of California.

The Governing Board, represented by the administration has the principal legal and public
responsibility for ensuring an effective hiring process. The faculty, represented by the
Faculty Senate, has an inherent professional responsibility in the development and
implementation of policies and procedures governing the hiring process which is to ensure
the quality of its faculty peers.

One part of the process needed to fulfill these responsibilities is a procedure for determining
when an applicant for a faculty position, though lacking the exact degree or experience
specified in the Disciplines Lists, nonetheless does possess qualifications that are at least
equivalent.

Faculty believe that the expertise to determine equivalencies lies in the departments/sub-
areas. In order to achieve consistency throughout the colleges and District, each college
will devise an appropriate mechanism to insure fairness in the equivalency process. All
faculty involved in the hiring and equivalency process must be properly trained in the use of
the Districtwide guidelines developed for the Equivalency Process.

CRITERIA

It is expected that candidates will meet the minimum qualifications requirement through the
equivalency process infrequently. Candidates will be deemed to possess equivalent
gualifications if they have evidence of the expertise associated with a particular degree but
do not possess the specific degree named in the Disciplines Lists. Very rarely, a candidate
who is obviously highly qualified, who indeed may be the best qualified of all the
candidates, will be able to demonstrate through publications or other achievements that
she/he has qualifications equivalent to those specified in the Disciplines List. It will be the
responsibility of the candidate who claims equivalent qualifications to provide conclusive
evidence, as clear and reliable as the college transcripts being submitted by the other
candidates, that she/he has qualifications that are at least equivalent to what is required by
the minimum qualifications. It is important to note that the equivalency process is intended
to neither raise standards nor lower them from the minimum qualifications established for
the position.

REQUIREMENTS FOR DISCIPLINES REQUIRING THE MASTER’S

For establishing the equivalent of the master’'s degree, possession of at least the equivalent
in the level of achievement and breadth and depth of understanding is required.
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General Education Requirements BA/BS degree

Major Requirements for Disciplines Requiring the Master’'s

The equivalency process will recognize primary and related disciplines, i.e., before
and after the first “OR,” as identified on the Board of Governors list of disciplines,
including subsequent revisions.

A.

PLUS

OR

PLUS

OR

To be deemed equivalent, using a primary discipline, i.e., those before the
first “OR” on the list of disciplines, the applicant must possess:

1.

A Bachelor's degree from an accredited institution in any discipline.

30 additional semester units of upper division or graduate course
work (at least 15 units of which are graduate level) in one or more of
the primary disciplines, from an accredited institution;

Some combination of additional course work or documented study, in
the discipline or a related discipline, and verifiable experience of such
accomplishment in the discipline that the combination of course work
and experience equals a master's degree in one of the primary
disciplines in breadth, depth and rigor. Appropriate licensure from
professional state or national boards, e.g., CPA, BRN, may be
deemed equivalent to some course work.

To be deemed equivalent, using a related discipline, i.e., those after the first
“OR” on the list of disciplines, the applicant must possess:

1.

A Bachelor's degree from an accredited institution in any of the****‘{Formatted:

primary disciplines listed on the Board of Governors list of disciplines,

including subsequent revisions.
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accomplishment in the discipline that the combination of course work
and experience equals a master's degree in one of the related
disciplines in breadth, depth and rigor. Appropriate licensure from
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professional state or national boards, e.g., CPA, BRN, may be
deemed equivalent to some coursework.

<+ ‘[Formatted: Line spacing: single

REQUIREMENTS FOR DISCIPLINES NOT REQUIRING THE MASTER’S

The minimum standards shall be the BA/BS from an accredited institution, plus two years of
documented experience in the subject matter area OR an AA/AS  degree from an
accredited institution plus six years of documented experience in the subject matter area.

I For the AA/AS Degree Plus Six Years of Experience

The candidate making the claim of equivalent qualifications must provide conclusive
evidence in regard to A and B below (minimum qualifications include A1 AND B1,
plus some combination of A2 and B2):

A. Degree Requirements
1. GE Requirements

The general education requirements shall be those of a current
AA/AS degree as adopted by any college in the District.

2. Additional Degree Requirements

Additional education to include a combination of college semester
units and/or industry training in the discipline or a related discipline,
equivalent to 24 semester units (each unit of credit is equal to 54
hours of training).

B. Occupational Proficiency

1. Shall have occupational proficiency in the vocational subject
assigned commensurate with the grade of difficulty level of
instruction. Evidence of occupational proficiency will be based upon
at least two years of recent work experience, calculated either
consecutively or cumulatively, which is directly related to the
occupation to be taught or upon evidence of equivalent proficiency.
(California State Plan for Vocational Education)

2. The equivalent of four years of documented experience that
demonstrates possession of thorough and broad skill and knowledge
for each of the following as separate and District criteria:

a. Mastery of the skills of the vocation thorough enough for the
proposed specific assignment and broad enough to serve as
a basis for teaching the other courses in the discipline.

PLUS

b. Extensive and diverse knowledge of the working environment
of the vocation.
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EVIDENCE

A candidate who does not present conclusive evidence in regard to minimum qualifications
indicated above does not possess the equivalent of the experience in question.

Conclusive evidence for general education, major or experience requirements shall be one
or more of the following:

1.

an official transcript showing that appropriate courses were successfully completed
at an accredited college** or appropriate foreign institution***;

publications that show a command of the major in question;

skills demonstration or verifiable evidence of professional performance, professional
and/or public recognition, professional presentations, computer software
development or applications, or related training;

verification of employment history.

xx Colleges and university degrees and credits submitted for employment,
including the equivalency process, or advancement must be from United
States institutions accredited by one of the six regional accrediting agencies
recognized by the Council on Post-secondary Accreditation and the United
States Secretary of Education.

ok All degrees and credits not covered by the six regional accrediting agencies
recognized by the Council on Post-secondary Accreditation and the United
States Secretary of Education, including all foreign degrees and credits, are
subject to verification through the equivalency process. The candidate bears
the responsibility of documenting equivalency to accredited United States
institutions.

SELECTION PROCEDURES

1.

Department/sub-area identifies initial criteria for equivalencies, using guidelines
within this policy and sample curricula from various master’s or AA/AS degree
programs as appropriate.

Department committee will determine the sequence for the review of applicant
qualifications; i.e., whether to screen initially for minimum qualifications/
equivalencies or desirable qualifications and responses to supplemental questions.
The desirable qualifications should not be used as a substitute for the minimum
qualifications.

In the case where desirable qualifications are screened first—if the committee has
chosen a candidate for interview who does not meet the minimum qualifications, the
candidate’s application and supporting materials shall be forwarded to the
Equivalency Committee for review prior to any candidate receiving an interview.
The names of candidates selected for a screening interview and determined to
possess the equivalent of the minimum qualifications are then sent forward for the
interview.
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4, Contra Costa College will implement an Academic Senate Equivalency Committee
to review department screening committee equivalency decisions. At Diablo Valley
College, each department will form an equivalency committee consisting of
department faculty and one representative from the division. Where departments
and divisions are the same, the division representative should be selected from a
different subject area within the division. At Los Medanos College, sub-areas will
form their own equivalency committee as needed. Members will include at least one
person from outside the sub-area and one person from the Academic Senate. If an
equivalency committee is needed for hiring part-time faculty in the summer, faculty
will be compensated at a rate on the Personnel Related Services Salary Schedule.
Rate to be incorporated into separate salary schedule and adjusted subsequently.

5. Faculty applicants who are deemed to meet equivalencies for a discipline by a
college equivalency committee shall be deemed to be minimally qualified for that
discipline Districtwide.

6. Faculty who are hired under the equivalency process shall be qualified to teach
those disciplines for which they have been minimally qualified Districtwide.

G. REVIEW AND REVISION

This equivalency policy and its procedures are subject to review and revision at the request«- - - {Formatted: Line spacing: single

of either the Faculty Senate Coordinating Council or the Governing Board. Changes in this
policy require the joint agreement of the Academic Senate and the Governing Board. Until
there is joint agreement, this policy remains in effect. (Education Code 87355-87359)

H. EDUCATION CODE REFERENCE

Education Code 87359 (a) “No one may be hired to serve as a community college faculty
member, instructional administrator, or student services administrator under the authority
granted by the regulations unless the governing board determines that she/he possesses
gualifications that are at least equivalent to the minimum qualifications specified in
regulations of the board adopted pursuant to Section 83756. The criteria used by the
governing board in making the determination shall be reflected in the governing board’s
actions employing the individual. (b) The process, as well as criteria and standards by
which the governing board reaches its determinations, shall be developed and agreed upon
jointly by representatives of the governing board and the academic senate, and approved
by the governing board. The agreed upon process shall include reasonable procedures to
ensure that the governing board relies primarily upon the advice and judgment of the
academic senate to determine that each individual employed under the authority granted by
the regulations possesses qualifications that are at least equivalent to the applicable
minimum qualifications specified in regulations adopted by the board of governors. The
process shall further require that the governing board provide the academic senate with an
opportunity to present its views to the governing board before the board makes a
determination and that the written record of the decision, including the views of the
academic senate, shall be available for review pursuant to Section 87358(6).”

Historical Annotation: 12/19/90; 6/26/91; 1/31/07,
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CONTRACT ADMINISTRATORS
Appendix C
See Proposed New Board Policy 2057 and HR
Procedure 1010.06, Hiring of Contract
Administrators

CLASSIFIED STAFF
Appendix D
See Public Employees Union Local 1
Collective Bargaining Agreement

MANAGERS, SUPERVISORS, AND
CONFIDENTIAL STAFF
Appendix E
See Management, Supervisory, and
Confidential Employees Personnel Manual



HISTORICAL ANNOTATION

The Uniform Employment Selection Guide, originally adopted in 1982, was reprinted in 1987 and
revised in 1989.

The Uniform Employment Selection Guide was adopted as Personnel Procedure 1002 on
November 6, 1990, with Board-approved sections titled Policy for Hiring Full-time and Part-time
Faculty and Equivalency Policy and Process added on December 19, 1990, after which the
procedure (guide) was again revised in February 1991.

Subsequently, specific sections of the Uniform Employment Selection Guide were revised and
approved by the Governing Board as follows:

June 26, 1991 Section titled District Equivalency Policy
Section titled Policy for Hiring Full-time and Part-time
Faculty

January 26, 1994 Section titled Policy for Hiring Full-time and Part-time
Faculty
(Regarding Full-time Faculty)

July 27, 1994 Section titled Policy for Hiring Full-time and Part-time
Faculty
(Regarding Part-time Faculty)

September 29, 1999 Section titled Procedure for Hiring of the Chancellor, Vice
Chancellors and Presidents

The Uniform Employment Selection Guide was adopted by Cabinet as Human Resources
Procedure 1010.02 on February 5, 2002, with Board-approved revisions to the section titled

Equivalency Policy and Process for Faculty Applicants on January 31, 2007, _ -~ - Comment [LC120]: HR Historical Annotation
clarification
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