
Page 1 of 18 

 



Page 2 of 18 

 

Limited In-House Exceptions 
“In-
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Submitted application materials will not be returned to applicants. 
 
Minimum Qualifications Screening Review of Applicants 
The CHRO or designee will validate that the applicant pool is sufficiently qualified and 
diverse to proceed with screening and interviews. If it is not, the CHRO may make a 
recommendation to the superin
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committee members, including CSEA unit members, for the Human 
Resources Office to invite on the committee. 

 For positions in the Local 39 bargaining unit, the committee chair will select 
at least one unit member with appropriate knowledge and experience of 
the position being recruited, and may include additional employees 
(managers or other classified or confidential staff) for the Human 
Resources Office to invite on the committee. 

 For positions in the confidential staff, the committee chair will select a 
confidential staff member with appropriate knowledge and experience of 
the position being recruited, and may include additional employees 
(managers or other classified or confidential, staff) for the Human 
Resources Office to invite on the committee. 
 

Students:  When committees include student representatives, the Director of Student 
Life will make recommendations to the committee chair about students to invite on 
the committee. 

 
In order to achieve a diverse committee membership, the CHRO may appoint additional 
members to any committee. The CHRO also may appoint committee members from 
outside the District’s workforce where it serves the District’s interests to do so.  A 
recommendation to invoke that exception may be made by the committee chair.  
 
If the appointing bodies or individuals, after being given adequate notice and opportunity 
to make an appointment, are not able to make an appointment in a timely manner, the 
CHRO, in consultation with appropriate area administrators, will select members to serve 
on a committee.  A determination of “adequate notice” shall consider the urgency of the 
timeline of the recruitment and hire, and shall be at least five working days. 
 
Except where a different minimum size of committee is stated, the minimum size of a 
screening and interview committee for regular college positions is three people. Larger 
committees are allowed. 
 
Obligations of Screening and Interview Committee Members 
Employees must have received anti-bias, diversity hiring training within the last three years 
in order to be qualified to serve on a screening and interview committee. The Human 
Resources Office shall track the date of the training of all employees.  
 

Committee members must attend all meetings of the screening and interview committee, 
including the pre-screening meeting, the pre-interview meeting, all interview sessions, and 
the post-interview meeting. Failure to attend all meetings and interviews disqualifies the 
member from further service on the committee. In deciding whether to accept appointment 
on a committee, employees should understand this time commitment, which is normally, at 
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Committee members must understand and agree to confidentiality and conflict of interest 
rules and requirements, including rules contained in the District’s Anti-Nepotism Policy (BP 
and AP 7310). All committee members will sign a statement acknowledging the assumption 
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Conformance with EEO principles 
The CHRO/EEO Officer will confirm in writing whether the interview questions, composition of 
the committee, and other evaluation procedures conform to EEO principles and requirements. 
Written confirmation of compliance will be forwarded to the superintendent/president with 
the final candidates for interview (for faculty and administrators) or recommendation for hire 
(for classified and confidential staff).  
 
If the CHRO/EEO Officer finds at any stage of the process that EEO principles or procedures 
were violated and creates an adverse impact, he or she will stop the process and attempt to 
implement solutions to the problem, or report the violation(s) to the 
superintendent/president. 
 

Definitions 
The recruitment and selection process for hiring employees will be consistent with state and 
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to the provisions of the confidentiality agreement and these procedures in 
order to participate in the screening and interviewing processes.  Employees 
will be advised that if they fail to follow these provisions, they shall not be 
permitted to participate in the screening and interviewing processes, and 
may be disqualified from sitting on future committees. 

 

 Faculty Employee – Faculty members are those employees who are employed 
by the District in academic positions that are not designated as supervisory or 
management. Faculty employees include instructors, counselors, librarians, 
instructional specialists, and those designated as faculty employees.  

 

 Management Employee – Regular academic and classified executive, 
administrative, supervisory, and management personnel. 

 

 Recruitment Period – The time allowed for advertising and accepting 
employment applications for vacant positions. It is the intent of the District 
that identification of vacancies and the initiation of the recruitment processes 
are scheduled early enough to allow for all procedures to be undertaken in a 
thorough and thoughtful manner, and ensuring completion well in advance of 
employment. The length of this period should allow for adequate distribution of 
the job announcement and response time to provide a diverse pool of qualified 
applicants. 

 

 Screening and Interview Committee – The group of individuals selected to 
participate in the confidential process used for screening prospective 
employees and recommending them for final interview (faculty or 
management) or hire (classified or confidential). 

 

 Equal Employment Opportunity Responsibilities – Every member of the 
screening and interview committee must have participated in a recent 
training on best practices in diversity hiring. “Recent” means within the last 
three years. It is each committee member’s obligation to immediately report 
any concerns about whether appropriate hiring processes are followed and 
equal employment opportunities are provided for all applicants. These reports 
must be made to the CHRO or designee. 

 

 
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Identification of Positions to Hire 
It is the intent of the District that approval of open positions and initiation of the hiring process 
be early enough to allow for all procedures to be undertaken in a thorough manner, ensuring 
that the hiring process is completed during the academic year, whenever possible, and well in 
advance of employment.  
 
Other than replacements, or positions required and identified in grants, the identification of 
faculty positions to hire will be cooperatively determined through a well-defined planning 
process involving college administrators, the academic senate, and other faculty.  
 
The following sequential procedures will be used for the identification and filling of regular 
faculty positions: 

1. Faculty will complete Program and Planning Assessment (PPA) processes and 
identify areas of faculty hiring need according to a set calendar. 

2. Area administrators will review all PPAs and prioritize lists of hiring needs, 
culminating with review called for by the college’s organizational and governance 
structures.  

3. The faculty and administrators on the Academic Senate Committee on the hiring of 
full-time faculty will review data on enrollment, staffing, and other relevant criteria, 
including PPA requests, and make recommendations through those governance 
structures to the superintendent/president on hiring priorities. 

 
The superintendent/president will consider those recommendations and issue a decision on 
which positions to hire. 
 
Job Announcements and Recruitment 
Before positing a faculty recruitment, faculty job announcements will be drafted by the Human 
Resources Office and sent to the appropriate dean or director, who will share with in-discipline 
faculty for review and consideration. The draft job announcement will include core duties, 
responsibilities, and professional expectations of all faculty, including the knowledge, skills, and 
abilities the District requires of all faculty. Job requirements shall include a demonstrated 
sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, 
gender identity, sexual orientation, and ethnic backgrounds of community college students. It 
will include as minimum qualifications only the standard qualifications listed in the Board of 
Governors’ Minimum Qualifications for Faculty and Administrators in the California Community 
Colleges.  
 
The discipline faculty and dean or director review of the job announcement should include a 
consideration of the objectives of the hiring department, the courses or areas where the 
District currently requires expertise or emphasis, and the strengths that an ideal candidate 
should have. The department reviewers should also consider whether there are preferred or 
desired qualifications that should be included in the announcement—such as owning a 
particular license or certificate, having particular prior experience, or being bilingual. In making 
such recommendations, the department should support its request with evidence that the 
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4. For educational administrator positions, at least two faculty members. The 
Academic Senate will make recommendations to the CHRO or designee on these 
appointments. 

 
An expert from outside the institution may be invited by the CHRO to serve on the committee. 
 
Skills Demonstrations and Writing Samples 
The committee may require that candidates provide some performance indicator that they 
have the skills, knowledge, and ability to perform the job. The candidate shall be apprised in 
advance if such additional performance indicators are to be part of the interviewing process. 
Writing samples and/or performance indicators, if any, shall be developed by the committee. 
 
All evaluation procedures, including teaching demonstrations (if appropriate), writing samples, 
and/or other performance indicators, will be reviewed by the CHRO/EEO Officer for 
conformance with EEO principles. When the final candidates are forwarded to the 
superintendent/president for final interview, the CHRO/EEO Officer will confirm in writing that 
the evaluation procedures were in conformance.  
 
Recommendation of Candidates for Final Interview 
At the conclusion of all interviews and skills demonstrations, the committee chair will lead the 
committee on a discussion of candidates, to arrive at a list of two to four candidates, unranked, 
that the committee recommends for final consideration by the superintendent/president. 
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If, after the selection processes are completed, the superintendent/president does not 
recommend the hire of any candidate forwarded for consideration, he or she will discuss next 
steps with the CHRO and the committee chair
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Screening and Interview Committee 
Consistent with Title 5, section 53024, all screening and interview committees should have diverse 
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and that the offer is conditioned on a Department of Justice background check and ratification of 
hire by the Board of Trustees. 
 




