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(5) Publications, including electronic media, that are targeted to the professions and/or 
disciplines appropriate to the position. 

(6) Recruitment booths at job fairs or conferences oriented to both the public and those 
who are economically disadvantaged as well as those events drawing significant 
participation by groups found to be underrepresented in the District’s workforce. 

 
Job Announcements 
Job announcements shall state clearly the job specifications setting forth the knowledge, skills, 
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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 superintendent/president to extend or cancel the recruitment, or 
to proceed with the current pool. 
 
If the applicant pool is deemed sufficient, the CHRO or designee will review all applications 
for minimum qualifications, and forward all qualified candidates to the Screening and 
Interview Committee for consideration. The CHRO or designee will resolve all close cases in 
favor of inclusion in the final pool of applicants that will be released to the committee.  
 
Where the pool of applicants is under 10 candidates, the CHRO or designee may forward all 
candidates to the committee without review, and will tell the committee chair that no 
initial screening was done. 
 
Screening and Interview Committee 
Consistent with Title 5, section 53024, all screening and interview committees should have 
diverse membership, considering such factors as gender, race, ethnicity, age, and experience.  
 
The appointing groups and individuals should work with the Human Resources Office prior to 
making appointments, in order to further the District’s obligations to have diverse 
membership on its committees. Committee members will come from the regular District 
workforce, though the CHRO can make excep
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 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 
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Conformance with EEO principles 
The CHRO/EEO Officer will confirm in writing whether the interview questions, composition of 
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 Screening – The review by screening and interview committee 
members of employment application materials, and rating of 
applicants’ application materials. 

 

 Pre-Interview Meeting – The meeting held following the independent review 
of the applicants’ materials.  The activities during this meeting include 
discussion of the candidates’ qualifications and selection of the applicants to 
be interviewed at the first level. Cut-off decisions as to who to invite to 
interview may be done name-blind.  

 

 First-Level Interview – The first set of employment interviews for faculty and 
management positions, and normally the only interview for classified and 
confidential positions. 

 

 Committee Recommendation – The screening and interview 
committee is charged with selecting: 

 For each faculty and management position: A minimum of two, and 
normally not more than four, unranked candidates to advance to final 
interviews. Under special circumstances as
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principles. When the final candidates are forwarded to the superintendent/president for final 
interview, the CHRO/EEO Officer will confirm in writing that that the evaluation procedures 
were in conformance.  
 
Recommendation of Candidates for Final Interview 
At the conclusion of all interviews and teaching 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. Selection of these finalists is an endorsement that any of the 
forwarded finalists would be acceptable hires. 
 
Screening of the Final Candidates; Job Offer 
The superintendent/president will conduct a final interview of the recommended candidates 
with the appropriate vice president and the immediate supervisor of the position in 
recruitment, and make his or her selection of the top candidate or candidates. The committee 
chair will conduct reference checks of the top one or two candidates, which references should 
include the most recent supervisor, and supervisors and peers in positions with sufficient 
similarity to enable them to render reasonable, informed opinions of the candidate’s likelihood 
for success in a teaching position at Hartnell.  
 
After reviewing the reference checks and the salary recommendation made by the Human 
Resources Office (according to education and experience as laid out in the collective bargaining 
agreement), the superintendent/president or designee will make an offer to the top candidate, 
and instruct the Human Resources Office to initiate the job offer letter and acceptance process. 
 
The offer letter will announce the position, the recommended salary, which is certified after the 
receipt of original transcripts and verification of prior employment, and that the offer is 
conditioned on the results of a Department of Justice background check and ratification of hire 
by the Board of Trustees. 
 
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, which steps may include going back further into 
the pool, reopening the search, hiring an interim, or declaring the search a failed search. Before 
reopening a failed search, the immediate supervisor of the position in recruitment should 
review the job announcement and recommend any adjustments he or she deems advisable to 
attract a pool better-suited for the position. 
 
Educational and Classified Administrator Selection Process 
Th
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In addition to the general processes described above, the recruitment of administrators will 
follow these procedures: 
 
Identification of Positions to Hire 
Whenever there is a vacancy created by attrition, a reorganization, the beginning of a new 
initiative or program, or other reason, the immediate supervisor of the position to be recruited 
shall request his or her vice president to bring a Request To Hire to the Executive Cabinet 
meeting for its review of the request, along with the rationale therefor.  
 
The rationale might include any of the following: 

1. The position was identified in a Program and Planning Assessment (PPA) process.  
2. The incumbent in the position is resigning or retiring. 
3.



Page 14 of 19 

 









Page 18 of 19 

 

Discipline faculty and the dean or director also should suggest professional organizations, list-
serves, conferences, websites, journals, or other sources for posting the job announcements.   
 
Application Requirements 
Applicants must submit applications to the Human Resources Office using the online applicant 
tracking system, along with all requested documents, including cover letter, diversity 
statement, copies of transcripts, and resumes.  
 
Minimum Qualifications Screening 
When the CHRO or designee releases the applicant pool to the screening committee, he or she 
will also advise the committee whether they must screen for minimum qualifications, or 
whether the released pool already has been screened for minimum qualifications. 
 
Screening and Interview Committee 
The screening and interview committee will consist of the area dean or director, ho shall serve 
as chair, and at least one in-discipline faculty member. The committee has the same obligations 
of confidentiality and fairness as they would if they were sitting on a screening committee for 
any other position. 
 
Teaching Demonstrations and Writing Samples 
The committee will require appropriate teaching demonstrations, writing samples, and/or 
other performance indicators related to the position. The candidate shall be apprised in 
advance if such additional performance indicators are to be part of the interviewing process. 
Teaching demonstrations, writing samples, and/or performance indicators normally shall be 
established by faculty within the discipline or a closely aligned discipline.  
 
Recommendation of Candidates for Assignment 
At the conclusion of all the interview and teaching demonstrations, the committee will discuss 
whether they would like to offer the candidate a contract to teach a particular course or 
courses, or in the case of counselors and librarians, a contract to provide particular services at 
particular times.  
 
The committee chair will conduct reference checks of each candidate who is being considered 
for a part-time faculty assignment, and submit the reference checks to the Human Resources 
Office, along with a report of which candidates are being given new hire paperwork by their 
departments so that the Human Resources Office can establish personnel files for them along 
with salary placement determinations. 
 
Emergency hires 




