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Faculty Hiring Procedures

Our mission is to:

· Expand and improve efforts that promote staff diversity through equal employment opportunity  
· Institutionalize extensive recruitment

· Address the hiring of potential

· Establish a defined process for recruitment and hiring
This document will be reviewed and revised as necessary and the Equal Employment Opportunity Advisory Committee shall have further input into this review.  Initially there will be, at a minimum, a review following the first year of implementation.   

1. Composition of committee –Selection committees shall include members of historically underrepresented groups whenever possible.  The EEO Officer and Superintendent/President shall approve the composition of all selection committees. Committees shall consist of: 
Student:  student shall be invited to participate, paid a stipend if possible; voting/non-voting issue will be referred to Academic Senate

Classified:  shall be invited, but not required, on faculty committees.

EEO Monitor: (non-voting) appointed by the EEO Officer. 

Faculty:  TBD by Academic Senate

Administrator:  Area Dean or Designee

Community Member:  Shall be invited, but not required.  Selection made by the committee chair and the EEO Officer.
2. Training and Confidentiality

The entire selection process requires the greatest sensitivity on the part of the selection committee members regarding the need for confidentiality.  The rights and reputations of the candidates need to be protected.  Names, ratings, or other comments made by committee members must not be shared with anyone outside the process.  

All committee members will be trained in non-discrimination and equal employment opportunity, which may be conducted electronically.  

Committee members will be required to sign confidentiality and non-bias statements at the beginning of the hiring process.
3. Creation of job announcement

· Job descriptions shall be written when the position is justified.

· The job announcement shall correspond to the job description and shall be reviewed by the selection committee.

· Standard language and format shall be established for all faculty positions. Examples of  personal and professional qualities which may be included as determined by the Academic Senate and administration are:

· Learner-centered, able to inspire, motivate and empower students to succeed.
· Demonstrated commitment to integrating new technologies into the learning process.
· Understanding of current and emerging instructional delivery techniques.

· Strong commitment to quality teaching, student success, and academic excellence.

· Focus on qualifications shall be on the ability or potential to perform the essential duties of the position (teach, counsel, perform librarian duties) rather than on number of years of experience.

· Committees may add desirable qualifications as long as they are directly related to the job description and provide the basis for better teaching or other service.

4. Advertising and recruitment:
All positions will be advertised in the California Community Colleges Registry, the Chronicle of Higher Education and local publications.   In addition, announcements may also be sent to agencies, colleges and universities, and other institutions or publications which may have access to individuals interested in positions.  All members of the committee are encouraged to suggest additional recruitment sources.
5. Process timeline:  Positions to be filled should be identified early in the year, optimally by October 1.  Timelines will be determined by the committee at the beginning of the process and published in the job announcements, with the following taken into consideration.

· Positions shall be open for a minimum of two months.
· Time allowed for screening shall be approximately 3 weeks; committees may shorten the screening time.

· Applicants will be given a minimum 10 days notice of interview.

· Applicants will be notified of status as early as possible in the process.

6. Standard application materials:
· Application

· Resume

· Supplemental application addressing the qualifications of the position to assist the applicant in addressing his/her qualifications and to enable the screening committee to more easily assess applicants’ abilities.
· Application for equivalency (if applicable)

· Recommendation letters shall not be required.
· Transcripts (copies acceptable at time of application; official transcripts required at point of hire).
· Extraneous materials shall not be accepted; if received will be removed from application packets before screening begins.
· Screening committees may determine pertinent additional items required, such as letters of application, portfolios of work, etc.
· Only complete applications shall be considered.
7. Development of screening criteria and process:
· Screening criteria, including interview questions and performance indicators such as teaching or counseling demonstrations, are to be developed by the Selection Committee based upon the position announcement and detailed position description.  Every stage of the evaluation process shall include an evaluation of applicants’ sensitivity to and understanding of, the diversity of students served.
· A subcommittee to review applications for minimum qualifications and recommend equivalencies may be formed, but must include EEO Monitor.
8. Roles of committee members, chair, EEO monitor

· Committee Members:  
· Participate fully in committee duties, including approval of job announcement, establishment of screening criteria, preparation of interview questions and process.
· Screens applications and participates in process to select interviewees. 
· Acts as agents of the district and obeys all laws and regulations related to hiring processes.
· Maintains confidentiality.
· Identifies recruitment sources.
· Attends all interviews.
· Committee Chair:

· Coordinates the hiring process, schedules and conducts committee meetings, manages the logistics of the process (rooms, times, dates), facilitates the development of screening criteria, interview questions and demonstration topics.

· Works closely with Human Resources and the EEO Monitor to ensure a fair process which follows applicable procedures and laws.

· Records strengths and weaknesses of interviewees in preparation for naming finalists to administration.

· Facilitates committee discussions.

· Equal Employment Opportunity Monitor:

· Observes the interview/selection process, monitors for compliance with district hiring procedures and equal opportunity laws to provide a fair and impartial process, and serves as a resource to committees regarding equal employment opportunity.
· Assists the chairperson in facilitation of the process.

· Reports any irregularities to the Equal Employment Opportunity Officer.

· Attends all meetings and interviews as directed by the Equal Employment Opportunity Officer.

· Certifies that the process was conducted according to applicable regulations and processes, and was fairly conducted.

Equal Employment Opportunity Officer

· Review all documents: job description, job announcement, screening criteria, questions, reference check questions.
· Arrange for training of hiring committees in procedures and equal employment opportunity regulations.
· Monitor for discrimination and adverse impact.
· Act as resource to committees.
· May stop or delay the process.
