REQUEST TO PROCESS ACADEMIC PERSONNEL

	TO:
College HR Assistant
	DATE:
	Interview Date:  _______________________

Send Hiring Packet:
(  Yes

No:   (  District Employee:  CCC     DVC      DO
        (  Applicant received in interview.

	FROM SR. DEAN OR DESIGNEE:
	SIGNATURE:
	

	Interviewed By (Print Names):
	1)


	2)
	3)


________________________________ has been selected for employment as follows:


(Applicant Name)

	· Teach
	· Substitute 
	· Counsel
	· Librarian 
	· Other (list):



	Campus
	Department
	Course# 
	Start Date 
	Discipline

	
	
	
	
	

	· Full-time

	· Part-time 
	· New Position


	Replacement For:
	

	Position I.D. or GL Budget #:
	· Fall
	· Spring
	· Summer

	
	
	
	


MINIMUM QUALIFICATIONS DECLARATION WITH SUPPORTING DOCUMENTATION:
A. Master’s Discipline:
	Qualification Type (check one)
	Discipline/Subject Area

	· Master’s Degree or Higher
	

	· Bachelor’s Degree in combination with a Master’s, License or Certification
	

	· Teaching Credential @ Community College Level
	

	· Equivalency with supporting documentation
	

	Comments:




B. Non-Master’s Discipline:

	Qualification Type (check one below)
	Discipline/Subject Area (list here):



	· Bachelor’s Degree 

(any discipline) +


a total of 2 or more 
years full-time 
experience
	· Associate Degree 


(any discipline) + a


total of 6 or more years 
full-time experience


	· Teaching Credential @ Community College Level

Type:

Subject(s):

Expiration:
	· Equivalency with supporting documentation



	Comments:



	THIS SECTION TO BE COMPLETED BY THE CANDIDATE

	· Dr.
	· Mr.
	· Mrs.
	· Ms.
	· Miss

	Last Name



First Name


Middle


	Social Security Number:

	Street Address



City



Zip Code


	Home Telephone:

(          )

	E-Mail Address:
	Date of Birth:
	Gender:



	Emergency Contact Name, Relation and Address:


	Emergency Contact Telephone:

(          )


Distribution:  White:  Campus HR
  Yellow:  Hiring Manager
Pink:  Dean’s Secretary
Green:  Scheduling Specialist
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