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Martlnezi CA 94553. This does not apply to closed session materials.

C (o] ~ 5:00 P.M.
. Call regular meeting to order. Notation of Board member(s) absent under provisions
of Board Report No. 30-F, 2.12.86.

NEWLY TENURED FACULTY AND CLASSIFIED EMPLOYEE OF THE YEAR RECEPTION
IN DISTRICT OFFICE LOBBY — APPROXIMATELY 5:05 P.M.

PUBLIC SESSION - APPROXIMATELY 6:00 P.M.

. Announcement of reportable actions taken by Govemning Board in closed session

PLEDGE OF ALLEGIANCE TO THE U.S. FLAG _ -

STRATEGIC CONVERSATION ON ETHNIC DIVERSITY IN THE CCCCD WORKPLACE -

APPROXIMATELY 6:10 P.M.
. Diablo Valley College President, Peter Garcia, facilitator

BREAK — APPROXIMATELY 7:30 P.M.
PUBLIC COMMENT ~ APPROXIMATELY 7:40 P.M.

Acgording to Govemnment Code Section 54954.2(s), when responding 1o public comment, Goveming Board members and
staff may respond as summarized below:

. briefly respond to statements made or questions posed by persons making public comment;

. ask quastions for clarification or make a brief announcement;

. provide a reference to staff or other resources for factual information;

. requast staff to report back to the body at a fater meeting; or

L. direct staff ta glace the matter on a future agenda.

REPORTS — CONSTITUENCY LEADERS
A. District Governance Council
» Ann Patton, Chairperson
B. Employee organizations
1. Academic Senate
» Wayne Organ, Contra Costa College
2. Classified Senate
« Linda Kohler, Los Medanos College
3. United Faculty
» Glenn Appel, President

L i
The mission of the Conlra Costa Communily College District Is to aftract students and communities, o cultivate a
sustainable cultura of wellbaing, leaming, succass and achievement for our students. As a District, we are dedicated to
continuously increasing our ability to serve the evolving needs of our students and community by providing accessible,
equitable and outstanding higher education leaming ogportunities and support services. All decisions about resources are
informed by looking at acoess and success through an equily lens.
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4. Localt

a. Mike West, President

b. Kasmir Zaratkiewicz, Business Agent
5. Management Council

« Michael Aimaguer, Chairperson

CONSENT AGENDA - ACTION ITEMS

Titme will be provided before the vote for clarification quastions on any item under the Consent Agenda, Clarification

Questions may be asked withoir removing an item from the Consent Agenda. By single motion, the Goveming Board

approves the following items or actions which reflectapplication of Board Policy and California Education Code. Any ftems
marked consent may be moved fram the list at the option of a Board member, or with Board consent, the Chancelior or a

membarofmﬁandacfedmw

M_ﬂ@_ Recommend approval of:

A‘

D.

Minutes of special meeting February 20, 2013, regular meeting February 27, 2013,
and special meeting March 13, 2013
EINANCE AND ADMINISTRATION BOARD REPORTS - Recommend approval of:
60-A Ratification of payroll for month ended February 28, 2013
60-B Ratification of vendor payments for month ended February 28, 2013
PURCHASING BOARD REPORTS - Recommend approval of:
61-A Agreements and amendments to agreements
61-B Purchase orders and change orders
HUMAN RESOURCES BOARD REPORTS - Recommend approval of:
62-A Employment and change of status of management/supervisory/confidential
employees
62-B Employment and change of status of contract academic employees ~
62-C Employment and change of status of temporary academic employees
62-D Employment and change of status of classified employees
EDUCATION AND TECHNOLOGY BOARD REPORT — Recommend approval of:
63-A New Associate in Science degree; Certificate of Achievement and
Certificate of Accomplishment in Heating, Ventilation, Air Conditioning and
Refrigeration —~ Diabio Valley College

ION R VED OM CONSENT AGENDA

NONCONSENT AGENDA - ACTION ITEMS

O 0w »

FINANCE AND ADMINISTRATION BOARD REPORT - Recommend approval of:

64-A No report

HUMAN RESOURCES BOARD REPORT - Recommend approval of:
66-A No repo

EDUGATION AND TECHNOLOGY BOARD REPORT - Recommend approval of:
66-A No report

FACILITIES PLANNING BOARD REPORTS - Recommend approval of:

67-A Facilities planning agreements and amendments to agreements

67-B Acceptance of contract work, Contract No. 7423.0 to Flintco Pacific, Inc. for
the substantial completion of phase two of the D-611 commons project at
Diablo Valley College

67-C Acceptance of contract work, Contract No. 7423.0 to Flintco Pacific, inc. for
the substantial completion of phase three of the D-611 commons project at
Diablo Valley College

67-D Acceptance of contract work, Contract No. 7754.0 to McFadden Construction,
Inc. for the substantial completion of the journalism lab casework replacement
project at Los Medanos College
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67-E

67-F

67-G

67-H

Acceptance of contract work, Contract No, 7655,0 to Contra Costa Electric for
the substantial completion of the telecommunication cabling upgrade project at
Contra Costa College

Acceptance of contract work, Contract No. 7564.0 to S.W. Allen Construction,
Inc. for the substantial completion of the musli¢ building remodel project at
Contra Costa College

Acceptance of contract work, Contract No. 7565.0 to Clyde Steagall
Construction, Inc. for the substantial completion of the 12 kilovoft utility
upgrade project at Contra Costa College

Acceptance of contract work, Contract No. 7697.0 to S.W. Alien Construction,
Inc. for the substantial completion of the vocational arts roll-up door project at
Contra Costa College

MISCELLANEOUS BOARD REPORT - Recommend approval of:

68-A

California Community College Trustee (CCCT) Board Election —~ 2013

GENERAL AGENDA ITEMS - INFORMATION/DISCUSSION

Progress report on Governing Board goals and objectives 2012-13
Proposed revisions to Board Policy 1015, Governing Bo: valuation

mmoo wy

Policy, (first reading)

Update on workforce and economic development initiatives
Legal firm recommendations

Fiscal trends report for the period ended January31, 2013
New course offerings — Diablo Valley College

ART-101; ART-102; ART-139; ART 151
| DANCE-243; DANCE-247; :

DRAMA-202; DRAMA-275

ENGTC-175; ENGTC-176; ENGTC-210; ENGTC-220

GEOG-124

JRNAL-126

KINES-239

KNACT-100B; KNACT-102B; KNACT-110C; KNACT-114B; KNACT-122B;
KNACT-128B;KNACT-130B; KNACT-134B; KNACT-144B; KNACT-1468;
KNACT-160B; KNACT-170B; KNACT-176B; KNACT-182C; KNACT-195B
KNDAN-105B; KNDAN-110B; KNDAN-120B; KNDAN-1308;
KNACT-124B; KNACT-146C; KNACT-146D; KNACT-1488

Resignations, retirements, 39-month reemployment and/or leaves of absence

Location Position

Retirements Contra Costa College | » Director of Financial Aid

Diablo Valley College | « Food Services Supervisor
» Science Laboratory Technician 1

39-month Diablo Valley College | » Science Laboratory Coordinator
reemployment
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Xiv. REPOHTS - COLLEGE PRESIDENTS, GOVERNING BOARD, AND CHANCELLOR
XV. GOVERNING BOARD SUGGESTIONS FOR FUTURE AGENDA TOPICS

XVl.. RECESS TO CLOSED SESSION
XVil. CLOSED SESSION — APPROXIMATELY 9:30 P.M.

A. Public employee discipline/dismissal/release

1. Case No. 03-01-13
B. Conference with legal counsel — existing litigation
C. Conference with labor negotiator

1, Agency negotiator: Eugene Huff
a. Employee organizations: United Faculty and Public Employees
Union, Local 1
b. Unrepresented employees: Management/supérvisory/confidential
employee group
XVIil. ocuyU
XiX. ADJOURN

More detaiied infonmation about each agenda item Is contained in the Govemhg Board reports, coples of which are
available upon request at the office of the Chancellor and at each collega President's office. The Contra Costa Community
College Districr will provids reasonable accommodations for disabled individuats planning fo altend Governing Board

tings. For information and amangements call the Exeoutive Coordinator to the Goveming Board at 925.225.6821.
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Background

For 2012-13, Governing Board Goal 4.3 states that the Board will “Monitor human resources issues that
have an impact on workforce diversity.” Three actions were established in support of this goal.

¢ Review District hiring policies with a focus on ensuring administrative, faculty and classified staff
diversity.
Review and enstire modification of policies and procedures to suppart findings as appropriate.
Receive staff reports on the District’s efforts to treate and maintain a diverse warkforce.

The Board also recently requested information about the demographics of the student, employee and
service area populations. Because these items are inextricably linked, this report is being provided to
give the Board a sense of both the current state of affairs and the external dynamics that created it.

Workforce Diversity Policies and Procedures

The District addresses diversity in a number of ways, including both aspirational and procedural
components. The District’s vision statement emphasizés the commitment ta diversity: “...our colleges
transform lives. We are agents of equity, compassion, and excellence, building upon the diverse
strengths of our students, faculty and staff. We thrive upon the learning and success of all of our
students.”

In operationalizing the diversity aspects of the vision and ensuring legal compliance, the District has a
number of policies and procedures related to hiring. (See Appendices) The cornerstone is Human
Resources Procedure 1010.02, the Uni mployment Selection Guide (UESG.) The UESG went
through fairly extensive review over the course of 2010 and 2011, with chapges approved by all
appropriate constituents. The Governing Board reviewed and approved the changes on April 27, 2012.
The District also practices guidelines included in Board Policy 2001, Nondiscrimination Policy, which calls
out the District’s commitment to equal access in recruitment, selection, promation and transfer. Board
Policy 2052, Equal Employment Opportunity, expresses the District’s commitment to foster a climate of
acceptance, with the Inclusion of faculty and staff from a wide variety of backgrounds. Of particular
note is Human Resources procedure 1010.01, Interim Nondiscrimination Procedures and Faculty and
Staff Diversity Program, which outlines the District’s procedures related to diversity, to ensure good
faith efforts are undertaken to recruit applicants from all ethnic and gender groups. The District is
subject to the requirements of Proposition 209 and, iike all California Community Colleges, awaits
direction from the State on implementation of a revised Equal Employment Opportunity (EEQ) Program.
Until that guidance is issued, the District remains mindful of the existing policies and pracedures,
coupled with our vision. All policles and procedures are reviewed on a four-year rotational basis and
revised as appropriate. All policies are reviewed and approved by the Governing Board.

Workforce Diversity Efforts

We also strive to be proactive in diversity hiring efforts. Two endeavors recently presented to the
Governing Board which support the District’s goals in diversity are the 4CD Leadership Institute (4CDLI,)
4CDU Advanced, and the Teaching Excellence Internship Program. Over the past three years, the 4CDLI
programs have graduated 61 individuals, many of whom have advanced in their career. The Teaching



Excellence Internship Program resulted in job offers to 6 candidates of varying backgrounds. A review of
the internship program is underway this semester, with input sought from the first cohort, who
completed the program just Jast semester. Both 4CDLt and the internship program will be modified and
improved as needed, and tontinued in the coming years.

Reaching a broad base of potential recruitment applicants is a key tool in increasing the diversity of the
ultimate application poq, and the likelihood of a diverse candidate being selected in any given
recruitment. The District always utilizes the most common advertising sources such as Monster.com,
Craigslist, Diversity.com, and local newspapers; and alsa takes advantage of more specific outreach tools
such as the State Chancellar’s Registry, Jobsinhighered.com, and professional associations, periodicals
and listservs. |n addition, the District has an assortment of other sources such as Blacksinhighered.com,
Womeninhighered.com, Disabledpeople.com, Hispanic Outlook, the Tribal College Journal of American
Indian Higher Education, and veteran’s web resources that are used in all relevant recruitrnents. Finally,
the District does some direct recruitment at job fairs in Northern and Southern California, and.on
occasion at out of state job fairs for hard to fill positions. When participating in job fairs, the District
intentionally has diverse faculty and staff representatives.

The District’s ¢ontiniued focus on closing the achievement gap has included a series of Districtwide
conversations building heightened awareness around diversity and inproved cultural competence,
Outcomes included enhanced mindfulness to engage with people of differing backgrounds and an
improvemert in efforts to hire employees that better resemble our students.

{n the fall of 2012, the District partnered with Brandman University in a program that allowed five
District employees to enroll in Brandman’s MBA program at a reduced rate. The first cohort is very
diverse. The success of this program is being monitored and other partnering opportunities with
Brandman are under consideration.

Analysis of Demographic Data

The District has also.conducted a thorough review of data, comparing the ethnic makeup of our
community with that of our students, and employees. The following independent analysis, prepared by
Mr, Gregory Stoup, incoming Senior Dean of Research and Planning, provides insight into the data
contained in the graphs and tables beginning on page 7.

Profile Stability

In the aggregate, the employee profiles for each college have remained largely stable over the last four
years in terms of the percentages captured in the five primary® ethnicity groups of Asian, African
American, Filipino, Hispanic and White per Tables 1 and 2.

The data on Tables 3 and 4 reveal some variability over the last four years within certain categories of
emplayees; however, given the limitations of the data in terms of the timeline and sample sizes, it is
difficult to determine whether this variability indicates the emergence of a trend. That said, there is
some evidence of 2 madest reapportionment of ethnicities across several employee categories.

1 The term Primary is used here in reference ta the size of the population



¢ A madest rise in the percentage of Asian faculty at DVC has coincided with a modest drop in
the percentage of Asian classified employees.

e LMC has experienced a modest rise in the percentage of Asian employees that are also
students and a slight drog in the percentage of Asian classified employees

e At CCC African American employees are slightly more likely ta be employed as facuity
(particularly full-time) and slightly fess likely to be emplayed as classified staff.

» Likewise, Hispanic employees at LMC are becoming slightly more likely to be employed as
faculty and slightly less likely as classified.

e Districtwide, the number and percentage of managers representing each ethnicity has
either declined or remained steady, with the exception of a modest increase of Aslan
managers,

In each case the percentage shifts are quite modest but theie was some indication that the movement
was directional. Continued monitoring would be required to determine if these shifts are revealing of an
actual or emerging trend. it is worth reminding that these four cases correspond to modest
reapportionment within employee categories while overall the‘ethnicity profile of each college and the
District has remained relatively stable.

itis also worth noting that the fall 2011 percentages remained largely unchanged from prior years for
the five primary ethnic groups at each of the colleges. Given that fall 2011 displayed a moderate drop in
the percentage of employees placed in the Unknown category (See next section.) there is some
confidenice that those previously identified as Unknown have a similar ethnicity profile across the five
categories as thase choosing those categories explicitly.

High Percentage of Other and Unknown employees and students

The percentage of both students and employees falling into the ethnicity category of *Other" is
unusually large across all three colleges relative to their service areas. District-wide, employees and
students are roughly three times more likely than county residents to be classified as Other. The gap is
most pronounced for DVC where roughly 1 of every S employees (19.3%) are classified as Other; that
figure is less than 5% for residents of the DVC service area.

Nationally, there has been a steady rise of Americans self-identifying as being of "Two or More"
ethnicities; this trend is particularly pronounceéd among younger people, and national research suggests
that this trend Is likely to continue throughout thé decade. However, review of the detailed CCCCD
employee tables reveals that the high percentage of employees included in Other is primarily a
consequence of a large percentage of employees being placed into the "Unknown" category rather than
choosing "Two or More” ethnicities. While the percentage of employees placed in the Unknown
category dropped in fall 2011 district-wide, it remains unusually high. Determining why the percentage
of Unknowns remains elevated may help reveal systemic or structural shortcomings which, if resolved,
could support higher quality data and analysis.

Demographic Comparisons (Fall 2011)

Comparison of District and college employee profiles with those of the students and the service area
reveals some noteworthy differences in the ethnic makeup across the three groups as illustrated in
Figure 1 and Tables 5 and 6. Generally, the ethnic profile of students at each of the colleges matched the



ethnicity profile of their service area to a higher degree than the ethnicity profile of their employees
matched that of the service area.

Comparison of the employee profile with that of local residents revealed that there is a higher
percentage of both African American and Asian students at each of the three colleges relative to their
respective service areas. District-wide, the percentage difference is highest among African Americans
where the percentage of students is 12.6% while County-wide, 8.9% of residents are African American.
For Asians the percentages are 16.0% for students and 14.6% for residents. Offsetting the higher
representation among African Ameri¢an and Asian employees is a lower percentage of employees that
are Hispanic relative to the percentage of Hispanics in the county population. The percentage of
Hispanic employees is lower at each of the three colleges relative to their service areas; District-wide
12% of employees are Hispanic compared to 24.4% of county residents. The District-wide percentage of
White employees is almost identical ta that of the County; however, there was variation across the
colleges with twa colleges showing slightly higher percentage among white employees and one slightly
lower.

However, once again, these figures are confounded by the high percentage of employées captured in
the category of Other. District-wide, 17.2% of employees are classified as Other; for faculty alone that
figure Is 16.7%. Yet only 4.4% of Contra Costa County residents are listed as Other. Putting aside the
difficult question as to what degree of alignment one should expect between employee and resident
ethnicity profiles’, with such a disproportionate representation of District employees captured in the
Other category, it is difficult to draw conclusions on the degree to which the employee profile of the
colleges and the District parallel that of the service areas and the county. “

As noted earlier, the ethnicity profile of students at each of the three colleges more closély parallels that
of their respective services areas. While the variations are smaller in degree, the percentage of hoth
African American and Asian students at all three of the calleges is higher than that of the population in
each of the college's respective service areas. Interestingly, in the case for students, this is not offset by
a relatively smaller representation among Hispanic students iike it was for Hispanic emplayees. District-
wide 24.4% of students are Hispanic which s identical to the percentage of Hispanics represented in the
county. Similarly, the percentage of Hispanic students at each of the three colleges matches closely the
percentage in their service areas. in the case of students, the adjustment comes in lower proportion of
White students relative to the overall county. Likewise, the percentage of White students at each of the
colleges is lower than the percentage in the corresponding service area.

But once again, some caution needs ta be exercised in the interpretation given that 14.3% of students
District-wide are classified in the Other category. This figure is slightly smaller than for employees, but
large enough to give pause in how strongly claims can be associated with these data.

Employment Trends (2000 - 2010)

Examination of the District hiring patterns over the last decades reveals a movement toward greater
alignment with the county ethnicity profile as shown on Table 7. Employment of Hispanics has increased
across all three colleges and the District and today, all four institutions employ higher percentages of
Hispanics than in 2000. However, during the same period, growth of Hispanic residents in each of the

2 Such comparisons would likely be more meaningful if one could control for both the level of education
attainment and relevant work experience of employees and county residents.



college service areas and county-wide has increased at an even faster pace, moving the District and the
three colleges further from parity with their jocal populations. Hispanic residents are the fastest growing
population in two of the three college service areas and is the fastest growing segment county-wide,
displaying an increase of Hispanic residents from 17.7% of the county population in 2000 to 24.4% in
2010. Should the Hispanic population continue to grow at this rapid pace, the colleges and the District
will be challenged to create greater alignment among its employees, given that to do so, will require
hiring rates of Hispanics at each institution exceed the growth rates of the local populations.

A similar narrative can be attached to the change in concentrations of White employees and residents,
though in the opposite direction. in the case of Whites, the concentrations are declining in all three
service areas and couhty-wide. Over the decade, the percentage of White employees declined at all four
institutions, moving in the direction of greater alignment with the local populations. Meanwhile, the
White populations in each service area and county-wide experienced declines as well. The pace of
decline of White employees at two of the colleges exceeds that of their service areas, bringing them into
greater alignment with their populations. However, at cutrents rates it would take more than a decade
for those two colleges to achieve parity with their service areas. The adjustment in concentration of
White employees at the District anid the remaining college (DVC) would have to quicken in pace to begin
to achieve greater alignment with their iocal populations.

Education Attainment

As mentioned previously and illustrated in Figure 1, comparing the ethnicity profiles of the colleges with
that of their service areas and likewise of the District with the county is made more meaningful if the
education level and work experience of residents can be determined. Given that there are measureable
and often sizable differences in the levels of education attainment across ethnic groups, perfect parity
between employee and residential profiles is difficult to achieve. In Contra Costa County the percentage
of residents having a master’s degree or higher is 3.5% for African Americans, 9.5% for Asians, 1.6% for
Hispanics and 9.6% for Whites. Part of the explanation for the difference in these percentages is due to
difference in the age distribution of the four populations. The White population, for example, is older on
average than the other ethnic groups and one would expect slightly higher levels of education for that
reason alone. So even having.some information on the education level of restdents, does not allow for a
perfect apples-to-apples comparison of profiles.

However, we can use the ethnicity data showing the percentage of county residents having a master’s
degree to create an (albeit somewhat crude) education-adjusted county profile to use as a comparison
group for District-wide employment patterns. Doing so results in a drastically different ethnicity profile
for the county. Comparing the ethnicity distribution of county residents having a master’s degree or
above with the employment profile of the overall District would indicate that the District is employing
roughly twice the percentage of Hispanics and over 5 times the percentage of African Americans as
would be expected given the population distribution, all else equal. Conversely, again using this
education adjusted benchmark, underrepresented employment levels are found across the system
among both Asians and Whites. A dramatically different narrative emerges when an adjustment to the
county baseline is made using this one measure of education attainment.

Another notable point is that the labor market for residents with a graduate degree is typically very tight
even during times of econamic contraction. Therefore, making significant adjustments to an institution’s
employment profile from this population would require more time and patience.



Perhaps, the primary lesson here is that it can be quite difficult to make true and balanced comparisons
between these twa populations (employees and residents) given the host of characteristics one would
need to account for to treat them fairly. In addition to a more nuanced measure of education
attainment, better research on this question would require detailed information on population age,
gender, work experience, quality of education, the educational background of families and a host of
other socioeconomic information.

Conclusions and Next Steps

In summary, the data reveal very little change in demographics over the last four years. A longer term
view over decades. more clearly illustrates that as the county population is becoming more diverse, so
too are the District’s students and employees. Unfortunately, the District is challenged in keeping its
employee demographic shifts in pace with county and student demographic shifts. The information
about the county population with master’s degrees or higher demonstrates the difficulty in sourcing
qualified Hispanic and African American applicants with this leve! of degree attainment, which is
required for most District positions. This fact lllustrates that the District has and will continue to have
challenges in attracting ah overall qualified workforce that matches the student and county
demographic profile. Additionally, the past decade brought essentially no change in the number of
funded students, driving little change in thie number of employees. However, the county population
reveals slightly over 30% growth, with a disproportionate number represented in the Hispanic category.
Relying almost exclusively on employee turnover for the opportunity to fill vacant positions fram a more
diverse population base, translates to slow shifts in employee demographics. Employee demographic
changes will likely continue to lag those of county, and lag significantly those of the students.

Upon delivery of the State’s modé! EEO Program, the District will integrate said model into existing
policies, procedures, and outreach and recruitment efforts. The District will continue its broad
recruitment outreach by advertising in a variety of journals, listservs, newspapers, and websites that
target diverse, non-traditional applicants, and seek ideas for untapped sources. Recognizing the
challenges illustrated by the data, the District wili continue proactive programs to retain, promote and
source a more diverse workforce, such as 4CDLI and the Teaching Excellence Internship Program. We
will seek out programs, like the one offered through Brandman, that afford District employees the
opportunity tq acquire advanced degrees. Graduate schools provide a conduit to a direct source of
academic employees and the District is always looking for ways to directly recruit from or form
relationships with graduate schools. The District remains committed to equity and diversity in its staff
to better serve its students and community,



Figure 1: Racial/Ethnic Composition of Students, Employees, and County Population Compared to Distribution of Graduate Degrees
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Totals may not add to 100 percent dus to rounding error.

Full $mo employeo groups Include: Academic Managers, Classified Managars, Full Time Faculty, Classified Monthly, and Confidential.
Part time employes groups Include: Past Time Faculty and Classified Hourly,

*Contra Costa County, Caiifornia Estimate: Educational Attsinment by Race/Ethnicity for Total Population: Clvilian labor fosos 20 years and over. EEO Tabulation 2006-2010 (5-year ACS data).

Source: District Research, COCLD. County population information from US Census 2010 PLS4-171 file. Employee information from Fall 2021 T Demagraphics file. Student Information from CCCCO Data Mart, Fall 2011, 2/6/2013 1D



Table 1: Employees by Location, Term, and Racial/Ethnic Group - [Number)

Location/ African Native Pacific | Twoor
Isiander
uﬂm 194 84 ®| 12 1 17 5
Fall 2000 192 70 32 12 2 20 5
[ Fail 2010 168 n 3 100 3 10 8
Iﬁ%ﬂmﬁ 158 79 26 9 3 7 2
| Fall 2008 103 143 48 162 18 20 5
Fali 2008 1M 163 39 154 18 21 2
| Faii 2010 77 113 36 128 10 10 3
Fail 2011 98 138 Y] 129 9 a 3 #
LMG": =) et T ;r SR e e e e
 Fall 2008 13 49 42 183 3 1" 2
Fall 20609 108 49 35 178 3 10 4
Fail 2010 @ 4 N 152 2 10 3
Fall 2011 3 45 29 147 5 2 29
= HEEEE F S i e
2
1 1
1 2
2 1
Table 2: Employees by Location, Term, and Racial/Ethnic Group - (Percent)
Location African Natiye Pacific | Twoor Grand
Term American| Asian Filipino | Hispanic | American| Other | islander | More |Unknown| White Total

6% 8% % 0%
Fall 2009 5% % 2% 8% 1% 1% 0% 24% 4% | 100%
Fall 2010 5% 7% 2% 8% 1% 1% 0% 28% 9% | 100%
Fall 2011 6% 9% 3% 8% 1% 0% 3% 20% 51%] 100%
Fall 2008 13% 6% 5% 21% 0% 1% 0% 6% 4% |  100%
Fall 2009 12% 5% 4% 20% 0% 1% 0% 8% a9%| 100%
Fall 2010 1% 6% 4% 18% 0% 1% 0% 13% 4] 100%
Fall 2011 12% 6% 4% 19%. 1% 0% 4% 6% 49% | 100%
i 3 = . LR A S T cE i g
Fall 2008 14% 5% 10% 8% 2% 4% 56%| 100%
Fall 2008 13% 7% 7% % 1% 1% % 53%| 100%
Fall 2010 1% 7% 8% 1% 1% 2% 1% 48%| 100%
Fall 2011 12% 10% 11% 6% 2% 1% 6% 51%) 100%

Source: District Research, COCCD. Based on Employee Demographics files from IT department. 1/11/2013 jb



Table 3: Employee Group by Location, Race/Ethnicity, and Term - (Number)

__African American Asfan
Location/ Fall Fall Fait Fall Fall Fafl Fall Fall Falt Fal Fal Fa Fall
2008 | 2009 | 2010 | 2011 2008 | 2008 | 2010 | 2011 2008 | 2008 | 2010 | 2019 § 2008
S AT
Full Tima Facutty 20 20 19 17 1 10 9 8 1" 1" 10 12 55
Part Time Facuity 49 49 48 51 18 23 24 3 18 21 17 16 123
Mgre/Sups/Con!. 7 7 7 8 3 3 a L] 2 3 3 2 8
Classtfied 69 72 56 48 33 34 29 28 45 38 ] 35 66
Student Employees 48 4“4 38 u 63 a7 43 50 45 39 37 94 15
[~ Total 194 192 166 168 18 107 108 112 121 112 100 80 257
Full Time Faculty 1 10 o 10 17 18 7 18 23 24 24 = 157
Part Time Faculty 16 19 15 21 35 4“4 34 42 18 18 14 18 391
Mgrs/Supa/Conf. 4 4 4 4 1 2 2 3 7 [ 1 [ 4 2
Classifiod 48 40 S4 32 73 89 55 58 70 7 64 47 244
___smm Employses 24 28 15 3t 70 K 44 85 43 39 )] 40 17
Total 103 101 ” 98 196 204 152 182 162 154 128 129 934
el
Full Time Faculty EY 11 10 1 8 9 9 8 15 17 15 16 84
Pant Time Faculty 2 26 22 21 23 21 18 17 33 31 2 31 189
Myra/Sups/Conf. ) 3 2 1 8 5 4 3 5 8 3 4 14
Classified 27 28 26 28 22 19 17 14 5 67 6 41 94
Studen! Employees 47 39 32 32 33 au 87 4 85 55 49 49 70
[ Total 13| 106 82 ') %) 88 ™ 76] 183| 178 152| 147] 4%
| [
Part Time Faculy 1 [}
Mgrs/Sups/Conf. 5 & 3 [ 7 8 7 8 1 2 2 2 22
Clagsified 7 8 6 4 7 4 8 9 5 8 8 3 P
_sman Employees 4 1 [}
Totat 13 12 10 10 14 12 13 17 7 8 10 5 51 48
Full Time Faculty 42 41 38 38 97 35 85 32 49 52 49 50 278 274
Part Time Faculty 90 94 83 9 76 88 78 82 I 87 €0 83 703 682
Mgra/SuparConf. 20 18 16 18 10 18 16 17 15 18 13 12 69 69
Ciassifisd 151 144 122 112 135 128 107 107 185 182 151 132 423 420
Studeni Employees 120 112 88 ) 156 144 124 149 163 133 117 123 208 208 162 168 210 218 259 184
[ Total 42| 410| 45| 959| 414 4y1| 858| 387| 473| 450| 980 380] 1.679| 1.653| 1.449]| 1472] 508| 83| 742| 630
Source: District Research, CCCCD, Based on Employee Demographics files from IT department. 3/11/2013 10 9



Table 4: Employee Group by Location, Race/Ethnicity, and Term - {(Percent)

M g

Fall | Fab | Fah | Fal | Fal
2000 | 2008 | 2008 | 2010 | 2011
SR R (R :
18%] 1e%] 12% 14%

Full Time Faculty % 8% 2%
Part Time Facully 18%) 19%| 19% ) 21%| 18%| 22%| 22%| 2| 12%]| 10%
Mgre/Sups/Cont. 4% % 5% 1% 1% 1% 2% % 3%
Ciassified 47%| 40%| 44% 7%| 3% %] 4% 46%
Student Employoes 23% 28% 36% 38% 27% 25%
[ Total 100%| 100% 00% 00% | 100%

8% 18%

Part Time Faculty 21% | 23%| 24%| 28% 18%] 21%| 21%| 21%| 15%] 15%] 5% ] 17%| 42%] 41%| 41%| 42%| Sa%| 34| 35%| 3%
Mgrs/Sups/Cont. 5% 5% 5% 5% 2% 4% 4% % 3% % ™™ 3% % 4% 4% 4% 3% 3% % 2%
Classtfied 36% 35% 35% S| s, 31% 0% 28% 39% 40%| 3% 8% 5%  25% 26% 25% 7%  20% 1% 17%
Student Empioyees |  20% 2M% | 25% 21% el 3% 5% S9%[ S2%| 30%| 30% 2% 12% 18%| 1% 1% 3% se%| /% 35%
[ otal 100%| 100%| 100%| +100%] 100%| 100%! 100%| 100%] 100% | 100%| 100%| 100%f 100%| 100% | 100%| 100%] 100%| v100%| 100%] 100%

Source: District Ressarch, CCCED. Based on Employee Demographics files from IV department. 1/13/2013 JO 10



Table 5: Demographic Comparison by Group - Fall 2011 (Number)

~

Location

GCC Service Area Pop

African
American

Asglan/
Pac. Is.

Hispanic

COCC Students 2,072
CCC Full Time Employees 51

coc Part Time Emploms

DVC Senvice Area Pop 77
—DVC Students 1,102 3328 3,705
DVC Full Time Employees 40 55 50
Dve Part ‘ﬂme Empioyees 27 62 39
,760
LG Students 1483 1,011 2,842 2,738 949 9,023
| LMC Full Time Employees 28 18 47 130 24 247
LMC Pant Ti Tlmé Employess 33 24 49 192 23 321
 Contra Oom County Pop 93,604 153,263 265,560 500,923 45675 | 1,048,025
Students 4,857 5,950 9,045 12,126 5,297 37,075
Full Time Empioyees 127 114 132 517 125 1.015
Part Time Employeses 134 124 123 787 223 1,391
&ﬂ:ﬁm,ﬁhw 3.320 14,840 4475 48210 1690 72044

Table 6: Demographic Comparison by Group - Fail 2011 (Percent)

by o :

LMC Service Area Pop

3.7% STy T

‘3.4%

SRR

CCC Students 26.1% 20.3% 31.4% 12.9% 9.3% 100.09%
CCC Full Time Employees 28.6% 12.5%. 16.6% 34.4% 10.9% 100.0%
C€CC Part Time Employses

DVG Service Area Pop : :
DVC Students’ 5.5% 16.6% 18.4% 41.6% 179% 100.0%
DVC Full Time Employees 8.0% 11.0% 10.0% 56.2% 14.7% 100.0%
DVC Pan Time Employees 5.3%

100.0%

100.0%

LMC Students 16.4% 1.2% 315% 30.9% 105% 100.0%
LMC Full Time Employses 1.3% 7.3% 19.0% 52.6% 9.7% 100.0%
LMC Part Time Employees 10.3% 7.5% 15.3% 59.8% 7.2% 100.0%
Contra Costa County Pop 8.9% 14.6% 24.4% 47.8% 44% 100.0%
Students 126% 16.0% 24.4% 32.7% 14.9% 100.0%
Full Time Employess 12.5% 11.2% 13.0% 50.9% 12.3% 100.0%
| _PanTime Employees 9.6% 8.9% 8.8% | 56.6% 16.0% 100.0%
[ County Poputation with

Master's D or Higher 4.6% 20.3% 5.8% 86.9% 2.4% 100.0%

Note: This analysis exclude student employees.

Full time employee groups include: Academic Managers, Classified Managera, Full Time Facuity, Classified Monthly, and Confidential.
Part time employee groups include: Part Time Faculty and Classified Hourly.

*Contra Casta County, Cafifamia Estimate; Educational Attalnment by Race/Ethnicity for Total Population; Civillan labor force 20 years and
over. EEO Tabulation 2006-2010 (5-year ACS data).

Source: District Research, CCCCD. County populatlon information from US Census 2010 PL94-171 file. Employee Information from Fall 2011 IT Demographics file.
Student information from COCCO Data Mart, 2011FA,. 2/6/2013 1D 11



Table 7: Ditference In Percent of Raclal/Ethnic Distribution from 2000 to 2010 for Select Groups

All percentages based on information from Table 8: Racial/Ethnic Composition of CCCCD Students and Staft Compared ta Gounty Population, 1990-2000-2010

Other Includes -all other groups: Native Amarica, Multi-ethnicity, Unknown or Dedline to State.
Population percentages based on U.S. Census Bureau Decennlal Census information for Contra Casta County:
Student and employees percentages based on information trom CCCCO Data Man.

Source: District Research, Contra Costa Community Collegé District, 2/7/2013. JD

I Population
Fall 2000 20610
Students Population
Area/Site as % as %
|cceep / Contra Costa County 100.0% 100.0%
Alrican American I 109% 8.9%
Asian/ Pac.ls. 16.9% 14.8%
Hispanic : 14.1% 24.4%
White 48.6% 47.8%
Other 9.5% 4.4%
CCC/ West County 100.0% 100.0%
African American 26.6% 18.2%
Asian/ Pac.is. ' 20.4% 18.9%
Hispanic 18.9% 326%
‘White 25.4% 26.0%
Other 8.7% 43% |
DVC / Central County 100.0% 100.0%
African American 48% 2.3%
Asian/ Pac.ls. 18.2% 15.4%
Higpanic I 108% 14.5%
White 55.9% 63.5%
Other 10.3% 4.2%
LMC / East County 100.0% 100.0%
African American 11.7% 12.2%
Asian/ Pac.ls. I 108% 9.5%
Hispanic 17.6% 34.1%
Whita 51.5% 39.7%
Other 8.3% 4.8%
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Table 8: Racial/Ethnic Composition ot CCCCD Students and Staff Compared to County Population, 1990-2000-2010

2000 2010 ;

Fall 1990 Fall 2000 DO ( Fall 2010 '
|Araa/Site n % n g n %
[CCCCD | Contra Casla Countyll 34,408 100.0% 1,608 1,850 100.0%
Alrican American 3004 8.7% 154 183 90.9%
Aslan/ Pac.ls. 3541 10.3% 101 167 9.0%
Hispanic 3,087  88% 120 189 9.9%
‘White 22841 66.2% 1,042 1047 58.6%
Other 2025 59% 182 270 14.6%
lccc ) West County l 7,814 100.0% 388 882 100.0%
1 _ African American 1885 24.8% 87 86 21.9%
Asian/ Pac.ls. 1014 13.3% 25 50 128%

919 121% 26 37 94%
White 2,023 384% 212 175 44.6%
Other 873 11.5% 38 44 11.2%
DVC / Central County 20,422 100.0% T 882 100.0%
African American 852 3.2% 38 57 5.
Aslan/ Pac.ls. 2,085 10.1% 49 78 7.9%
| Hispanio 1,280  83% 45 72__13%
Whils 15,528 76.0% 506 594 59.9%
Othet 899  4.4% 133 188 19.8%
|LMC/ E=st County 6462 100.0% 450 488 1000
Alrican American 467 7.2% 29 45 8.7%
Asian/ Pac.is. 482 71% 7 39  B4%

888 13.7% 49 74 159%
White 4392 68.0% 324 278 59.7%
Other 253 3.8% 21 30 84%
na: Not Available

Othsr inciudes all other groups: Native America, Multi-athrdaity, Unknawn or Decfine to State.

Pogulation based on U.S. Census Bureau Daceninial Census infornation for Contra Casta Courty.

Fall 1990 student infosmation from California Postsacondary Education Commission (CPET), Fall 2000 and Fall 2010 student information trom Cafifornia Community Colleges Chancatior's Otice- (CCCCO) Data Mart.
Fall 1930 employee information from historic CCCCD affirmative action report (ES36). Fall 2000 and Fall 2010 employes information from CCCCO Data Mart, Faculty 8 S1alf Damographic Repois.

Source; Digtrict Research, Contra Costa Communily College District, 2/7/2013. JO
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Table 9: County of Residence for District Employees in 2011

Number of Employees
County Reslding in County % of Total
Contra Costa 703 71%
Alameda 168 17%
E! Dorado 1 0%
Marin 7 1%
Napa 7 1%
Placer 1 0%
Sacramento 1 0%
San Francisco 18 2%
San Joaquin 8 1%
Santa Clara 3 0%
Santa Cruz 1 0%
Solano 73 7%
Yolo 2 0%
Grand Total 993 100%

Source: HR Depariment, 10/12/2011.
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Contra Costa Community College District Human Resources Procedure 1010.02

UNIFORM EMPLOYMENT SELECTION GUIDE

The current Uniform Employment Selection Guide Is incorporated by reference into this procedure.

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

Hiztorical Annotation: Related Procedures:
Adopted 1/1/82, Reprinted 11/67, Revised 9/89 Human Rasodroes Procadure 3030.02

Personns! 1002.00: 11/8/90; Rey, 12119/80, 201, 6/26/91, 172604, /2794, 8/20/89
Human Rescurcss 1010.02; Reviced 2/5/02, 1/31/07, 42512
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Contra Costa Community College District

UNIFORM
EMPLOYMENT
SELECTION GUIDE
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THE SELECTION SYSTEM: AN OVERVIEW

The Uniform Employment Selection Guide encomipasses all regular émployee 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 Commurity Collsge District. Each step
consists of an svaluation of some aspect of the applicant's skills, knowledge, abilities or personal
characteristics which are sufficient, or more than sufficient, to sutcessfully 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 developéd by preparing the job
announcement and supplemental job information questionnaire, advertising the position,
responding to applicanis 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.

B. Preliminary Evaluation

Generally, the applicant pool includes a large number, so som& attempt must be: made to
eliminate those applicants who are least qualified for the position. This preliminary evaluation
consisls of examining each applicant’s qualifications, in a systematic and structured tashion, then
sliminating the least qualified from further evaluation, This step is sometimes known as “paper
screening” and Invoives twio steps: screening for minimum qualifications and rating the Temaining
applications.

C. Screening Interview

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

D. Additional Screening Procedures

This component is optional and may ba completed eithar prior to, in conjunction with, or after the
screening interview. It consists of a further examination of the applicants by management, using
writ;en tests or job performance tests (i.e., keyboarding or typing test, teaching demonstration,
etc.).

E. 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.

F. 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 nuniber of expected
applicants, financial and human resources available and the demands of applicable federal and
stale laws and guidelines covering equal employment opportunity and employment
diserimination,

18



OUTLINE OF SELECTION PROCESS

Prior to distributidrr of the job announcement and advertisement of the position opening, formal, written
approval of the selection system and evaluation criteria should be obtained from the College President or
the Chief Human Resources Officer far District Office openings. At a minimum, for each recruitment the
following should be on file:

Joby Announcement

Supplemental Job Information Questionnaire

Application Review Rating Sheets and names of reviewers
Interview Questions, rating sheéts and names of interviewers
any additional selection procedures

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 Obtain Chancellor or designee's guthorization to fill position,

Review ot to be performed. Determine desirable qualifications.

B
C. Review job description.
D

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

Davelop supplemental job information questionnaire.

m

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

G. Develop and implement Equal Employment Opportunity Plan,

H. Evaluate applications and supplemental job information quiestionnaires {minimum qualfications
and desirable qualifications).

I Conduct tests, if appropriate.
J Condugt structured screening interviews.
K Conduct hiring interviews.

L Clieck references.

M. Make final decision.

N Communication with appiicants.

0. Confidentiality.

P. Documentation.

Q. Carryover of top applicants.
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DESCRIPTION OF SELECTION PROCESS
OPEN RECRUITMENT

Authorization-to Fill a Position

Whenever a permanent or temparary position (other than hourly or C-contract) is to be filied, prior
authorization from the Chancellor for District Office positions, or College President for college
positions, is required. After authorization, the President or Director of Business Services forwards
a completed Position Authorization Request (academic or classified position) to the District
Human Resources Office. Once the request Is processed, a copy of the request will be
forwarded to the College Human Resources Assistant.

Job Evaluation

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 ffom the job evaluation ties together the précess
of establishing and dacumenting the “job relatedness” of seldction procedures.

For all vacancies, there should be a review of sach 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 it as specific and méasurable tenms as possible. (Theré shail be po
anificial bartiers 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.

It 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
Chief Human Resources Officer. (Revision of classified unit positions requires Local 1 approval.)
in order to evaluate a non-faculty position, the appropriate manager should:

1. Review existing job description.
2 Meet with incumbent(s) and/or supervisor(s) to determine the following:

What are the major responsiblliies and tasks of the job?

What constitutes effective/ineffactive job performance?

How does this job relate to other jobs?

What equipment or materials are used? How?

What are the working conditions? How do they atfect the work?
For each task, what skills are required? Helpful?

For each task, what kriowledge is required? Helpful?

For each task, what abilities are required? Helpful?

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

~TeTeAanom

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

Based on hisher 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



D.

-

job announcement and are the basis for developing questions for the supplemental questionnaire.
(Note: The minimum qualifications for classified unit positions are included jn 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 compieted prior to determining the
selection process. This Is a basic raquirement 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
dues/fees.

3. Brief Description of the Position:

a. Geographical and organizational location
b. Major responsibilities:

c. Example of duties and {asks

d. Reporting relationships

4., Minimum Qualifications. A minimum gualification is any characteristic or atiribute of an
individual that Is necessary to perform the job. It Is a specificafion of the kind of
experience, tfaining 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 qualifications dictated by legal requirements,
such as the need for certain approved credentfials 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 tha approval of the Chief Human Resources Officer.

Education Code 87356 authorizes the State Board of Governors to estiblish the
minimum qualifications for hire as a faculty member or educational manager. Any person
who possesses a credential shall be entitled to sérve 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) and the list of disciplines adopted by the State is avallable at:
hitp//www.ascec.org/LocalSenates/Discipline-list.htm

5. Desirable Qualifications. In addition to minimum requirements, various desirable
qualifications may also be established and should be submitted to District Human

21



Resources with thé position authofization request for classified non-management
positions. Al desirable qualifications must relate the knowledge, skills, abilites and
personal characteristics needed to perform the tasks, duties and responsibilities as stated
in tha official District posifion description.

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

» sholld not inciude kinds of experienée, 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.

Desirable qualifications should be listed separately on the job announcement.
6. Brief Description of the Selection Procedure, including any testing requirement.
7 Brief Description of the Application Proceduire.

8. Filing Period Information (including the time and date for receipt of completed
applications). Classified positions should be open for a minimum of two weeks; three to
four weeks are preferable. Faculty and management positions are usually open for at
least one month. A lengthy recruitment period is advisable in order to get a diverse
applic:ne‘ti pool. Positions for which there Is an inadequate applicant pool should be
recpe

9. General information about the College and/or the Distriet.
10.  Equal Employmant Opportunity Statement.

11.  Any other infomation required By law or deémed appropriate by the Distfict Office or
College for inclusion in order to attract the best qualified applicants for employment.

Develop Supplemental Job Information Questionnaire

The supplemental job information questionnaire should be prepared trom the qualifications listed
in the job announcement, There should be separate headings for minimum qualifications and
desirable qualifications - this approach allows an evaluator to sasily determirie whether the
applicant meets the MQs and is sligible to continue the selection procass. 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 quallty of the answer (strong to weak) and
assign points accordingly. The District Human Resources Office will review all supplemental
questionnalres in order to assure that the questions are appropriate. Potential problems with the
supplemental questionnaires will be referred back to the appropriate manager. :

Submit to President or Vice Chancelior for Approval

The selection pracedures and completed job announcement . and supplemental questionnaires for
a faculty or management vacancy must be submitted to the President (college positions) or Vice
Chancelior (District Office positions) for approval. The Information is then forwarded to the
District Human Raesoirces Office.
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H.

Advertising the Position

I addition to the District website, job postings will appear on selected job posting websites and in
newspapers. Career tairs will be utilized for faculty positions, as appropriate.

in certain circumstances, supervisors, managers or any other persons may be aware of specific
recruitment sources not ordinarily utilized. in addition, thé use of persénal contacts to
disseminate information ahout position vacancies is encouraged. *Word of mouth” is always an
effective recruiting tool.

Every attemnpt should be made to get out information about openings to "protected class” groups
(i.e., ethnic minorities, women, disabled, Vist Nam Veterans, etc.). Recruiting, such as
advertising in publications designed to reach a specific group fs 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.

Evaluation of Applleaﬁons and Supplemeftal Questionnalres

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 ajso be submitted
with the application. A resume, however, may not be utilized In lieu of the regular
application or the supplemental questionnaire.

2 Supplemeantal 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
speclfic 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 “papér streening" 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 ot one to five members wWho 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, degres, 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 feceive a routine letter of rejection from the President, Director of
Business Services, Chief Human Resources Officer or designee immediately following
the process.
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All requests from applicants for specific information surrounding the screening of their
applications should be forwarded fo the Chief Human Resources Officer for‘review and
response.

Administration of Written Tests or Job Performance Teats

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 somg 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 knaw 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 Chief Human Resources Officer.

2. Job Performance Tests. A job performance test is one in which job tasks are simulated
fo 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,
giving a class lecture, or handling office procedures.

In developing a performance tést, one must first decide what part of the job should be
measured and then how to simulate it Simulations involve two dimernisions. (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 succegsful job perforrnance. ‘ :

Administration of Screening and Hiring Interviews

Thera 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.

Prior to screening interviews, the location EEQ Officer (or designee) reviews the confidential
applicant flow data on those selected for a screening interview: The EEQ officer will ensure that
EEO policies are met, and take action, if required, based on District policy. For faculty positions,
this determination is made in consultation with the screening committee and Division Dean. The
screening interview provides additional information on the qualifications 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). If there are not at least
three well qualified finalists, the hiring manager should consult with the Chief Human Resources
Officer on how to proceed.

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 rmember should receive training in the process.

1. Screening Interview Committee. When using a screening interview committee, it is
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recommended that there be thrge to six members. The chairperson may or may not be &
votiig member of the commities. 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 commitiee or who will serve on the hiring
interview committee. Management may choose to ask ¢lassified staff members to serve
on interview committee for non-unit positions. If so, the Local 1 contact requires
notification of the union. f a committee member has a "conflict of interest regarding any
applicant, she/he should withdraw from the process. All Local 1 unit snembers 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 Resourcas Office.

Guidelines for Structuring the Interview Process.

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

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

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

d. Disa;iwith 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 abtain the amount of information needed to identify tha
maost qualified candidates.

Interview Content.  Inferviews are time consuming and costly, and applicant
characteristics to be avaluated and rated must be caréfully chosen. Do not try to
measure such ambiguous qualities as “parsonality” or intelligence.”

Do try to define carefully in behavioral terms, the crucial knowledge, skills, abilities and
personal characterisics which cannot be evaluated by looking at an applicant's
axperience, letters of recomméndation or reférences.

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

Interviaw Guide and Rafing Form. Devise a form which can be used by the interviewers
to (a) reinforcs 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
scaores.

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

a. Choose an interview location that is comfortable and far fromi distraction. Avoid

any type of interruption.
b. Decide how, and by whom, the applicant will be greeted and escarted to the
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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 followirg up with additional
questions. Each Interviewer should ask the same questions 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 wefl when tired and frustrated.

e. Develop a short, standardized statement describing the position, duties, salary,
{ringe benefits, ete.

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 Uniformm Employment Selection Guide.

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

Structure and Standariization. In order to be fair tg each applicant, the interview shouid
be constructed so that each will be rated on each factor of interest. This does not mean
that every interview s an exact duplicate of each other or that the interviewsr(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 shquld 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 (.., a
custodial position), the hiring manager may request approval of the Chie! Human
Resources Officer to combine the screening and hiring interviews.

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

a. Jjob evaluation information;

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

c. coples of inferviewer and interviewee information;

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

e. list of interviewees with scores and dispositions.

The Siructured Screening Interview. The primary purpose of the Screening Interview is
to obtain information and o evaluate thé candidates with regard to their ability to perform
the duties of the position. To the greatest extent possible, the interview should be an
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attempt 10 assess the specific qualities arid aptitude which are important for success.
These qualities are described int definition, duties and responsibilities and desirable
qualification sections of the job annguncement.

A secondary purposa is to project a positive image of the college and the department with
the vacancy. Good candidates will have other oppdrtunities, 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 Commitiee, usually the Chair, must be
responsible to greet each ¢andidate and to perform the following tasks:

(1) Introduce committee members (name plates are appreciated by
candidates),

(2 Explain the purpose of the interview and describe the relationship to
other staps in the hiring process.

(3 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
committes, etc.

4) Maintain the schedule by indicating that time allocated for response
has expired and indicating that the next question in order is o be
asked,

{5) Assist the committee in responding to any questions the candidate
may pose as the intérview ends.

(6) Thank the candidate for herhis interest in the position and the

College/District.
b. Qualities of 3 Good Interview:

(1) Timing. Sufficient time must be allocated fo 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 for the committee
members to review the material presanted and to completé notes.

(2 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
apprraciated and are appropriate at the beginning of and during the
interview.

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

(8)  Overall Plan for the Interview. A good interview has a basic structure,
starting with an ice breaker guestion about past 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 appréciation should be expressed by the Chairperson and the
Committes to the candidate-for the effort, time and money expended in
coming to the interview.

10
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C.

Interview Questions

(1)
2

(3)

4

6

(6)

Y]

@

Interview gquestions and proferred responses for each must be
incorporated into rating sheets.
in some cases, a question that appeared on the supplemental
‘questionnaire may also be appropriate for the screening interview. A
case In point would be a situation where the committee is
concerned with an observable response as well as one expressed in
written form.
To pravide as much objectivity as possible, the same questions should
be asked of each candidate, by the same committee member, and in
the same sequence.
The committee should decide in advance how much assistance, if any,
will be offered to a candidate who appears to have misunderstood the
intent of a question ar who answers. only part of a muiti-part question.
it it is decided to rephrase or restate the question, similar assistance
should be provided to other candidates.
Questions which give the best resulls ustially have these qualities
v they are open ended, allowing the candidate to davsiop
responses that provide insight with regard to skills, knowledge,
beliefs and potential
o the desired "right' answer should not be apparent from the
question (leading questions should be avoided)
» even though the topic or problem may bo complex, the language
of the question should be clear and easy to undersiand
o 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
Follow-up questions may be asked by any commiltee mamber. The
follow-up questions should be related to material volunteered by the
candidate, e.g., "Can you tell us more about your involvemeént with the
individualized {eaming program, or the special custodial skills you
mentioned,”
Generally, 10 to 12 questions can be completed in the 30 to 35 minute
interview, [t the questions are broad and follow-up questions are
planned, fewer questions might be asked.
Every intervipw will contain questions which attempt to 4ssess the
candldate's current knowledge of the field. In addition, it is suggested
that each interview also contain variations of the following questions:
* 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

¢ 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

fo be a problem? Or, "If you were secrstary to the

and a student stated to you that the

had made an insuling remark,

would you consider this to be a problem?” (Walit for an answer.)

If “yes,” ask, “How would you handle the problem?” If “no,” ask.
“Why wouldn't it be a problem for you?”

e A diversity question, e.g., “What experience have you had

11

28



working with students and staff trom a variety of ethnic, cultural,
gender and age backgrounds?® (Wait for answer,) “What about
this experience-was most difficuit or most gratitying for you?”

=« 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?"

¢ Inaddition to the above questions, the committee might want to
include a motivational or personal qualities question, e.g., “What
:ts_‘ ;?:m g"bout this position that is of particular interest to you at

me

Administration of Final (Hiring) Interview

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 inferviewers, covers more ground and may be somewhat
longer. it is dwing the hiring interview that the final candidate for District employment is
identifled. Management, typically the hiring manager, makes the final decision about which
candidates will be offered the position.

Check Refererices

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

References must 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 a
reference check is being performed.

2. Reference checks may be performed for more than one candidate. Circumstances
where muiltiple candidates might have their references checked include:

a. There are two or more equally well qualified candidatés for the position and
references are used to distinguish them

b. Muitiple vacancies are or might be filled from an apptlicant pool.

¢. The top candidate is only provisionally so based on information that will be clarified
by a reference check.

3. References should only be checked by the Chancellor, President, Director of Business.
Services, Chief Human Resources Officer, hiring manager, or designee.

4. Applications should be reviewed to see that the prospective employae has authorizéd the
release of information from previous employers.

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 shoukd be prepared in
advance and printed on a form which can be used for all the finalists. Human Resources

12
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Procedure 1010.04 provides an example of a telephone reference form.
Reterence information shail remain confidential.
7. Pracedures 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 s a finalist;

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

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

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

e. documenting efforts to obtain Informiation from each previous employer - especially if
pertinent information was hot obtainable.

Final Hiring Decislon

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 o 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
distributad throughoiit the campus to be performed by Individual hiring divisioris, 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 (l.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 elsewhers if not kept informed.

Finally, all candidates should be notified of the results at the conciusion of a search. This can be
dona either by telephone or through written correspondence. A comron 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 Resources and sent to the
sélected candidate for all permanent positions. -

itis 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.

13
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Confidentiality and Confiict of interest

The entire selection process requires the greatest sensitivity on'the part of committee membars
regarding the need for confidentiality. The rights and reputations of the candidafes need to be
protected. Rafings and comments made by committee members must not be shared with non-
committee members. Strict confidéntiality 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 far a position shall be
released only by the appointing authority.

Committee members also need to be free from bias, ur the appearance of bias, relative to all
applicants. Na famlly members, as defined by District procedure, may participate in recruitments
where a family member is an applicant. H a committee member has a relationship with any
applicant(s), the committee member must disclose the nature of the relationship lo either’ the
commitlee chair or Human Resources, A casual relationship with any applicant(s) does not
automatically disqualify a person from serving on a hiring committee.

Documentation

The possibjlity that the District may have td 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 end 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 employars do not have to justify selection practices which do not have an adverse
impact, it Is always. wise to maintain excellént records, since a varisty of govemment agencies
can request Information, whether or not there is any evidence of adverse impact.

The following documentation requirements constitute the minimum level &f 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.

o Who was invoived and when.

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

2 Recruitment and Selection information {to be retained by the College)

Description of selection system.

What nstruments were developed and how théy relate to the job
announcements, form lstters and applications submitied 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. :

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

*

¢ @& & 9

3. Contact Person

= Dasignate one parson who wiil act as a contact person for questions regarding
the selectioh process in the event of an audit by a compliance agency.

14
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Carryover of Top Applicants

if recommended by the hiring committee chairperson, the top candidates who were finalists but
whao wers not selected may be recommended for considaration for the next identical job opening.
The candidates recommended for carryover will not be required to reapply and will be
automatically included in the sgreening process at their optioh.

15
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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

NTR DMINISTRATORS .
Appendix C: See 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. SUPE BS., AND CONFIDENTIAL STAFF
Appendix E. See Management, Supervisory, and Confidential Employees
Personnel Manual L
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FACULTY
Appendix A

Policy for Hiring Full-Time and
Part-Time Faculty



POLICY FOR HIRING FULL-TIME FACULTY

Each Fall, programs/departments shall examine their nost recent annual program 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.

By November 15, programs/departments shall caiculate their hiring needs based on the number of
retirees and the current program review data. The programs/departments/sub-areas shall then submit
their hiring needs to the dean.

- P, f Hi

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.

By Qctober 15, the Prioritizing Comniittee consisting of the faculty Senate President (or désignee), the
United Facuity Vice President, and two managers {appointed by the College President) shall examine the
hiring needs of each program/department in light of the program review data and develop an initiat
collage priority list and attemp? to estimate the number of new hires and raplacements.

By November 1, the College President will reach joint agreemant with the Prioritizing Committee on the
list.

By November 10, the College President shall determine the number of new and replacement fuil-time
facuity to be allocated for the next fall based upon budgets, growth projections, full-timefpart-time staffing
ratios and other factors.

Box 2a ~ Full Time Faculty Hiring Discussions

Annually (ideally by November 15), a faculty staffing discussjon convened by the chancellor and
the Faculty Senate Coordinafing Council (FSCC) president will occur among the Chancellor, the
Callege Presidents, the College Vice Presidents, the District Chief Human Resources Officer, the
District Chiet Administrative Officer, the District Chief Planning Officer, the Faculty Senate
Presidents and the United Faculty President This group will review the District's full-time
obligation, full-time/part-time staffing ratios, and 50% law status.

This group will discuss whether adjustmenis need fo be made to meet District obligations. it
involuntary transfer of faculty from one college to another needs to be discussed, the United
Faculty President shall not participate in this discussion.

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 Faculfy representative, one Senate
rapresentative, ohe District Office Human Resources manager, and the college EEQ Officer (or
designee). Division Deans, department/ chairs, Program Directors, faculty and any other participants
involved in writing job announcements will be required to attend once every three years. The workshop
will cover recognizing the value of diversity, establishing local qualifications and desirable qualifications,
understanding and drafing possible equivalences, developing supplemental questions, and focused
recruitment strategies to increase facuity diversity.
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By January 15, the District, colleges, and departments/sub-areas will begin fo publicize anticipated job
openings for full-ime faculty. Possible openings may be publicized earliér following consuitation with the
Chief Human Resources Officer.

Job announcements and recruitment plans should be writien and approved by appropriate college groups
by February 15 at the fatest. Facully are encouraged to complete the process as soon as possible and to
be ready to publiciza when the final college hiring list is determined. A sub-group of faculty, the
appropriate manager, and other participants within a program/depariment, who have attended the Job
Announcement/Recruitment Plan Workshop, draft the job announcement, ifcluding local qualifications,
desirablé qualifications, general description of equivalencies and supplemental questions. This
comni}'it,t‘ee. ;v':lch Is chaired by a faculty member, also establishes hiring time lines and designs the
recruitment plan.

Drafts of the job announcement and recruitment plan shall be circulated and approved by the appropriate
college groups. The college groyps include program members, division deans, department facufty,
appropriate deans, College President, EEO Officer. Onde the job announcement and recruitment plan
are sent out for approval, the originating committee must receive all comments within 7 working days. If
there is any disagreement, the group in disagreement shall meet with the originating committee within five
working days after the disagreement is communicated.

During the time that the job announcement and recruitment plan aré being reviewed, program/department
shall form paper screening and interviewing committees in accordance with the United Faculty-Contra
Costa Community College District Agresment, Article 6.1.4C. The paper screening committee shall have
at least two members. Whensver possible, both committees shall reflect diversity. Departments are
encouraged to seek committee members ffom outsida their areas to achieve diversity.

If there is coflege-wide agreement on the job announcement and recruitment plan, the College
President/Deans forward these documents for raview by the District Human Resources Offica. Within five
(6) working days. The Human Resources Office shall notify the College Presidents/

Deans if there is agreement on the job annocuncement and recruitment plan. in case of disagreement
about the job announcement or recruitment plan, college or District management will contact the facully
chair of the committee that wrote the job announcement or recruitment plan to arrange consuitation with
the committee. No response by college or District management with 5 working days. indicales agreement,
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The job aninouncemant is printed and distributed immediately by the District Human Resources Office
‘with copies {0 the colleges to use for recruitment purposes. District, college, and department implement
the recriitment plan.

Box 11 - Hiring Workshop

All mandgement and faculty and other participants involved i the hiring process (streening and
interviewing) are required to atterid a hiring workshap every two years.! The workshop will be offered
during the fall and spring flex and as needed. The workshop will be developed by the Chiel Human
Resources Officer (or designee), College EEO Officer (or designes), and at least qne faculty member
from the job apnouncement/recruitment planning team. The workshop will cover Title 5 regulations
relating fo diversity, paper screening and interview process, banding as well as implementing the
equivalency process.?

Box12-EEO TBD

Box 13 - Screening Committee

Paper screening will occur, utilizing the equivalency process as necessary. Facuity mermbérs involved in
any faculty hiring between graduation and the first day of (optional) August fiex shall be paid at the AB
1725 rate.

Names and files 6f candidates who meet minimum qualifications but are not forwarded for interview shall
be sent to the appropriate department to be added to the qualified part-time applicant pool.

4-E D

Box 15 - Interview Committee

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 to be added to the qualified part-tima applicant pool.

16 - D

! Participants who serve on the screening and imerviewing committees other then faculty and the one
manager permitted to serve as stipulated in Article 6.4.3.2 and 6.4.3.3 in the UF-CCCCD Agreement must
receive a variance from the Untiéd Faculty and the District to serve on these committees.

L] For a description of banding, see Contra Costa Community College District, “Description of Selection
Process, Open Recruitment,” Section J5, Uniform Employment Selection Guide,
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Box 17 - President's interview
President interviews those forwarded.

x-18 - i !

The College President and Interview Committee confer and reach tentative agreement on the new hire
based on the procedure outiined in Article 6.4.3.3.2,5 of the United Faculty-Contra Costa Commuriity
College District Agreement. At this point, 2 manager designated by the Presidert cliecks relerences 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.

Box 19 - Chancellor Hiring Decislon

The President's recommendation is forwarded to the Chancellor wha may, in turn, sustain or not accept
the recommendation. If the Chancelior does not accept the recofnmendation, 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.

The Governing Board's action employing full-time facuity shall inciude the criteria used to determine that
tha person(s) to be employed meet minimum qualifications established by the California community
Callege Board of Govemnors or its equivalant 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 facuity member,

Newly-hired faculty shall be assighed to FSA(s) by College Review teams prior to the first day of
employment. Approved FSA assignmenis shall ba forwarded to the Chancellor and submitted to the
Governing Board for approval.
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POLICY FOR HIRING PART-TIME FACULTY

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 ta Implementing this process.

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

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

Held ftwice a year during flex, and led by the same team which is involved in holding these
workshops for full-time hjring, this workshop will be for averyone who is involved in pan-time
hiring. It will caver subjects similar to those covered in the full-ime hiring workshops: writing job
annguncements 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 facully diversity,
paper screening and interview process, and implementing the equivalency process (Boxes 3 and
10 under Full-time Hiring). This workshop must be taken every three years.

In order to estabiish a qualified diverse poaJ, the District Human Resaurces Office and/or colleges
send out annhouncements of anticipated job openings twice a year. This involves a generic
announcement for the District andVor Colieges which includes minimum qualifications and solicits
resumes.

4a. Optional Supplementals or Applications

Upon receiving resumes, Division Deans, in consultation with program/depaitment faculty
invoived in part-time hiring, may elect to send out Supplementals or applications in order to solicit
more information and ensure that a diverse pool is being established. If desirable qualifications
are not avident on resumes, supplementals may be used to match individuals with spegific needs.

Box 5 - Screening Process

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 Agresment, Article 6.4.3. (if a program/department has fewer than
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two faculty members, refer to Article 6.4.3.3 of the-UF/CCCCD District Agreement for the process
by which facuity members are selected.) Whenever possible the committes shali reflect diversity.
Names of candidates vwiho have been determined to meet minimum qualifications shall be added
to the qualified part-time applicant pool. The screening committee shali 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 facuity
hiring that must take place betweén graduation and the first day of (optional) August flex shall be
paid at the AB 1725 rate.

Box § - Interviewing Process

Faciilty members and manager from the committee in Box 8 interview potential candidates. The
Division Dean may make reference checks. If the committee.so wishes, it may further screen the
qualified part-time appﬁcan;(?ool to select applicants for interview(s). The names and files of
those candidates not selected for hire shall be added to the qualified part-ime applicant pool.

Box 7 - Consultation and Recommendation

The Division Dean facilitates and recommends the hiring ot part-time taculty by ensuring that their

paper work Is in order and that they are oriented to the college. If the Dean has any question

fb..o;"t the qualifications of the new hires, the Dean shall conter with the committee described In
8.

Box 8 - Employment by the Gaverning Board
The Governing Board's action empioying temporary, part-time faculty shall include the criteria

used to determine that the minimum qualifications established by the California Community
College Board ot Governors or its equivalent have been met (Education Code 87359a).
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EMERGENCY HIRING FOR PART-TIME INSTRUCTORS

The emergency procedure is to be used in the following cases: (1) an instructor becomes
una\;ailable to teach at the last moment; or (2) additional sections are nesded 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 designes) determine that the situation s an
emergency.

The hiring commiittee consists of at least one faculty member from the same or closely
related discipfine and either the Division Dean or depariment chair. (If there is no tenured
faculty member in the discipiine available to serve on the Committee a tenured faculty
member from another discipline will be added or the United Faculty may be asked for a
variance for a pon-tenured facully member to serve.) At least one person serving an the
commiitee nesds 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 equivalericies. The Division Dean or department chair is responsible
for conyening the hiring committee. A program director if she/he so desires, shall be on the-
committes if the vadanty is in het/his program.

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

The commitiee interviews prospective applicant(s) and forwards its choice(s) to the Division
Dean (see Box 7under Part-time Hiring),

Any one hired under the emergency procedure will be natified 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
fam:;licané pool shall be interviewed according to the regular hiring procedure for part-tinie
acully (Box 7).
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EXCERPTS REGARDING HIRING FROM THE CONTRA COSTA COMMUNITY COLLEGE DISTRICT—

64.3 Hirng
64.3.1

64.3.2

6433

UNITED FACULTY AGREEMENT

The paper screening committee for faculty shall be selected according to
department regulations and shall consist of no less than two (2) regular faculty
inembers, or, if necassary, one regular and oneé contract il facuity member. Oné
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 departmént 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 twa ta 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-ime tenured faculty, the faculty in the division shall select the pane! 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 thé college.

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

committee used in filing such position shall be chosen by the Faculty
Senate Président in consuliation with the Department Chairperson and
Dean. Such committee shall consist of no less than two (2) and no more
than five (5) regular faculty members plus the department chairperson who
sarves as a voting member.

6.4.3.3.2 Where a depariment has two (2) positions autharized to it and one (1) of

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

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

2, Such instruments and/or questions shall be reviewed and approved
by the District. {f the District does not approve the- department's
rating instruments, the District shall consuit with the department to
resolve the differences. Personal notes 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.
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6.4.4

6.4.5

6.4.6
647

4, The interviewing team shall recommend at least two (2), preferably
three fo 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 facuity team to discuss the ranking of the
candidates and the President's proposed fecommendation to the
Chancellor and Governing Board.

5. Management shall make the final selection based upan the
recommendations of the interviewing team, and its own evaluation,
If the Coilege President and the interview feam 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 desigree.

Staffing: Facully in departments can make recommendations through the Department
Chairperson on such matters as staffing needs, anroliment trends, use of part-time staff, and
diversity programs.

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

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

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 statf
development committee and the management designee. Facully 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.

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 depariment, 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
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EQUIVALENCY POLICY AND PROCESS FOR FACULTY APPLICANTS

PHILOSOPHY

It is the policy of the Contra Costa Community College District that faculty hiring procedures and
guidelines be established o provide for college faculty of highly qualified people who:are expert in
their subject areas, who dre-skilled in teaching and setving the needs of a varied student population,
who can foster overall college effectiveness, and wha 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
responisibility for ensuring an effective hiring process. The faculty, represented by the Facuity
Senate, Has an inhérent professional rfesponsibility in theé devélopment and implementation of
policies and procedures govemning the hiring process which Is to ensure the quality of its faculty
peers.

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

Faculty believe that the expertise to determine equivaléncies fies in the départments/sub-areas. In
order to achieve consistency throughout the colleges and District, each college will devise an
appropriate mechanism to insure faimess in the equivalency process. All faculty invoived 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 qualifications 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 wha 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 quallfications equivalent to those
specified in the Disciplines List. It will be the responsibility of the candidate who claims equivalent
qualifications to pravide conclusive evidence, as clear and reliable as the ¢ollege 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
:'n't:ndad to neither raise standards nor lower them from the minimum qualifications established for
position.

REQUIREMENTS FOR DISCIPLINES REQUIRING THE MASTER'S

For establishing the equivalent of the master's degree, possession of al leas! the equivalent in the
level of achievement and breadth and depth of understanding is required.
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The candidate making the claim of equivalent qualifications must provide tenclusive evidende in
regard to |. AND Il below:

General Education Requirements BA/BS degree
Major Reguirements 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 Govemors list of disciplines, including
subsequent revisions.

A 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 inistitution in any discipfine.
PLUS

2 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;

OR

3. 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.

B. 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 primary
disciplines listed on the Board of Govemnors list of discipiines, Including
subsequent revisions.

PLUS

2, 30 ddditional semester units of upper division or graduate course work (at
least 15 units of which are graduate level) in one of the primary disciplines,
from an accredited Institution.

OR

3. 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 conibination of ¢ourse work and
experience equals a master's degree in one of the related disciplines in
breadth, depth and rigor. Appropriate ticensure fram professional state or
national boards, e.g., CPA, BRN, may be deemed equivalent to some
coursework.
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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 matler area OR an AAAS  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
svidence In regard to A and B balow (minimum qualifications include A1 AND Bt, pius some
combination of A2 and B2):
A Dagree 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 dis¢ipline or & related discipline, equivalent to
24 semester units (each unit of creditis equal to 54 hours of training).

B. Occupational Proficiency

1. Shall have occupational proficiency in the vocational subject assigned
comménsurate 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 rélated to the occupation lo be taught or upon evidence of
equivalent proficiency. (California State Pian 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 knowiedge of the working environment of the
vocation.

EVIDENCE

A candidate who does not present conclusive evidence in regard to minimum qualifications indicated
abova does not possess the equivalent of the éxperience 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™*;
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F.

publications that show a command of the major in question;

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

verification of employment history.

o Colleges and university tegrees and credits submitted for employment, including the
equivalency process, or agvancement must be from United States institutions
accradited by one of the six regional accrediting agencias recognized by the Gouncil
on Post-secondary Accreditation and the United States Secretary of Education.

g All degrees and credits not covered by the six regional accrediting agencies
recognizéd 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 equivalerty 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 clmicula from varous masters 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. Tha desirable qualifications should
not be used as a substitute for the minimum qualifications.

In the case whera desirable qualifications are screenad first—if the committes has chosen a
candidate for interview who doeés not meet the minimum qualifications, the candidate’s
application and supporting materials shall be forwarded to the Equivalency Committee for
raview 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 sant forward for the interview.

Contra Costa College 'will implement an Academic Senate Equivalency Committee to review
department screening committee equivalency decisions. At Diablo Valley College, each
departmant will form an equivalency committee consisting of department faculty and one
representative from the division. Where departments and divisions are the same, the
divisidn 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 parson from outside the sub-area and one person from the
Academic Senate. If an equivalency committee is needed for hiring part-time*facully In the
summer, faculty will be compensated at a rate on the Personnel Relatéd Services Salary
Schedule. Rate to be incorporated into separaie salary schedule and adjusted
subsequently.

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

Faculty who are hired under the equivalency process shall be qualified to teach those
disciptines for which they have been minimally qualified Districtwide.
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REVIEW AND REVISION

Thig equivalency palicy and itsprocedures are subject to review and revision at the request of either
the Faculty Senate Coordinating Council or the Goveming Board. Changes in this policy require the
Joint agreement of the Academic Senate and the Goveming Board, Until there is joint. agreement,
this policy remains In effect. (Education Code 87355-87359)

EDUCATION CODE REFERENCE

Education Code 87359 (a) “No one may be hired to serve as a community college facuity member,
Instructional administrator, or student Services administrator under the authority granted by the
regulations unless the goveming board determines that she/he possesses qualifications that are at
least equivalent to the minimiim 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
reflacted in the governing board’s actions employing the individual. (b) The process, as well as
criteria and standards by which the goveming board reaches its determinations, shall be developed
and agreed upon jointly by representatives of the goveming board and thé academic serate, and
approved by the governing board. The agreed upon process shall include reasonable procedures to
ensure that the goveming 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
gaveming board provide the academic sgnate with ah opportunity to present its views to the
governing board before the board makes a determination and that the wrilten record of the decision,
including the views of the academic senate, shall b available for review pursuant to Section
87358(6).”

Historical Annotation: 12/19/90; 8/26/91; 1/31/07
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CONTRACT ADMINISTRATORS
Appendix C
See 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
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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 ornt Dacember 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
JS__ection titled Policy for Hiring Full-time and Part-time
acully
January 26, 1994 Secti?t; titled Policy for Hiring Full-time and Part-time
Facu
(Regarding Full-time Faculty)
July 27, 1994 m titled Policy for Hiring FulHime and Part-time
a
(Regarding Part-time Faculty)
September 29, 1999 Section titled Procedure for Hiring of the Chancellor, Vice
Chancellars 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 Facully Applicants on January 31, 2007.
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Contra Costa Community College District Board Policy 2001

NONDISCRIMINATION POLICY

Under the District's policy no student, vendor, or person employed or seeking employment with the
District shall be unlawfully subjected to harassment, discrimination or denied full and equal access to, or
the benefits of District progtams or activities on the basis of ethnic group Identification, race, color,
ancestry, religion, marital status, sex, national origin, gender, or within the limits imposed by law or District
regulations, because of age, sexual orlentation, physical or mental disability, rmedical condition, veteran
status, parental status, citizenship, or because he or she is percejved to have one or more of these
characteristics or based on assoclation with a person or group with one or more of these actual or
perceived characteristics. District programs and activities include, but are not limited to any that are
administered or funded directly by or that recelve any financial assistance from the Chancellor or Board of
Govemnors of the Califomia Community Colleges. This policy applies to all employment practices,
including recruitment, selection, promotion, transfer, and emplayee training and development. The District
also does not permit any person or entity using its facllities for commercial purposes to engage in
unlawful discrimination. This policy is intended to be consistent with the provisions of applicable state and
federal laws and District policles.

The Associata Vice Chanceflor/Chief Human Resources Officer shall establish procedures that ensure
all members of the District can present complaints regarding alleged violations of this policy and have
their complaints heard in accordance with the Title 5 regulations and those of other agencias that
administer state and federal laws regarding nondiscrimination.

The District is committed to nondiscrimination in compliance with the Civil Rights Act; Title IX of the
Education Amendments of 1972; the Rehabilitation Act of 1973 (Section 503 and 504); the Americans
with Disabilites Act of 1990; the Executive Orders 11248 and 11375; the Vietnam Era Veterans
Readjustment Act of 1974; the Age Discrimination in Employment Act of 1967; the nondiscrimination laws
of the State of Califonia; and equal employment opporturity guidelines of the Californla Community
College Chancellors Office (which Incorporates compliance with Connerly v. State Persannel Board).

Education Code 86250, 72010, 87100

California Code of Regulations, Title 5, 53000, 59300
Govemment Code 11135, 12926.1, 12940

Penal Code 42255

] Refated Procedures:
Revised 627/80 Human Resources Procedure 1010.01, 1040.07
Employnss Personnal Menual 2.4

Sécond Revition /31/54 Management, Supesviaory, snd Confidential
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Contra Costa Community College District Board Policy 2052

EQUAL EMPLOYMENT OPPORTUNITY

The District supports the intent set forth by the Califomnia Legisiature to assure that effort is made to build a
community in which opportunity is equalized, and community colleges foster a glimate of acceptance, with the
inclusion of faculty and staff from a wide variety of backgrounds. 1t agrees that diversity in the academic
environment fosters cultural awareness, mutual understanding, hamony and respect, and suitable role models
for all students. The Board therefore commits itseif to promote the total realization of equal employment
through a continuing equal employment opportunity program.

The Vice Chancéellor, Human Resources and Organizational Developmént shall davelop, after discussion with
appropriate constituent groups, for review arid adoption by the Board, a plan forequal employment opportunity
that complies with the Education Code and Title & requirenients as from time to time madified or darified by
judicial interpretation.

All such policies will provide employees and students due process opportunities and protections.

Education Code Section 87100
Title 5, Section 53000

Ratsted Proceduras:
Adopted 526/04 Human Resnurces Pracadure 1010.01
Managemont, Supervisory ang Conficential Empioysss Personnel Manus 2.0



Contra Costa Community College District

Human Resources Procedure 1010.01

INTERIM NONDISCRIMINATION PROCEDURES AND
FACULTY AND STAFF DIVERSITY PROGRAM (FSDP)*

The District shall have in place procedures that ensure nondiscriminatory practices.
Responsibilities of the District

1'

a.

The Vice Chancellor of Human Resources and Organizational Development is responsible
for the coordination and review of the Goveming Board’s Nondiscrimination Policy,
Procedures and, Faculty and Staff Diversity Program. The Vice Chancallor of Human
Resources and Organizational Development shall consult, as appropriate, with the
Chancellor's Cabinet, employee organizations, and District Governance Council to:

1) Review all District policies affecting persannel to provide equitable treatment for all
employees and job applicants consistent with legal requirements for
nondiscrimination and principles of equal employment opportuinity.

2) Ensure that the practices and procedures of the District are nondiscriminatory.

Application of Personnel Policlas

Personnel actions dealing with recruitment, appointmenit, promotion, transfer, employee training and
development are of critical importance to the success of the District’s nondiscrimination procedures
that ensure equal employment opportunity. The education, eXperiénce, skifl, knowledge, and any
other qualifications required for a pasition shall be limited to those qualifications directly related to the
satisfactory performance of the duties and responsibliities of the position, and shall be periodically
reviewed for adverse impact. The following guidelines shall be observed.

Recruitment: Current methods of outreach and recruitment shall be reviewed and, when
necessary, new or modified methods shall be introduced in order to broaden the scope of the
search, Good faith efforts shall be undertaken to recruit applicants from all ethnic and
gender groups. Outreach and recnuitment efforts shall bé undertaken for individuals with
disabilities and for spacial disabled and Vietnam era veterans.

Employment Practices: The District shall not discriminate in employment based on ethnic
group Identification, race, color, age, citizenship, ancestry, religion, marital status, national
origin, sex, sexual orientation, mental or physical disability, medical condition, veteran status,
paremtal status, or because he or she is perceived to LKave one or more af these
characteristics. Stch ariti-discrimination policies shall apply to all aspects of employment,
including, but not limited to, recruitment, selection, promotion, transfer, and empipyee training
and development,

*This procedure has been amended in accordance with guidance from the Office of the State Chancelior and
in light of Connerfy v. State Personnel Board. This procedure will be reviewed upon the issuance of new
regulations to be issued by the State Chancellor’s Office.
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