
RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT 

HUMAN RESOURCES COMMITTEE 

June 12, 2019 
District Office – Executive Conference Room 114 

                                           3:30 – 5:00 p.m. 
 
 

                                                    AGENDA 
 
 

1. Welcome and Introduction to New Committee Member 
a. Theresa Hagelbager 

 
2. Approval of Minutes May 8, 2019 Meeting - ACTION 
 
3. Continue Discussion of EEO Monitor Role in a Hiring Committee 

 
4. (Revised) California Community Colleges Fair Chance Hiring Best Practices –  
                                   INFORMATION 

 
5. Orange County CCD’s Best Practices – Diverse Faculty - INFORMATION 

 
6. Other 

 
 
 
 

Next HRC Meeting:  Wednesday, September 11, 2019 
Executive Conference Room #114, 3:30 – 5:00 p.m.  
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programs and services that address the needs of our diverse students and communities. 
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HUMAN RESOURCES COMMITTEE 
Santa Ana Conference Room – District Office 

3:30 – 5:00 p.m. 
Meeting Minutes for May 8, 2019 

 
 
Members Present:  Tracie Green, Amber Stapleton, Alistair Winter, Adam O’Connor, Elouise 
Marasigan, John Zarske, Kristine Guzman, Dr. Marilyn Flores, Seth Daugherty, and Zina 
Edwards 
 
Members Absent:  Dr. Linda Rose, Dr. Jeffrey Lamb and Jarek Janio 
 

1. Welcome 
Meeting was called at 3:34 p.m.  

  
2. Approval of Minutes of March 13, 2019 Meeting 

It was moved by Ms. Stapleton, seconded by Mr. Winter and carried unanimously to 
approve the minutes of the March 13, 2019 meeting with additions.  
 

3. Proposed 2019 – 2020 Human Resources Committee Meetings 
It was moved by Ms. Stapleton, seconded by Mr. Daugherty and carried unanimously to 
approve the proposed 2019 – 2020 Human Resources Committee Meetings with deletion 
of the April 8, 2020 meeting due to Spring Break. 

  
4. Equal Employment Opportunity Fund Multiple Method Allocation Certification Form 

It was moved by Ms. Flores, seconded by Mr. Zarske and carried unanimously to approve 
the Equal Employment Opportunity Fund Multiple Method Allocation Certification 
Form. 

 
5. Continued - EEO Monitor Role in a Hiring Committee 

Mr. Winter provided the committee the EEO Monitor Role in a Hiring Committee.  The 
committee will review, mark any suggestions and continue discussion on the next 
meeting. 
 

6. (Revised) California Community Colleges Fair Chance Hiring Best Practices 
Tabled to next meeting. 
 

7. Orange County CCD’s Best Practices – Diverse Faculty 
Tabled to next meeting. 
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8. Number of Finalists to Send Forward 

Ms. Guzman’s questioned, “What are the best practices in the number of finalists and 
how are they being handled.”  Mr. Winter responded the guidelines to the selection of 
finalists are found in Board Policy 7120 and AR 7120, depending on classification.  In 
this case, Mr. Winter reference to AR 7120.1, Full-Time Faculty Recruitment and 
Selection which states “Upon completion of the interviews, the committee will 
recommend up to 5 finalists to the College President…If the committee cannot 
recommend at least two finalists, it will provide the President with a written rational for 
its recommendation.” 
 

9. Other 
Mr. O’Connor recommended to have the agenda and minutes in advance to give the 
committee the suitable time to review the agenda materials. 
 
Next HRC Meeting: Wednesday, June 12, 2019 
Executive Conference Room #114, 3:30 – 5:00 p.m.  
 

 
Adjourned: 4:57 pm 
 
Minutes Approved:  ___________ 



EEO Monitor Role in a Hiring Committee 

The role of the Equal Employment Opportunity Monitor on screening committees is to ensure the 
selection process is consistent and fair.  The duties of the EEO Monitor will include the following: 

• Serve as a participating member of the committee 
• Monitor the selection process for adherence to established procedures and sound personnel 

practices 
• Serve as a resource in the areas of equal employment opportunity 
• Serve as liaison, as necessary, between the committee and the Human Resources 

Department to address issues and concerns as related to the screening process. 
• Provide an orientation to the Committee at the start of the selection process as outlined 

below. 

EEO Monitor Hiring Committee Orientation Topics 

The district is an inclusive institution and as such we are committed to diversity.  Diversity encourages 
critical thinking, it fosters mutual respect and teamwork, and we learn from those whose experiences, 
beliefs, and perspectives are different from our own. We must ensure the selection process is consistent 
and fair and that all applicants have an equal opportunity. 

Everyone has biases and we want to minimize those bias and hire people most qualified for the job. 

• Keep an open mind- do not pre-judge candidates based on your own norms of behavior in an 
interview.  

• Ensure that you are evaluating candidates based exclusively on job related criteria.  

The screening process must remain confidential! 

• The hiring process is a highly sensitive and confidential process. It is critical that all selection 
committee members, and those associated with this activity, maintain the highest degree of 
confidentiality in order to preserve the integrity of the process.  

• Participants of the screening committee will not meet outside of the scheduled meetings to 
discuss candidates being considered.  Any discussion of candidates will be with the entire group 
at a scheduled meeting. 

• What is discussed in the committee stays in the committee!  
• It is a breach of confidentiality to: unofficially contact colleagues or others connected to an 

applicant for information about an applicant, answer any questions from curious colleagues 
regarding characteristics of the applicant pool, or divulge any information about the applicants 
or the dynamics of the hiring committee process before, during or after the process.  

• Failure to maintain confidentiality may result in liability (to the District and you personally) 
stemming from lawsuits filed by unsuccessful candidates that were given information about the 
hiring process.  

• Failure to maintain confidentiality may result in disciplinary action.  
 

  



General Guidelines 
• Be fair, consistent, and impartial in your assessment and scoring.  
• Record as much specific information as possible that weighs into your score value.  
• Do not write down non-relevant information that does not relate to the candidate’s ability to do 

the job. Your comments become a permanent part of the applicant’s file.  
• Be professional, courteous, and attentive at all times recognizing that you represent the district. 
• Committee members will submit any notes, screening forms, or other evaluative material to the 

Chair for inclusion in the recruitment/selection package.   
• Never share personal or professional experiences involving candidates. This can create bias and 

influence the judgments of other committee members. You may also subject yourself to 
personal liabilities. Once the Hiring Committee Process has been completed, you may speak to 
the Committee Chair and offer to be a reference prior to the final interview.  

• Persons serving on screening committees shall participate in both phases of the screening task 
(application materials screening, i.e., paper screening, and the interview phase).  Any exceptions 
should be based on factors that do not adversely affect equal employment opportunity, e.g., a 
subject matter expert is engaged to evaluate technical interview responses.  
 

Candidates with Disabilities 
• Reasonable accommodations must be made to assist candidates with disabilities throughout the 

application and interviewing process. 
• Discussion of an applicant’s disability are not appropriate during the interview process.  Any 

discussion about an applicant’s disability and how it may impact their ability to perform the 
essential duties of the position will happen after the job offer is made. 

• The disability may not enter into the decision to forward a candidate in the hiring process. 

Sequence of Events: 

1.     The EEO Officer or designee will provide an orientation as described above.  This must be done 
before any further steps are taken. 

2.     The committee will then establish the screening process, calendar, screening criteria, interview 
questions, and any other employment tests. 

3.     Employment tests and screening criteria must be submitted to HR for review and approval. 

4.    The committee will then use the approved screening criteria to evaluate applicants' qualifications.   

• All screening criteria and interview questions are set before application screening begins 
• Screening at this point in the process must be based solely on the application materials 

submitted.  (The committee should attempt to reach consensus regarding those who will/will 
not be considered further.  Assistance in this process may be requested from the Human 
Resources Department, if Ensure all interview questions and activities are job related 

 



5.     The committee will choose those it wishes to evaluate further.  Such evaluation will be made by on-
site testing, e.g., interviews, or other approved means (employment tests). 

6.     The committee will attempt to reach consensus regarding those who will/will not be considered for 
final interview.  Consensus is defined as unanimity.  Prior to paper screening, the committee must 
agree on a procedure to follow if consensus cannot be reached.  Some suggestions for the 
committee to consider are: 

• written ballot 
• raised hands 
• rating chart with point system 

7.    The committee will provide job related reasons for selection of applicants it does not wish to 
evaluate further. 

8.       The committee will conduct interviews and other assessments with those candidates chosen for 
further consideration and forward the best qualified pool of finalists for final interviews. Do not forward 
candidates that you do not feel are qualified for the position.  These candidates will be selected without 
regard to race, ethnicity, religion, political beliefs, disability status, and/or sexual orientation.  

 




















































































