Rancho Santiago Community College District
District Council Meeting
January 29, 2018

Executive Conference Room #114
3:00 — 5:00 p.m.

Agenda

Approval of Minutes of November 6, 2017 Meeting Rodriguez
February 5, 2018 Board of Trustees Meeting Rodriguez

Board Policies/Administrative Regulations Perez/Gerard
a. BP 7600 Campus Safety Officers
b. AR 3300 Public Records
c. AR 7120.1 Full-Time Faculty Recruitment and Selection
d. AR 7120.2 Classified Employee (CSEA Bargaining Unit) Recruitment
and Selection
e. AR 7120.3 Management Recruitment and Selection

Reorgs Chitlik
a. Reorg #1059 — DO/HR
b. Reorg #1060 — DO/HR

Committee Reports
Planning & Organizational Effectiveness Committee Perez
Human Resources Committee Chitlik
Fiscal Resources Committee Hardash
Physical Resources Committee Hardash
Technology Advisory Group Krichmar

Constituent Representative Reports
Academic Senate - SAC Zarske
Academic Senate — SCC DeCarbo
Classified Staff Nolan
Student Government — SAC Esqueda
Student Government — SCC Hou

Next Meeting:
March 5, 2018
3:00 - 5:00 p.m.
Executive Conference Room #114




RANCHO SAN

Community College District

Rancho Santiago Community College District
District Council Meeting

MINUTES

November 6, 2017

Members: Raul Rodriguez Present
Peter Hardash Present
Enrique Perez Present
Judy Chitlik Present
Linda Rose Present
John Hernandez Present
Lee Krichmar Absent
Monica Zarske Present

Michael DeCarbo Absent

Roxana Pleitez Present
Amber Stapleton Present
Juan Esqueda Present
Edward Hou Present
Mary Mettler Present
Diane Hill Present
Michael Taylor Present

Chancellor Raul Rodriguez convened the meeting at 3:05 p.m.

1. Approval of Minutes of October 2, 2017 Meeting
It was moved by Mr. Perez, seconded by Ms. Stapleton and carried unanimously
(Krichmar, DeCarbo and Esqueda absent) to approve the minutes of the October 2, 2017
meeting.

2. November 13, 2017 Board of Trustees Meeting
Dr. Rodriguez shared highlights of the agenda for the November 13, 2017 Board of
Trustees Meeting.

3. FRC Recommendation on Budget Allocation Model
FRC Vice Chair Dr. Mary Mettler reported that the FRC Subcommittee met to further
analyze and discuss the recommendation to give Santa Ana College $861,000 from the
budget stabilization fund to hold them harmless for loss of enrollment as outlined in the
Budget Allocation Model. The Subcommittee confirmed the recommendation and FRC
upheld the original recommendation to District Council. Discussion ensued.
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3. FRC Recommendation on Budget Allocation Model (continued)
It was moved by Dr. Mettler and seconded by Ms. Zarske to accept the FRC
recommendation to the Chancellor to give Santa Ana College $861,000 from the budget
stabilization fund to hold them harmless for loss of enrollment as outlined in the Budget
Allocation Model. The motion passed with the following vote:

Ayes: Rose, Zarske, Mettler, Hill, Taylor, Pleitez, Stapleton, Hou
Nos: Hardash, Perez

Abstain: Rodriguez, Chitlik, Hernandez

Absent: Krichmar, DeCarbo, Esqueda

The Chancellor committed to respond to the recommendation the week of November 13,
2017.

4. Discussion of Possible Budget Reductions for 2018-2019
The Chancellor stated that it was important to start discussion on any possible budget
reductions that may be required. He asked Vice Chancellor Hardash to share information
to assist District Council in understanding the budget process.

Mr. Esqueda arrived at this time.

Mr. Hardash provided background on how the district’s base budget is built. He stated
that FTES is the basis for income to the district. An explanation of the district going into
stabilization and importance of restoration in 2017-2018. Based on declining FTES, this
could be a problem for the district. Various five-year multi-year projections that were
included in the adopted budget were also presented.

Additional highlights of the presentation by Vice Chancellor Hardash included:

e Budget stabilization fund will be depleted quickly based on current projections.
Future funding to the district will likely be based on performance (a new model).
Benefit costs are a major concern in the future.

RSCCD is fortunate to have a stabilization fund. Many districts do not.
Modeling begins in January for next year’s budget and the district is monitoring
closely.

Mr. Hou asked how students can support or advocate for the district. Dr. Hernandez
advised that the students let the legislators know of the need for funding in unrestricted
base allocation and Dr. Rose advised that students should focus on completion — of
classes, certificates or degrees.

Dr. Rodriguez stated that continued discussion at District Council would take place.

5. RSCCD Team to work with IEPI PRT
Mr. Perez reported that the IEPI PRT was here on October 26 and will return on
December 6. During that time, they will be working with a small RSCCD workgroup.
Senate Presidents were asked to provide him with the name of a representative from each
college who will be a member of the workgroup. Mr. Perez will reach out to CSEA and
the colleges for their representatives.
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6. Board Policies and Administrative Regulations
a. AR 7100 Commitment to Diversity (NEW) — Mr. Perez reported that the Board
Policy Committee requested an AR be created to accompany the board policy
relating to the district’s Commitment to Diversity. The AR requires an annual
report on diversity be prepared to monitor the district’s progress in this area. It
was moved by Ms. Chitlik, seconded by Dr. Rose and carried unanimously
(Krichmar and DeCarbo absent) to approve the administrative regulation.

7. Reorgs
a. #1043 — Educational Services — Workforce Development

b. #1045 — Educational Services — Resource Development

An inquiry was made about posting classified staff positions based on funding. Vice
Chancellor Chitlik advised that in accordance to the collective bargaining agreement,
this could not be done. Discussion ensued.

It was moved by Ms. Chitlik, seconded by Ms. Stapleton and passed unanimously
(Krichmar and DeCarbo absent) to approve the reorgs as presented.

8. Committee Reports

a. Planning and Organizational Effectiveness Committee (POEC)
Mr. Perez reported on the meeting held October 25, 2017.

b. Human Resources Committee (HRC)
Ms. Chitlik reported on the meeting held October 11, 2017 and announced the next
meeting is scheduled for November 8, 2017.

c. Fiscal Resources Committee (FRC)
Mr. Hardash reported on the meeting held October 18, 2017 and announced the
next meeting is scheduled for November 15, 2017.

d. Physical Resources Committee (PRC)
Mr. Hardash reported on the meeting held November 1, 2017.

e. Technology Advisory Group (TAG)
Mr. Taylor reported on the meeting held November 2, 2017.

9. Constituent Representative Reports

a. Academic Senate/SAC: Ms. Zarske reported on the activities of the SAC
Academic Senate.

b. Academic Senate/SCC: Dr. Mettler on behalf of Mr. DeCarbo reported on the
activities of the SCC Academic Senate.

c. CSEA: Ms. Pleitez reported on the activities and efforts of CSEA.

d. Student Government/SAC: Mr. Esqueda reported on the activities of the SAC
ASG.

e. Student Government/SCC: Mr. Hou reported on the activities of the SCC ASG.
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10. November 27, 2017 Meeting
When the District Council meeting schedule was approved, the November 27, 2017
meeting was listed as tentative. Dr. Rodriguez inquired about the committee’s desire to

meet on November 27, 2017 as scheduled. Discussion ensued. It was agreed the
November 27, 2017 would be cancelled.

11. Other

12. Next Meeting: The next District Council meeting will be held on Monday, January 29,
2018 in the Executive Conference Room (#114).

Meeting Adjourned: 4:30 p.m.

Approved:



BP 7600 Campus Security Officers

Reference:

Education Code Section 72330.5

The District shall employ campus security officers, who shall provide services as security guards, or patrol
persons on or about the facilities owned or operated by the District. Their duties include, but are not limited
to protecting persons or property, preventing the theft of District property, and reporting any unlawful
activity to the District and local law enforcement.

The Chancellor shall establish district safety policies and procedures necessary for administration of campus
security. In addition, the Chancellor shall enter into agreements with local law enforcement, which includes
that campus security officers shall cooperate with local law enforcement in performing their duties.

Every campus security officer who works more than twenty hours per week shall complete a course of
training developed by the Bureau of Security and Investigative Services of the Department of Consumer
Affairs as required by Education Code Section 72330.5 (b). If an officer is required to carry a firearm, he or
she shall satisfy the training requirements of statutory law, including section 832 of the Penal Code and
section 7583.5 of the Business and Professions Code.

Every campus security officer shall meet other requirements set out in Education Code Section 72330.5 and
the District.

Adopted: October 28, 2013
Revised: XXXXXX, 2018




AR 3300 Public Records

Reference:

Government Code Sections 6250 et seq.

Members of the public may request to inspect or copy public records. A request by a member of the public
may be delivered by mail or in person to the Chancellor or the Chancellor’s designee.

Any request shall identify with reasonable specificity the records that are sought. If additional information is
needed, the Chancellor or designee may request it be provided in writing.

Any request to inspect records shall be made sufficiently in advance of the date of inspection to allow staff
members time to assemble the records and identify any records that may be exempt from disclosure.

Records that are exempt from disclosure under the Public Records Act or any other provision of law may not
be inspected or copied by members of the public. Social security numbers must be redacted from records
before they are disclosed to the public.

Members of the public shall be assisted in identifying records or information that may respond to their
request. Assistance that will be provided includes: the information technology and physical location in which
the records exist; practical suggestions for overcoming denial of access to the records or information; and
the estimated date and time when the records will be made available.

Within ten days, Chancellor or designee will determine whether or not the records can be produced and will
communicate the determination to the member of the public requesting the record(s).

Pursuant to Government Code section 6253.9 (b) the requester shall bear the cost of producing a copy of
the record. A copying fee of $.10 per page, plus applicable first class postage, may be charged to the
requesting party. Oversized documents, such as blueprints, may require higher copying fees. If the request
requires the District to either:

a. produce a copy of an electronic record and the record is one that is produced only at otherwise
regularly scheduled intervals, or
b. the request would require data compilation, extraction, or programming to produce the record,

a fee to cover the salary and fringe benefit costs of programming and computer services necessary to
produce the record may be charged to the requestor.
The most common exemptions for community colleges include:
e Student records (Education Code Section 76243)
e Preliminary drafts, notes, or interagency or intra-agency memoranda that are not retained by the
public agency in the ordinary course of business, provided that the public interest in withholding the

records clearly outweighs the public interest in disclosure. (Government Code Section 6254(a))

e Records pertaining to pending litigation or to claims until the pending litigation or claim has been
finally adjudicated or otherwise settled. (Government Code Section 6254(b))

e Personnel, medical or similar files, the disclosure of which would constitute an unwarranted invasion
of personal privacy (Government Code Section 6254(c))

e Test questions, scoring keys, and other examination data used to administer a licensing
examination, examination for employment, or academic examination [except for standardized tests
provided for by Education Code Sections 99150 et seq.]. (Government Code Section 6254(g).)



e The contents of real estate appraisals or engineering or feasibility estimates and
evaluations...relative to the acquisition of property, or to prospective public supply and construction
contracts, until all of the property has been acquired or all of the contract agreement obtained.
(Government Code Section 6254(h))

e Internet posting of home address or telephone numbers of local elected officials. (Government Code
Section 6254.21)

e Home addresses, and home telephone number, cellular phone number and date of birth of
employees of a school district or county office of education (other than to an agent or family
member of the employee, to an officer of another school district when necessary, to an employee
organization, or to an agency or employee of a health benefit plan). (Government Code Section
6254.3)

e Records regarding alternative investments (i.e. an investment in a private equity fund, venture
fund, hedge fund, or absolute return fund; limited partnership, limited liability company or similar
legal structure) involving public investment funds, unless already publicly released by the keeper of
the information.

° Personal email addresses (other than to an agent or family member of the employee, to an officer
of another school district when necessary, to an employee organization, or to an agency or
employee of a health benefit plan) unless the email address is used by the employee to conduct
public business, or necessary to identify a person in an otherwise disclosable communication.
(Government Code Section 6254.3(b))

¢ Information security records, if disclosure of that record would reveal vulnerabilities to, or otherwise
increase the potential for an attack on, the District’s information technology system.

. Identification number, alphanumeric character, or other unique identifying code that a district uses
to identify a vendor or contractor, or an affiliate of a vendor or contractor, unless the identification
number, alphanumeric character, or other unigue identifying code is used in public bidding or an
audit involving the public agency. (Government Code Section 6254.33)

Adopted: April 21, 2014
Revised: XXXXXX, 2018



AR 7120.1 Full-Time Faculty Recruitment and Selection

SECTION 1
RECRUITMENT

Each year, the Academic Senate at each college will develop faculty hiring priority recommendations and
submit those to the College President. The College President’s recommendations will be submitted to the
Chancellor for final approval and recruitment authorization.

Announcement Procedures

The Vice Chancellor of Human Resources or designee will review each Personnel Requisition prior to the
preparation of the Job Announcement. When appropriate, the Vice Chancellor of Human Resources or
designee will meet with the requester to review and clarify special requests, job descriptions, minimum
qualifications or other aspects of the opening.

The College President’s designee shall consult with the department chair to determine if modifications to the
desired qualifications portions of the job announcement are desired. In the event there are no full time
faculty in the discipline, the President’s designee shall consult with the Academic Senate President.

There are three procedures by which equivalencies to minimum qualifications are chosen and approved:

I. When a department agrees to advertise a position without stating specific equivalencies, the job
announcement will include “OR the equivalent” when listing the qualifications. Form Il will then be used to
document if a candidate has met the qualifications through equivalency.

Il. When a department agrees that specific equivalencies to minimum qualifications exist, these
equivalencies must be approved prior to the printing of the job announcement. Each time a department
wishes to alter its agreed upon equivalencies, it must file a new “Request for Equivalencies to Minimum
Qualifications” form. (Form I). In addition, the approved equivalencies will be printed on the job
announcement with a clear statement that the applicant must provide proof with his/her application form.

I1l. When a department agrees to combine | and Il procedures, they follow instructions for both processes.
Any additions to the state minimum qualifications shall be addressed in the desired qualifications and shall
require District discipline faculty to reach consensus. The Academic Senate Presidents at both colleges will
certify that the District faculty have reached consensus on any additions to the State minimum
qualifications.

The Human Resources Department will prepare the Job Announcement. The requester will be notified and
provided three (3) working days to review the Job Announcement before posting. Any substantive changes
initiated by the Human Resources Department will be discussed with the requester prior to posting. Each
Job Announcement will include the:

job title

department

location

tenure track status

desired starting date

a description of the position (responsibilities)
minimum qualifications

other requirements

salary information

a brief description of benefits available
screening criteria

method of application

the specific employment tests that will or might be used in the screening process

The final job announcement shall be approved by the appropriate department chair and provided to both
Academic Senate Presidents.



Pursuant to the transfer provisions in the FARSCCD contract, a notice of approved vacancies will be provided
to all tenured full-time faculty.

The Human Resources Department will post and advertise the Job Announcement to the RSCCD website,
CCC Registry and a variety of agencies, organizations, publications, and websites. The Job Opportunities
listing will be distributed to all RSCCD email users. Additional distribution may be decided in consultation
with the division dean and department chair or faculty representative, depending on available resources,
time constraints and need.

The open application period is a minimum of 20 working days in order to provide adequate time for effective
recruitment. After the closing date, the District Equal Employment Opportunity (EEO) Officer or designee
shall determine if an adequate applicant pool has been recruited. The closing date may be extended if an
adequate pool is not achieved and additional recruitment efforts are required. In such cases, the division
dean and/or co-chair of the screening committee will be consulted. If a priority date system is used (e.g.
the position is advertised as “open until filled”) screening may begin after the District EEO Officer
determines that there is an adequate applicant pool. In special cases (sudden resignation, death, special
projects, etc.), the time line and selection process may need modification due to business necessity. In
such cases, the College President may recommend a modified process to the Exeeutive Vice Chancellor of
Human Resources and-Educational-Services or designee.

SECTION 2
APPLICATION PROCESS

Application Materials

All applicants, internal or external, must submit the online application, resume, transcripts, and all
supplemental materials prescribed on the Job Announcement to be considered for an opening. Applicants
must apply separately for each opening, unless an exception has been created for a specific position and is
clearly explained on the job announcement.

Unsuccessful Searches

When a recruitment fails to yield a sufficient number of candidates who meet minimum qualifications or
established criteria for interview, the College President and the Exeeutive Vice Chancellor of Human
Resources and-Educational-Serviees will determine if the search will be extended, deferred to a later date or
abandoned.

SECTION 3
SCREENING COMMITTEES

Membership

Screening committee membership is a vital part of an employee's job within the District. It is a major factor
in shaping the future of the institution. All members of the Screening Committee must have attended EEO /
Diversity training within the last two (2) years unless the Vice Chancellor, Human Resources, grants an

exception.

The College President shall designate an administrative co-chair for the committee who shall be the
administrative support for the committee, responsible for convening the initial meeting of the committee in a
timely manner and serving as the liaison with the Human Resources Department. The administrative co-
chair will coordinate the appointment of committee members. The administrative co-chair shall contact all
full-time faculty in the department or discipline soliciting participation. All full-time faculty in the discipline
may serve on the committee. At least one member of the corresponding department/discipline at the sister
college shall also be invited to serve on the committee. The department chair at the college with vacancy
shall extend the invitation to the department chair at the sister college. The committee shall be composed
primarily of faculty within the discipline.

In the Child Development Center Program, one teacher from each center, selected by the teachers at the
center, may serve on the committee.



The President of the Academic Senate or designee shall select one faculty member for the screening
committee, who may be from a different academic discipline than the one under consideration. An EEO
Monitor shall be appointed by the administrative co-chair, in consultation with the District Equal Employment
Opportunity Officer. It will be the responsibility of the administrative co-chair to ensure that committee
representation is complete. When appropriate, classified representatives may be appointed by the
administrative co-chair in consultation with the department chair and the CSEA President.

In the event there are no full-time faculty within the discipline and/or there is a need to add members to the
committee, the administrative co-chair shall request that the Academic Senate President appoint other full-
time faculty to the committee.

The complete list of committee members will be submitted by the administrative co-chair to the College
President and Academic Senate President for review and approval. The form shall identify which member of
the committee is representing the sister college and which member is a classified representative. In the
event the sister college declined to serve on the committee, the form shall identify who was contacted at the
sister college.

Prior to the first meeting of the screening committee, the administrative co-chair shall forward to the Human
Resources Department and to each Academic Senate President the list of those members who will serve on
the committee.

The District EEO Officer or designee will review the committee composition for appropriate diversity and to
ensure that screening committee members are not applicants or related to any applicant by blood, marriage
or domestic partnership. If modification of committee membership is required, the District EEO Officer or
designee will consult with the College President and Academic Senate President.

All members of the screening committee will be required to sign and submit to Human Resources a
statement of confidentiality prior to beginning the screening process.

The screening committee will have a faculty co-chair. The faculty co-chair shall be elected by the faculty on
the committee and shall be responsible for leading the deliberations of the committee. The faculty co-chair
shall be a tenured faculty member. If there are no tenured faculty on the committee, the administrative co-
chair will notify the Academic Senate President, who will appoint a tenured faculty member as co-chair.

Orientation

The District EEO Officer or designee shall orient the screening committee before screening begins. The
purpose of this orientation is to familiarize the members with:

e The role of the Human Resources Department in the recruitment, selection and placement process.
e resources available to the committee

e the role of the EEO Monitor

e the charge of the committee, as well as the legal obligations and liabilities

e any other items of interest to the membership

Responsibilities

Screening committees recommend finalists to the appropriate President or designee. As such, in the
screening process, each is acting as an agent of the Board of Trustees. Therefore, it is important for
members to know how screening processes work, to maintain the confidentiality of the deliberations and to
follow EEO guidelines. Should individual committee members be named as defendants in a complaint or
lawsuit, the Board will indemnify those members, provided each has followed prescribed policy and
processes in executing his/her committee responsibilities. Screening committee members are expressly
prohibited from meeting or conferring with one another outside of scheduled meetings to discuss any
candidates or issues related to the screening process. All discussions of candidates or screening-related
issues must occur with the entire committee at a scheduled meeting.

Committee members must submit all notes, screening forms or other screening materials to the
administrative co-chair at the conclusion of the screening process. These will be submitted to Human
Resources for retention and storage. Should future complaints or lawsuits be filed, the notes, forms and/or
other material will be made available to the committee members.
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Persons serving on screening committees shall participate in both phases of the screening tasks (application
materials screening, i.e., paper screening, and the interview phase). Any exceptions should be based on
factors that do not adversely affect EEO, e.g., a subject matter expert is engaged to evaluate technical
interview responses. Exceptions must be approved by the District EEO Officer or designee.

The role of the EEO Monitor on a screening committee will include the following:

serve as a voting 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 EEO
serve as liaison, as necessary, between the committee and the Human Resources Department and
the District EEO Officer to address issues and concerns as related to the screening process

e If the EEO Monitor resigns from the committee, the administrative co-chair will contact the District
EEO Officer or designee to find a replacement

If a committee member has concerns about the screening process, those concerns should be brought to the
EEO Monitor. If the EEO Monitor is unable to address the concerns, the committee member should bring the
concerns to the administrative co-chair, and the District EEO Officer or designee.

Committee Procedures

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

The committee will attempt to reach consensus regarding the selection of candidates. Consensus is defined
as unanimity. Prior to paper screening, the committee must agree by 2/3 majority on a procedure to follow
if consensus cannot be reached. Some suggestions for the committee to consider are:

*Super majority (e.g. 2/3 majority)
*Simple majority

The committee must provide job-related reasons for the non-selection of applicants.

Schedulin

The Administrative co-chair will convene the initial meeting of the committee. Screening committees are
responsible for scheduling their own meetings for the purposes of planning, screening, interviewing and
deliberations. Every effort shall be made to schedule screening committee meetings to accommodate
faculty teaching schedules during the regular academic semester.

When establishing the calendar, all meetings should be scheduled during the regular Fall/Spring faculty work
year. A faculty may be compensated for meetings scheduled outside of the Fall/Spring semester or a
Summer/Intersession during which the faculty member is not assigned.

SECTION 4
SCREENING PROCESS

Paper Screening

All requirements set for applicants can be viewed as employment tests by the courts, e.g., application
forms, minimum application material requirements, written samples, transcripts, etc. Therefore, it is
imperative that everything requested of applicants be directly relevant to the position and be a reliable
predictor of success in the position. If there are qualifications required or preferred that are not addressed
by the application form, consideration should be given to using a supplemental application form.

Departments will designate from the following authorized list, the selection criteria appropriate for the
screening process and the oral interview for each authorized position.



Screening and selection criteria

In addition to the specific requirements and responsibilities listed on the Job Announcement, the following
criteria will be considered in selecting candidates:

Educational experience breadth and depth

Work experience breadth and depth

Demonstrated leadership capabilities

Curriculum development

Program development

Community involvement

Demonstrated experience in working with a diverse socioeconomic community
Credential or minimum qualifications authorizing service in other areas of need
. Demonstrated ability to work cooperatively with others

10. Bilingual ability (if needed)

CoNOGOAWNE

Applicants selected for an interview may be required to take additional tests or assessments and will be
notified of such prior to the date of the interview.

The committee will use the approved screening criteria to select candidates for interview. Screening at this
point in the process must be based solely on the application materials submitted.

At the completion of paper screening, the administrative co-chair shall provide the following reports to the
Human Resources Department:

1. Screening Review Form — identifies the selected candidates and the reasons for the non-selection of
all other candidates

2. Screening € Certification Form — identifies the dates, locations, times and instructions for the
interviews

3. Proposed interview questions, employment tests and descriptions of any demonstrations

Interviews

Interviews may also be viewed by the courts as employment tests. The Human Resources Department will
review all interview questions and related screening activities for reliability and validity, as well as
conformity to EEO guidelines. Interviews will normally be scheduled no earlier than five (5) working days
following the receipt of the screening materials in the Human Resources Department. It is the responsibility
of the Human Resources Department to contact applicants and set up interview times.

Sufficient time should be provided to allow a proper assessment of the candidate’s qualifications (a minimum
of a 30-minute time period should be allocated for each candidate). The interview packet will be transmitted
electronically to the administrative co-chair.

Interview questions must be job related and should be tests of a candidate’s knowledge and abilities, as well
as being reflective of minimum, required and preferred qualifications. During the actual interviews by the
screening committee, the same questions shall be asked of all candidates. Follow-up questions are
discouraged, but maybe asked if a response is unclear or the candidate obviously misunderstood the
questions. Consistency across candidates is of utmost importance in defending the screening process.

During the interview session, those selected may, in addition to the above, be evaluated on the following
factors.

Oral communication skills

Presentation

Problem solving skills

Successful teaching, problem solving or performance demonstration

Writing skills/demonstration

grLNE



Writing Samples

In most faculty positions, the ability to write well is a critical ability. Requiring a writing sample can be an
effective means of evaluating this ability and can be accomplished in one of three ways:

1. Requesting a writing sample as part of the original application requirements.

2. Requesting a sample be prepared and brought to the interview, e.g., a lesson plan or lecture
outline.

3. By incorporating a written exercise as part of the interview process, e.g., immediately preceding or
following the oral questions.

Bi-lingual Requirements

Some faculty positions may have a bi-lingual requirement, based on bona fide position needs. When such a
requirement exists, specific mention of the requirement must be made in the job announcement and
advertising. Additionally, methods of screening for this requirement must be built into the process.

The current Faculty Application form may include a way to assess this requirement during the materials
screening phase. If not, the dean, department chair or faculty representative should devise a method of
getting this information in the application process so the committee can evaluate before the interview phase.

During the interviewing phase, at least one question (written or oral) shall be devoted to assessing each
candidate’s foreign language proficiency. Under these circumstances, at least one member of the screening
committee must be fluent in the required foreign language.

Assessment Center Technigues

Employment tests can also take the form of assessment center techniques. Typically, these techniques
approximate working situations the candidates would encounter in the job for which they are

applying. Examples include counseling a troubled student, grading a written exam or researching a
publication article in the library. If such techniques are employed, candidates will be notified by the Human
Resources Department at the time of invitation for interviews.

Presentations

For teaching faculty, presentations are an important evaluation technique for the screening
committee. Screening committees are encouraged to require presentations of teaching faculty applicants.

Paper and Pencil Tests

Paper and pencil tests must have both reliability and validity, as well as job relatedness.

Selection of Finalists

Upon completion of the interviews, the committee will recommend up to 5 finalists to the College
President. Written or verbal narrative descriptions of each finalist, indicating strengths, competencies and
other relevant information, e.g., statements about committee process or consensus, are submitted 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.

The committee co-chairs will complete and submit the following documents to Human Resources:

1. Interview Report Form, which identifies selected finalists and indicates specific reasons for selecting
or not recommending candidates as finalists.

2. Finalist Recommendation Form, listing the finalists in unranked order and signed by all committee
members is submitted to Human Resources.

3. All committee notes, forms and other screening materials are forwarded to Human Resources for
retention and storage.

The co-chairs will be responsible for conducting reference checks on all finalists. If a finalist is or has been a
District employee, at least one of the references should be a non-District source. If a screening committee
member has first-hand knowledge about a candidate that did not come out during the screening he/she may



request to be contacted as a reference. Reference checks will be conducted on all finalists prior to being
sent forward for final interview.

Final Interview and Selection

The College President or designee shall contact the recommended finalists and schedule the final
interview. A schedule of appointments will be sent to the Human Resources Department. The final
interviews will include the College President, appropriate vice-president, and the co-chairs.

The President will make the final recommendation to the Chancellor.

If the process fails to yield a successful candidate, the College President will consult with the Exeeutive Vice
Chancellor of Human Resources &Eduecational-Serviees to determine if the recruitment should be reopened
or abandoned.

Revised: April 20, 2015
Revised: September 19, 2016
Revised: XXXXXXX, 2018




AR 7120.2 Classified Employee (CSEA Bargaining Unit)
Recruitment and Selection

Position Authorization

Salaried positions are those with a 20 to 40 hours per week assignment. Percent of Contract and Hourly
positions are those with less than a 20 hour per week assignment and are not substitute or short term in
nature.

1. Replacement positions and new positions require the line administrator/supervisor to submit a
Personnel Requisition online.

Requests for new or restructured replacement positions at one of the colleges must be reviewed by
the appropriate President’s Council or by the District Council for District Office positions.

2. Class Specifications on file in the Human Resources Department will be used for the individual job
announcements. Any special needs (e.g., bilingualism, evening hours, or other requirements) not
included on the district class specification should be listed on the Personnel Requisition under special
requirements.

Job Announcement Preparation

A. The Vice Chancellor of Human Resources or designee reviews all Personnel Requisitions prior to the
preparation of the Job Announcement and if necessary, will meet with the requester to review and
clarify the criteria to ensure district compliance with the District Equal Employment Opportunity Plan.

B. The Human Resources Department prepares the Job Announcement and distributes it to appropriate
agencies, organizations and individuals.

Special Testing or Assessment

A. Special tests or assignments that will be required of all applicants (e.g., computer proficiency), will be
identified on the Job Announcement.

B. Any special testing or assessment recommended by the Screening Committee must be approved by the
Vice Chancellor of Human Resources or designee.

Announcement Procedures

A. The open application period is a minimum of 15 working days in order to provide adequate time for
effective recruitment. Following the closing date, the Vice Chancellor of Human Resources or designee
shall determine if an adequate applicant pool has been recruited. The closing date may be extended if
an adequate qualified pool is not achieved and additional recruitment efforts are required.

B. The Job Opportunities listing is emailed to all RSCCD email users.

C. Positions advertised “in —District only” are available only to current employees and employees on the 39
month rehire list. (Excluding short-term and substitute employees).

D. Current employees of the District wishing to be considered for open positions need to submit a district
application and meet all requirements of the applications process (excludes transfer opportunities).
Former employees, who are on the 39-month rehire list, shall be treated in this process as though they
were current employees.

E. Job announcements will include screening criteria to be used during paper screening and interviews.
This will include:



1. Educational experience (breadth and depth).

2. Working experience (breadth and depth).

3. Demonstrated ability to work cooperatively with others.

4. Bilingual ability (if needed).

5. Demonstrated experience in working with diverse socioeconomic communities.
6. Professional growth activities.

7. Specialized skills training.

8. Leadership skills.

9. Written and/or oral communication skills.

10. Presentation.

11. Problem solving.

Screening Committee Composition

A.

It is the responsibility of the hiring administrator to coordinate the development of the screening
committee. The committee shall consist of three (3) to seven (7) members, which includes as a
minimum: the chair, an Equal Employment Opportunity Monitor appointed by the chair in consultation
with the District Equal Employment Opportunity Officer or designee, and one non-management
classified employee. The chair shall notify the CSEA President of the CSEA unit members appointed to
the committee. It will be the responsibility of the CSEA President or designee to contact the chair within
two (2) working days if CSEA wants to appoint a representative to the committee. If trained, the chair
may serve as the Equal Employment Opportunity Monitor on the committee. The hiring administrator
shall ensure that representation on the committee is complete and the first committee meeting is
scheduled. The screening committee may elect a co-chair to work with the chair. All members of the
Screening Committee must have attended EEO / Diversity training within the last two (2) years unless
the Vice Chancellor, Human Resources, grants an exception.

The complete list of committee members is forwarded to the Human Resources Department. The Equal
Employment Opportunity Officer or designee will review the committee composition for appropriate
diversity and to ensure that screening committee members are not applicants or related to any
applicant by blood, marriage or domestic partnership. If modification to committee membership is
required, the Equal Employment Opportunity Officer or designee will consult with the screening
committee chair.

Scheduling

The chair will convene the initial meeting of the committee. Screening committees are responsible for
scheduling their own meetings for the purposes of planning, screening, interviewing and deliberations.

Orientation

The Equal Employment Opportunity Officer or designee shall orient the screening committee before
screening begins. The purpose of this orientation is to familiarize the members with:

e The role of the Human Resources Department in the recruitment, selection and placement process
e resources available to the committee

e the role of the Equal Employment Opportunity Monitor

e the charge of the committee, as well as the legal obligations and liabilities

e any other items of interest to the membership



Responsibilities

Screening committees recommend finalists to the appropriate hiring administrator. As such, in the
screening process, each is acting as an agent of the Board of Trustees. Therefore, it is important for
members to know how screening processes work, to maintain the confidentiality of the deliberations and to
follow EEO guidelines. Should individual committee members be named as defendants in a complaint or
lawsuit, the Board will indemnify those members, provided each has followed prescribed policy and
processes in executing his/her committee responsibilities. Screening committee members are expressly
prohibited from meeting or conferring with one another outside of scheduled meetings to discuss any
candidates or issues related to the screening process. All discussions of candidates or screening-related
issues must occur with the entire committee at a scheduled meeting.

Committee members must submit all notes, screening forms or other screening materials to the chair at the
conclusion of the screening process. These will be submitted to Human Resources for retention and storage.
Should future complaints or lawsuits be filed, the notes, forms and/or other material will be made available
to the committee members.

Persons serving on screening committees shall participate in both phases of the screening tasks (application
materials screening, i.e., paper screening, and the interview phase). Any exceptions should be based on
factors that do not adversely affect EEO, e.g., a subject matter expert is engaged to evaluate technical
interview responses. Exceptions must be approved by the District EEO Officer or designee.

The role of the Equal Employment Opportunity Monitor on the screening committee will be the following:

1. Serve as a voting member of the committee.

2. Monitor the screening process for adherence to established personnel procedures and practices.

3. Serve as a resource in the area of equal employment opportunity.

4. Serve as a liaison between the committee and the Human Resources Department to address issues

and concerns regarding equal opportunity. If the EEO Monitor resigns from the committee, the
chair will contact the Equal Employment Opportunity Officer or designee to find a replacement.

If a committee member has concerns about the screening process, those concerns should be brought to the
EEO Monitor. If the EEO Monitor is unable to address the concerns, the committee member should bring the
concerns to the chair and the District EEO Officer or designee.

Committee Procedures

The committee will establish the screening process, calendar, screening criteria, interview questions, and
any other employment tests before paper screening begins.

In consultation with the committee, the chair will determine if the prepared set of questions is to be (a)
given to the interviewees prior to the interview, (b) given to the interviewees during the interview session,
or (c) asked of the interviewees during the interview. The preference of the committee shall be
communicated to the Human Resources Department.

All interview questions shall be job-related. The questions should be based on the criteria for selection as
published on the job announcement. The approved questions shall be asked consistently of all applicants.
Follow-up questions may be asked to clarify a response given by an applicant if the response is unclear or if
the candidate obviously misunderstood the question.

The Screening Committee is responsible for developing and administering any special testing or
assessments, with the exception of the clerical skills evaluation, which is administered by Human Resources.

As a standard procedure, the Vice Chancellor of Human Resources or designee reviews all questions, special
tests or assessments to ensure compliance with District and federal regulations. When appropriate, the Vice
Chancellor of Human Resources or designee will consult with the chair on items in question.



The committee will attempt to reach consensus regarding the selection of candidates. Consensus is defined
as unanimity. Prior to paper screening, the committee must agree by 2/3 majority on a procedure to follow
if consensus cannot be reached. Some suggestions for the committee to consider are:

*Super majority (e.g. 2/3 majority)
*Simple majority

The committee must provide job-related reasons for the non-selection of applicants.

Paper Screening

A.

D.

Paper screening will be scheduled following the close of the application period. The screening packet will
be transmitted electronically to the chair.

It is the responsibility of the chair to review the Job Announcement with the committee highlighting
specific requirements and qualifications, screening criteria, the paper screening process, interview
questions, other screening options, and the method of choosing candidates. Screening at this point in
the process must be based solely on the application materials submitted.

Utilizing the Paper Screening Review Form, the committee shall review all applications and evaluate
them on the basis of job-related qualifications and competencies. Evaluation criteria must be applied
consistently to all candidates. Applicants not selected for an interview shall have at least one job-
related deficiency.

The committee will complete a Paper Screening Review Form indicating those to be interviewed.

Paper Screening Process — Review and Follow-up

A.

The Vice Chancellor of Human Resources or designee will review materials submitted by the committee
to ensure consistency of screening criteria and the reasons for recommending or not recommending
applicants for interviews.

The Human Resources Department will coordinate the scheduling of interviews.

Interviews will be scheduled no sooner than 5 working days following receipt of the paper screening
materials in the Human Resources Department.

Interviews

A.

D.

Before interviews begin, the committee shall decide how finalists will be selected should consensus not
be possible. Sufficient time should be provided to allow a proper assessment of the candidate’s
qualifications.

The interview packet will be transmitted electronically to the chair.

Following the interview process, the committee will consider the qualifications of those interviewed and
will submit an unranked list of finalists to the Human Resources Department. The chair shall indicate on
the Interview Report Form specific reasons for not recommending applicants as finalists. No less than
two finalists should be recommended to the hiring administrator, unless written justification is provided
by the committee to the hiring administrator. Upon submission of the Interview Report Form and the
Finalist Recommendation Form to the Vice Chancellor of Human Resources or designee for review, the
hiring administrator may initiate the reference check process.

There may be a final interview, which shall be scheduled and conducted by the hiring administrator.

Reference Check Process

A.

It is the responsibility of the Human Resources Department to ensure that reference checks are made
on all recommended finalists using the standard Reference Check form. Additional questions may be
added to the form, as long as the question(s) is (are) asked about all finalists. In such cases, all
additional questions shall be reviewed and approved by the Vice Chancellor of Human Resources or



designee. The hiring administrator shall be responsible for the reference check process. The co-chair
may conduct the reference checking in conjunction with the hiring administrator.

Selection and Recommendation

A. The hiring administrator will review the recommendations of the committee and submit to the Human
Resources Department a list of acceptable candidates in ranked order, along with reference checks and
application packets.

B. The Human Resources Department shall contact the top candidate and offer the position. If the first
candidate does not accept the offer, the Human Resources Department will consult with the hiring
Administrator to determine if another candidate will be selected or if the position will be reopened.

Notification of Employment

The Human Resources Department will notify the program administrator of the candidate’s acceptance.

Board Approval

A. Candidates recommended for hire are submitted to the Board of Trustees at the first regularly scheduled
meeting following acceptance of the position.

B. Placement on the salary schedule is based on the approved Salary Schedule provisions and reviewed by
the Vice Chancellor of Human Resources or designee.

C. The Human Resources Department notifies the successful candidate in writing of favorable Board action
and salary placement.

Revised: August 20, 2015
Revised: September 19, 2016
Revised: XXXXXXXX, 2018




AR 7120.3 Management Recruitment and Selection

SECTION 1
RECRUITMENT
Requisitions

New and replacement management positions require the line administrator to submit a Personnel Requisition
online. All new positions will be reviewed through the normal college or District participatory governance
process and recommended to the Chancellor by the responsible College President or Vice Chancellor.

An interim appointment not to exceed two years may be made before the regular selection process is
initiated and completed. Such appointments shall be made by the Chancellor or College President. Regular
hiring procedures must be completed within two years after the interim appointment has been made.

Announcement Procedures

The Vice Chancellor of Human Resources or designee will review each approved Personnel Requisition prior
to the preparation of the Job Announcement. When appropriate, the Vice Chancellor of Human Resources or
designee will meet with the requester to review and clarify special requests, job descriptions, minimum
qualifications, or other aspects of the opening. Any new or revised position descriptions shall be submitted
to the Board of Trustees for approval. Following this review, the Human Resources Department will prepare
the Job Announcement. The requester will be notified and provided three working days to review the Job
Announcement before posting and distribution. Any substantive changes initiated by Human Resources
Department will be discussed with the requester prior to posting.

Each Job Announcement will include the:

job title

department

location

special funding information

desired starting date

a description of the position (responsibilities)
minimum qualifications

other requirements

salary information

a brief description of benefits available
screening criteria

method of application

the specific employment tests that will or might be used in the screening process

The Human Resources Department will post and advertise the Job Announcement to the RSCCD website,
CCC Registry and a variety of agencies, organizations, publications, and websites. The Job Opportunities
listing will be distributed to all RSCCD email users. Additional distribution may be decided in consultation
with the appropriate President, or when hiring a district administrator, the Chancellor depending on available
resources, time constraints, and need. The Human Resources Department shall prepare and make the
necessary arrangements for all advertising.

The open application period is a minimum of 20 working days in order to provide adequate time for effective
recruitment. After the closing date, the Equal Employment Opportunity Officer or designee shall determine
if an adequate applicant pool has been recruited. The closing date may be extended if an adequate pool is
not achieved and additional recruitment efforts are required. In such cases, the College President,



Chancellor and/or chair of the screening committee will be consulted, and applicants on file will be notified of
the extended filing period. If a priority date system is used (e.g. the position is advertised as “open until
filled”) screening may begin after the Equal Employment Opportunity Officer determines that there is an
adequate applicant pool. In special cases (sudden resignation, death, special projects, etc.), the time line
and selection process may need modification due to business necessity. In all such cases the College
President, or when hiring a district administrator, the Chancellor or designee, may recommend a modified
process to the Vice Chancellor of Human Resources or designee.

Position openings will normally require distribution of the job announcement outside the District. Exceptions
require written request and justification. Exceptions shall be approved by the Equal Employment
Opportunity Officer or designee. The open application period for internal recruitment is a minimum of ten
working days. Job announcements will be emailed to all email users.

SECTION 2
APPLICATION PROCESS

Application Materials

All applicants, internal or external, must submit the online application, resume, and all supplemental
materials prescribed on the Job Announcement to be considered for an opening. Applicants must apply
separately for each opening unless an exception has been created for a specific position and is clearly
explained on the job announcement.

SECTION 3
SCREENING COMMITTEES

Membership

Screening committee membership is a vital part of an employee's job within the District. It is a major factor
in shaping the future of the institution.

The screening committee chair will be the College President, Vice Chancellor or designee. The screening
committee chair will consult with the appropriate Academic Senate President(s) and CSEA President to
discuss the ideal representation of each constituency group, the possible inclusion of a faculty or classified
co-chair as well as other relevant matters related to the position. Following consultation, the Chair will
determine the composition of the screening committee, which may include appropriate administrators,
appropriate campus group representation, area specialists, students, and community members. All
members of the Screening Committee must have attended EEO / Diversity training within the last two (2)
years unless the Vice Chancellor, Human Resources, grants an exception.

Campus groups appointing representatives to the screening committee will be notified of management
vacancies by the chair. The President of the Academic Senate or designee shall appoint the faculty
representative(s) and the CSEA President or designee shall appoint the classified representative(s) to the
screening committee. An Equal Employment Opportunity Monitor shall be appointed by the Chair in
consultation with the District Equal Employment Officer or designee. The Chair may appoint additional
administrators, classified managers, area specialists, students, and community members as appropriate.

The complete list of committee members will be submitted by the Chair to the College President/Vice
Chancellor for review and then forwarded to the Human Resources Department.

The Equal Employment Opportunity Officer or designee will review the committee composition for
appropriate diversity and to ensure that screening committee members are not applicants or related to any
applicant by blood, marriage or domestic partnership. If modification to committee membership is required,
the Equal Employment Opportunity Officer or designee will consult with the screening committee chair.



Orientation

The Equal Employment Opportunity Officer or designee shall orient the screening committee before
screening begins. The purpose of this orientation is to familiarize the members with:

e The role of the Human Resources Department in the recruitment, selection and placement process.
e resources available to the committee

e the role of the Equal Employment Opportunity Monitor

e the charge of the committee, as well as the legal obligations and liabilities

e any other items of interest to the membership.

Responsibilities

Screening committees recommend finalists to the appropriate President/Vice Chancellor or designee. As
such, in the screening process, each is acting as an agent of the Board of Trustees. Therefore, it is
important for members to know how screening processes work, to maintain the confidentiality of the
deliberations and to follow equal employment opportunity guidelines. Should individual committee members
be named as defendants in a complaint or lawsuit, the Board will indemnify those members, provided each
has followed prescribed policy and processes in executing his/her committee responsibilities. Screening
committee members are expressly prohibited from meeting or conferring with one another outside of
scheduled meetings to discuss any candidates or issues related to the screening process. All discussions of
candidates or screening-related issues must occur with the entire committee at a scheduled meeting.

Committee members must submit all notes, screening forms or other screening materials to the chair at the
conclusion of the screening process. These will be submitted to Human Resources for retention and storage.
Should future complaints or lawsuits be filed, the notes, forms and/or other material will be made available
to the committee members.

Persons serving on screening committees shall participate in both phases of the screening tasks (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. Exceptions must be approved by the District EEO Officer or
designee.

The role of the Equal Employment Opportunity Monitor will include the following:

e serve as a voting member of the committee

e monitor the selection process for adherence to established procedures and sound personnel
practices

e serve as a resource in the areas of EEO

e serve as liaison, as necessary, between the committee and the Human Resources Department and
the Equal Employment Opportunity Officer to address issues and concerns as related to the
screening process

e if the EEO Monitor resigns from the committee, the chair will contact the District EEO Officer or
designee to find a replacement

If a committee member has concerns about the screening process. Those concerns should be brought to
the EEO Monitor. If the EEO Monitor is unable to address the concerns, the committee member should bring
the concerns to the chair and the District EEO Officer or designee.

Committee Procedures

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

The committee will attempt to reach consensus regarding the selection of candidates. Consensus is defined
as unanimity. Prior to paper screening, the committee must agree by 2/3 majority on a procedure to follow



if consensus cannot be reached. Some suggestions for the committee to consider are:
*Super majority (e.g. 2/3 majority)
*Simple majority

The committee must provide job-related reasons for the non-selection of all applicants.

Schedulin

Screening committees are responsible for scheduling meetings for the purposes of planning, screening,
interviewing and deliberation. Every effort shall be made to schedule screening committee meetings to
accommodate schedules of committee members. Classified staff should be encouraged by their supervisors
to accept screening committee membership or serve as an Equal Employment Opportunity Monitor.

Whenever possible, meetings should be scheduled during the regular Fall/Spring faculty work year. A
faculty member may be compensated for meetings scheduled outside of the Fall/Spring semesters or a
Summer/Intersession during which the faculty are not assigned.

SECTION 4
SCREENING PROCESS

Paper Screening

All requirements set for applicants can be viewed as employment tests by the courts, e.g., application
forms, minimum application material requirements, written samples, transcripts, etc. Therefore, it is
imperative that everything requested of applicants be directly relevant to the position and be a reliable
predictor of success in the position. If there are qualifications required or preferred that are not addressed
by the application form, consideration should be given to using a supplemental application form.

In addition to the requirements and responsibilities listed, the following criteria (as appropriate) may be
considered in selecting candidates:

Educational experience breadth and depth.

Work experience breadth and depth.

Demonstrated leadership capabilities.

Program development.

Community involvement.

Demonstrated experience in working with a diverse socioeconomic community.
Demonstrated ability to work cooperatively with others.
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Applicants selected for an interview may be required to take additional tests or assessments and will be
notified of such prior to the date of interview.

The committee will use the approved screening criteria to select candidates for interview. Screening at this
point in the process must be based solely on the application materials submitted.

At the completion of paper screening, the chair shall provide the following reports to the Human Resources
Department:

1. Screening Review Form — identifies the selected candidates and the reasons for the non-selection of
all other candidates.

2. Screening certification Form— identifies the dates, locations, times and instructions for the
Interviews.

3. Proposed interview questions, employment tests and descriptions of any demonstrations.



Interviews

Interviews may also be viewed by the courts as employment tests. The Human Resources Department will
review all interview questions and related screening activities for reliability and validity, as well as
conformity to EEO guidelines. Interviews will normally be scheduled no earlier than five (5) working days
following the receipt of the screening materials in the Human Resources Department. It is the responsibility
of the Human Resources Department to contact applicants and set up interview times.

Sufficient time should be provided to allow a proper assessment of the candidate’s qualifications (a minimum
of a 30-minute time period should be allocated for each candidate). The interview packet will be transmitted
electronically to the chair.

Interview questions must be job related and should be tests of a candidate’s knowledge and abilities, as well
as being reflective of minimum, required and preferred qualifications. During the actual interviews by the
screening committee, the same questions shall be asked of all candidates. Follow-up questions are
discouraged, but may be asked if a response is unclear or the candidate obviously misunderstood the
questions. Consistency across candidates is of utmost importance in defending the screening process.

During the interview session, those selected may, in addition to the above, be evaluated on the following
factors.

Oral communication skills

Presentation

Problem solving skills

Successful problem solving or performance demonstration
Writing skills/demonstration

aorLNE

Writing Samples:

Requiring a writing sample can be an effective means of evaluating writing ability and can be accomplished
in one of three ways:

1. Requesting a writing sample as part of the original application requirements.

2. Requesting a written report or hypothetical problem solving situation be prepared and brought to
the interview.

3. By incorporating a written exercise as part of the interview process, e.g., immediately preceding or
following the oral questions.

Presentations
Presentations can be an important evaluation technique for the screening committee. Screening committees
are encouraged to require presentations of applicants. Presentations would reflect typical working situations

the candidate would encounter in the job for which they are applying.

Paper and Pencil Tests

Paper and pencil tests must have both reliability and validity, as well as job-relatedness.

SECTION 5
RECOMMENDATIONS

Following the interview process, the committee will consider the qualifications of those interviewed and will
recommend a minimum of two unranked finalists to the Human Resources Department using the Interview
Report Form. The Exeeutive Vice Chancellor of Human Resources and-Educational-Services or designee shall
review the Interview Report Form and consult with the chair if there are any questions regarding committee



recommendations. If the committee cannot recommend at least two finalists, it will provide the College
President/Vice Chancellor or designee with written rationale for its recommendation.

The chair may proceed with the reference check process while the review is in progress. The chair and
committee shall determine those to be contacted as references. The recommended finalists' Reference
Check Forms, shall be submitted to the College President/Vice Chancellor or designee.

The committee co-chairs will complete and submit the following documents to Human Resources:

1. Interview Report Form, which identifies selected finalists and indicates specific reasons for selecting
or not recommending candidates as finalists.

2. Finalist Recommendation Form, listing the finalists in unranked order and signed by all committee
members.

3. All committee notes, forms and other screening materials for retention and storage.

SECTION 6
FINAL INTERVIEW AND SELECTION

The hiring administrator’s office shall contact the finalists and schedule interview appointments. The final
interview may include other administrators or a representative from the screening committee at the
discretion of the hiring administrator.

Following the final interviews, the hiring administrator shall provide the Human Resources Department with
the name of the individual who will be recommended to the Board of Trustees and will submit all screening
materials and forms to Human Resources for retention.

The successful finalist will be personally informed by the College President, Vice Chancellor, or designee. It
is also the responsibility of the College President, Chancellor or designee to personally contact unsuccessful
finalists.

SECTION 7
UNSUCCESSFUL SEARCHES

When a recruitment fails to yield a sufficient number of candidates who meet minimum qualifications or
established criteria for interview or selection, the College President/Vice Chancellor and the Exeeutive Vice
Chancellor of Human Resources and-Eduecational-Serviees will determine if the search will continue, be
extended, deferred to a later date or abandoned.

Revised: February 16, 2016
Revised: September 19, 2016
Revised: XXXXXXX, 2018




RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
REORGANIZATION REQUEST FORM ‘
10549
Number # ¥
Assigned by Human RaSources

Use this form and the reorganization process to make a permanent personnel change in your program or department. If proposing a new and/or
change of position, please attach a cost of position worksheet.

District Office / Human Resources

Site/Department/Division:
Manager/Supervisor: Alistair Winter
Position(s) affected:
CURRENT POSITION PROPOSED POSITION
N/A Intermediate Clerk / P/ ‘T/) 'lO\ H/f (AM
2 /
Current annual salary/benefits cost $ 0 Proposed annual salary/benefits cost $ 18,919.61

Specify budget impact — include exact amounts or the best available estimate and the source of funding:

GENERAL FUNDS RESTRICTED FUNDS l:l
Cost of this position will be added to budget assumptions of the 18/19 buggeg as a new ongoing cost. 4

(Attach necessary budget change forms) C'{Nnr’ ef,r') CARISET e

Source of funding (account numbers):

Reason for reorganization:

There is significant amount of clerical work required to allow Human Resources to function effectively. Currently there is not enough time
for the HR techs and HR analysts to carry out this role. This new P/T position will allow the clerical work to be completed.

Will there be duties and/or responsibilities that will no longer be performedi/required in this department/division?
No Yes If yes, please explain below.

Does this change affect more than one department/division? No Yes D If yes, please explain below.

Please note: You are required to attach both current and proposgd organization charts (highlighting all positions affected, both current and proposed) with

this form.
Date: /Z. "7-‘/—7

Submitted by (District Cabinet Member):

_SIGNATURES AND/OR REVIEW DATES | .,, ‘

/ l 4 [ \
af Resopr (Signature/Date): \/ Business Operations/& Fiseal Bervices (Signature/Date):
NS = 12l=z iz (=0,

Resource Development (Signature/Date — Only for Restricted Funds)

COLLEGE POSITIONS DISTRICT POSITIONS
President’s Council Approval (Signature/Date): | -Chancell binet épp‘rﬁral (Signature/Date):
C e -
Chancellor's Cabinet Approval (Signature/Date): CWOUM]I Approval (Signature/Date):
CSEA (Signature/Date): CSEA (Signature/Date):

Property of RSCCD/Human Resources Revised 03/2014



RSCCD

COST OF NEW POSITION - CLASSIFIED 19 HOURS OR LESS and SHORT TERM

POSITION TITLE Intermediate Clerk
ANNUAL
GRAD & STEP COST
0 HRS/52 WEEKS

Grade 5 Step 3 $ 17.62 988.00 | § 17,408.56
SALARY RELATED BENEFIT BENEFIT
TAX/BENEFITS RATE COST
PARS or PERS (see below) 1.300% 226.31
MEDICARE 1.450% 252.42
UNEMPLOYMENT 0.050% 8.70
WORKERS COMP 2.250% 391.69
ACTIVE RET. INS. COST 3.630% 631.93
TOTAL TAX & BENEFIT COST 8.680%($ 1,511.05 |8 1,511.05
TOTAL SALARY & BENEFIT COST $§ 18,919.61
TOTAL COST OF POSITION $ 18,919.61
BENEFITS = |s  1,511.05 |
BENEFIT COST AS A PERCENT OF CONTRACT = | 8.68%
PERS 15.531% 2,703.72
Soc. Sec. 6.200% 1,079.33

Some part-time classified are members of PERS and would then have PERS of 15.531% and Soc. Sec. of 6.2%
instead of PARS of 1.3 %

Page 7 -4
12/5/2017



Rancho Santiago Community College District

HUMAN RESOURCES DEPARTMENT

Vice Chancellor
Human Resources
Interim — JUDYANNE CHITLIK

Executive Secretary
MIRELA DORIN

Assistant Vice Chancellor
Human Resources
ALISTAIR WINTER

* PROPOSED

Assistant to the Vice Chancellor
Human Resources
(Confidential)

ELVIA GARCIA

Director Information
Systems
JOHN BIRK

Human Resources Analyst
(Confidential)
PENNY WILKERSON
CAROL PEREZ
LINDA HONDA

Draft Human Resources_IntClk 12/5/2017

Director Employment
Services, Equity & Diversity
ELOUISE MARASIGAN

Human Resources
Technician
VERONICA DUENAS
RENE BEIZA VARGAS

Human Resources
Technician
ANNA TRAN
MARIA GARCIA

I Intermediate Clerk
| VACANT (19H/12M) |

Limim i im e - — -

Risk Management
Manager
DONALD MAUS

See Separate Org Chart




RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT
REORGANIZATION REQUEST FORM

Number # \ O(O(—/)

Assigned by Human Resoumdes

Use this form and the reorganization process to make a permanent personnel change in your program or department. If proposing a new and/or
change of position, please attach a cost of position worksheet.

Site/Department/Division: District Office / Human Resources

Judy Chitlik

Manager/Supervisor:

Position(s) affected:

CURRENT POSITION PROPOSED POSITION
N/A District Administrator Institutional Equity, Compliance and Title IX
Current annual salary/benefits cost $ 0 Proposed annual salary/benefits cost $ 222,984-4+7 $2,Z, ’ g 75
Specify budget impact — include exact amounts or the best available estimate and the source of funding:
GENERAL FUNDS . RESTRICTED FUNDS I:I

Cost of this position will be added to budget assumptions of the 18/19 budget as a new ongoing cost.

Source of funding (account numbers):
(Attach necessary budget change forms)

Reason for reorganization:

Over the past number of years there has been a significant increase in compliance realted to equal employment, litigation, Title 5, ADA and
Title IX. This increased regulatory requirements has placed significant pressure on HR and current staff. As a result, there is a need for an
additional high level administrator to deal with these requirements. This new position will assume responsibility for the regulatory
requirements, discrimination investigations, Title IX investigations and training across the District. They will also be identified as the ADA
coordinator and the Title IX coordinator for the District.

Will there be duties and/or responsibilities that will no longer be performed/required in this department/division?
No Yes If yes, please explain below.

Does this change affect more than one department/division? No Yes |___| If yes, please explain below.

Please note: You are required to attach both current and proposed organization charts (highlighting all positions affected, both current and proposed) with
this form.

Submitted by (District Cabinet Member): L AL~ W/C— Date: 27 =
n [ / | 7z K 7

SIGNATYRES AND/OR REVIEW DATES

Huryzﬁﬁ)um s rgnature/w Business Operations & f dfl cés (Srgnature/Dai (
\
cjé. MQ'; 123 13- \ Al

Resource Development (Signature/Date — Only for Restricted Funds)

COLLEGE POSITIONS _DISTRICT POSITIONS
President’s Council Approval (Signature/Date): Cha ellor bII"I pp! i nature/Date)
/.L//g’/t
Chancellor's Cabinet Approval (Signature/Date): Chantetief's Councumﬁ'rovai ifnature/Date):
CSEA (Signature/Date): CSEA (Signature/Date):

Property of RSCCD/Human Resources Revised 03/2014



RSCCD

COST OF NEW POSITION - CLASSIFIED CONTRACT

POSITION TITLE District Administrator Institutional Equity/Compliance and Title [V
MONTHLY NO OF ANNUAL
GRADE & STEP RATE MONTHS COST
Estimate A/4 $ 12,698.12 12 § 152,377.44

SALARY RELATED BENEFIT BENEFIT

TAX/BENEFITS RATE COST

PERS 15.531% 23,665.74

SOCIAL SECURITY 6.200% 9,447.40

MEDICARE 1.450% 2,209.47
UNEMPLOYMENT 0.050% 76.19

WORKERS COMP 2.250% 3,428.49

ACTIVE RET. INS. COST 3.630% 5,531.30

TOTAL TAX & BENEFIT COST 29.111%| $ 44,35859 | § 44,358.59
TOTAL SALARY & BENEFIT COST $ 196,736.03
FRINGE BENEFITS BENEFIT BENEFIT

COST RATE COST

FRINGE BENEFITS (CSEA only) -

SOCIAL SECURITY 6.200% -

MEDICARE 1.450% -

UNEMPLOYMENT 0.050% -

WORKERS COMP 2.250% -

ACTIVE RET. INS. COST 3.630% -

TOTAL FRINGE BENEFIT COST 13.580%| $ - 3 -
|INSURANCE BENEFITS |

LIFE INSURANCE (ANNUAL OR $50,000 minimum)

(Annual Life Insurance X $0.19/1000 X 12 Months) § 152,377.44 347.42

MEDICAL INSURANCE (see below) 32,091.72

TOTAL INSURANCE COST 32,439.14 | § 32,439.14
TOTAL COST OF POSITION $ 229,175.17
BENEFITS = [s 76,797.73 |

BENEFIT COST AS A PERCENT OF CONTRACT = | 50.40%|
Admn., Superv/Mang. & Conf. (including Fringe amount) 32,091.72

CSEA 26,974.32

Page 7-2
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