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Agenda 

5 March 2019 

1:30 – 3:00 p.m. 

Academic Senate Room A-211 

 

I  Welcome 

 

II  Approval of the Minutes 

 

 A 19 February 2019 

  

III Public Comments (2 minute limit per person) 

 

IV AS Executive Board Reports (5 minutes) 

 

V  ASG Report (5 minutes) 

 

VI Summary Reports (2 minutes) 

 

VII Discussion Items  

 

A Open Educational Resources Survey (5 minutes) OER Liaison, Professor Daugherty 

and Vice President Flores will discuss faculty participation in a forthcoming survey. 

 

B Classroom Culture Posting (15 minutes) President DeCarbo will report the legal 

issues posed by the proposed posting. 

 

C Non-tenured faculty serving on hiring committees (15 minutes) Secretary/Treasurer 

Mettler will lead the discussion regarding whether there is policy or practice with 

non-tenured faculty serving on hiring committees. 

 

D Guided Pathways MEMO from Chancellor (15 minutes) President DeCarbo will 

review the memorandum from the State Chancellor regarding Guided Pathways and 

the implications for SCC. 

 

E Proposed Examples of Opportunities for Professional Development (10 minutes) 

Professor Jones will present a proposed document from the Professional 

Development Committee. 

 

E Faculty concerns to be addressed by FARSCCD (10 minutes) FARSCCD President 

Rabii will solicit feedback from faculty regarding classroom concerns they would 

like addressed in the next round of contract negotiations. 

 

 

    

 

 

 

 

 

 

 

 

 
 

 

Santiago Canyon College is an innovative learning community dedicated to intellectual and   personal growth. 

Our purpose is to foster student success and to help students achieve these core outcomes: to learn, to act, to 

communicate and to think critically. We are committed to  maintaining standards of excellence and providing the 

following to our diverse community: courses, certificates, and degrees that are accessible, applicable,  and 

engaging.  (Approved 12/05/17)  
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Taylor, Michael 

 
 

 

Mettler, Mary   

 
  

Diaz, Darlene   



BP 2410 Board Policies and Administrative Regulations 

Reference: Education Code Section 70902; 

ACCJC Accreditation Standards IV.C.7, IV.D.4, I.B.7, and I.C.5 (formerly IV.B.1.b & e) 

 
The Board may adopt such policies as are authorized by law or determined by the Board to be necessary for the efficient operation 

of the District. Board policies are intended to be statements of intent by the Board on a specific issue within its subject matter jurisdiction. 

The policies have been written to be consistent with provisions of law, but do not encompass all laws relating to District activities. 

All District employees are expected to know of and observe all provisions of law pertinent to their job responsibilities. 

Policies of the Board may be adopted, revised, added to, or amended at any regular board meeting by a majority vote.  Any adoption 

and/or approval of new Board policies or changes to existing Board policies must take place as part of a two meeting approval process. 

The first meeting will be considered the "FIRST READING, INFORMATION ONLY" of the policy or change to existing policy for 

the purpose of review, questions and answers, and other considerations of the recommendation. At the second meeting, it will 

be considered the "SECOND READING, ACTION ITEM." The Board will consider the item for action, which may have been modified 

at either the first or second reading.  If the modification at the second reading is major, as determined by the Board, such a reading will 

be termed a first reading and introduced at a subsequent Board meeting as a second reading.  The Board shall regularly assess its policies 

for effectiveness in fulfilling the District's mission. 

The RSCCD Board of Trustees believes that a major trustee role is to set policy for the District. In setting policy, the Board wants 

to create and work within a participatory environment with respect for students and all employee groups. For developing policies 

regarding the academic and professional matters numbered 1, 2, 3, 5, and 8, the Board will consult collegially with the faculty by relying 

primarily on the advice and judgment of the Academic Senate (per previous agreement with the Senate).* 

For developing policy regarding the other five academic and professional matters, the Board will consult with the faculty through 

the mutual agreement process previously agreed upon. At RSCCD, the mutual agreement process is the use of the shared governance 

structure consisting of councils, committees, and the District Council. Further, representatives of staff and student groups are encouraged 

to work within the established processes to address the issues of the District. 

The Board of Trustees values consensus building; however, it realizes its legal responsibility to make final decisions regarding policy. 

 
*For the following items the Board of Trustees will rely primarily upon the advice of the Academic Senate: 

1) Curriculum, including establishing prerequisites and placing courses within disciplines;  
2)  Degree and certificate requirements;  
3)  Grading policies;  
5)   Standard or policies regarding student preparation and success;  
8)  Policies for faculty professional development activities; 

For the following items, the Board of Trustees will come to mutual agreement with the Academic Senate: 

4) Educational program development;  
6) District and college governance structures, as related to faculty roles;  
7)  Faculty roles and involvement in accreditation processes, including self study and annual reports;  
9) Processes for program review;  
10)  Processes for institutional planning and budget development. 

 
Administrative regulations are to be issued by the Chancellor as statements of method to be used in implementing Board Policy. 

Such administrative regulations shall be consistent with the intent of Board Policy. Administrative regulations may be revised as deemed 

necessary by the Chancellor.  The Board reserves the right to direct revisions of the administrative regulations should they, in the Board's 

judgment, be inconsistent with the Board's own policies. 

Copies of all board policies and administrative regulations shall be readily available to District employees through the District website. 

 
Revised and Retitled:  June 15, 2015 (Previously BP9001 and BP9023) 
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Senators Present 
Emma Breeden 
Maria Chaidez 
Ricardo Chavez  
Phillip Crabill  
Cale Crammer 
Shawn Cummins 
Steven Deeley 
Lisa Dela Cusack 
Alicia Frost 
Alana Gates 
Melissa Govea 
Song Graham 
Scott Howell 
Kim Johnson 
Vanessa Jones 
Daniel Oase 
Eden Quimzon 
Andy Salcido 
Randy Scott 

Shereen Siddiqui 
Yanina Valdos 
 
Senate Executive Board Present 
President Michael DeCarbo 
Vice President Mike Taylor 
Secretary/Treasurer Mary Mettler 
CIC Chair Darlene Diaz 
 
Senators Absent 
Barbara Sproat 
 
ASG Representative 
Vincent Vargas 
 
Guests  
Scott James 
Ryan Murphy 
Lieutenant Manny Pacheco 

 
I. Welcome 

 
II.   Approval of the Minutes 

A. Approval of the minutes from the December 4, 2018 senate meeting (Deeley/Gates).  Passed, 
no dissent. 

B. Approval of the minutes from the February 6, 2019 senate retreat (Deeley/Gates).  Passed, no 
dissent. 
 

III.  Public Comments 
A. Professor Dela Cusack informed the Senate that Professor Corinna Evett won the Hayward 

Award!!! 
B. Professor Crabill had a request from a constituent who wanted to know if SCC would be 

participating in the IEPI Strategic Enrollment Management Program. 
 

IV. AS Executive Board Reports 
President 
A. Upon consultation, it was decided that SCC would not participate in the Strategic Enrollment 

Management Program.  Reasons include: SCC is currently focusing on rolling out eLumen; does 
not have the leadership to take from other responsibilities in order to participate; and the 
District Offices IEPI has an enrollment management component.  

B. There is currently not enough money in the state budget to fund every colleges’ budgets for the 
Student Centered Funding Formula; however, any adjustments to the state budget will not 
likely have an impact at SCC and RSCCD. 

C. The state Guided Pathways (GP) has a new self-assessment that is initially due April 30th and a 
completed assessment September 30th.   At SCC the GP clusters will be meeting soon.   

 
Vice President 
A. SCC Committee Faculty needs are as follows:   

o District Sustainability – 1 faculty 
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o Enrollment Management – 1 AHSS 
o Professional development – 1 faculty 
o Student Conduct - 1st meeting in March 

� 1 Business & CTE 
� 1 Institutional Effectiveness Library  
� 1 Math & Science 
� 1Equity Co-Coordinator or designee 
� 1 Psychological Services, Psychology or Counseling 

 
Secretary/Treasurer 
A. No report 

 
CIC / Enrollment 
A. All SCC courses were migrated into the production site of eLumen last Friday. 
B. All courses must be reviewed and approved before programs are migrated over.    
C. Curriculum is placed on hold for now and there will be an email sent out to faculty soon.  

 
V. ASG Report 

A. ASG had Welcome Week events and gave out food and school supplies.   
B. ASG sold over 100 chocolate roses as a fundraiser.   
C. On March 8th there will be an ASG 101 training for new ASG members.   
D. This Thursday, February 21st will be the first ASG executive meeting of the spring semester.     

 
VI.  Summary Reports 

A. Rather than moving forward individual resolutions for minor changes to committee membership 
and descriptions the Academic Senate will move forward multiple committee changes as a single 
resolution.   

 
VIII. Discussion Items 

A. Disaster Response Training  
Lieutenant Pacheco provided updates regarding SCC emergency training and preparedness.  
Points covered included: 
1. There will be two emergency/earthquake drills on March 27th, one at 10:20 a.m. and the 

other at 7:20 p.m. 
2. Only three people attended the Professional Development Week Active Shooter Training 

talk.   
3. National Incident Command Training is mandatory for administrators and this Friday will be 

a simulation for administrators.   
4. Administration feels that faculty need to participate in Disaster Response Training.  This 

training will be provided by an outside agency and will be four hours long.  Lieutenant 
Pacheco requested feedback as to how to get the most SCC faculty participants.  Faculty 
thought that one four-hour training on a Friday would be best.  Food would also be a good 
motivator for participation.  After seeing that Fridays for the spring semester are already 
booked with activities, it appears that a fall training would be best.  
 

B. Open Educational Resources Survey – Postponed 
  

C.  California Virtual Campus (CVC) 
Professor James explained the plan to expand online offerings for all community college 
students across the state.  The California Virtual Campus (CVC) is the website where all online 
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community college classes are available for the state.  The Online Educational Initiative (OEI) is 
housed on the CVC site.  All of SCC’s online classes are on the CVC site, and SCC has the 4th most 
enrolled students.  Classes are currently listed by campus alphabetically.  In the future, the CVC 
will show a student’s home campus first. There is a state-wide plan to grow CVC classes from the 
current 600 classes and no ADTs, to 5000 classes and 200 ADTs by 2023.   
 
Online course review will be needed prior to submitting a course to the At One team at the OEI 
in order to become a “badged” OEI course.  SCC peer reviewers will benefit from seeing other 
faculty’s work and adjunct faculty will have the benefit of moving a course with them if they 
become a full-time faculty member at another college.  Faculty who participate must complete a 
required a one-month training program for approximately ten hours per week.  Professor James 
is recruiting faculty participants.  Please contact him via email.   

 
There is an OEI grant for up to $500,000 per college for improving CTE pathways that lead to 
degrees and certificates.  The submission deadline is May 1st.  Contact Professor James for more 
information.   
 

D. Classroom Culture Posting 
President DeCarbo presented the drafts of the proposed classroom culture posting and solicited 
feedback.  Version number one was the favorite.  The posting will be submitted at the next 
Academic Senate meeting as a resolution and will read: 

SCC is committed to maintaining a safe environment where students can learn, 
communicate and think critically.  Disruptive communication, actions or harassment in 
violation of the Code of Conduct are subject to disciplinary action. *  
*RSCCD Board Policy 5500 

 
IX. Moved to adjourn (Deeley/Breeden).  Passed, no dissent.   



Summary Report 
 
Committee: Budget Committee 
 
Meeting date:  Tuesday, February 19, 2019 
 
Discussion items:  
   
Monthly Budget Update (handout) – committee reviewed current SCC Budget Report.  

The college is on budget. After seven of FY 2018-19, SCC has 44 percent of funds 

remaining (threshold in 42%).  Payroll expenses grew slightly grew slightly due to retro 

pay and new contractual pay rates.   

 

RSCCD Budget Outlook – more info to follow from FRC meeting on February 20, 2019. 

 

State Budget Update – State budget for FY 2019-20 increases by $7B. No significant 

changes to overall community college funding. More info to follow. 

 

Resource Requests – PIE committee recently distributed 98 resources requests to its 

members.  Once ranking is completed, PIE will send those requests to Budget 

Committee for analysis in March. 

 

Next Meeting: Tuesday, March 19, 2019 at 3:30 p.m.; SCC Room B-212     

 

 
Actions proposed:  None 

  
Events Planned: None 
 
Resources needed/acquired/allocated:  None 

 



1 

 

SCC is committed to maintaining a safe environment where students can learn, communicate, 

act, and think critically. Disruptive communication, actions, or harassment in violation of the 

Code of Conduct are subject to disciplinary action. 

 

 

2 

 

SCC is committed to maintaining a safe environment where students can learn, communicate, 

act, and think critically Expression which is libelous, slanderous, obscene (according to current 

legal standards) or which incites students so as to create a clear and present danger of 

commission of unlawful acts on district premises, or violation of district regulations, or the 

substantial disruption of the orderly operation of the college is in violation of the Code of 

Conduct are subject to disciplinary action. 

 

 

3 

 

SCC is committed to maintaining a safe environment where students can learn, communicate, 

act, and think critically.  Civility is expected with the exercise of free speech. 



Rancho Santiago Community College District 
ADMINISTRATIVE REGULATION 

Chapter 7 
Human Resources 

 
 
 
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 II will 
then be used to document if a candidate has met the qualifications through equivalency. 
 
II. 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. 
 
III.   When a department agrees to combine I and II 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: 
 

x job title 
x department 
x location 
x tenure track status 
x desired starting date 
x a description of the position (responsibilities) 
x minimum qualifications 
x other requirements 
x salary information 
x a brief description of benefits available 
x screening criteria 
x method of application 
x 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 
Vice Chancellor of Human Resources 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 Vice Chancellor 
of Human Resources 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: 

x The role of the Human Resources Department in the recruitment, selection and 
placement process. 

x resources available to the committee 
x the role of the EEO Monitor 
x the charge of the committee, as well as the legal obligations and liabilities 
x 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. 
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: 

x serve as a voting member of the committee 
x monitor the selection process for adherence to established procedures and sound 

personnel practices  
x serve as a resource in the areas of EEO 
x 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 

x 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. 
 
Scheduling 
 
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: 
 

1. Educational experience breadth and depth 
2. Work experience breadth and depth 
3. Demonstrated leadership capabilities 
4. Curriculum development 
5. Program development 
6. Community involvement 
7. Demonstrated experience in working with a diverse socioeconomic community 
8. Credential or minimum qualifications authorizing service in other areas of need 
9. Demonstrated ability to work cooperatively with others 
10. Bilingual ability (if needed) 

 
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 c 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. 

1. Oral communication skills 
2. Presentation 
3. Problem solving skills 
4. Successful teaching, problem solving or performance demonstration 
5. Writing skills/demonstration 

 
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 Techniques 
 
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 
Vice Chancellor of Human Resources to determine if the recruitment should be reopened or 
abandoned. 
 
 
Revised:  April 20, 2015 
Revised:  September 19, 2016 
Revised:  January 29, 2018 
 
 



https://foundationccc.wufoo.com/forms/x16gmxu15n5bcn/


https://vision.foundationccc.org/
https://vision.foundationccc.org/


http://cccco.edu/StudentSuccessMetrics
http://cccco.edu/StudentSuccessMetrics
https://nova.cccco.edu/
https://visionresourcecenter.cccco.edu/
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Examples of Opportunities for Professional Development  

Proposed by the Santiago Canyon College Professional Development Committee 

The activities below are examples of opportunities for professional development for both faculty and staff. The purpose of the flexible calendar 
program is to provide time for faculty to participate in development activities that are related to “staff, student, and instructional improvement” 
(title 5, Section 55720).  

Activities not organized by and conducted at RSCCD require written verification of activity completion. All activities require approval from the 
Division Dean. Please remember, if these responsibilities fall under your current job description, they will NOT be eligible for professional 
development.  

 

Faculty/Staff Improvement Student Improvement Instructional Improvement 
Activities include those that enhance knowledge in 
discipline/subject matter/service area and/or 
improve pedagogical practices such as: 

Activities include those that support students’ success 
such as: 

Activities include those that foster program, 
departmental, and/or institutional 
effectiveness such as: 

x Attending In-service training, workshops, 
conferences, seminars to improve instruction 
and/or service area (New Faculty Institute, 
CSU Counselor Conference, Financial Aid 
Conferences) 

x Completing webinars or other online training 
relevant to your discipline and/or teaching 
methodology and/or service area (Kognito) 

x Completing online learning modules 
(Lynda.com, MOOCs, @One) 

x Individual or small group planned projects 
x Attending Institutionally planned/District 

planned activities relating to your teaching 
discipline/methodology/service area (Equity 
events) 

x Developing new programs (a workshop on 
designing curriculum/programs). 

x Developing a new program or resources to 
meet changing student needs (UMOJA) 

x Faculty and staff (tutors, lab assistants, Student 
Services staff) joint meetings to improve 
services to students 

x Review of learning resource materials to 
eliminate outdated items and make 
recommendations for additions 

x Creating self-study modules and/or computer 
assisted instruction 

x Faculty participation in student orientation 
programs (Summer Advantage Academy, 
Family Night) 

x Matriculation services (special orientation for 
ACE students, workshops in specific disciplines 
for students with undecided majors 

x Attending workshops on teaching 
methods or techniques (classroom-
based research training, Instructional 
Skills Workshops 

x Developing student readiness programs 
specific to course disciplines 

x Faculty and counselor joint meetings to 
address areas of curriculum 

x Creating self-study modules and 
computer-assisted instruction modules 

x Departmental or division meetings to 
discuss overall curriculum and program 
review 

x Institutional research (job skill 
requirements, research on transfer 
ratios, ethnicity data on students and 
staff, gender equity, campus climate). 
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x Faculty and counselor joint meetings to 
address areas of concern (academic advising, 
prerequisites, referring students for services) 

x Faculty and staff meetings (tutors, lab 
assistants, Student Services staff) to improve 
learning and resource support to students 

x Workshops on how to mentor students; how 
to mentor faculty; or how to mentor new and 
existing Student Services staff. 

x Meetings with other service areas to learn 
best practices and updates about services 
offered within the college campus. 

x Orientation/Education (new faculty; role of 
the academic senates; training students, 
classified staff and faculty to serve on 
committees; changing role of technology in 
education) 

x New Faculty Institute offered by the RSCCD 
x Student, faculty, and staff diversity (sexual 

harassment workshops, SCC Safe Space and 
Dreamer Ally training, implicit bias/cultural 
sensitivity, cultural diversity seminars, UMOJA 
meetings/participation 

x Workshops on how to write grants 
x Workshops or individually designed activities 

to improve or enhance a person’s skills or 
knowledge in his/her discipline and/or service 
area 

x Wellness activities that assist individuals to be 
physically and mentally able to better perform 
their jobs.  

x Learning a second language to better 
communicate with a diverse student 
population 

x Meeting (department/division/college) that 
specifically discuss strategies for improving 
services to students (UMOJA) 

x Institutional research focused on meeting the 
needs of the students (job market surveys 
[Biotech], transfer ratios, ethnicity data on 
students [Student Equity Plan], gender equity); 
Department of Education studies and new 
legislation 

x Writing grants aimed at improving services to 
students 

x Articulation to improve the transfer process 
x Outreach for special projects (Community 

Science Night, STEM Day) 
x Conducting special workshops for students 

(understanding the college schedule, transfer 
requirements, setting academic goals, Writing 
Center Workshops) 

x Attending workshops on mentoring students 
x Participating in student orientation programs 
x Facilitating student campus events (Black 

History Month, Fine Arts Open House, Student 
Equity guest speakers, Community Science 
Night). 

x Conducting workshops for students (non-duty 
hours of faculty [Math Student Success 
Seminars]) 

x Serving at an on-campus information table 
(Safe Space/Career Day) 

x Writing grants aimed at improving services to 
students 

x Attending student club meetings/events as an 
advisor 

x Facilitation of Integrated Learning Activities 

x Grant writing to secure funds for 
improvement of instruction 

x Attending SLO workshops/training 
x Attending SLO and PLO post 

assessment meetings to address 
institutional improvement 

x Developing new programs, courses or 
curriculum (Biotechnology, 
Engineering) 

x Conducting community outreach: 
judging school competitions, college 
information booths, veteran student 
outreach events, collaboration with 
colleges on curriculum and instruction 
etc. 

x Making presentations related to your 
discipline/program and/or service area 
or the college to community groups 

x Collaborative meetings to build bridges 
between student services and 
classroom instruction 
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x Disaster preparedness (district procedures, 
first aid, active shooter) 

x Courses designed to improve knowledge of 
computers and technology and how they 
interface with your discipline and/or service 
area (Distance education courses and 
programs; software skills; Sharepoint) 

x Writing or publishing scholarly material 

x Facilitation of Student Research Symposium 
x Facilitation of Student Events (MUN) 

  

 Formula for Professional Development Credit Hours 

1. Faculty Who Are Learners: Faculty receive 1 hour of credit for each hour of participation in an approved Professional 
Development/Flexible calendar activity.  

2. Faculty Who Are Presenters: Faculty receive double credit for every hour of the Professional Development/Flexible calendar activity to 
account for preparation time.  

Formula for Professional Growth Increments 

1. Classified Employees: (please see CSEA contract Article 22 for more detailed information) 
a. Course Work: Credit may be earned by taking courses at universities, colleges, community colleges, trade schools, adult 

education, or through an accredited correspondence school.   
i. All course work requires a grade of “C” or better.  One semester unit equals one (1) point.  Quarter units convert to 

semester units on the basis of three (3) quarter units are equal to two (2) semester units.  In credit/no credit classes, the  
employee must receive credit 

b. Credit may also be earned for attendance at District workshops, seminars, special lecture series, education conferences or 
leadership activities.  Activities are not eligible for credit if the District pays any required fees (not including handouts, cost of 
speakers or other related costs) for the employee’s participation if attendance occurs during assigned working hours, unless an 
employee uses vacation or compensatory time off in order to attend.   

  

c. The employee shall submit to Human Resources a written statement from their immediate supervisor that the employee was 
not attending during working hours.  A conference/workshop attendance certificate may be required to determine amount of 
credit granted. 
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d. Continuing education course work, conferences, workshops, seminars and other such activities can earn credit at the rate of one 
(1) point per sixteen (16) hours of completion. 
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