HIRING MANUAL
FOR
LRCCD FACULTY

March 2009

*

el o

-y

Los Rios Community College District

Prepared jointly by the District Academic Senate
and the
Los Rios Community College District







Table of Contents

Section A: Full-Time Faculty

VL.

VII.

VIII.

INTRODUCTION

AL BaCKgroUNd ...ttt sttt sttt sttt aes I
B.  Legal AULNOIILY oottt sttt sttt seas I
C. Statement of Ethics/Confidentiality I
D. Leadership Titles ....crerrceeceeeeececnecseeeseeeseenesenees I
E.  HIring ManuUal REVIEW.....c.cccucuiiiiriereeeiceiretreneseseeecasessesessessessesesssssessesseasessasssessesesseasesssscsssssssases 2
ESTABLISHING OF NEED AND PRIORITIZATION

A, DepartMent Profile ... ccecriecncniecenecnsecsseesseenseesseesseesseessenessenes 3
B. Summary of Projected Needs ......cccocoonvinneinencnencinceinecineenenee 3
C. Submission of Priorities and Creation of Final LiSt........ccccceecveninerennencencrnernereneceersensessesseeeeseenee 3
D. Decision By ChanCellor...... e eeenrencicinerneineseeiciseesessessessesseeeeesessessessessessessssessessescusessessssessessssssaes 3
E.  Critical HIres e sessssssssssenss 4
RECRUITMENT

A. Development of Announcement of Opening.......c.ccccoeeeerercurercunencnnes .5
B. Distribution of Announcement 5
C.  Professional RECIUILMENT ... ceeccencureriirececerctsernessesseeeessesstssessesessessessessessessesessessess seessessssessesssssense 6
SCREENING FOR ELIGIBILITY (PRE-SCREENING)

A.  Application Materials.......ccccceereeerercrencnencnnencrnecnenenneseneenene 7
B.  QUAlIfICAtIONS ettt et e sse e sestsas st esessesessensenensenens 7
INTERVIEW COMMITTEE/SCREENING COMMITTEE

A, CONfIAENTIAIILY ..ooceeeeeececeeeeeccteetserseiseceeeessesseasessese ettt ssesseasesseassacs 9
B. Composition of the Interview COmMMILLEE .........cceuveurevcurereurercmrercrnecrneenneenseesseesseesseessesesseessessecsns 9
C. Composition of the Screening CommIittee.........ocveveereveereeereeerceereeereneenenee .10
D.  Chail DULIES ....cevriirririeicicicreinscsesesesessasssessesessssssssssssssssessesssssssssssssesses 10
E. Equity Representative DULIES .......c.cccrecurevcerencenictnecrstcenecrsecsseesseesseaesstsesseaesseaessenssseasss sescssescsssscnns 10
SCREENING APPLICATIONS

A, SCrEENING CIILEIIA cucvueuceeecueareceersersersesseseseeessessessessessescssessessessessessssssnssstssessessesssassssesssessesssscsssssssssens 12
B.  SCIreeniNg PrOCESS ...ttt stesstaess s taesstasastas st et et et sescsssscsssscssescssescnne 12
C. Rating of Candidates.......cccocecureveureveerencerereereneereeeseeeseseeseseesessesennes 12
D. Notification of Candidates.............. 13
THE INTERVIEW

A. Purpose of the Interview...........c......... 14
B. Qualities of a Good Interview 14
C. INLErVIEW QUESTIONS ....eveeevieiceeeicecectercrerceesese st et esese e sesessesssesssessesensessnsessssensasens esensesensessasenssenes 15
D.  DeMONSIIAtION...cciiriirieieinicicrereaesisssesesesesesstssssessessessesstssssssssssssss st assassassass sasssssassssssssssssssssssas 16
E.  WIItING SAMPIE ..ot ases s aessasessasessesessescssencssencs 16
F.  Rating of Candidates........cccuveureveureneerencenieineeereeiseeeseeesesesenseenees 16
Gl RANKING. ettt s sttt sttt 17
REFERENCE CHECKS .....vveuetrtteaerstsisesesststsesessssasesesssstssssssssssssessssssssessssssssssssststsssesstsssssssessssssssessssssssesss sussessssesens 19
SELECTION ....cucururirieneestsesessssestsssssssssssssssssssssesssssessessssssssssesssssssssssssssssssssssnssssssssssssssssssssssssssess sessssssssesssssssesesssesans 20




Section B: Adjunct Faculty

X. INEFOAUCTION ceceeirieeeeeiciceetsessesese e tsessessess e ssessesseaess s ssessessessessessessssesscsns 22
Xl.  Board Policies and Administrative Regulations ............cccevcuevcunencurencnencenencenencenecnene 23
Xll.  Adjunct Faculty Hiring Checklist 27
XL REMINAEIS / SUZZESTIONS ....eucuneueeerceerernemneaeceeesesessesseaseseesessessesstssessessssessessessessessessssessss setusessssssscssssesssaes 28
SIGNATURE OF ACKNOWLEDGEMENT ......cceteeueuririeseessstsssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssssssssessssssssasessssssssessss 29

APPENDICES

Equivalency Verification (P-38)

Equal Opportunity Employment Checklist (P-130)

Equity Hiring Checklist

Shared Principals — Screening, Interviewing and Confidentiality
Evaluation of Oral Interview Rating Sheet (P-106)

Summary of Interview Rankings

Tenure-Track, or Full-Time Temporary, Faculty Employment (Committee Chair Report) (P-131)
Recommendation for Faculty Employment (P-673)

9. Reference Check

10. Request for Faculty Transfer (P-671)

11. Article 5, LRCFT Collective Bargaining Agreement

© N A WN =



Section A

Full-Time
Faculty



l. INTRODUCTION

In accordance with Ed Code 87360, the District Academic Senate and the District Office are
committed to reaching agreement regarding the faculty hiring process. A high quality faculty is
critical in establishing and maintaining the excellence of an educational institution. It follows,
therefore, that the selection of new faculty members is one of the most important functions
undertaken by a college or district.

A. Background

In the fall of 1986, the Shared Governance Committee completed a study of the full-time
faculty hiring process in Los Rios and developed procedures which increased faculty
participation and provided a uniform process for the entire District. One of the
Committee's recommendations was that the Director of Human Resources prepare a
handbook which would give detailed information regarding the hiring process.

The Director prepared the first version of this handbook in 1986. It was substantially
revised in 1997, Spring 2000, and again in 2003.

The handbook also provides specific information regarding recruitment, techniques of
screening, interviewing, rating, and checking of references. Questions and requests for
further information should be directed to Human Resources at 568-3101.

B. Legal Authority (P/R 5121 et. seq.)

Faculty hiring is governed by Los Rios Community College District Policies and Regulations
5120 et seq. This handbook is designed to assist faculty hiring committees, administrators,
and candidates in understanding and implementing those policies and regulations. Nothing
in this handbook should be considered as altering the content of the District’s hiring
policies and regulations, and to the extent that any provision here directly conflicts with
policies and regulations, the policies and regulations will prevail. This document should be
used as the final authority except in instances when a College President informs the
Human Resources Department and the College Academic Senate President in writing why
policies were not followed. (Ed Code 87360)

C. Statement of Ethics/Confidentiality

I.  The entire selection process requires the greatest sensitivity on the part of the
committee members regarding the need for confidentiality.

2. The rights and reputations of the candidates must be protected. Ratings and
comments made by committee members must not be shared.

3. In order to provide equal opportunities for all candidates, strict confidentiality must be
maintained regarding the interview questions and the topic(s) of the work sample(s).

D. Leadership Titles

When the College President, Vice President or Academic Senate President is unavailable
and/or unable to carry out their responsibility as noted in this manual, their designee shall
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carry out the responsibility on their behalf. “Designee” is not noted throughout this
manual but it is inferred in all instances by this section.

Hiring Manual Review

This hiring manual shall be reviewed and revised as necessary.
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1. ESTABLISHING OF NEED AND PRIORITIZATION

A.

Department Profile

The department faculty, department chair (if present), and appropriate administrator shall
annually conduct an analysis of the full-time staffing of the department to determine
current strengths and needs. Attention shall be given to:

I.  The period of time during which most of the faculty members received their
education.

Institutions from which the training was received.

w

Subjects and areas of the greatest strengths of the current staff; areas where
additional experience is needed.

Representation of the staff with regard to gender and underrepresented group status.

4
5. Ratio of part-time to full-time positions.
6. Auvailability of part-time faculty.

7

Presence of a full-time faculty member to coordinate a program.

Summary of Projected Needs

The present and future needs of the department shall also be analyzed by the faculty,
department chair, and administrator of the requested position. For example:

. What are the enrollment trends in the classes within the subject area?

2. If an academic area, is the projected growth going to be in transfer level courses or
in developmental courses?

If a vocational area, what are the employment trends?
4. If a student support area, what are the projected needs?

What are the needs for new technology! What new skills and information will need
to be imparted to students now and in the future?

What are the diversity needs of the department?
7.  How are identified needs tied to strategic planning processes (program review,

educational master plan)?

Submission of Priorities and Creation of Final List

Each college will make recommendations for new faculty positions following their
respective college hiring and prioritization and related processes as determined by mutual
agreement with the Academic Senate. After consideration of these recommendations, the
College President shall prioritize the final staffing requests.

Decision by Chancellor

The Chancellor shall make the final decision of which full time tenure-track faculty
positions are to be filled for the coming year.
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E. Ciritical Hires

The process may be adjusted if necessary due to an emergency need or other unusual
circumstance as determined by the Chancellor.
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IIl. RECRUITMENT

A. Development of Announcement of Opening

The college administration shall forward to Human Resources the details of the
proposed faculty assignment / job description and the proposed qualifications via
PeopleAdmin.

The Director of Human Resources shall review the job description for clarity of
proposed assignment, appropriateness of education requirements, and collective
bargaining and equity implications.

The final position announcement shall be approved by the department chairs and
appropriate administrator before it is formally posted and distributed by Human
Resources. If there is a proposed change, both the department chair and appropriate
administrator must approve the change. A college may request an Equity Officer’s
review of the announcement.

Per the LRCFT Collective Bargaining Agreement (Article 5), the position may be

announced in District for transfer requests as follows (Appendix 8):

5.3.1.1  Preliminary Stage: There shall be three preliminary steps in the voluntary
transfer process.

a) As part of the college process for requesting a new full-time faculty
position conducted at LRCCD colleges, full-time faculty within the
department will reach consensus as to whether to review voluntary
transfers. The department chair and appropriate administrator shall
define faculty consensus. If a department does not have any full-time
faculty or a new faculty position is without a designated department,
the dean, in consultation with the Academic Senate President, will
determine whether to review voluntary transfers.

b) If voluntary transfer applicants are to be considered, Human Resources
shall inform full-time faculty members via e-mail regarding the voluntary
transfer deadline date. The District voluntary transfer deadline date
shall be no later than three weeks earlier than the general application
deadline date.

c) Voluntary transfer applicants must submit to the District Human
Resources office a Voluntary Transfer Request Form, an application
used for general hiring, a resume and/or a letter of interest no later
than the voluntary transfer deadline date. District Human Resources
shall forward all voluntary transfer applications to the college
requesting the position prior to the general application deadline date.

B. Distribution of Announcement (R-5121)

l.
2.

3.

Full-time, tenure-track faculty positions will be advertised for at least forty days.

Job announcements will be posted on the District’s website in accordance with board
policies and regulations.

To ensure that members of underrepresented groups are notified of available
positions, the District may:
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a.  Adbvertise in journals and newspapers with targeted audiences as well as in
newspapers having wide general circulation;

b.  Contact members of underrepresented groups seeking work in business and
industry;

c.  Use professional registries and data banks, specifically those whose listings
include underrepresented group members;

d.  Consult with local underrepresented groups’ organizations and agencies
regarding recruiting efforts.

4. The District shall be identified as an Equal Opportunity Employer.

C. Professional Recruitment

I. Faculty and managers are encouraged to use their professional networks to advertise
open positions.

2. Faculty and managers are especially encouraged to seek out qualified members of
underrepresented groups and encourage them to apply for open positions.
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IV. SCREENING FOR ELIGIBILITY (PRE-SCREENING)

A. Application Materials

I.  The applicant must submit the following documents by the final filing date: (a) Los
Rios application, (b) personal resume, (c) unofficial copies of college transcripts, (d)
letters of recommendation, (e) letter of interest, and f) supplemental form (if
applicable).

2. The hiring committee shall consider voluntary transfers if applicable under Article 5
of the LRCFT Collective Bargaining Agreement and follow the established process as
defined in 5.3 (Appendix 8).

B. Qualifications

I.  The Director of Human Resources will verify that applicants claiming the required
minimum qualifications show the appropriate degrees on their transcripts, and
applicants claiming an appropriate credential do in fact have the appropriate credential.
If there is an experience requirement, District Human Resources staff will verify that
the applicant has the required number years of experience but will make no attempt
to judge if the experience is appropriate.

2. If the applicant claims to possess the minimum qualifications but the degrees are not
exactly those listed in the Los Rios Community College District minimum
qualifications, that application shall be considered under the equivalency process even
though the applicant did not claim equivalency.

3. All applications which satisfy the LRCCD minimum qualifications or credentials
requirements will be forwarded to the college screening committee.

a.  Individuals noting that they will possess the degree required to meet the
minimum qualifications prior to the start date will be forwarded to the
committee understanding that Human Resources will assure completion of the
minimum qualifications prior to processing for employment.

4. If there is an equivalency issue, the application shall be submitted to the appropriate
administrator for determination pursuant to District Regulation R-5123, Section 8.0.
A copy of District Regulation R-5123 is attached as Appendix A.

a.  The appropriate administrator will request the formation of an equivalency
committee when the need arises outside the regular hiring process. Applicants
must meet at least one of the criteria of District Regulation R-5123, Section 3.0
to be considered.

b.  The Academic Senate President and the Dean will form an equivalency
committee consisting of at least three faculty members from the discipline and
the Division/Area Dean.

c.  In cases where there are fewer than three members from the discipline on the
screening committee, the equivalency committee shall be augmented by faculty
from the discipline where available, faculty from closely related disciplines, or
faculty in the discipline from another college. The Academic Senate President
shall consult with the Department Chair, if one is available, and the appropriate
administrator to determine who will serve on the equivalency committee.
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The committee will complete an equivalency verification form for all candidates
requesting equivalency.

The equivalency committee will determine those applicants who meet the
equivalency based on criteria established in 3.0. An applicant receiving a positive
equivalency ruling at one college is then considered qualified in that discipline on
a district-wide basis, subject to verification by the Human Resources
Department that the recency provision has been satisfied.

5. Prescreening (R-5121)

a.

If the applicant pool is sufficient, Human Resources shall prepare a list of all
qualified applicants. The applications and a list will be made available
electronically to the appropriate administrator. The District wishes to be as
ecologically responsible as possible and encourages its employees to do the same
by asking members of the screening committee to screen the applications online.
However, if a screening committee wishes to screen paper copies, they may be
available upon request.

Applicants who do not meet the advertised minimum qualifications or
equivalencies or credentials will be notified immediately via email by Human
Resources.
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\"A INTERVIEW COMMITTEE /| SCREENING COMMITTEE

A. Confidentiality

The entire selection process requires the greatest sensitivity on the part of the
committee members regarding the need for confidentiality in perpetuity.

The rights and reputations of the candidates must be protected. Ratings and
comments made by committee members must not be discussed or shared outside the
process.

In order to provide equal opportunities for all candidates, strict confidentiality must
be maintained regarding the interview questions and the topic(s) of the work
sample(s).

B. Composition of the Interview Committee (R-5121)

The Interview Committee is comprised of a total of six to ten persons selected, as
follows:

a.

Three to five discipline faculty members appointed by the College Academic
Senate President after consultation with the department chairperson or
appropriate administrator-.

The administrator of the department or area (usually the Division/Area Dean)
appointed by the College President.

The Equity Representative selected by the Equity Officer from a list of faculty
who a) have been trained within the last two years in equity and diversity
matters and b) have been approved by the Academic Senate President in
consultation with the Equity Officer. In many cases, the Equity Officer will select
an Equity Representative who has already been appointed to the committee by
the Academic Senate President. In the interest of creating a committee which
reflects the diversity of the college or fro other strategic reasons, the Equity
Officer, in consultation with the Academic Senate President, may choose to add
a faculty member to the committee from the approved list of Equity
Representatives.

An administrative representative appointed by the College President.

If deemed appropriate by the committee, a student, if appointed by the college
Student Association President. The college Student Association President in
collaboration with the College President will select the student who will
participate during the interview process.

A classified employee, for positions in which faculty work closely with classified
staff. The determination of whether it is appropriate for a classified employee to
sit on the committee shall be made by the College President in consultation with
the Academic Senate President. The College President in collaboration with the
classified leadership will select the classified employee.

An outside content expert for positions in which no Los Rios faculty content
experts are available. The determination of whether it is appropriate for an
outside content expert to sit on the committee shall be made by the College
President in consultation with the Academic Senate President. The College
President in collaboration with the Academic Senate President will select the
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outside content expert, preferably a faculty content expert from another college.
If no faculty content experts are available, then a content expert from the
representative field may be appointed.

The committee should reflect the diversity of the college. By representing the
diversity of the college, the interview committee is supporting and furthering the
District’s mission of Social Justice as stated below.

Because diverse perspectives support the District’s commitment to equality, equity, and
justice, our communities are best served by ensuring that all populations are represented
equitably throughout the Los Rios community colleges.

The Academic Senate President shall consult with the Department Chair (if existent)
and the Division/Area Dean of the department with the opening before making the
faculty appointments.

In basic skills, interdisciplinary subjects, and in areas where service to students
requires close cooperation between instruction and student services or between
instructional areas, faculty from several areas may be selected to serve on the
committee.

C. Composition of the Screening Committee

The members of the screening committee shall be selected from the faculty,
administrative and classified members of the interview committee.

The screening committee shall consist of at least three faculty members, the Equity
Representative on the interview committee, and one administrator (generally the dean
from the discipline).

Additional members from the interview committee may serve on the screening
committee if they so choose.

Each screening committee member shall rate all applicants independently. If a
committee member is unable to complete the screening process, the ratings of that
individual shall not be used.

The committee should reflect the diversity of the college.

D. Chair Duties

l.
2.

The committee chair shall be appointed by the College President.

The chair shall convene the committee, participate in the development of screening
criteria, establish timelines for completion of the screening, serve as one of the raters,
and coordinate the final selection of who shall be interviewed.

E. Equity Representative Duties

The Equity Representative shall ensure that throughout the entire screening and
interview process there is no discrimination against any individual on the basis of race,
color, gender, religion, national origin, age, sexual orientation, political orientation or
belief, disability, or marital status. (Board Policy P-5111)

The Equity Representative shall complete the Equity Representative’s Employment
Checklist (found in Appendix 3) at the conclusion of the entire hiring process.
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3.

Any questions or concerns about instances of unlawful discrimination shall be
reported to the College Equity Officer.
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V1. SCREENING APPLICATIONS

A. Screening Criteria

Screening criteria are to be developed by the screening committee. Committee
members are encouraged to review and reflect on the summary of projected needs
information (page 3) and the job description. Note: Students appointed to the
committee serve during the interview process only.

Screening criteria are to be based on the job announcement.

Some criteria which might be considered are:

Discipline preparation

Communication and other interpersonal skills

Sensitivity to, and knowledge, of, a diverse student body and its needs
Creativity and innovation

Leadership potential

Service in the community

Recency of training or evidence of updating of skills and/or professional
development

h.  Experience in working with people of varying abilities, ages, and cultures
Experience with a broad range of teaching methods

j- Related work experiences

k.  Experience with technology to support student learning

@S a0 o

B. Screening Process

Screening criteria, rating sheets and the interview questions shall be prepared prior
to reviewing applications. Applications will be forwarded to the college within five
working days after the position closes.

Expeditious screening of applications is highly desirable in order to assure that
talented candidates are still available for interviews.

Faculty who wish to screen and/or interview must be apprised of the time
commitment and be willing to make the effort required to complete the screening.

Students appointed to the committee do not participate in the screening process.

Normally, the selection of those to be interviewed should be completed within one
or two weeks.

C. Rating of Candidates (R-5121)

The members of the screening committee shall meet at the time determined by the
committee chair with completed ratings of all candidates.

The chair shall tabulate the committee members' individual ratings of the candidates
to establish the top candidates.

The committee will determine the number of candidates to be interviewed and
inform the Director of Human Resources.

At least two qualified adjunct faculty members who have a level two or three
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preference within the District according to the LRCFT Collective Bargaining
Agreement shall be granted interviews if they submit applications and meet minimum
qualifications (CBA Section 4.8.9).

Prior to candidates being called for interviews, the committee should discuss and
make a decision about offering candidates an interactive video/telephone conference
interview should they be unable to attend the interview in person.

D. Notification of Candidates

Human Resources will notify the candidates who have not been selected for an
interview.

The committee chair will notify those who have been selected and shall schedule
them for an interview. Each candidate will be asked “If you require reasonable
accommodations for the interview, please contact (provide name and phone number
of college equity officer).”

Sufficient time should be allowed between notification and the interview to permit
candidates to make travel arrangements. A minimum of ten calendar day’s notice
should be provided.
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VIl. THE INTERVIEW

A. Purpose of the Interview

The primary purpose of the interview is to obtain information and to evaluate the
candidates with regard to their ability to perform the duties of the faculty position.
The interview shall be an assessment of the specific qualities and aptitudes that are
important for success as a member of the faculty. These qualities may include
knowledge of the subject matter, ability to communicate skills orally and in written
form, address different levels of academic preparedness, use varied teaching
technologies, concern and respect for students and colleagues, special ability or
aptitude in the areas identified by the department/area, the potential for continued
professional growth, and personal qualities such as enthusiasm, intellectual curiosity,
and commitment to the profession.

A secondary purpose of the interview is to project a positive image of the District,
college, and the department. Unsuccessful candidates will have other opportunities to
apply for Los Rios positions. They can be expected to use the interview to assess the
climate of the college and to determine if this is where they wish to work. It is
recommended that there be an opportunity for the candidate to have a tour of the
college before or after the interview and the department where he/she would be
employed when appropriate.

B. Qualities of a Good Interview

Timing

a. Itis recommended that the interviews be scheduled at least 60 minutes apart.
This allows at least 45 to 50 minutes with each candidate, plus time to review
the material presented and complete the notes.

b.  The committee chair shall advise the candidate of the timelines that have been
established by the committee at the start of the interviews. The chair should
conclude the interviews within the allotted time so that all candidates have equal
opportunities to make their presentations.

Establish Rapport

Candidates are naturally tense; it is the responsibility of the committee to put them
at ease as much as possible. Smiles, introductions, a bit of small talk or humor are
appreciated and are appropriate.

Demeanor of Interviewers
Interviewers shall be attentive towards candidates. Smiles, body language indicating
interest, nods of appreciation all help a candidate feel he/she is being well received.

Confidentialit

Assurance of confidentiality is critical to successful interviewing. Ratings and
comments by committee members must not be shared with anyone outside the
hiring process at any time.
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Impartiality

Impartiality is the foundation of a good interview. For that reason, it's important not
to discuss information about a candidate until the finalist stage to avoid development
of an early bias.

C. Interview Questions

The hiring committee will prepare the questions which are to be asked at the
interview. The questions are typed onto rating sheets in the office of the College
President's designee. Space for ratings of the work sample(s) and the writing sample
should also be provided on the rating sheet (sample rating sheet, Appendix 4). Once
agreed upon by the committee, questions shall not be altered without the consent of
the committee.

To provide as much objectivity as possible, the same questions should be asked of
each candidate by the same committee member and in the same sequence.

The committee should decide in advance how much assistance will be offered to a
candidate who appears to have misunderstood the intent of a question or who
answers only part of a multi-part question. [f it is decided to rephrase or restate the
question, the same assistance must be provided to other candidates if needed.

Effective questions have these qualities:

a.  They are open-ended, allowing the candidate to reveal himself/herself more.

b.  The desired "right" answer should not be apparent from the question. (Don't
ask leading questions.)

c.  Even though the topic or problem may be complex, the language of the question
should be clear and easy to understand.

d.  Performance based / behavioral based questions are encouraged as they
represent a “best practice.” A key indicator of future performance is past
performance.

If a candidate mentions something in context to the answer of a question but doesn’t
elaborate, follow-up questions may be asked. The follow-up questions should be
related to material volunteered by the candidate, e.g., "Can you tell us more about
your involvement with the individualized learning program you mentioned?"

Generally, eight to ten questions plus a demonstration of professional skills (teaching,
counseling, etc.) can be completed in the 45 to 50 minute interview. If the questions
are broad and follow-up questions are planned, fewer questions might be asked.

Sample Questions

Every interview will contain questions that attempt to assess the candidate's subject

matter competence and current knowledge of the field. In addition, it is suggested

that each interview also contain variations of the following questions:

a. A background question, e.g., "Tell us about your educational background and
work experience, and how they have prepared you for the position of ..."

b. A question aimed at determining the candidate's concern for students, e.g., "If
you were teaching a 9:00 class and a student routinely arrived 10 minutes late,
would you consider this to be a problem? If yes, how would you handle the
problem? If no, why wouldn't this be a problem for you?"

c.  An equity/diversity question, e.g., "What experience have you had working with
students of different racial or cultural backgrounds?" (Wait for answer.) "What
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about this experience was most difficult for you?"

d.  Afinal opportunity for the candidate to make a statement and/or ask a
question(s).

e. In addition to the above questions, the committee might want to include a
motivational or personal qualities question, e.g., "What is there about this
position that is of particular interest to you at this time?"

D. Demonstration

A demonstration of professional skills (teaching, counseling, etc.) provides very valuable
information regarding the probable future performance of the candidate and is to be
included in all full-time interviews. Demonstrations may include:

Advance Preparation

Topic(s) are provided to the candidate in advance of the interview. The letter
confirming the appointment for the interview would contain the information that a
demonstration will be part of the interview process. The demonstration would
measure willingness to prepare and ability to deliver when an assignment is known in
advance.

Extemporaneous

A short list of common topics or a topic would be presented to the candidate during
the interview with directions to explain or demonstrate. This work sample measures
the candidate’s ability to think and organize quickly.

Role Play
Member(s) of the committee engage the interviewee in a short (five minutes or less)

role play appropriate to the position. To the extent possible, the role play element
should be provided consistently and fairly.

Writing Sample

The ability to write clearly and accurately is essential for any community college
faculty position, and it is recommended that a writing sample of about a half-hour be a
part of the selection process. The writing sample can be done before or after the
interview.

The assessment of the writing sample should be made independently by each
committee member and the rating should be added to the ratings of interview
questions and work samples.

Rating of Candidates

Note Taking
It is helpful to take notes during the interview regarding the content and clarity of

answers; this tends to eliminate the "halo" effect. A rating should be given for each
answer as it is given, but in such a way that the candidate cannot see it. For example,
a dot could indicate when a later check mark will be made or the interviewer can hold
note-taking materials out of the view of the candidate.
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If interviews are to extend over two or more days, it is especially important to take
notes and indicate the relative merits of the candidates of the first day so that their
answers will not be forgotten.

Following the completion of each interview, the committee chair shall provide an
opportunity for identified faculty interviewer(s) who have experience in the target
discipline to make brief, factual comments regarding the candidate’s accuracy on the
content. Examples: |s the content correct! Is the content complete? Is the content
appropriate to the level of the class or audience?

G. Ranking

Each committee member shall independently rank the candidates, e.g., | out of 10, 2
out of 10, etc. Tie rankings are not appropriate.

The independent rankings are collected by the committee chair, who, along with the
Equity Representative, shall add the rankings to determine the top candidates (those
with the lowest sums).

The committee chair shall report to the committee the names of the top five
candidates for the position. The committee shall discuss those candidates among
themselves and then rank the candidates again. The committee chair and the Equity
Representative shall facilitate the discussion prior to the second ranking. After the
committee ranks the candidates a second time, the committee chair shall report the
top three candidates. If the committee chair and the Equity Representative cannot
determine the top three candidates, either because of a tie in rankings or because the
committee determines that there are not three acceptable candidates, then the
committee may deliver from two to four candidates as finalists.

In cases where the committee is interviewing for multiple candidates, the committee
shall use the same criteria as above in #3 for determining the number of finalists,
except as follows. When the committee is interviewing for two candidates, it will
strive to deliver five finalists, but if it is unable to do so (because of a tie or a lack of
qualified candidates) then it can deliver fewer finalists. If the committee is
interviewing for three or more positions, it will strive to deliver seven finalists, but
may deliver fewer if the committee determines that there are not sufficient
candidates.

The chair shall give the names of the finalists to the College President in alphabetical
order.

The College President shall join the committee for a discussion regarding the relative
strengths and weaknesses of the finalists as perceived by the interviewers. Comments
that reflect personal knowledge of the interviewee should be related to the position.

In cases where the committee determines that there is only one competent candidate,
the committee shall inform the College President of their finding during the
discussion, and forward that one name to the College President. After the interview,
the College President may choose the candidate, ask the committee to reconsider, or
close the process and begin anew. Similarly, for multiple hires in the same committee,
if fewer than four candidates are forwarded, after the College President interviews
the candidates, the College President may choose the candidates, ask the committee
to reconsider, or close the process and begin anew.
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8. The College Academic Senate President and/or the District Academic Senate
President may review the original committee rankings on a confidential basis with the
College President.
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VIll. REFERENCE CHECKS

Checking of the references of the candidates is a vital step in the selection process. Complete
and accurate reference checks supply important information about the applicant's qualifications.

A.

Following the interviews, the College President contacts the references supplied by the
leading candidates. If necessary, additional references may be requested.

If the interview committee considers it appropriate, one faculty member from the
committee may be selected by faculty on the committee to conduct faculty-to-faculty
reference checks. The individual shall be selected by mutual agreement between the
College President and the Academic Senate President and shall be trained in how to
conduct reference checks. The faculty member selected to conduct reference checks shall
use a consistent format for questions as suggested below and shall report his or her finding
to the College President confidentially.

Objective reference information is frequently difficult to obtain. Employers are particularly
reluctant to provide negative data. Some suggestions for making reference checks are:

I. Ask open-ended questions to try to get the employer to talk.

2. Begin by asking the employer to verify facts: dates of employment, responsibilities,
how long the person who is providing the reference knew the candidate and what
his/her relationship was with the candidate.

3.  Try to get indications of past performance: quality of work, reliability, meeting
deadlines, relationships with people, etc.

4. Ask for perceived strengths and weaknesses ("What does he/she do least well?").

Ask the reason that the person left (or will leave), and the crucial question of "If you
could rehire (the candidate), would you?"

6. Is there anything else you think | should know?

Site visits may be conducted where appropriate and mutually agreed upon by the College
President and committee.

The finalist(s) will be interviewed by the College President. All finalists will be interviewed
by the same person or persons.

After interviews but before the final hiring decision is made, the College President will
meet with the appropriate vice presidents, the dean of the area and a faculty member from
the committee. Usually a discipline-appropriate faculty member is selected to do the
reference checks. If the College President might require the particular expertise of a
discipline faculty member, this member will be decided upon by mutual agreement by the
College President and Academic Senate President. The purpose of the meeting is to
discuss the candidate that the College President intends to recommend. As is true
throughout the process, the nature and content of this meeting is confidential.
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IX. SELECTION

A.

If the College President has reservations regarding the recommendations of the
committee, the College President will meet with the committee and explain the rationale
for his/her concern. If there were additional candidates whom the committee judged to be
well qualified, the committee may elect by simple majority to have the next ranked
candidate(s) considered.

The College President shall select the candidate who is to be recommended to the
Chancellor and the Board of Trustees for appointment to the position.

The final candidate may be notified of his/her selection by the College President prior
to forwarding the appropriate forms (P-673, P-131, and P-130) to the Human
Resources Office.

The College President shall notify the committee after the selection is made.

Notification to adjunct faculty currently teaching at the college who applied for the
position but were not selected as the finalist should be handled by the committee
chair.

Human Resources will place the name of the selected person on the next regular
Board meeting agenda and will process all employment forms.

The college will notify in writing those candidates who were interviewed and were not
selected, unless the college chooses not to do this and so notifies Human Resources.
A sample of the letter and the names of the persons to whom it was sent should be
forwarded to Human Resources.

Following Board approval, the final candidate will be given formal notice of the
appointment by the Director of Human Resources.
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Section B

Adjunct
Faculty



) & INTRODUCTION

During Fall 2008, the District and District Academic Senate met to discuss potential
improvements to the Faculty Hiring Manual. Part B of this handbook is one of the
enhancements. The committee’s desire was to assure that adjunct faculty hired by Los Rios are
hired in a manner that provides for equity and consistent practice as much as possible. The
process is outlined in the following Board Policy (P-5122) and Administrative Regulation (R-
5122). Please note that these are still in draft form as this manual is going to print. It is
anticipated that the Board Policies and Administrative Regulations will be approved by the
Board of Trustees with other items during Spring 2009.

The Committee has an interest in reinforcing the hiring practices as follows:

Although adjunct faculty hiring follows the Board Policies / Administrative Regulations as
attached, the preceding guidelines in the handbook relative to the following are also supported:

I) Ethics and confidentiality (as described on page |)

2) An interviewing team that is composed of a diverse team appointed by the College
Academic Senate President and an Equity Representative

3) Development of quality screening criteria and interview questions
4) Using best practices in the development of the components of a good interview (page |3)
5) Reference checking (page 17)

The District Senate and the District both share a commitment to employ adjuncts who are not
only discipline experts but share a belief in our District’s mission and values.
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These interim operational policies and regulations were collaboratively developed and will be further reviewed with the shared
governance stakeholders as the draft policies and regulations go forward this spring (2009).

XIl. BOARD PoOLICIES /| ADMINISTRATIVE REGULATIONS D

Recruitment, Selection and Appointment:
Adjunct Faculty P-5122

5100 EMPLOYMENT PROCEDURES
5120  Equal Opportunity in Human Resource Practices

Policy - 5000 Certificated Personnel || Table of Contents || Back || Next

1.0 Hiring of Adjunct Faculty

I.I  The interests of students and the community are best served by selecting from the
available pool of persons in the community those individuals who have special
expertise and diverse backgrounds to serve in various adjunct faculty positions.

.2 By encouraging diversity in the pool of adjunct faculty members, the District can
increase diversity among tenured faculty.

2.0 State Department of Justice Review

2.1 All applicants shall be fingerprinted prior to employment with the District.

2.1.1 This policy and the corresponding regulation shall not apply to any California
or Federal Peace Officer currently employed and paid as such.

2.2 The Chancellor shall adopt appropriate regulations.

3.0 Qualifications

3.1 An applicant must possess the minimum qualifications established for the position;
the individual must be able to perform the essential functions of the position with or
without reasonable accommodation.

3.2 An applicant or candidate shall be disqualified for any of the following reasons:

3.2.1 Conviction of a misdemeanor involving sex offenses, controlled or illegal
substances as defined in Education Code §§ 87010 and 8701 | respectively, or
of any felony, or determination that the individual is a sexual psychopath
(Education Code § 87406).

3.2.1.1 Exception: Applicants having official certificates of five-year
rehabilitation from controlled or illegal substances convictions may

be considered for employment. (Education Code §88022)
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3.2.2 Falsification or attempted deception in statement on the application or other
employment related documents;

3.2.3 Previous dismissal from Distric