A Guide to MiraCosta College 

Full-Time Faculty Employment Policy and Hiring Procedures

It is the intent of the Board of Trustees that policies and procedures ensure the hiring of college faculty who are expert in their subject areas, skilled in teaching and serving the needs of a varied student population, willing to foster overall college effectiveness, and sensitive to and representative of the racial and cultural diversity of the district community.
The Board, represented by the administration, has the principal legal and public responsibility for ensuring an effective hiring process.  The faculty, represented by the Academic Senate Council, has an inherent professional responsibility for developing and implementing policies/procedures to ensure the quality of its faculty peers. The faculty’s responsibility includes identifying positions; following the District's equal employment opportunity policy; formulating and reviewing job announcements; advertising and recruiting for positions; screening applications, interviewing, and selecting recommended finalists; and being prepared to justify recommendations to the superintendent/president.
Faculty members and administrators participate in all appropriate phases of the hiring process. All faculty hiring procedures shall be characterized by strict confidentiality.

HIRING CRITERIA

MiraCosta College will include the following hiring criteria for all faculty positions:

1. Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.

2. Minimum qualifications or the equivalent as established by the Statewide Academic Senate and adopted by the Board of Governors of the California Community Colleges which are used by department/program faculty to establish the minimum qualifications for each faculty position.  Job specifications, including any “desired” or “required” qualifications beyond the state minimum qualifications, which the district wishes to utilize, must be reviewed before the position is announced.  This is to ensure conformity with the requirements of Title V and state and federal nondiscrimination laws.

3. Commitment to participate in department/program activities and the shared governance of the college.

Procedures

Position Announcement

1. The position announcement is developed through a collaborative process involving the department/program faculty, the Director of Human Resources, the appropriate administrators and Human Resources Technicians.

2. The position announcement must include the following:

· A description of the position duties and responsibilities including a statement of commitment to participate in department/program activities and college governance.

· Minimum Qualifications

a. A statement in accordance with Education Code Section 87360 that requires that all applicants be sensitive to, understanding of and have respect for the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.  Department/programs are encouraged to require applicants to explain or submit written materials that provide evidence of such understanding and commitment to diversity;

b. Educational requirements as determined by the department/program in accordance with Education Code Section 87356;

c. Provision for presentation of qualifications that are equivalent to the minimum qualifications.

3. The position announcement may also include desirable qualifications that are job related and support the responsibilities of the position.  These should reflect education, experience, and expertise that would enhance an applicant’s ability to meet the unique requirements and responsibilities of the position.  Desirable qualifications must be reviewed by the Director of Human Resources or his/her designee to insure that they comply with the District’s equal employment opportunity policy.
Screening & Interview Committee

Composition:
The majority of the screening & interview committee shall be composed of faculty.  At least four faculty members, tenured if available and so desired by the department, will be on the committee.  Each committee will be comprised of:

· Department chair (if any) or discipline lead
· At least three other faculty members
· First line administrator
· EEO Rep (must be from a different school)
When specific expertise is required, a faculty member may be appointed from the subject area at another college or university, or an industry representative or community member may be appointed.  A classified staff member may also be requested to serve on the screening & interview committee.

Appointment process:  All committee members are appointed by the department chair or lead faculty member and first-line administrator of the discipline or subject area, in consultation with the Academic Senate President.  The chair of the screening & interview committee is identified by the department in consultation with the dean. Untenured participants, desired by the department, may be appointed in the same manner as other members of the committee.  The Equal Employment Officer shall also review the composition of the committee with the Academic Senate President or his/her representative.

Training

All faculty, staff and administrators involved in faculty hiring shall, within 12 months of service on a committee, receive training on diversity and the employment process.  Such training will be provided by the Director of Human Resources or his/her designee at designated flex activities.  It is the responsibility of the Chair to ensure that each committee member receives the required training which will include:

· A review of state and federal nondiscrimination laws.

· The education benefits of a diverse workforce.

· The elimination of bias in hiring decisions.

· Best practices in serving on a screening committee, including:

· Discussion of District commitment to diversity and cultural richness.

· The search and selection process.

· Role of the screening & interview committee.

· Development of screening criteria.

· Writing effective interview questions.

· Cultural diversity in the interview process.

· Role of the EEO representative on the screening & interview committee.

· Confidentiality.

Responsibilities

The screening & interview committee has the following responsibilities:

1) Identify recruiting sources
a) Notify Human Resources of appropriate sources such as professional journals, newsletters, and organizations that may be used for recruiting applicants for the position.

2) Identify selection criteria based on the minimum and desirable qualifications of the position in light of the expected duties and responsibilities of the position.
a) Selection criteria will include an evaluation of the extent to which applicants demonstrate a sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability and ethnic backgrounds of community college students.  

b) Agree on a screening criteria evaluation form.  Be sure that criteria can be applied prior to meeting the candidates for interviews.
c) Every committee member must screen applications.

3) Develop job-related questions designed to distinguish candidates who will best meet the needs of the students, the department/program and the college.

a) Decide what you want to know, why you want to know it, and what would constitute an acceptable response.

b) Have a variety of questions – basic information/knowledge, situational, how-to, etc.

c) Incorporate diversity inquiries throughout the questions and/or include a specific question regarding diversity.

4) Determine the subject matter and format of the demonstration of teaching, counseling, or librarianship skills.  The committee should decide the appropriate length for the demonstration which will provide sufficient insight into the applicants competencies.  Typical time periods are anywhere from 10 to 30 minutes.
5) Screen all applications to select candidates for interview.
a) Use screening criteria as a guide to select interviewees.

b) In accordance with the Associate Faculty Collective Bargaining Agreement, Article 10, the committee shall interview those associate faculty members from the list of applicants who are considered among the top ten (10) applicants by the committee.

6) Establish an interview schedule that accommodates all committee members’ schedules.

7) Interview all selected candidates using pre-approved questions.
a) Follow-up questions may be used if they are based directly on a candidate’s response to a question or are based on information provided by the candidate in the application packet.  Follow up questions must not be in violation of equal employment guidelines.

8) Do not discuss candidates between interviews.

9) Document assessment of candidates’ performance in the interview.

10) Recommend two or more finalists for consideration by the President and appropriate Vice President.  All recommended finalists must be acceptable to the screening & interview committee.
11) Each member of the committee is responsible for maintaining the confidentiality of the interview content and evaluative comments made during the screening & interview process.  Such information may be shared only with members of the screening & interview committee and the administrators involved.  Confidentiality must be maintained permanently.

Roles and Responsibilities of the Committee Chair

1. Generate online personnel requisition for approval.

2. Recommend members of committee.

3. Convene the first committee meeting and work with committee members to develop schedule of meetings.  (It is highly recommended that all committee meetings and interview dates are agreed to as soon as possible so that Deans and other members serving on multiple committees can coordinate their schedules.)

4. Finalize screening criteria and interview questions with committee and forward them to the HR Technician.
5. Discuss with committee the acceptability of letters of recommendation that are written by members of the screening & interview committee.  If the committee determines that it will not accept such letters, the Chair will notify HR to advise candidates of the need for alternate letters.

6. Develop topic of teaching demonstration and any other activities.  Develop specific wording and length of time allowed and, if applicable the equipment that will be provided.

7. Coordinate with Human Resources Technician regarding release of applications to committee.

8. Remind committee members of confidentiality throughout the screening process.

9. Convene committee for identification of interviewees.  

10. Identify special instructions given to interviewees when contacted to schedule interview date.

11. Contact Equivalency Committee chair prior to interview, when necessary.

12. Great each interviewee, explain logistics for interview, and conduct interviews within the established schedule.

13. Notify HR of finalists to be forwarded for interview by President.

14. Return all materials to HR.

Roles and Responsibilities of the EEO Representative

The Equal Employment Opportunity Representative serves as an advocate for fairness and diversity in the employment process.  The EEO representative is a regular “voting” member of the screening & interview committee with a specific responsibility to:

Monitor:

Ensure that procedures, practices and criteria are related to the positions and are applied fairly and consistently to all applicants.

a. Observe and evaluate the screening process to ensure that screening criteria are applied fairly to all applicants.

b. Observe and monitor the interview process to ensure that all applicants are treated equally throughout the interview in terms of time allowed, initial questions and follow up questions asked, respect etc.

c. Observe and monitor the discussion of applicants and interviewees to ensure that only non-discriminatory and job-related criteria are considered in determining the selection of finalists.

Interview:

a. Participate in all interviews.

b. Advocate for the diversity of the finalist pool.

c. Respond to questions regarding procedures or appropriateness of follow-up questions.

d. Intervene or halt the process to correct or prevent potential violations of the tenets of equal opportunity, especially with regard to follow up questions asking during the interviews. 

Process

Recruitment and Advertising

Faculty positions are normally advertised for a minimum of four to six weeks.  In unusual or extenuating circumstances, the timeframe may be reduced with the approval of the President and the Director of Human Resources.

Position announcements are posted on the college website and sent to colleges, universities and other organizations.  In addition, positions are advertised locally and in professional journals and related publications; in The Chronicle of Higher Education; the California Community College Registry; and on other internet sites as recommended by the screening & interview committee, department faculty and administrators.

Department/program faculty and administrators are expected to contact appropriate organizations to assist in identifying qualified candidates and to disseminate information regarding the position.

Applications

HR accepts applications and supplemental materials until midnight on the closing date.

All complete applications will be screened for minimum qualifications and forwarded to the screening & interview committee for consideration.

Screening

Screening criteria and interview questions must be completed and approved by the Director of Human Resources before the committee can access the applications.  Screening criteria are developed from the position description and the qualifications and requirements listed in the position announcement.  Screening criteria help members to review each application objectively.  The screening criteria must be listed on an appropriate screening form that must be used by each member of the committee.  All committee member must participate in the screening process (with the possible exception of subject matter experts from outside the college).

The committee selects applicants to interview who will best meet the needs of the students, the department/program and the College.  In accordance with the Collective Bargaining Agreement with Associate Faculty, the committee will interview those associate faculty members who are considered among the top ten (10) applicants by the committee.

The committee must be aware of the equivalency process prescribed by the District and use it when appropriate.

Interviews

The Human Resource department schedules interviews.  Each candidate must be provided the same interview information and offered a choice of interview times whenever possible.

All members of the screening & interview committee must be present for all interviews.  If a committee member misses an interview, he/she is removed from the committee. 

Interview questions will be asked in a consistent manner with all candidates.
After interviews are completed, members of the screening & interview committee discuss and evaluate the qualifications of the candidates.  The committee also considers whether the candidates selected as finalists will contribute to the diversity goals of the District.

If the screening & interview committee is not satisfied with the interviewed candidates or the diversity of the candidates, the committee may:

· review the applicant pool to ensure that qualified applicants have not been overlooked;

· if applicable, request to have any additional applications that have been submitted since the first review date forwarded for screening;

· request that Human Resources contact applicants with incomplete applications to request the missing application materials; or

· extend or re-open the search.

The screening & interview committee chair shall facilitate the committee discussion regarding strengths and weaknesses of the candidates in relation to discipline competency and departmental needs. This discussion results in the committee’s recommendation of final candidates. An Interview Summary form shall be completed for each candidate being forwarded for a final interview. 

The committee shall recommend at least two best qualified candidates (unless the applicant pool is unusually small), to the vice president and superintendent/president for final consideration.  The superintendent/president has the right to determine if the search is not adequate. If the search is deemed inadequate, a meeting will be scheduled for the superintendent/president and vice president to meet with the committee members to discuss that outcome.

The screening & interview committee chair returns all the screening and interview forms and all other application materials to Human Resources.
Final Interviews
The superintendent/president and appropriate vice president shall review the screening & interview committee's recommendations and written comments for the final candidates. The screening & interview committee’s recommendations of final candidates shall normally be accepted.  If circumstances exist why the superintendent/president does not choose to interview the recommended candidates, he/she shall meet with the screening & interview committee to discuss these issues. Then, the superintendent/president shall put his/her decision in writing to the committee and to the Academic Senate President.
The superintendent/president and appropriate vice president will interview the finalists. The dean and chair of committee may participate in the final interview if desired by the superintendent/president. Named references may be contacted by Human Resources. The superintendent/president and vice president may conduct additional reference checks.  

Prior to the announcement of the successful candidate, the vice president or designee shall notify the screening & interview committee chair, the department chair, and the Academic Senate President regarding the decision.

The superintendent/president shall select the finalist to be recommended to the Board of Trustees.
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