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Staffing Master Plan 2016 Year 4 Update, 2014-15 
Overview 

 
History of the Plan and Overview of the Planning Process 
 
The District established the Staffing Master Plan (“Plan”) in 2010-11 to link staffing 
needs directly to the District’s overarching institutional planning mechanisms.  The Plan 
is six years in length with an update prepared annually to allow the District’s planning 
groups, which include the four divisional planning councils and the 
Superintendent/President’s Group (SPG) of direct reports, to update staffing priorities.  
These priorities are derived from the planning groups’ analysis of the District’s planning 
assumptions and their relationship to staffing needs.  The Plan is the product of the 
Human Resource Services (HRS) as assigned in Year 1 of the District’s Strategic Plan 
2013 Action Plan.  Currently, the District is in Year 5 of the Plan.  The Plan and its 
updates can be accessed through the following links: 
 

- Staffing Master Plan 2016: 
http://www.palomar.edu/strategicplanning/StaffingPlan2016Final.pdf 

 
- Year 2 Update: 

http://www.palomar.edu/strategicplanning/Staffing_Master_Plan%20Addendum_Y2_
Final_050312.pdf 

 
- Year 3 Update: 

http://www.palomar.edu/strategicplanning/StaffingPlanUpdate-Y3-2012%2013.pdf 
 

- Year 4 Update: 
http://www.palomar.edu/hr/files/2015/03/SMP2016-Y4Update-Final-4.2014.pdf  

 
Minimum and optimum staffing levels were originally identified in divisional organization 
charts in the initial year of the Plan and the Year 2 update.  Changes to these levels are 
required only during Year 1 of each subsequent six-year Plan unless a substantive 
change to any area of the organization occurs, necessitating the development of 
appropriate staffing levels for that particular area. 
 
Each planning group uses District-wide and divisional planning assumptions to develop 
a set of priority factors to be used in prioritizing positions that tie directly to the goals 
and objectives of the District’s overarching Strategic Plan.  The planning groups also 
determined planning assumptions unique to the specific functions and services of their 
areas to further assist in identifying appropriate staffing levels and staffing needs. 
District-wide plans and divisional Program Review and Planning (PRP) reports, which 
are used to determine planning assumptions, can be accessed through the following 
links: 

 
- Educational Master Plan 2022: 

http://www.palomar.edu/strategicplanning/MasterPlan2022Update03012011.pdf 
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- Strategic Plan 2016: 

http://www.palomar.edu/strategicplanning/Revised%20030414%20Strategic%20Pla
n%202016%20Mission%20Vision%20Values%20and%20objectives.pdf 
 

- Technology Master Plan 2016: 
http://www.palomar.edu/strategicplanning/TMP2016.pdf 

 
- Divisional Program Review and Planning reports: 

http://www.palomar.edu/irp/PRPCollection.htm 
 
At the beginning of each year’s Staffing Master Plan update cycle, HRS provides an 
orientation to each planning group on the purpose and requirements of the Plan and 
updates to District-wide planning assumptions.  Each planning group reviews District-
wide planning assumptions and data in PRPs to identify staffing needs for the following 
year. The planning groups then reaffirm or update their priority factors and reevaluate 
and update their staffing priorities.  The planning groups review their areas’ vacant 
positions against their selected priority factors to prioritize the positions in order of 
recruitment preference as a guideline to determine when positions should be filled, with 
positions ranked as #1 as the highest priority.  Planning groups also propose new 
positions to fulfill expected future needs of their areas. 
 
At the conclusion of each year’s update cycle, the planning groups provide evaluative 
feedback to HRS regarding the efficacy of the Plan.  HRS uses this feedback to make 
future modifications to the planning process.  Based upon feedback from the planning 
councils and SPG, in Years 4 and 5, the position prioritization process required the 
planning groups to prioritize only those positions that could realistically be filled within 
the fiscal years 2014-15 (Year 4 prioritizations) and 2015-16 (Year 5 prioritizations) due 
to the ongoing modified hiring freeze and fiscal constraints.  Unprioritized positions will 
not be funded until prioritized and approved to recruit, and replacement of existing 
vacant positions will continue to be assumed of higher priority than new or proposed 
positions. 
 
Flexibility of the Plan and the Planning Process 
 
The Staffing Plan is designed to respond to shifting staffing needs that occur over time 
due to changes in planning assumptions and other factors.  The planning groups 
prioritize existing positions only once each year during a fixed time period; however, 
retirements, resignations, and promotions may occur throughout the year once an 
update is completed.  Depending upon a division’s planning assumptions, priorities, and 
needs, it may be necessary that positions that have become vacant after an update and 
prior to the next update be prioritized higher and addressed sooner than positions on a 
given year’s priority list.  In these cases, the following year’s update should note actions 
taken and changes made to the priority list.  In summary, the staffing priorities set by the 
planning groups serve as a guideline to when positions should be filled, and all positions 
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are reviewed individually in line with District needs and available resources prior to 
recruitment. 
 
Year 5 District-Wide Planning Assumptions and Other Planning Factors 
 
The District’s Strategic Plan 2016 was introduced during the Year 4 planning process.  
Some planning groups aligned their priority factors with the new goals and objectives of 
the new Strategic Plan during this planning cycle, while the others retained alignment 
with the Strategic Plan 2013 goals and objectives due to the limited timeframe of the 
planning process.  In Year 5, all planning groups reviewed and, if necessary, updated 
their respective priority factors to align with the goals and objectives of Strategic Plan 
2016. 
 
The following District-wide planning assumptions were considered during the Year 5 
planning process:  
 

- Students: Student headcount underwent a slight increase in 2013-14 (36,877 
students) when compared to 2012-13 (36,426).  The District’s enrollments have 
continued to decline, however, which reflects the continuing fiscal constraints 
faced by the California Community Colleges system and the State of California in 
recent years.  
 

- Employees: The District’s hiring remains constrained by fiscal resources, and is 
currently limited for all non-faculty positions to high operational priority positions. 
Employee attrition rates in 2013-14 (7.0%) fell across all occupational categories 
when compared with the 2012-13 rate (8.8%).  Attrition is projected to rise due to 
the District’s offer of a Supplemental Retirement Plan (SRP) to eligible 
employees in 2014-15, which is expected to result in a significant increase in the 
number of positions recruited in for all employee categories in 2015-16.  In 
response, the District has begun recruiting for several upper-level administration 
positions that will become vacant due to SRP retirements. 
 

- Current fiscal conditions limit the District’s ability to restore non-faculty positions 
vacated during the 2008-2013 time frame, and constrain its ability to meet the 
goals of Strategic Plan 2016.  Objective 4.1 of Strategic Plan 2016 establishes 
the goal of “Rebuild[ing] staffing levels to support priorities identified in Staffing 
Plan 2016, if the budget allows.”    

 
- Facilities and space planning: Facilities/space projections shifted forward 

slightly for a second year.  The new South Center is projected to open in 2017-
18, and development of staffing projections for both the North and South Centers 
will be included in the Year 6 Plan update.  The Year 5 update focuses solely on 
staffing needs at existing District locations.  Year 1 of the Staffing Master Plan for 
2016- 2022 will address Center staffing needs. 
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Updated District-wide planning assumptions for the Year 5 update are documented in 
Appendix A. 

 
Staffing Master Plan 2016 Year 5 Update, 2014-15: 

Analysis of Staffing Priorities of Individual Planning Groups 
 
Introduction 
 
This section is a summary of each planning group’s staffing changes and priorities for 
the Year 5 update.  Appendix B contains each planning group’s specific Year 5 priorities 
for 2015-16. 
 
Superintendent/President’s Group (SPG) 
 
The Superintendent’s/President’s Group continued to recruit for the Title III STEM 
Institutional Research Analyst position that was SPG’s #1 staffing priority for Year 5.  A 
Senior Institutional Research Analyst retired as of June 30, 2015 and SPG recruited and 
replaced this position during the 2014-15 year.  
 
This year the division is carrying forward all seven positions remaining on its list of 
vacant/proposed positions.  The top priority, as in Year 4, is the Title III STEM Research 
Analyst.  All other positions are prioritized in the same order as in the Year 4 update, 
with one exception: the Alumni Coordinator position was reprioritized using SPG’s 
agreed upon priority factors and moved down one ranking.  It is now ranked #7 out of 
the seven prioritized positions.  All positions ranked #2-#7 will be developed and 
recruited in concert with available fiscal resources and prioritized against the overall 
staffing needs and workload of the District. 
 
Finance and Administrative Services Planning Council (FASPC) 
 
Finance and Administrative Services (FAS) filled a total of eight positions in Year 5.  As 
in the first several years of the Staffing Master Plan, FAS has largely filled positions in 
order of priority ranking.  FAS has also filled some positions outside of the prioritization 
process to address immediate health and safety needs and functional gaps within the 
division.   
 
Two of the positions filled by FAS in Year 5 were new positions approved during 2012-
13. One position, the Manager, Construction and Facilities Planning, is part of the 
Administrative Association and the other, the Supervisor, Environmental Health and 
Safety, is within the Confidential and Supervisory Team.  The Manager, Construction 
and Facilities Planning combined duties from the vacated Manager, Construction and 
the Manager, Facility Planning/Environmental Health and Safety positions.  The 
Supervisor, Environmental Health and Safety absorbed the remaining duties of the 
vacated Manager, Facility Planning/Environmental Health and Safety position. 
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FAS’ remaining six positions filled in Year 5 consisted of critical positions that were 
replaced soon after they became vacant to address health, safety, administrative, and 
technology needs.  The six replacement positions consisted of four Custodian I 
positions and one Custodian II position, as well as a Database Administrator. 
FAS currently has eleven positions which are either being recruited or have been 
approved for recruitment.  This includes three replacement positions in Building 
Services: Assistant Maintenance Electrician, Maintenance Painter, and Skilled 
Maintenance Technician – Parking Lots.   In addition, a replacement for the Manager, 
Construction and Facilities Planning hired last year and a new Proposition M Furniture, 
Fixtures, and Equipment Coordinator are currently undergoing recruitment in the 
Construction and Facilities Planning Department.  Custodial Services is also recruiting 
one replacement Custodian I position.  In the Fiscal Accounting Department, a Senior 
Accounting Assistant is in recruitment, a position vacated when the previous employee 
was promoted.  Finally, in the Information Services department, two replacement 
Programmer Analysts are approved for recruitment, and a new Information Services 
Systems Engineer is currently in recruitment. 
 
The priorities for FAS remain similar to Year 4, although there are several replacements 
jumping to the head of the line such as the Information Services Manager, Systems and 
Programming; an Accounting Assistant; and a Custodian I position.  In addition, FAS 
continues to identify some vacant positions as needing reevaluation to correspond with 
changes in operations and functions. 
 
Human Resource Services Planning Council (HRSPC) 
 
In the Year 4 update, Human Resource Services prioritized seven positions for 
recruitment over the three-year period of 2014-15 through 2016-17.  One of these 
positions, an Employment Technician, was successfully filled in 2014-15.  HRS is 
currently recruiting for the second Employment Technician position prioritized in Year 4, 
and the 45% Benefits Specialist position, which was identified in Year 4 as Leaves 
Program Specialist. 
 
HRS carried the remaining positions prioritized in Year 4 over to Year 5 for recruitment 
in 2015-16 and 2016-17.  These positions are expected to perform HRS functions in a 
broad range of areas currently lacking bench depth, including benefits; collective 
bargaining; personnel support, and administrative support.  In addition to the unfilled 
Year 4 positions, HRS included a proposed Director/Manager, Diversity/Equal 
Employment Opportunity in the Year 5 prioritizations to provide greater leadership in 
those areas. 
 
Instruction Planning Council (IPC) 
 
As the District continues to face budget constraints due to a downward shift in 
enrollments, the hiring of classified staff and administrators occurs on a case-by-case 
basis after review of overall needs in Instruction and in the District.   Given this scenario, 

5 
 



the 22 positions prioritized for 2014-15 by IPC remain to be hired while nine positions 
not prioritized have been filled to address critical needs. 
 
The Instructional Planning Council (IPC) continues to use four factors in prioritizing 
position requests submitted through the Program Review and Planning process.  These 
four factors include (a) health and safety, (b) program accreditation, (c) direct classroom 
or other support services, and (d) direct department or program support for day-to-day 
activities.  46 position requests were received through the 2014-15 PRP process.  IPC 
prioritized 24 of these positions but has also included the remaining positions not 
prioritized in its documentation as an official record that there are needs beyond the 24 
prioritized positions.  It is noteworthy that 14 (58%) of the prioritized positions are new 
while the other 10 are replacement requests.  The significance of this is that the PRP 
process is ensuring that departments/units are closely evaluating their needs and are 
recognizing that position support needs have developed or changed as instructional and 
organizational needs change.  The list of prioritized positions is representative of in-
classroom needs, program changes or growth, new facilities, and essential support 
outside the classroom and at other sites, all important to the District’s operations in 
serving its student community.  In establishing its priorities, IPC had extensive 
conversations about each position with a brief overview provided by each Division 
Dean.  Overall the priority list of 24 positions was thoroughly and thoughtfully developed 
by IPC through its established process. 
 
In 2014-15, the District hired eight new full-time faculty, including one counselor and 
one librarian.  For 2015-16, there are currently thirteen full-time faculty positions in 
recruitment to ensure that the District meets or exceeds the Full-time Faculty Obligation 
(FON) for the upcoming academic year.  As a recommendation to the 
Superintendent/President, the IPC Subcommittee will submit its 2016-17 prioritized list 
of full-time faculty positions by the end of this Spring 2015 semester.  The process used 
by the IPC Subcommittee is included in Appendix D.  This process has effectively 
addressed full-time faculty position needs since 2006.  In anticipation of the Governing 
Board approving a retirement incentive for all employees this year, it is expected that a 
high number of full-time faculty will be hired for 2016-17 and that some gaps in 
classified and administrative positions will be addressed.   
 
Student Services Planning Council (SSPC) 
 
2013 – 2014 
During the 2013 – 2014 academic year, 17 positions were filled across various areas of 
the division.  Of these positions, 10 were classified, three were faculty, one was a 
Confidential and Supervisory Team position, and three were administrators.  The 
classified positions included two Academic Evaluator/Advisor positions; an Enrollment 
Services Specialist; a Financial Assistance Advisor; three GEAR UP Site Coordinators; 
two TRIO Outreach Coordinator positions, and a GEAR UP Specialist.   The remaining 
hires included two Assistant Professor/Counselor positions; a faculty Learning Disability 
Specialist position; a Counseling Services Supervisor; the Dean, Counseling Services; 
the Chief of Police; and the Assistant Superintendent/Vice President, Student Services. 
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2014 – 2015 
For the 2014 – 2015 academic year, there were eight positions identified through the 
staffing priority process.  Of these positions, seven were classified positions and one 
was an administrator.  These positions included two Police Officer I positions; an 
Athletic Trainer; an Academic Advising/Financial Aid Functional Analyst; an ASG and 
Club Coordinator; a Counseling Services Specialist; a Sports Information Specialist; and 
a Police Sergeant.  Thus far, the Police Sergeant has been hired. 
 
2015 – 2016 
For the 2015 – 2016 academic year, there are twenty-three positions that have been 
identified through the staffing priority process.  Many of these positions were identified 
as part of staffing changes related to the increase of Student Success and Student 
Equity activities and in anticipation of various staff participating in the Supplemental 
Retirement Plan (SRP).  These positions include the Director, Disability Resources; two 
Police Officer I positions; a faculty Articulation Officer position; an Outreach Director; a 
Director of Extended Opportunity Programs and Services (EOP&S)/CARE; a 
Dispatcher; an Athletic Trainer, a Senior Enrollment Services Specialist; a Senior 
Financial Aid Specialist; two Counseling Services Specialists; an Admissions, Records, 
and Evaluation Supervisor, a Senior Administrative Secretary; a Behavioral Health 
Coordinator; a Student Affairs Supervisor; an Articulation Assistant; a Lead Community 
Service Officer; an Admissions/Enrollment Coordinator; two Enrollment Services 
Specialists; a Community Service Officer; and a Sports Information Specialist. 
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The following Year 5 update orientation, which includes planning assumptions for 2015-16 staffing 
prioritizations, was provided by Human Resource Services personnel to the four divisional planning 

councils and SPG in Fall 2014. 
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