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Staffing Master Plan 2016 Year 3 Update, 2012-13: 
Overview 

 

History of the Plan and 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. 
(http://www.palomar.edu/strategicplanning/StaffingPlan2016Final.pdf) 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 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) department as assigned in Year 1 of the District’s Strategic Plan 2013 Action 
Plan.  Currently, the District is in Year 3 of the Plan. 
 
The planning groups provide important feedback to HRS each year regarding the 
planning process.  Based upon feedback from the planning councils and SPG, in Year 
3, the planning process was streamlined and focused solely on affirming divisional 
planning assumptions and priority factors and reassessing and reprioritizing staffing 
needs.  Minimum and optimum staffing levels, as originally identified in divisional 
organization charts in the initial year of the Plan and the Year 2 update, will now be will 
be 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. 
 
During the initial year of the Plan, the planning groups determined minimum and 
optimum staffing levels for their respective areas through a review of the District’s 
organizational structure and District-wide plans and assumptions.  The District’s plans 
can be found at the following links: 
 

- Educational Master Plan 2022 
(http://www.palomar.edu/strategicplanning/MasterPlan2022Update03012011.pdf 
 

- Strategic Plan 2013 
(http://www.palomar.edu/strategicplanning/STRATEGICPLAN2013.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) 
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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. 
 
Each planning group used the District-wide and divisional planning assumptions to 
develop a set of priority factors that tie directly to the goals and objectives of the 
District’s Strategic Plan.  The planning groups then reviewed their areas’ vacant and 
budgeted positions against the 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 being the highest priority.  Planning groups also proposed 
and prioritized new positions to fulfill expected future needs of their areas. 
 
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.  Appendix A includes the training 
materials for Year 3.  The planning groups then reaffirm or update their divisional 
assumptions and priority factors and reevaluate and update their staffing priorities.  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. 
 
Year 3 District Assumptions and Other Planning Factors 
 
Updated planning assumptions for the Year 3 update are documented as part of the 
training materials in Appendix A.  In summary, student and employee headcounts were 
reduced compared to the Year 2 update, which reflects the significant fiscal constraints 
faced by the California Community Colleges system and state of California in recent 
years.  Employee attrition rates fell slightly and facilities/space projections remained the 
same as in the Year 2 update, and the District’s modified hiring freeze remains in place. 
 
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 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 
are reviewed individually in line with District needs and available resources prior to 
recruitment. 
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The Year 3 update reflects staffing priorities for positions at the District’s San Marcos 
and other existing locations.  The Year 4 update will address recommendations for 
staffing the North and South Centers, which at this writing are expected to open within 
the 2015-17 timeframe. 
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Staffing Master Plan 2016 Year 3 Update, 2012-13: 
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 3 update.   Appendix B contains each planning group’s specific priorities. 
 
Superintendent/President’s Group (SPG) 
 
SPG retained all prioritized positions indicated in the Year 2 update and shifted rankings 
slightly to address staffing needs within the Institutional Research and Planning 
department.  No positions have been filled in the Superintendent/President’s Division in 
2012-13 thus far primarily due to the District’s ongoing hiring freeze. 
 
The Division has opened a Title III/STEM Institutional Research Analyst position that the 
District anticipates filling within the 2012-13 fiscal year.  The Title III/STEM Institutional 
Research Analyst position, formerly referred to in Year 2 as a Research and Evaluation 
Technician, was reprioritized from #7 to #4 in Year 3 when funds through one of the 
District’s two Science, Technology, Engineering, and Mathematics (STEM) grants 
became available to fill the position.  The District is currently recruiting for this position 
out of sequence due to the timing of the funding.  The Administrative Support – Grants 
position, prioritized as #4 in Year 2 was reprioritized to #7 in Year 3 in order to 
accommodate the immediate need to fill the Title III/STEM Institutional Research 
Analyst position.  All other proposed positions will be developed and recruited in concert 
with fiscal resources and prioritized against the overall staffing needs and workload of 
the District.  
 
Finance and Administrative Services Planning Council (FASPC) 
 
As in the first year of the Plan and Year 2, Finance and Administrative Services (FAS) 
has largely filled positions in order of priority ranking. FAS has filled some positions 
outside of the prioritization process to address immediate health and safety needs and 
functional gaps within the division.  FAS filled a total of ten (10) positions in Year 3. 
 
Four of the positions filled by FAS in Year 3 appeared in Year 2’s priorities and fell 
within the division’s top ten prioritized positions.  All four positions are Administrative 
Association and Confidential and Supervisory Team (CAST) positions that had 
remained vacant for over a year.  Filling these positions remedied the lack of permanent 
leadership within the division.  These positions include the Assistant 
Superintendent/Vice President, Finance and Administrative Services; the Director, 
Facilities; the Administrative Assistant, Finance and Administrative Services; and the 
Supervisor, Custodial Services. 
 
FAS’ remaining six positions filled in Year 3 consisted of five critical positions that were 
replaced soon after they became vacant to address health, safety, and technology 
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needs and one new Administrative Association position to close functional gaps and 
streamline operations within the Fiscal Services department.  The five replacement 
positions consist of three Custodian I positions, a Maintenance Painter, and a 
Programmer Analyst.  A new position, Manager, Fiscal Services, was developed to 
combine the responsibilities of three administrative and supervisory positions within 
Fiscal Services: the Manager, Fiscal Accounting; the Accounts Payable Supervisor; and 
the Supervisor, District Cashiering Services. 
 
FAS’ budgeted/vacant and proposed positions remain nearly the same as in Year 2.  
Five recent vacancies due to promotions and retirements within the division have been 
added and the division has proposed to recruit for the following positions:  Buyer; 
Database Administrator; Manager, Construction and Facilities Planning; Supervisor, 
Environmental Health and Safety; and a Health and Safety Technician.  Other positions 
include three new Custodian I positions in anticipation of increased needs 
corresponding with the construction of the North and South Centers.  FAS identified 
some vacant positions as needing reevaluation to correspond with changes in 
operations and functions. 
 
Human Resource Services Planning Council (HRSPC) 
 
The Human Resource Services (HRS) department maintained its prior-year staffing 
levels in Year 3, filling no positions.  HRS’ staffing workload, however, has increased 
sharply as a result of the passage of Proposition 30, causing HRS to review its staffing 
priorities with attention to how the department can most expediently fulfill staffing needs 
for the entire District over the next several years. 
 
In Year 3, HRS maintained its two critical vacant positions of Manager, Human 
Resource Services and Human Resources Analyst as the top-ranked positions to fill.  
HRS reorganized the order in which its proposed positions were prioritized and added 
and removed proposed positions.  Two Employment Technicians were added to the 
proposed positions list.  An additional Benefits Specialist and two more HR Generalist 
positions were added and ranked to correspond with an increase in benefits and 
personnel support that will become necessary as the South and North Centers open.  
HRS removed the Administrative Support, HR Research Assistant, and Systems 
Module Functional Assistant positions from the proposed positions list as the need for 
support in these areas is not immediate.  These changes are necessary to 
accommodate the expected ongoing  increase in the recruiting, personnel support, and 
benefits workload anticipated due to District growth as the North and South Centers 
prepare to open and easing of fiscal constraints. 

 
Instruction Planning Council (IPC) 
 
Due to budget constraints and the District’s modified hiring freeze, Instructional Services 
utilized the flexibility of the Plan to fill thirteen replacement and new positions that were 
critical to District operations, even though there were other position needs on the 
division’s list of prioritized positions.  Seven of these recruitments were for positions that 
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became vacant as a result of transfers of existing classified employees within the 
division.  Six new positions were added to the division, five of which were classified 
positions, which were necessary to support the immediate staffing needs created by the 
awarding of the Science, Technology, Engineering, and Mathematics (STEM) I and 
STEM II grants to the District.  The sixth new position was an Administrative Association 
position, Manager, Educational Television and KKSM Radio Operations, which was 
essential to provide more consistent supervision to the functional areas it oversees and 
to ensure compliance with FCC regulations. 
 
The District did not fill any full-time faculty positions during Year 3; however, 
recruitments for nineteen faculty positions within Instructional Services and Student 
Services (see Student Services Planning Council section) are currently underway and 
expected to be filled for the 2013-14 academic year.  Seventeen of these positions were 
identified in the faculty position priorities process conducted by the Instruction Planning 
Council (IPC) Subcommittee in 2012-13 as indicated in Appendix C. One position is a 
librarian and one is an immediate replacement for a crucial position in Nursing 
Education.  The District is filling these full-time faculty positions to ensure that at a 
minimum it fulfills its Faculty Obligation Number (FON) enacted by the California 
Community Colleges Chancellor’s Office.  These new faculty hires will also ease the 
impact of a large number of faculty retirements that occurred in 2010-11 and 2011-12.  
Appendix D provides a review of the description of the FON and the College’s 
philosophy on faculty hiring. 
 
Instructional Services made significant updates to its priority rankings and added 
several proposed positions in Year 3, with attention to providing broader instructional 
support.  The division has placed an emphasis on institutionalizing staffing needs 
resulting from the implementation of successful student support activities funded by the 
Title V/Hispanic Serving Institution (HSI) and STEM I and II grants.  Priority rankings are 
limited strictly to classified, CAST, and administrative positions as faculty priorities are 
determined by the process completed by the IPC Subcommittee each academic year.  
The four top-ranked positions are de facto requests to institutionalize four Title 
V/HSI/Basic Skills Initiative (BSI) funded positions to District funding.  Positions 5-8 are 
four new proposed instructional and office support positions that will support the 
activities in the new Teaching and Learning Center (TLC) on the San Marcos campus.  
The high success of the Escondido Center TLC was the catalyst for the creation of a 
similar facility.  
 
The remaining priority list of seventeen positions is the result of a careful review of 
position requests submitted through the annual Program Review and Planning (PRP) 
process.  The prioritization of both new and existing positions is a thorough process 
completed each year by IPC.  The list for Year 3 is a reflection of this important process 
that considers new directions in academic programs, operational changes, 
reorganization, and vacant positions in Instruction and Instructional Support areas.  In 
Year 3, seven vacant positions resulting from attrition were added to the priorities list. 
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Student Services Planning Council (SSPC) 
 
Student Services filled a total of eleven non-faculty positions in Year 3.  Of these 
positions, four were prioritized and seven were critical replacements filled to address 
urgent operational needs within the division.  The positions were filled across several 
areas of the division: the Assistant Superintendent/Vice President, Student Services 
position; a Career Center Coordinator, a Counseling Services Specialist, a Counseling 
Services Supervisor, an Assessment/School Relations Coordinator, and a GEAR UP 
specialist in Counseling; the Director, Enrollment Services and an Academic 
Evaluator/Advisor – Transcript Fees in Enrollment Services; an Academic Department 
Assistant in Athletics; and a Police Officer I and a Community Service Officer in the 
Palomar College Police Department. 
 
As was also the case for Instruction, Student Services did not hire any new full-time 
faculty in Year 3 due to budget constraints.  In 2011-12, IPC’s faculty priorities included 
three new faculty positions in Student Services, which include an Assistant 
Professor/Counselor and two positions in the Disability Resource Center to address 
staffing gaps due to recent faculty retirements in that department.  The District is 
currently recruiting for these positions. 
 
All of Student Services’ prioritized vacant and proposed positions identified in Year 2 
were carried over to Year 3.  The division opted to add five proposed positions in 
several departments to provide direct student support and meet health and safety 
requirements for the District.  Two of these positions are new Veterans Services 
Technician positions, both of which are currently open to the public, to support the 
District’s growing population of veterans.  The other new proposed positions include an 
Assessment Technician to support the Title III/STEM grant, which is currently under 
recruitment; an Enrollment Services Specialist; and a Police Officer I.  Several of 
Student Services’ positions are ranked differently in Year 3 than in Year 2 to address 
the division’s current staffing needs. 
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APPENDIX A. 
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Appendix A. Staffing Master Plan 2016: Year 3 Update Training 
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