
 
 
  

 
 
 
CHAIR:   Deegan 
MEMBERS:  Barton, Claypool, Cuaron, Davis, Dimmick, Falcone, Gilroy, Gonzales, Holmes, Larson, 
Laughlin, Lienhart, Maunu, Moore, Navarro, Perez, Sourbeer, Stockert, Talmo, Titus, Tortarolo, 
Velazquez, Wick  
RECORDER:  Ashour 
                   Attachments    Time 
         

A. MINUTES                      2 min 
1. Approve Minutes of February 4, 2014 
2. Approve Minutes of February 25, 2014   

 
B. ACTION ITEMS/SECOND READING      15 min 

1. Holiday Schedule 2014‐2015  Exhibit B1 
2.  Winter Holidays Schedule 2014‐2017    Exhibit B2 

 
C. ACTION ITEMS/FIRST READING      10 min 

1.  Board Policy 3250‐Institutional Planning;    Exhibit C1 
  3710‐Securing of Copyright; 3715‐Intellectual Property; 
  4020‐Program Curriculum & Course Development 
2.  Administrative Procedure 7120‐Recruitment & Hiring  Exhibit C2 

 
D. INFORMATION/DISCUSSION  30 min 

1. Discussion if Governance Structure Book should  Exhibit D1 
Include Task Forces or Ad Hoc Committees (work groups) 
 

E.  INTEGRATED PLANNING MODEL  30 min 
1. SPC Timeline Check‐In 
2. Strategic Plan 2016  
3. SPPF Funds Summary     

   
F.  ACCREDITATION RECOMMENDATIONS AND PROGRESS    10 min 

1. Accrediting Commission Actions and Policy Updates 
2. Accreditation Self‐Evaluation Update 

   
G.  REPORTS OF PLANNING COUNCILS                  10 min 
  1.  Finance & Administrative Services Planning Council – Ron Perez   
  2.  Human Resource Services Planning Council – John Tortarolo 
  3.  Instructional Planning Council – Berta Cuaron   
  4.  Student Services Planning Council – Adrian Gonzales 
 
H.  REPORT FROM PC3H COMMITTEE      5 min 
   
I.  OTHER ITEMS 

STRATEGIC PLANNING COUNCIL 
AGENDA 

Date:                   March 4, 2014 
Starting Time:                2:00 p.m. 
Ending Time:                3:45 p.m. 
Place:                                           AA‐140



  
 
A regular meeting of the Palomar College Strategic Planning Council scheduled March 4, 2014, was held in 
AA‐140.  President Robert Deegan called the meeting to order at 2:05 p.m. 
 
ROLL CALL 
Present:  Barton, Cuaron, Deegan, Dimmick, Falcone, Gilroy, Gonzales, Holmes, Larson, Lienhart, Navarro, Perez, 

Stockert, Titus, Talmo, Velazquez, Wick 
Absent:  Claypool, Davis, Laughlin, Maunu, Moore, Sourbeer, Tortarolo 
Guests:  Kendyl Magnuson 
Recorder:    Cheryl Ashour 
 
A. MINUTES 

1. Approve Minutes of February 4, 2014 
MSC (Cuaron/Talmo) to approve the Minutes of February 4, 2014 as written 
 

2. Approve Minutes of February 25, 2014 
MSC (Cuaron/Barton) to approve the Minutes of February 25, 2014 as written 
 

B. ACTION ITEMS/SECOND READING 
1. Holiday Schedule 2014‐2015 (Exhibit B1) 

MSC (Titus/Cuaron) to approve the Holiday Schedule 2014‐2015 as written 
 

2. Winter Holidays Schedule 2014‐2017 (Exhibit B2) 
MSC (Cuaron/Dimmick) to approve the Winter Holidays Schedule 2014‐2017 as written 
 

C. ACTION ITEMS/FIRST READING 
1. Board Policy 3250‐Institutional Planning; 3710‐Securing of Copyright; 3715‐Intellectual Property; 4020‐

Course Curriculum and Course Development  (Exhibit C1) 
There were no questions.  This item will return for action/second reading at the next SPC meeting. 
 

2. Administrative Procedure 7120‐Recruitment & Hiring (Exhibit C2) 
This item was pulled and sent back to the Policies and Procedures Committee at the request of the Faculty 
Senate.  There is wording they would like to revise. 
 

D. INFORMATION/DISCUSSION 
1. Discussion if Governance Structure Book should include Task Forces or Ad Hoc Committees (work groups) 

(Exhibit D1) 
There was a question if the Governance Structure Book should list the Task Forces and Ad Hoc Committees, 
as they are part of the Governance Structure.  There was consensus to not include these because they are 
not permanent committees. 

 
E. INTEGRATED PLANNING MODEL 

1. SPC Timeline Check‐In 
Michelle Barton discussed the upcoming activities, especially the number of items that need to get 
completed in April. 
 

2. Strategic Plan 2016 Action Plan Update 
Michelle Barton stated that the Action Plan‐Year 1 is due to be evaluated in April; she will be contacting the 
person(s) responsible for each objective so they will be ready to give a year‐end report.  Discussion on 
objectives for Year 2 will also be discussed in April and hopefully finalized at the May 6 meeting. 

STRATEGIC PLANNING COUNCIL 
MEETING MINUTES 

March 4, 2014 
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Ms. Barton stated that Governing Board Member Nancy Chadwick requested that Objective 2.1 be revised to 
say: “Establish faculty councils with high school partners to improve alignment of curriculum and student 
transition.”  After discussion, there was consensus to make the change. 
 
MSC (Cuaron/Gonzales) to amend the Strategic Plan 2016 to revise the wording in Objective 2.1 as stated 
above. 
 

3. SPPF Funds Summary (Exhibit E3) 
Michelle Barton reviewed the summary of the allocated SPPF Funds.  A SPPF request, University Tours, was 
distributed; it had been submitted on time but was missed.  After discussion it was decided to allocate funds 
for the request. 
 
MSC (Titus/Cuaron) to approve the University Tours SPPF request for $3,950. 
 
Ms. Barton will have Cheryl Ashour send the revised SPPF Funds Summary to members. 

 
F. ACCREDITATION RECOMMENDATIONS AND PROGRESS 

1. Accrediting Commission Actions and Policy Updates 
There were no updates. 
 

2. Accreditation Self‐Evaluation Update (Exhibit F2) 
Berta Cuaron stated that the 2014 Annual Report will be due to the Accrediting Commission by March 26.  
She distributed a copy of last year’s report but said there are changes to the questions asked this year.  She 
will send a copy of the report to members when it is completed. 
 
Ms. Cuaron discussed distance education; a working group from the curriculum committee is working on a 
campus‐wide distance education philosophy.  Discussion ensued. 
 

G. REPORTS OF PLANNING COUNCILS 
1. Finance and Administrative Services Planning Council  

Ron Perez reported on the progress of getting an ATM on campus, and discussed the progress of the baseball 
field, lighting retrofit, humanities building, and the grand opening of the TLC on March 7. 
 

2. Human Resource Services Planning Council – no report 
 

3. Instructional Planning Council 
Berta Cuaron reported that IPC completed its Staffing Plan priorities.  Ms. Cuaron discussed the total cost of 
submitted PRPs and the amount of money available. 
 

4. Student Services Planning Council 
Adrian Gonzales reported that SSPC completed its Staffing Plan and discussed SPPF funding and the student 
equity report. 
 

H. REPORT FROM PC3H COMMITTEE 
Sherry Titus reported that PC3H hired a new assistant.  PC3H is working on its mission statement and bullying 
language in the College policies.  She announced that Monika Brannick received the Peace Award by the San 
Marcos Rotary. 
 

I.  OTHER ITEMS 
1.  Legislation 

President Deegan discussed legislative bills that affect community colleges.  One would give City College of 
San Francisco $20 million over four years to stabilize the college; the other would allow community colleges 
to offer one baccalaureate degree.  Discussion ensued 
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2.  Active Minds 
The Active Minds student club is hosting a fundraising event scheduled for March 13.  For a dollar donation, 
students will have the opportunity to throw pies at volunteering faculty and administrators. 
 

3. ASG 
Genesis Gilroy reported that election packets have been released; the ASG board was not able to attend the 
March on March, as not enough people signed up to afford the cost of the bus.  ASG will hold many forums 
in March giving students the opportunity to ask questions and be informed on various subjects. 
 
President Deegan thanked Sherry Titus for being a guest speaker at the March on March event. 
 

J.  ADJOURNMENT 
There being no remaining items, the meeting was adjourned at 2:50 p.m. 
 



 
 

HOLIDAY SCHEDULE 
 

2014-2015 
 

 
  

  Board Approved:   

DATE HOLIDAY OBSERVED HOLIDAY 

Friday, July 4 Independence Day  

Monday, September 1 Labor Day  

Tuesday, November 11 Veterans’ Day 

Thursday, November 27 Thanksgiving Day 

Friday, November 28 Local Holiday 

Wednesday, December 24 Local Holiday  

Thursday, December 25 Christmas Day 

Friday, December 26 Admission Day (Observed) 

Monday, December 29 Added Board Holiday  

Tuesday, December 30 Added Board Holiday 

Wednesday, December 31 Local Holiday 

Thursday, January 1 New Year’s Day 

Monday, January 19 Martin Luther King, Jr. Day 

Friday, February 13 Lincoln’s Day 

Monday, February 16 Washington’s Day 

Friday, March 20 Spring Holiday 

Monday, May 25 Memorial Day 

 
 



WINTER HOLIDAYS
FY15-FY17

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

December 14 December 15 December 16 December 17 December 18 December 19 December 20

Work day Work day Work day Work day Work day

December 21 December 22 December 23 December 24 December 25 December 26 December 27

Work day Work day Local Holiday Christmas Day Admission Day

December 28 December 29 December 30 December 31 January 1 January 2 January 3

Added Bd. Holiday Added Bd. Holiday Local Holiday New Year's Day Work day

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

December 13 December 14 December 15 December 16 December 17 December 18 December 19

Work day Work day Work day Work day Work day

December 20 December 21 December 22 December 23 December 24 December 25 December 26

Work day Work day Work day Local Holiday Christmas Day

December 27 December 28 December 29 December 30 December 31 January 1 January 2

Admission Day Added Bd. Holiday Added Bd. Holiday Local Holiday New Year's Day

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

December 18 December 19 December 20 December 21 December 22 December 23 December 24

Work day Work day Work day Work day Local Holiday

December 25 December 26 December 27 December 28 December 29 December 30 December 31

Christmas Day 
(Observed)

Admission Day Added Bd. Holiday Added Bd. Holiday Local Holiday

January 1 January 2 January 3

New Year's Day 
(Observed) 

Work day

Board Approved:

December/January 2016-2017

December/January 2015-2016

December/January 2014-2015

WINTER HOLIDAYS SCHEDULE
FOR 2014-2015; 2015-2016 and 2016-2017
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Date Adopted: 4/14/2009. Revised: 8/14/2012 
	

1	of	1	

GENERAL INSTITUTION 1 
Rev. 12-3-13 2 

BP 3250 INSTITUTIONAL PLANNING 3 
 4 
References: 5 

Title 5 Sections 51008, 51010, 51027, 53003, 54220, 55080, 55190, 55250, 6 
55510, and 56270 et seq.; 7 
Accreditation Standard I.B 8 

 9 
The Superintendent/President shall ensure that the District establishes and implements 10 
a broad-based comprehensive, systematic, and integrated system of planning that 11 
involves appropriate segments of the District community and is supported by 12 
institutional effectiveness research, and is regularly evaluated. 13 
 14 
The planning system shall include plans required by law and/or recommended to meet 15 
accreditation standards, including, but not limited to: 16 
 17 

 Long-range Educational or Academic Master Plan, which should be updated 18 
periodically as deemed necessary by the Governing Board 19 

 Long-range Facilities Master Plan 20 

 Mid-range Strategic Plan 21 

 Short-range operational plans 22 

 Equal Employment Opportunity (EEO) Plan 23 

 Student Equity Plan 24 

 Matriculation Student Success and Support Program Plan 25 

 Transfer Center Plan 26 

 Cooperative Work Experience Plan 27 

 Extended Opportunity Programs and Services (EOPS) Project Plan 28 
 29 
The Superintendent/President shall submit District plans to the State Chancellor’s Office 30 
when required by law. 31 
 32 
The Superintendent/President shall submit to the Governing Board those plans for 33 
which its approval is required by Title 5. 34 
 35 
The Superintendent/President shall inform the Governing Board about the status of 36 
planning and the various plans. 37 
 38 
The Superintendent/President shall ensure the Governing Board has an opportunity to 39 
assist in developing the general institutional mission and goals for the comprehensive 40 
plans. 41 
 42 
Per CCLC legal update #23 This policy was revised to update the names of the Matriculation Plan. 43 
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The red ink signifies language; recommended by the CCLC and legal counsel (Liebert Cassidy 
Whitmore). The information in blue ink is additional language to consider including in this procedure. 

Date Adopted: 
(This	is	a	new	policy	recommended	by	the	CC	League	and	the	League’s	legal	counsel)	

1	of	1	

GENERAL INSTITUTION 1 
REV. 2/7/14 2 

 3 

 4 
Note:  The following policy is legally advised. 5 

 6 

BP 3710 SECURING OF COPYRIGHT 7 

 8 
References: 9 

Education Code Sections 72207 and 81459; 10 
17 United States Code 201 11 

 12 
The Superintendent/President is directed to develop appropriate administrative 13 
procedures to implement the provisions of the Education Code which authorize the 14 
securing of copyright protection for works, including but not limited to registering 15 
copyrights and policing infringements, on behalf of the District.  The procedures 16 
developed by the Superintendent/President shall assure that the District may use, sell, 17 
give, or exchange published materials and may license materials prepared by the 18 
District in connection with its curricular and special services. 19 
 20 
In the development of these procedures, the Superintendent/President shall solicit the 21 
input of the proper representatives of the college community in accordance with the 22 
District’s policies regarding shared local decision-making. 23 
 24 
Also see AP 3710  titled Securing of Copyright 25 
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NOTE:  The red ink signifies legally required language recommended by the Community College 
League and legal counsel (Liebert Cassidy Whitmore).  The information in blue ink is additional language 
to consider including in this procedure. The information in black ink is current Palomar College Policy 511 
titled Royalty Payments adopted on 3-22-88. 

Date Adopted:   
(Replaces current former Palomar College Policy 511) 

1	of	1	

 1 
GENERAL INSTITUTION 2 

DRAFT as of 2/7/14 3 
 4 

BP 3715 INTELLECTUAL PROPERTY 5 
 6 
References: 7 

17 USC 101 et seq.; 8 
35 USC 101 et seq.; and 9 
37 CFR 1.1 et seq. 10 

 11 
The Superintendent/President shall develop procedures that define the rights, interests, 12 
protection and transfer of intellectual property created by the District employees and 13 
students. 14 
 15 
Intellectual property rights of the faculty are governed by the collective bargaining 16 
agreement between the District and the PFF. 17 
 18 
 From current Palomar College Policy 511 titled Royalty Payments (87-19 

12306) 20 
 21 
Palomar College deems it appropriate for employees to engage in scholarly and 22 
creative projects, which may earn fees or royalties for the employee, while under 23 
contract, including sabbatical leaves or other periods set aside for staff development, 24 
provided these projects have been approved by the appropriate College authority. 25 
 26 
Fees or royalties earned by employees from approved projects shall be the property of 27 
the faculty member or employee developing the project and the College shall not assert 28 
any ownership interest therein. 29 
 30 
Palomar College shall have the right to utilize such projects or any materials developed 31 
therein in its own instructional programs and operations without cost to the Palomar 32 
Community College District. 33 
 34 
Employees engaged in such authorized projects may use only such District services 35 
and supplies (e.g., paper, duplication, machinery, facilities, clerical time, mail, telephone 36 
calls, etc.) as are formally approved by the appropriate executive administrator, and the 37 
costs for these services and supplies are to be repaid to the District by the employee in 38 
a prompt and timely manner. 39 
EC 78906; (This Ed Code no longer exists) 40 
GB 3-22-88 41 
 42 



Palomar Community College District Policy BP 4020
 

Date Adopted: 6/10/2009; Revised: 11/08/2011; Revised:  

 
1	of	2	

INSTRUCTIONAL SERVICES 1 

This policy was revised in legal Update 20 from the Policy and Procedure Service and legal counsel 2 
(Liebert Cassidy Whitmore) to add the legal references for the definition of a credit hour.  See the 3 

highlighted language below. 4 

 5 
BP 4020 PROGRAM, CURRICULUM, AND COURSE DEVELOPMENT 6 

 7 
References: 8 

Education Code Sections 70902(b) and 78016; 9 
Title 5 Sections 51022, 55100, 55130, and 55150; 10 
U.S. Department of Education regulations on the Integrity of Federal Student 11 
Financial Aid Programs under Title IV of the Higher Education Act of 1965, as 12 
amended.; 13 
34 Code of Federal Regulations Sections 600.2, 602.24, 603.24, and 668.8 14 
 15 

The programs and curricula of the District shall be of high quality, relevant to community 16 
and student needs, and evaluated regularly to ensure quality and currency.  To that 17 
end, the Governing Board, relying primarily on the Faculty Senate, through the 18 
Curriculum Committee, shall establish procedures for the development and review of all 19 
curricular offerings, including their establishment, modification, or discontinuance. 20 

Furthermore, these procedures shall include: 21 

 regular review and justification of programs and course descriptions; 22 

 opportunities for training for persons involved in aspects of curriculum 23 
development. 24 

All new courses, programs, and course, and program deletions shall be approved by the 25 
Board. 26 

All career/technical training programs and courses shall be reviewed every two years by 27 
the Board. 28 

All new programs shall be submitted to the State Chancellor’s Office for approval as 29 
required. 30 

Individual degree-applicable credit courses offered as part of a permitted educational 31 
program shall be approved by the Governing Board.  Non-degree-applicable credit and 32 
degree-applicable courses that are not part of an existing approved program must 33 
satisfy the conditions authorized by Title 5 regulations and shall be approved by the 34 
Governing Board.  35 

 36 
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Date Adopted: 6/10/2009; Revised: 11/08/2011; Revised:  

 
2	of	2	

 37 

Credit Hour 38 

Consistent with federal regulations applicable to federal financial aid eligibility, the 39 
District shall assess and designate each of its programs as either a “credit hour” 40 
program or a “clock hour” program. 41 

The Superintendent/President will rely primarily upon the recommendations of the 42 
Faculty Senate to establish procedures which prescribe the definition of “credit hour” 43 
consistent with applicable federal regulations, as they apply to community college 44 
districts. 45 

The Superintendent/President will rely primarily upon the recommendations of the 46 
Faculty Senate to establish procedures to assure that curriculum at the District complies 47 
with the definition of “credit hour” or “clock hour,” where applicable.  The 48 
Superintendent/President shall also establish procedure for using a clock-to-credit hour 49 
conversion formula to determine whether a credit hour program is eligible for federal 50 
financial aid.  The conversion formula is used to determine whether such a credit-hour 51 
program has an appropriate minimum number of clock hours of instruction for each 52 
credit hour it claims. 53 
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Date Approved:   
(Replaces	current	Palomar	Procedures	26,	174,	174.1,	174.2,	and	190)

1	of	28	

HUMAN RESOURCES 1 
REV. 2/7/14 2 

 3 
 4 
AP 7120 RECRUITMENT AND HIRING 5 
 6 
References: 7 

Education Code Sections 70902 (d); 87100 et seq., 87400, 87408-87408.6, 88003, and 8 
88021; 9 
Title 5 Code Sections 53000 et seq.; 10 
Accreditation Standard III.A 11 

 12 
GENERAL PROVISIONS 13 
 14 
Equal Employment Opportunity (EEO) – Commitment to Diversity:  In all phases of 15 
recruitment and hiring, equal opportunity is afforded to all employees and qualified applicants 16 
for employment without discrimination on bases including but not limited to:  ethnic group 17 
identification, race, color, national origin, religion, socio-economic status, age, gender, gender 18 
identity, gender expression, sex, physical or mental disability, sexual orientation, political 19 
affiliation, transgender, marital status, veteran status, medical conditions, union membership or 20 
on the basis of these perceived characteristics, or based on association with a person or group 21 
with one or more of these actual or perceived characteristics.  Applicants not possessing 22 
specific qualifications as outlined in the job announcement who feel that their background and 23 
experience is equivalent to the minimum requirements are encouraged to apply. 24 
 25 
Equal employment opportunity issues (e.g., diversity of applicant pool) are addressed in BP/AP 26 
3420 titled Equal Employment Opportunity and the District’s EEO Plan. 27 
 28 
ANNOUNCEMENTS AND RECRUITMENT 29 
 30 

A. Announcements 31 
 32 

Human Resource Services must approve all announcements prior to posting. Full-time 33 
faculty positions are requested by departments or disciplines and then are prioritized by a 34 
subcommittee of the Instructional Planning Council (IPC), utilizing a procedure developed 35 
by IPC. The position announcement is developed through a collaborative process 36 
involving the department/program, appropriate administrators, and Human Resource 37 
Services (HRS).   38 

39 
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1. Approval: Announcements must receive final authorization as indicated in 40 
Table 1. 41 

 42 
Table 1. Announcement Authorizations by Position Type. 43 

Position Type Required Approval 
Superintendent/President Governing Board 

Vice President Superintendent/President or Designee 
Directors and Deans Appropriate Executive Administrator 
Administrators Below Director Supervisor of Position or Designee 
Faculty Hiring Committee Chair, Department Chair or 

Program Director, Dean of the appropriate 
division, and the appropriate Vice President 

Classified Supervisor of Position or Designee 
CAST (Confidential and 
Supervisory Team) 

Supervisor of Position or Designee 

Child Development Center  
Teachers 

Supervisor of Position or Designee 

 44 
2. Components: The position announcement must include the following: 45 

 46 
 A description of the position duties, responsibilities, salary, assignment, benefits, 47 

and terms of employment (including working hours and conditions, employment 48 
group, and status); 49 

 For academic positions, minimum qualifications as determined by the Board of 50 
Governors, and for classified positions, as determined by the Governing Board 51 
(Board); 52 

 Preferred qualifications (when listed) that are job related and consistent with 53 
business necessity; 54 

 For faculty positions, a provision for determination of equivalency; 55 
 Depending on employment unit, a statement regarding required participation in 56 

shared governance; 57 
 Additional language required for compliance with federal, state, and District 58 

regulations (e.g., Equal Opportunity Employer notice); 59 
 Any application procedures specific to the posted position. 60 

 61 
B. Advertising 62 

 63 
1. HRS provides assistance including the identification of appropriate advertising media. 64 

Table 2 outlines minimum advertising durations. 65 
2. Job announcements are advertised through various organizations (e.g., the California 66 

Community Colleges Registry) and through various electronic and print media; 67 
3. Transfer Opportunities: For eligible positions, notice of transfer opportunities will be 68 

distributed internally to provide current employees notice of such positions, subject to 69 
provisions of applicable collective bargaining agreements or employee handbooks. 70 
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Table 2.  Advertising Durations for Permanent Positions.* 71 

Position Minimum Advertisement Duration 
Educational Administrators 8 weeks, open until filled 
Classified Administrators 4 weeks, open until filled 
CAST  4 weeks, open until filled 
Classified 2 weeks, open until filled 
Faculty 8 weeks,** open until filled 
Child Development Teachers 4 weeks, open until filled 
* A minimum two-week advertising period is required for all interim appointments. 72 
** In extenuating circumstances, a six-week advertising period may be authorized by the appropriate Vice President. 73 

 74 
C. Recruitment Methods 75 

 76 
 HRS recruits all permanent positions. 77 
 Presidential searches will be handled in accordance with BP 2431 titled 78 

Superintendent/President Selection. 79 
 Part-Time Faculty:  HRS will accept applications on an ongoing basis for part-time 80 

faculty positions (see the section titled Part-Time Faculty). 81 
 All applications shall be submitted to HRS. 82 

 83 
D. Applications 84 

 85 
1. Applications are attached to each job announcement and are available online 86 

through the District website.  Hard copy applications are available in the HRS Office.  87 
The application will contain the following basic components:  88 
 Application form inclusive of educational and professional histories, skills and 89 

qualifications and references; 90 
 Attachment to application (conviction history questionnaire); and  91 
 Confidential data sheet for federal and state collection and reporting purposes. 92 

2. HRS will accept application materials until the position is filled. 93 
 94 
SCREENING AND INTERVIEW 95 
 96 

A.  Pre-Screening 97 
 98 
HRS will pre-screen all applications for completeness and evidence of minimum 99 
qualifications prior to forwarding applications to the selection committee. 100 

 101 
B. Selection Committee Screening 102 

 103 
Screening criteria and interview questions must be approved by HRS before Selection 104 
Committee members receive applications. Screening criteria are developed from the 105 
position description and the qualifications and requirements listed in the position 106 
announcement. Depending on the volume of applications received for a particular 107 
position, additional screening criteria may apply. 108 
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C. Selection Committee Composition 109 
 110 
1. Selection Committee composition is outlined in Table 3 below and applies to both 111 

permanent and interim appointments. 112 
 113 

Table 3. Composition of Selection Committee by Position Type and Interview Level. 114 
Position Committee Chair 1st-Level Committee 2nd-Level 

Committee 
Assistant 
Superintendent/ 
Vice President for 
Instruction*†‡ Ψ 

 1st-Level:  
     Another Vice President 
 2nd-Level: 

Superintendent/President 

 At least one faculty member from each 
instructional division; and one faculty 
member from Student Services 

 Two Instructional Deans appointed by the 
Superintendent/President 

 One member of the Administrative 
Association 

 One member of the Confidential & 
Supervisory Team 

 Two classified employees to include one 
from Instruction and one at-large 

 Two students 

 All other Vice 
Presidents 
 

Assistant 
Superintendent/ 
Vice President for 
Student 
Services*†‡ Ψ 

 1st-Level:  
     Another Vice President 
 2nd-Level: 

Superintendent/President 

 Four faculty members, to include two from 
Student Services and two at-large 

 Two Student Services administrators 
appointed by the Superintendent/President 

 One member of the Confidential & 
Supervisory Team 

 One member of the Administrative 
Association 

 Four classified employees to include three 
from Student Services and one at-large 

 Two students 

 All other Vice 
Presidents 
 

Assistant 
Superintendent/ 
Vice President for 
Finance & 
Administrative 
Services*†‡ Ψ 

 1st-Level: 
     Another Vice President 
 2nd-Level: 

Superintendent/President 

 Four faculty members to include three 
instructional faculty members and one from 
Student Services 

 One representative from Instruction 
appointed by the Assistant 
Superintendent/Vice President for 
Instruction 

 One representative from Student Services 
appointed by the Assistant 
Superintendent/Vice President for Student 
Services 

 Two Finance & Administrative Services 
Directors appointed by the 
Superintendent/President 

 One member of the Confidential & 
Supervisory Team 

 One member of the Administrative 
Association 

 Four classified employees to include three 
from Finance & Administrative Services and 
one at-large 

 Two students 

 All other Vice 
Presidents 
 

115 
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  116 
Position Committee Chair 1st-Level Committee 2nd-Level 

Committee 
Assistant 
Superintendent/ 
Vice President for 
Human Resource 
Services*†‡ Ψ 

 1st-Level: Another Vice 
President 

 2nd-Level: 
Superintendent/President 

 One faculty member from each 
division; 

 One Instructional Dean appointed by 
the Assistant Superintendent/Vice 
President for Instruction 

 One Student Services Dean or 
Director appointed by the Assistant 
Superintendent/Vice President for 
Student Services 

 One Finance & Administrative 
Services Director appointed by the 
Assistant Superintendent/Vice 
President for Finance & 
Administrative Services 

 One member of the Administrative 
Association 

 One member of the Confidential & 
Supervisory Team 

 Four classified employees 
 One representative of Human 

Resource Services appointed by the 
Superintendent/President 

 Two students 

 All other Vice 
Presidents 
 

Dean*†‡  1st-Level: Co-chairs 
consisting of an existing 
Dean from any division 
(with the approval of the 
appropriate Vice President) 
and a faculty member 
appointed by the Faculty 
Senate 

 2nd-Level: 
Superintendent/President 

 One faculty member from each 
constituent discipline/department 
within the affected division 

 One representative from each of the 
other constituent employee groups: 
Administrative Association, 
Confidential & Supervisory Team, 
and the bargaining unit represented 
by CCE/AFT 

 Additional members may be 
appointed at the President’s 
discretion 

 The appropriate Vice 
President 

 The Dean co-chair of 
the 1st-level 
committee 

 An additional member 
from relevant/ 
affected divisions may 
be appointed by the 
Supt./ 
President where 
appropriate 

Director*†‡  1st-Level: Any executive, 
senior, or Administrative 
Association administrator 
(for directors who report to 
the 
Superintendent/President, 
the chair shall be appointed 
by the 
Superintendent/President 
or designee) 

 2nd-Level: Appropriate 
executive or senior 
administrator 

 One representative from each of the 
constituent employee groups: 
Administrative Association, Faculty, 
Confidential & Supervisory Team, 
and the bargaining unit represented 
by CCE/AFT 

 Additional members may be 
appointed at the discretion of the 
executive or senior administrator to 
whom the position reports 

 Chair of the 1st-Level 
Committee 

 An additional member 
from relevant/ 
affected divisions may 
be appointed by the 
executive or senior 
administrator where 
appropriate 

Faculty*  1st-Level: Department 
Chair/Director or faculty 
designee (co-chairs may 
be appointed) 

 2nd-Level: Two interviews 
are conducted for each 
finalist and are as follows: 

 President’s interviews: 
Superintendent/President 
(serves as both chair and 
the sole committee 
member) 

 Joint Selection 
Committee’s interviews: 
Appropriate Dean 

 Majority of committee must consist of 
faculty members from the discipline 
or a closely related discipline (Note: 
may substitute one community 
member or faculty member from 
another institution) 

 One faculty member from outside of 
the department 

 One student (optional – non-voting) 

 Joint Selection 
Committee: 

 Appropriate Vice-
President 

 Chair of the first-level 
committee 

 At least two additional 
members from the 
1st-level committee 

Note: Not to exceed 
seven members, including 
the chair, except where 
extenuating 
circumstances exist 

117 
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 118 
Position Committee Chair 1st-Level Committee 2nd-Level 

Committee 
All other Administrative 
Association positions, 
Confidential & 
Supervisory Team 
positions, Child 
Development Center 
Teacher positions, and 
Classified positions* 

 Supervisor of the position or 
designee 

 Majority of committee must consist 
of employees from within the 
affected department/program 

 One employee from outside of the 
department 

 
Note: Committee must consist of three 
members at minimum; at least one 
committee member must be of the 
same constituent employee group as 
the vacant position 

2nd-Level interviews 
are not required; if 
conducted, the 
committee consists of 
the following: 
 
 Supervisor of the 

position 
 All or some 

members of the 
1st-level 
committee 

 The executive, 
senior, or other 
administrator to 
whom the 
position’s 
supervisor 
reports (optional) 

 Additional 
members may be 
appointed at the 
executive, senior, 
or other 
administrator’s 
discretion 
(optional) 

 119 
* A District Compliance Officer, appointed by HRS, is required to observe and monitor all stages of the 1st- and 2nd-level hiring processes. 120 
 121 
† For these positions, the 1st-level committee shall appoint a faculty member of the committee to serve as a non-voting observer during the 122 
2nd-level interviews (for faculty positions, the non-voting observer is appointed to the Superintendent/President’s interviews). 123 
 124 
‡ For these positions, except where otherwise indicated, constituent group representatives are appointed by the leadership of their 125 
representative constituent groups (e.g. classified employees are appointed by the CCE/AFT Executive Council; students are appointed by the 126 
Associated Student Group leadership; faculty are appointed by the Faculty Senate, and administrators by the Administrative Association). 127 
 128 
Ψ For these positions, interim Vice Presidents who are not applying for the position in question may serve on 2nd-Level Committees. 129 

 130 
2. Verification of Committee Composition:  HRS verifies compliance of selection 131 

committee membership with applicable Board policies and procedures. 132 
 133 

3. Diversity:  The selection committee should be balanced in its diversity and, to this 134 
end, will seek representation from under-represented groups whenever possible. 135 
 136 

4. Confidentiality:  Each participant in the hiring process is responsible for maintaining 137 
the confidentiality of all aspects of the selection process, including written materials, 138 
oral discussions and any other information that relates to the selection process.  139 
Such information may be shared only with members of the Selection Committee, 140 
HRS, and the administrators involved.  Confidentiality must be maintained 141 
permanently. 142 
 143 

5. Training:   144 
a. Prior to participating as a selection committee member, members must receive 145 

training on the selection process.  Such training must occur within one year prior 146 
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to serving on a selection committee.  HRS shall provide selection committee 147 
training.  See the Selection Committee Training Packet available through HRS. 148 

 149 
b. Training shall include the philosophy and commitment to staff diversity as 150 

outlined in the District’s Equal Employment Opportunity Plan and inclusive of 151 
cultural diversity, the roles and responsibilities of all members of the selection 152 
committee, the selection process, interview procedures and techniques (including 153 
guidelines on appropriate follow-up questions and reference checks), and the 154 
confidentiality of the selection process. 155 

 156 
6. Responsibilities: 157 

 158 
a. The Committee Chair/Co-Chairs shall be responsible for: 159 

 Ensuring compliance with District policies and procedures in conjunction with 160 
the hiring process; 161 

 Coordination of calendars to ensure participation of all committee members, 162 
including the Compliance Officer; 163 

 Coordination of candidate interviews with HRS; 164 
 Maintaining committee records; 165 
 Performing other duties determined by agreement with the committee. 166 

 167 
b. Voting Committee Members shall be responsible for: 168 

 Identifying selection criteria based on the minimum and preferred 169 
qualifications of the position in light of the expected duties and responsibilities 170 
of the position.  Screening criteria will include an evaluation of the extent to 171 
which applicants have and demonstrate a sensitivity to and understanding of 172 
the diverse academic, socioeconomic, cultural, disability, and ethnic 173 
backgrounds of the community college; 174 

 Developing interview questions, directly related to the position announcement 175 
criteria, designed to distinguish candidates who will best meet the needs of 176 
the District in the position; 177 

 Screening all applications forwarded by HRS to select candidates for 178 
interview; 179 

 Interviewing candidates selected for interview using pre-approved questions. 180 
 The voting members of the Selection Committee recommend an unranked list 181 

of finalists for consideration.  All of the finalists recommended must be fully 182 
acceptable to the Committee. 183 

 184 
7. Attendance: All members of the Selection Committee must be present for all 185 

interviews.  If a voting member of the committee misses any part of an interview, the 186 
committee member is ineligible for further participation in the hiring process. 187 
 188 

8. The Compliance Officer’s Role: It is the responsibility of the Compliance Officer to 189 
observe and monitor the hiring process to ensure complete fairness and consistency 190 
for each applicant and to serve as a non-voting resource person to the selection 191 
committee(s).  For faculty positions, see the Faculty Senate’s Faculty Hiring 192 
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Procedure on the Faculty Senate website for details on the Compliance Officer’s 193 
role. For all other positions, see the Selection Committee Training Packet available 194 
on the HRS website. 195 
 196 

9. The Observer’s Role: 197 
a. The observer may observe the interviews, but not actively participate. S/he may 198 

not ask questions of or comment on the candidates during or between the 199 
interviews; 200 

b. The observer may attend the deliberations for Vice President, Dean, and Director 201 
positions at the discretion of the chair of the second-level hiring committee. For 202 
faculty positions, the observer is required to attend the deliberations; 203 

c. If attending the deliberations after the interviews, the observer’s role remains 204 
non-participatory. He/she will may be invited to comment on factual observation 205 
and process only. only discuss the interviews, candidates, results of reference 206 
checks, or any other information related to the hiring process if specifically invited 207 
to do so by the chair of the second-level hiring committee or, for faculty positions, 208 
the Superintendent/ President; 209 
 Since the observer’s role is non-participatory, he/she is not permitted to 210 

conduct reference checks on finalists; 211 
 Other first-level committee members, including the chair of the first-level 212 

committee, may conduct the reference checks. 213 
 214 

D. Background Checks 215 
 216 
Policies and procedures governing applicant background checks are as outlined in 217 
AP 7126 titled Applicant Background Checks. 218 
 219 

E. Reference Checks 220 
 221 
Reference checks are required for all positions.  See the Selection Committee 222 
Training Packet, available via the HRS website, for specific procedures designed to 223 
assist committees in conducting reference checks. 224 
 225 

Table 4. Reference Check Process by Employment Unit.* † 226 

Employment Unit Deciding Authority/Process 
Classified, Confidential &  
Supervisory Team, and  
Administrative Association* 
(except directors) 

Supervisor or designee checks prior to 
submitting finalists or making a hiring 
recommendation. 

Faculty, Directors*, Deans*, and 
Vice Presidents* 

1st-level committee conducts reference 
checks and forwards to 2nd-level 
committee 

 227 
* The supervisor of the position may conduct additional reference checks in accordance with established procedures prior to the 228 
job offer.  229 
 230 
† For all non-faculty positions, HRS may conduct reference checks in lieu of or in addition to those conducted as 231 
provided in Table 4. 232 
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F. Interviews 233 
 234 
1. Practical Skills, Demonstrations and Testing:  The initial interview process may 235 

involve skills testing and performance demonstrations appropriate to the position.  236 
All skills tests and performance evaluation processes must be approved in 237 
advance by HRS. 238 
a. Faculty positions require in-person teaching demonstrations as indicated in 239 

the Faculty Hiring Procedure available on the Faculty Senate’s website. 240 
2. Interviews are conducted as outlined in Tables 3 and 5. 241 

 242 
3. In the event a selected applicant declines the position or is otherwise unable to 243 

be employed in the position, the qualified applicant pool for any posted position 244 
may be utilized for up to 90 days after an offer of employment has been 245 
extended. 246 

 247 
Table 5. Positions Requiring Second-Level Interviews and Specific Components. 248 

 Vice 
Presidents 

Directors Deans Faculty 

Open Forum X (required)    
Site Visits X (optional)  X (optional)  
Reference 
Checks 
between 1st and 
2nd level 
Interview 

X (required) X (required) X (required) X (required) 

Teaching  
Demonstration 

   X (required) 

 249 
4. Final Administrative Interviews:  The Superintendent/President interviews the 250 

finalists for all senior and executive administrative positions recommended by the 251 
Selection Committee.  It is at the Superintendent/President’s discretion to include 252 
other Palomar employees in the final interview or to arrange additional interviews 253 
or meetings with appropriate campus constituencies. 254 
 255 

5. Joint Selection Committee for Full-Time Faculty 2nd Level Interviews:  The Joint 256 
Selection Committee and the Superintendent/President meet after completing 257 
separate interviews of each of the final candidates.  Each candidate is discussed 258 
and assessed relevant to the separate interviews, reference checks, teaching 259 
demonstration, and needs of the discipline/ department.  The Superintendent/ 260 
President considers input from each Committee member and works towards 261 
consensus as much as possible in making the final selection.  The 262 
Superintendent/ President will make the final recommendation to the Governing 263 
Board. 264 

 265 
 266 
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G. Applicant Travel Expenses 267 
 268 
Palomar College does not reimburse applicants for first-level interviews for expenses 269 
incurred during the application and/or first-level interview process. Second-level 270 
applicant expenses will be eligible for reimbursement as follows: 271 
 272 
1. For full-time faculty and some administrator positions (president, vice-president, 273 

director, dean), applicants who must travel 150 miles or more one way from their 274 
residence to the District are eligible for reimbursement with proper verification.  275 
Reimbursement is available only for 2nd-level interviews. 276 

2. All expense documentation must be submitted to HRS within 30 days of 277 
completing travel. Only original receipts shall be accepted as proper travel 278 
expense documentation for reimbursement purposes. 279 

3. Reimbursement is limited to $1,000.00 to cover the travel costs incurred by the 280 
applicant on behalf of him/herself only. Allowable travel costs and associated 281 
processes are outlined in the District’s travel procedure contained in the Finance 282 
and Administrative Services Handbook. 283 

 284 
H. Deliberation and Selection Process 285 

 286 
1. Deliberations:  For all positions, after interviews are completed, the voting 287 

members of the Selection Committee discuss and evaluate the qualifications of 288 
the interviewed candidates. 289 

2. For positions requiring second-level interviews, a minimum of two unranked 290 
candidates must be forwarded.  Exceptions require the approval of the 291 
Superintendent/President or designee.  Where an exception to the minimum 292 
candidates is not warranted, the original applicant pool shall be revisited for 293 
potential candidates and the position recruitment shall be extended. 294 

3. Table 6 below outlines the alternatives where there are insufficient finalists for a 295 
position. 296 

 297 
Table 6. Actions and Required Authorization for Insufficient Position Finalists for 298 
non-faculty positions. 299 

Authorized Action Deciding Authority 
Cancel the recruitment Responsible administrator 
Authorize a single candidate Superintendent/President or designee 
Review the applicant pool 
again 

Responsible administrator and the 1st Level 
Committee 

Extend 1st Screening  
Duration 

Responsible administrator and the 1st Level 
Committee, subject to HRS approval 

 300 
4. Selection: Final selection is the sole responsibility of the Superintendent/ 301 

President, and is subject to Governing Board approval. See BP 2430 titled 302 
Delegation of Authority to the Superintendent/ President and BP/AP 7110 titled 303 
Delegation of Authority. 304 
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5. If none of the finalists are selected for hire, the Selection Committee and the 305 
appropriate administrator will: 306 

a. Review information regarding the recommended finalists and/or the nature of 307 
the position; and/or 308 

b. Review the interview pool to ensure that other potential finalists have not 309 
been overlooked; and/or 310 

c. Recommend that the search be extended.. 311 

 312 
EMPLOYMENT OFFERS 313 

 314 
A. Conditional Offers:  All employment offers are conditional pending satisfaction of 315 

employment requirements, including submission of required forms, background and/or 316 
reference checks, fingerprinting, proof of eligibility for employment, TB test results and 317 
certificate of freedom from communicable disease (see BP/AP 7330 titled 318 
Communicable Disease) and Governing Board approval.  All conditions of employment 319 
must be met prior to employment. 320 
 321 

B. Pre-Employment Requirements: 322 
1. Physical Examination:  Depending on the nature of the position, a pre-employment 323 

physical examination may be required to ensure sufficient fitness for the duties 324 
associated with the particular position.  See BP 7335 titled Health Examinations. 325 

2. Criminal History-Live Scan Verification:  All offers of employment are conditional 326 
pending receipt of satisfactory criminal history reviews via Live Scan. See: AP 7337 327 
titled Fingerprinting. 328 

 329 
C. Conditional employment offers are made as follows: 330 

1. For classified, CAST, administrative and child development teacher positions, HRS 331 
will make the offer; 332 

2. For full-time faculty positions, the appropriate dean will make the offer; 333 

3. For dean positions, the appropriate vice president will make the offer; and 334 

4. For vice-president positions, the president will make the offer. 335 

5. HRS coordinates all necessary intake and orientation procedures and extends the 336 
formal job offer after completion of all pre-employment requirements. 337 

338 
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FULL-TIME FACULTY SELECTION 339 
 340 
The selection process is described in the Faculty Hiring Procedure, which can be obtained 341 
through the Faculty Senate, and is intended to reflect the District’s commitment to shared 342 
governance, as outlined in BP/AP 2510 titled Participation in Local Decision Making. 343 
 344 
PART-TIME FACULTY RECRUITMENT AND SELECTION 345 
 346 
The following provisions shall apply to all faculty for part-time positions. 347 
 348 

A. Announcement and Recruitment: 349 
1. Establishing the Position:  Departments shall notify HRS when a position 350 

becomes available. 351 

2. Advertising the Position:  HRS shall advertise all part-time faculty positions. 352 

 353 
B. Applications, Screening and Selection: 354 

1. All application packets (including the appropriate application form and 355 
attachments, transcripts, and other documents/forms as required by the 356 
appropriate departments) shall be submitted directly to HRS; 357 

2. HRS shall record all legally required applicant information and remove and/or 358 
redact any confidential data; 359 

3. Prior to forwarding applications to the appropriate departments for selection, 360 
HRS shall conduct a preliminary screen to determine completeness of application 361 
and satisfaction of minimum qualifications and/or possible need for equivalency; 362 

4. The Department shall select qualified candidates for interview, and conduct all 363 
interviews.  The Department Chair/Director shall notify the appropriate Dean and 364 
HRS of his/her selection of part-time faculty. 365 

5. HRS shall retain all applications for a minimum of three years. 366 

 367 
 368 
Also see BP/AP 3410 titled Nondiscrimination; BP/AP 3420 titled Equal Employment 369 
Opportunity; BP/AP 7211 titled Faculty Service Areas and Competencies, BP/AP 4015 titled 370 
Minimum Qualifications and Equivalencies; AP 7126 titled Applicant Background Checks; and 371 
AP 7127 titled Restrictions Governing the Employment of Applicants with Criminal Records. 372 
 373 
Office of Primary Responsibility: Human Resource Services 374 
 375 
NOTE:  The information in black ink reflects current Palomar Procedures 26 titled Administrative Hiring approved on 376 
2-3-98, revised 5-19-98, and revised on 1-22-02; 174 titled Faculty Hiring Procedures approved on 10-12-93, 377 
revised 6-9-98, and revised on 1-22-02; 174.1 titled Adjunct Faculty Hiring approved on 4-26-94, revised 6-9-98, 378 
and revised on 1-22-02; 174.2 titled Temporary Contract Faculty Hiring approved on 4-26-94, revised 6-9-98, and 379 
revised on 1-22-02; and 190 titled Classified Hiring Procedures approved on 5-19-98. The red type signifies 380 
legally advised language recommended from the CCLC and legal counsel (LCW) The language in green ink 381 
reflects revisions/additions made by Human Resource Services. This procedure was reviewed at the 3-6-09, 8-382 
28-09, 09-18-09 and 11-20-09, 1-21-11, 2-11-11; and 4-15-11 P&P mtgs383 
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 384 
 From current Palomar Procedure 26 titled Administrative Hiring 385 

 386 
Establishing the Position 387 
New administrator positions are identified annually by the division administrators or the 388 
Superintendent/President and submitted through an established procedure to the Staff 389 
Priorities Committee.  The Superintendent/President will attempt to reach a mutually 390 
satisfactory agreement with the affected departments, division, the Faculty Senate, and 391 
the Administrative Association Council when the development of new administrative 392 
positions results in reorganization of instructional departments. In the case of the 393 
conversion of a faculty position into an administrative position, the conversion will be 394 
presented to the Faculty Senate and to the Administrative Association Council by the 395 
Superintendent/President before it is submitted to the Staff Priorities Committee.  The 396 
Superintendent/President is responsible for the implementation and maintenance of an 397 
effective administrative structure. 398 
 399 
The Staff Priorities Committee reviews and evaluates all new position requests to 400 
develop a priority list of positions to be funded. 401 
 402 
Below are criteria which the Staff Priorities Committee will consider in justifying the need 403 
to establish a new administrative position.  Please write a narrative addressing these 404 
criteria as well as any other factors that are believed to be relevant in substantiating the 405 
need for a new administrative position.  These criteria will be used as guides for the 406 
Staff Priorities Committee in recommending the order of establishing positions across 407 
the College District as a whole. 408 
 409 
It is expected that the request to establish a new administrative position will initiate with 410 
the senior or executive administrator responsible for the new position who will also 411 
prepare the rationale in support of new positions.  The appropriate vice president will 412 
submit all requests to the Staff Priorities Committee with a priority listing based upon the 413 
needs of the area as a whole. 414 
 415 
These are the criteria which should be addressed in each proposal: 416 
number of staff supervised/increase in number of staff supervised 417 
failure to function from lack of supervision 418 
complexity of operation (including multiple site requirements) 419 
accreditation requirements 420 
compliance with state and federal laws/regulatory standards 421 
backlog of work among existing administrators 422 
program growth or demand (e.g. student, employees, classes offered) 423 
increase in number of projects/programs/activities 424 
District goals and objectives 425 
technological or other changes requiring the employment of staff with special skills 426 
position’s inclusion in the five-year plan 427 
introduction of new programs 428 
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any other relevant factors specific to the department’s needs not included above 429 
 430 
These criteria are not in priority order and all need not be addressed. 431 
 432 
The Staff Priorities Committee forwards its recommendations to the 433 
Superintendent/President and the Budget Development Committee. 434 
 435 
After the Budget Development Committee identifies the available funds for new 436 
positions, the Superintendent/President submits a list of new position recommendations 437 
to the Governing Board for approval. 438 
 439 
Replacement positions require the approval of the Superintendent/President. 440 
 441 
The Position Announcement 442 
The position announcement is developed through a collaborative process involving the 443 
appropriate administrators and Human Resource Services. 444 
 445 
Human Resource Services provides technical assistance, including the identification of 446 
recruitment areas and appropriate advertising media. 447 
 448 
The position announcement must include the following: 449 
 450 
a description of the position duties and responsibilities; 451 
minimum qualifications as determined by the appropriate administrator in accordance 452 
with Education Code Section 87356; 453 
preferred qualifications (when listed) that are job related, consistent with business 454 
necessity and which do not adversely impact members of historically under-represented 455 
groups; 456 
a provision for presentation of qualifications that are equivalent to the minimum 457 
qualifications; 458 
a statement regarding required participation in shared governance; 459 
legal qualifiers established by Human Resource Services to comply with federal, state, 460 
and District regulations. 461 
 462 
The position announcement must be approved by the Division Dean, the appropriate 463 
Vice President, the Superintendent/President for certain positions, and the Vice 464 
President for Human Resource Services. 465 
 466 
The Selection Committee 467 
Membership/Composition 468 
Selection Committees for Executive Administrative positions are established and 469 
convened by the Superintendent/ President and shall have representation from the 470 
faculty, classified staff, administration, and students as noted.  The Faculty Senate, the 471 
CCE/AFT, the Administrative Association, and the ASG shall make the appointments of 472 
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their members to the selection committee upon the request of the 473 
Superintendent/President or designee. 474 
 475 
Assistant Superintendent/Vice President for Instruction: The Selection Committee shall 476 
have at least one faculty member from each instructional division, the Library/Media 477 
Center/ETV, and Student Services; one member from the Administrative Association; 478 
two classified employees from the bargaining unit represented by the CCE/AFT to 479 
include one from Instruction and one at-large representative; two Instructional Deans 480 
appointed by the Superintendent/President; and two students.  Additional members of 481 
the committee may be appointed by the Superintendent/ President. 482 
Assistant Superintendent/Vice President for Student Services:  The Selection 483 
Committee shall have four faculty members to include two from Student Services and 484 
two at-large; one member from the Administrative Association; four classified 485 
employees from the bargaining unit represented by the CCE/AFT to include three from 486 
Student Services and one at-large; one Student Services Dean and one Student 487 
Services Director appointed by the Superintendent/President; and two students. 488 
Additional members of the committee may be appointed by the Superintendent/ 489 
President. 490 
 491 
Assistant Superintendent/Vice President for Finance and Administrative Services:  The 492 
Selection Committee shall have four faculty members to include three instructional 493 
faculty members and one Student Services faculty member; one representative from 494 
Student Services appointed by the Assistant Superintendent/Vice President for Student 495 
Services; one representative from Instruction appointed by the Assistant 496 
Superintendent/Vice President for Instruction; two Administrative Services directors 497 
appointed by the Superintendent/President; one member from the Administrative 498 
Association; four classified employees from the bargaining unit represented by the 499 
CCE/AFT to include three from Administrative Services and one at-large; and two 500 
students.  Additional members of the committee may be appointed by the 501 
Superintendent/ President. 502 
 503 
Assistant Superintendent/Vice President for Human Resource Services:  The Selection 504 
committee shall have five faculty members; one Instructional Dean appointed by the 505 
Assistant Superintendent/Vice President for Instruction; one Student Services Dean 506 
appointed by the Assistant Superintendent/Vice President for Student Services; one 507 
Administrative Services Director appointed by the Assistant Superintendent/Vice 508 
President for Finance and Administrative Services; one representative from the 509 
Administrative Association; four representatives from the employees in the bargaining 510 
unit represented by the CCE/AFT; one representative from Human Resource Services 511 
appointed by the Superintendent/President; and two students. Additional members of 512 
the committee may be appointed by the Superintendent/ President. 513 
 514 
Selection Committees for Senior Administrative positions will be established by the 515 
appropriate Vice President in consultation with the Superintendent/President and the 516 
Vice President for Human Resource Services. Senior administrative positions which 517 
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have a broad impact on faculty and the instructional programs have appropriate 518 
representation of the faculty most likely to be affected by the administrator.  The Faculty 519 
Senate President shall be consulted to determine the appropriate faculty representation 520 
for Instructional positions. All faculty representatives will be appointed by the Faculty 521 
Senate. 522 
 523 
Selection Committees for Academic and Classified Administrators as well as for 524 
Supervisors and Confidential positions will be established by the appropriate Senior or 525 
Executive Administrator in consultation with the Vice President for Human Resource 526 
Services. 527 
 528 
Selection Committees for interim appointments for Senior and Executive administrative 529 
positions shall have the same composition of membership as noted above. 530 
 531 
Selection Committees for interim appointments for Academic and Classified 532 
Administrators, Supervisors, and Confidential positions shall be formed by the Senior or 533 
Executive Administrator in consultation with the Vice President for Human Resource 534 
Services. 535 
 536 
Diversity 537 
The Selection Committee should be balanced in its diversity and, to this end, will seek 538 
representation from historically under-represented groups whenever possible. 539 
Historically under-represented groups include ethnic minorities, women, and persons 540 
with disabilities. 541 
 542 
The Selection Committee Chair 543 
For Executive and Senior Administrative positions in Instruction, co-chairs will be 544 
appointed from the committee membership: one by the Superintendent/President or the 545 
appropriate Vice President; and one by the Faculty Senate. For other Executive and 546 
Senior Administrative positions, the chair will be appointed by the 547 
Superintendent/President from the committee membership. The committee may decide 548 
whether or not to elect a co-chair. 549 
 550 
For Academic and Classified Administrator positions the chair will be appointed by the 551 
appropriate senior administrator or vice president. The committee may decide whether 552 
to or not elect a co-chair. 553 
 554 
The chair or co-chairs will be voting members of the committee. 555 
 556 
Convening the Committee 557 
The Vice President for Human Resource Services will convene the first meeting of the 558 
Selection Committee.  The appropriate senior or executive administrator will attend the 559 
first meeting of the Selection Committee.  The following training and information will be 560 
provided: 561 
 562 
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the philosophy and commitment of the District to staff diversity; 563 
the roles and responsibilities of all members of the Selection Committee; 564 
the selection process; 565 
 566 
the interview procedures and techniques, including guidelines on appropriate follow-up 567 
questions and reference checks; 568 
cultural diversity in the interview process; 569 
the confidentiality of the selection process. 570 
 571 
Responsibilities 572 
The voting members of the Selection Committee identify selection criteria based on the 573 
minimum and preferred qualifications of the position in light of the expected duties and 574 
responsibilities of the position.  Screening criteria will include an evaluation of the extent 575 
to which applicants have and demonstrate a sensitivity to and understanding of the 576 
diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of the 577 
community college community. 578 
 579 
The voting members of the Selection Committee develop job-related interview questions 580 
designed to distinguish candidates who will best meet the needs of the District in the 581 
position. 582 
 583 
The voting members of the Selection Committee screen all complete applications that 584 
meet the stated minimum qualifications to select candidates for interview. 585 
 586 
The voting members of the selection Committee interview candidates selected for 587 
interview using pre-approved questions. Follow-up questions may be used if they are 588 
based directly on a candidate's response to a question and if they do not seek 589 
information outside of the scope of the established hiring criteria. 590 
 591 
The voting members of the Selection Committee recommend an unranked list of 592 
finalists for consideration.  All of the finalists recommended must be fully acceptable to 593 
the Committee since only a finalist recommended by the Selection Committee will be 594 
hired. 595 
 596 
Each member of the Selection Committee and its representatives is responsible for 597 
maintaining the confidentiality of the interview as well as evaluative comments made 598 
during the interview process.  Such information may be shared only with the members 599 
of the Selection Committee and the administrators involved. 600 
 601 
Recruitment Procedures for Administrative Positions: 602 
Vacancies are advertised for a minimum of four weeks. 603 
In addition to regular mailed announcements to colleges, universities, organizations 604 
committed to referring applicants of under-represented groups and local advertising, 605 
positions are advertised in professional publications recommended by the Selection 606 
Committee and/or the appropriate Senior or Executive Administrator.  Every effort, 607 
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including the utilization of the Chancellor's Office Diversity Registry, is made to recruit 608 
qualified ethnic minority and female applicants and applicants with disabilities. 609 
Interim appointments shall be advertised on campus for a minimum of one week. 610 
 611 
Applications/Screening 612 
A. Human Resource Services accepts applications and supplemental materials until 613 
4:30 p.m. on the closing date. 614 
 615 
B. Human Resource Services verifies the diversity of the applicant pool and may 1) 616 
extend the search or 2) modify or remove the preferred qualifications to include 617 
applicants who were initially screened out because they failed to meet locally 618 
established "desirable or preferred" qualifications beyond minimum qualifications in 619 
order to increase the diversity of the pool after consultation with the Selection 620 
Committee and the appropriate administrator. 621 
 622 
C. Screening criteria and interview questions must be approved by Human Resource 623 
Services before Selection Committee members have access to applications. Screening 624 
criteria help members to review objectively each application for the position. The 625 
screening criteria must be listed on the selection criteria report, along with the point 626 
value assigned to each criterion and the method of evaluation. Screening criteria are 627 
developed from the position description and the qualifications and requirements listed in 628 
the position announcement. 629 
 630 
D. The voting members of the Selection Committee complete screening forms for each 631 
applicant. 632 
 633 
E. Upon determination of applicants to be interviewed, the chair or co-chair returns all 634 
applications and screening forms to Human Resource Services. 635 
 636 
F. Human Resource Services reviews the diversity of the pool nominated for interview 637 
and may recommend that additional candidates be interviewed or further recruitment be 638 
initiated in order to meet the diversity goals of the District. 639 
 640 
Interviews 641 
A. Interviews are scheduled by Human Resource Services upon notification by the 642 
Selection Committee of dates and times when all members of the committee can be in 643 
attendance. 644 
 645 
B. The Human Resource Services office provides copies of the applications and 646 
interview screening forms to the Selection Committee with an interview schedule. 647 
 648 
C. All members of the Selection Committee must be present for all interviews and 649 
subsequent discussions.  If a voting member of the committee misses an interview, the 650 
committee member is removed from the Selection Committee. 651 
 652 



Palomar Community College District Procedure AP 7120
 

 

Date Approved:   
(Replaces	current	Palomar	Procedures	26,	174,	174.1,	174.2,	and	190)

19	of	28	

D. After interviews are completed, the voting members of the Selection Committee 653 
discuss and evaluate the qualifications of the interviewed candidates including whether 654 
the candidates will contribute to staff diversity at Palomar College. 655 
 656 
E. The Selection Committee forwards the application materials of the unranked finalists 657 
to the appropriate senior or executive administrator. All finalists must be acceptable to 658 
the Selection Committee.  The Chair of the Selection Committee notifies the Vice 659 
President for Human Resource Services of the names of the finalists forwarded to the 660 
appropriate senior or executive administrator and returns the screening and interview 661 
forms to the Human Resource Services Office. 662 
 663 
F. If the Selection Committee is not satisfied with the interviewed candidates, the 664 
Committee Chair or Co-Chairs may request to review the applicant pool to ensure that 665 
qualified applicants have not been overlooked or recommend that the position be 666 
reopened. 667 
 668 
G. The voting members of the Selection Committee will conduct reference checks in 669 
accordance with the policies and principles of equal opportunity.  The voting members 670 
of the Committee will determine the questions to be asked in advance and reference 671 
checks will be conducted in the format provided by Human Resource Services. 672 
Reference information must be held in strict confidence within the committee. 673 
 674 
Final Selection 675 
A. If the senior or executive administrator or the Superintendent/President is concerned 676 
with the diversity of the finalist pool or the number of finalists, the concerned party or 677 
designee will meet with the Selection Committee to discuss the concern.  The 678 
concerned party and the Selection Committee will review the applicant and/or interview 679 
pool to ensure that qualified applicants have not been overlooked. As a result of this 680 
review, the Selection Committee and the concerned party may decide to continue with 681 
the interview process with or without additional finalists. 682 
 683 
Otherwise, the position will be reopened. 684 
B. The Selection Committee may appoint one voting member to attend the final 685 
administrative interviews as an observer.  The Committee member must attend all of the 686 
finalists’ interviews and, except for reports to the Committee, is responsible for the 687 
confidentiality of the interview. 688 
C. The Superintendent/President interviews the finalists for all senior and executive 689 
administrative positions recommended by the Selection Committee. It is at the 690 
discretion of the Superintendent/President to include other Palomar employees in the 691 
final interview or to arrange additional interviews or meetings with appropriate campus 692 
constituencies (the Vice Presidents, the Deans, the Faculty, the Administrative 693 
Association, Classified staff, ASG, etc.). 694 
 695 
D. Site Visits 696 
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Executive Administrative positions:  The Superintendent/ President may visit the local 697 
campus of each finalist for the position.  The Superintendent/President will decide 698 
whether or not additional Palomar representatives will participate in the site visits. 699 
Senior Administrative positions: The Superintendent/President and/or the appropriate 700 
Vice President may visit the local campus of each finalist for the position.  The 701 
Superintendent/President will decide whether or not additional Palomar representatives 702 
will participate in site visits. 703 
 704 
E. The appropriate Dean, Vice President, or the Superintendent/President will meet with 705 
the Selection Committee to discuss the final selection.  Any ranking of the finalists may 706 
be discussed at this time.  The appropriate Dean, Vice President, or the 707 
Superintendent/President will make the final selection for recommendation to the 708 
Governing Board. If none of the finalists is selected for hire, the Selection Committee 709 
and the appropriate administrator will: 710 
review information regarding the recommended finalists and/or the nature of the 711 
position; and/or 712 
review the interview pool to ensure that other potential finalists have not been 713 
overlooked; and/or 714 
recommend that the search be reopened. 715 
 716 
F. The Superintendent/President or designee extends the offer of employment to the 717 
selected finalist.  Human Resource Services coordinates all necessary intake and 718 
orientation procedures. 719 
 720 
G. All offers of employment are subject to approval by the Governing Board. 721 
rev. PAC 2/3/98, 5/19/98, 1/22/02 722 
 723 
 724 
 From current Palomar Procedure 174 titled Faculty Hiring Procedures 725 

 726 
Faculty Hiring Procedures 727 
Establishing the Position 728 
A. New faculty positions are identified by the department/program and submitted 729 
through an established procedure to the Staff Priorities Committee. 730 
B. The Staff Priorities Committee reviews and evaluates all new position requests to 731 
develop a priority list of positions to be funded. 732 
Below are criteria which the Staff Priorities Committee will consider in justifying the need 733 
to establish a new faculty position.  Please write a narrative addressing these criteria as 734 
well as any other factors that are believed to be relevant in substantiating the need for a 735 
new faculty position.  These criteria will be used as guides for the Staff Priorities 736 
Committee in recommending the order of establishing positions across the College 737 
District as a whole. 738 
 739 
It is expected that the request to establish a new position will initiate with the individual 740 
departments which will prepare the rationale in support of new positions.  These 741 



Palomar Community College District Procedure AP 7120
 

 

Date Approved:   
(Replaces	current	Palomar	Procedures	26,	174,	174.1,	174.2,	and	190)

21	of	28	

requests should then be reviewed by the division deans, who will also contribute to the 742 
request by indicating how high a priority the dean would assign to the request given 743 
requests received from throughout the division.  Similarly, the division dean should 744 
submit the request to the appropriate vice president who will submit all requests to the 745 
Staff Priorities Committee with a priority listing based upon the needs of the area as a 746 
whole. 747 
 748 
These are the criteria which should be addressed in each proposal: 749 
• 75/25 ratio (i.e., full-time to adjunct faculty ratio) 750 
• average class size in the department/program 751 
• WSCH/FTE ratio 752 
• number of sections offered each semester 753 
• number of adjunct faculty employed each semester 754 
• position’s inclusion in the five-year plan for the department/program 755 
• professional standards for staffing 756 
• course requirements 757 
• program growth or demand 758 
• District goals and objectives 759 
• safety considerations 760 
• external regulatory agency requirements or standards 761 
• technological or other changes requiring the hiring of faculty with special skills 762 
• scarcity of qualified adjunct faculty 763 
• any other relevant factors specific to the department’s/program’s needs not included 764 
above 765 
 766 
These criteria are not in priority order and all need not be addressed. 767 
C. The Staff Priorities Committee forwards its recommendations to the 768 
Superintendent/President and the Resource Allocation Committee. 769 
D. After the Resource Allocation Committee identifies the available funds for new 770 
positions, the Superintendent/President submits a list of new position recommendations 771 
to the Governing Board for approval. 772 
E. Replacement positions require the approval of the Superintendent/President. 773 
 774 
Recruitment 775 
A. The position announcement is developed through a collaborative process involving 776 
the department/program, appropriate administrators, and Human Resource Services. 777 
B. Human Resource Services provides technical assistance including the identification 778 
of recruitment areas and appropriate advertising media. 779 
C. The position announcement must include the following: 780 
1. A description of the position duties and responsibilities including a statement of 781 
required participation in department/program activities and College District governance; 782 
2. Minimum qualifications: 783 
a. as determined by the department/program in accordance with Education Code 784 
Section 87356.  Additional desirable qualifications that are job related and support the 785 
responsibilities of the position may be included. 786 
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b. a statement in accordance with Education Code section 87360 that requires that all 787 
applicants be sensitive to and have an understanding of the diverse academic, 788 
socioeconomic, cultural, disability and ethnic backgrounds of community college 789 
students. Departments/programs may require applicants to explain or submit written 790 
materials that provide evidence of such understanding; 791 
c. provision for presentation of qualifications that are equivalent to the minimum 792 
qualifications. 793 
3. Legal qualifiers established by Human Resource Services to comply with federal, 794 
state, and District regulations. 795 
4. The position announcement must be approved by the Department Chair/Director, the 796 
Dean, the appropriate Vice President, and Human Resources. 797 
 798 
Advertising 799 
A. Positions are open and advertised for a minimum of eight weeks. In unusual or 800 
extenuating circumstances, the time frame may be reduced to not less than six weeks 801 
with the approval of the appropriate Vice President. 802 
B. Position announcements are mailed to colleges, universities, and organizations 803 
committed to referring applicants from under-represented groups. In addition, positions 804 
are advertised locally and in professional publications recommended by the Selection 805 
Committee and/or the Department Chair/Director.  Every effort is made to recruit 806 
qualified applicants from historically under-represented groups including the utilization 807 
of the Chancellor's Office Diversity Registry. 808 
C. As part of the recruitment process, departments/programs are expected to contact 809 
appropriate organizations to assist in identifying qualified candidates and to disseminate 810 
information regarding the position. 811 
 812 
Applications 813 
A. Human Resource Services accepts applications and supplemental materials until 814 
4:30 p.m. on the closing date. 815 
B. Applications which do not meet minimum qualifications but which have a completed 816 
equivalency form will be forwarded to the Senate Equivalency Committee for review and 817 
action. 818 
C. All applicants with completed applications who meet stated minimum qualifications 819 
will be forwarded to the Selection Committee. 820 
 821 
Screening 822 
A. Screening criteria and interview questions must be approved by the Human 823 
Resource Services Office before Selection Committee members have access to 824 
applications. Screening criteria help members to review objectively each application.  825 
The screening criteria must be listed on the Selection Criteria Report, along with the 826 
point value assigned to each criterion and the method of evaluation.  Screening criteria 827 
are developed from the position description and the qualifications and requirements 828 
listed in the position announcement. 829 
B. All members of the Selection Committee complete screening forms for each 830 
applicant. 831 
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C. Upon determination of applicants to be interviewed, all applications and screening 832 
forms are returned to Human Resource Services. 833 
 834 
Interviews 835 
Selection Committee 836 
A. Interviews are scheduled by Human Resource Services upon notification by the 837 
Selection Committee. 838 
B. Human Resource Services provides copies of the application and interview screening 839 
forms to the Selection Committee with an interview schedule. 840 
C. All members of the Selection Committee must be present for all interviews. If a voting 841 
committee member misses an interview, that committee member is removed from the 842 
Selection Committee. 843 
D. At the request of the Selection Committee, a candidate who must travel more than 844 
150 miles to interview with the Selection Committee may be interviewed by the Joint 845 
Selection Committee and the Superintendent/President or designee within a day of the 846 
Selection Committee interview.  If the candidate becomes a finalist for the position, 847 
these interviews will serve as finalist interviews. 848 
E. After interviews are completed, members of the Selection Committee discuss and 849 
evaluate the qualifications of the candidates.  The Committee also considers whether 850 
the candidates selected as finalists will contribute to diversity at Palomar College. 851 
F. If the Selection Committee is not satisfied with the interviewed candidates, the 852 
Committee Chair may request to review the applicant pool to ensure that qualified 853 
applicants have not been overlooked. 854 
G. Multiple finalists for each position are forwarded.  All recommended finalists are fully 855 
acceptable to the Selection Committee. 856 
H. Voting members of the Selection Committee conduct reference checks. Reference 857 
information must be held in strict confidence within the committee. 858 
I. The Selection Committee Chair forwards the application materials of the finalists to 859 
the Dean who then convenes the Joint Selection Committee.  The Selection Committee 860 
Chair returns the screening and interview forms and all other non-finalist application 861 
materials to the Human Resource Services Office. 862 
 863 
Joint Selection Committee 864 
A. The Joint Selection Committee interviews all finalists forwarded by the Selection 865 
Committee. 866 
B. The Joint Selection Committee refers all interviewed finalists to the 867 
Superintendent/President. 868 
C. The Superintendent/President, or designee, interviews the finalists and presents 869 
his/her assessments and recommendations to the Joint Selection Committee.  In 870 
addition the Selection Committee may appoint a representative from the committee to 871 
attend the Superintendent/President's interviews as an observer.  This representative 872 
must attend all of the finalists' interviews and any subsequent meetings between the 873 
Selection Committees and the Superintendent/President. 874 
D. The Joint Selection Committee will consider the Superintendent/President's 875 
assessment and recommendations before coming to consensus.  If the Joint Selection 876 
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Committee and Superintendent/President agree on the recommended finalist, the name 877 
is recommended to the Governing Board.  If no agreement is reached, the Joint 878 
Selection Committee and Superintendent/President will meet to discuss the finalists. 879 
The Superintendent/President will make the recommendation to the Governing Board. 880 
E. Each member of the Selection Committee and Joint Selection Committee is 881 
responsible for maintaining the confidentiality of the interviews as well as evaluative 882 
comments made during the selection process. Such information may be shared only 883 
with members of the Selection Committee and the administrators involved. 884 
Confidentiality must be maintained permanently. 885 
F. The appropriate Vice President or designee extends the tentative offer of 886 
employment to the selected finalist and coordinates all necessary intake and orientation 887 
procedures with the Human Resource Services Office. 888 
G. All offers of employment require approval by the Governing Board. 889 
GB 10-12-93, rev. GB 6/9/98, 1/22/02 890 
 891 
 892 
 From current Palomar Procedure 174.1 titled Adjunct Faculty Hiring (93-893 

16345) 894 
 895 
Adjunct faculty perform an invaluable service for Palomar College. The hiring procedure 896 
for these positions is no less important than that for tenure-track faculty positions. 897 
A. Notification 898 
1. Each semester every department/program will identify subject areas for which 899 
additional adjunct faculty are needed for the subsequent semester and will notify 900 
Human Resource Services of the positions available in their disciplines and subject 901 
areas. 902 
2. Upon request, Human Resource Services will advertise for adjunct faculty positions.  903 
Advertising for special recruitment efforts will be expanded at the request of the 904 
department/program. Advertising may be necessary each semester for larger 905 
departments in order to maintain a sufficient pool. 906 
3. Each position requires: 907 
a. Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, 908 
disability, and ethnic backgrounds of community college students. 909 
b. Minimum qualifications as established by the Statewide Academic Senate and 910 
adopted by the Board of Governors of the California Community Colleges plus any 911 
additional qualifications established by the department/program.  Additional 912 
qualifications will be reviewed by the Vice President for Human Resource Services for 913 
potential adverse impact. 914 
4. Position announcements will state that the positions are part-time and not eligible for 915 
tenure. 916 
B. Application/Selection Process for Adjunct Positions 917 
1. Human Resource Services will forward all adjunct faculty applications and completed 918 
equivalency forms to the appropriate department/program. 919 
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2. Applications that do not meet the minimum qualifications but which have a completed 920 
equivalency form will be forwarded to the Senate Equivalency Committee by the 921 
Department Chair/Director for review and approval. 922 
3. The Department Chair/Director or designee and, when possible, at least one other 923 
fulltime tenured or tenure-track faculty member will screen and review all applications 924 
and select those qualified applicants who best meet the needs of the 925 
department/program to interview. 926 
4. Each candidate interviewed for an adjunct faculty position will submit proof of 927 
qualifications. 928 
5. Each department/program may require a demonstration of teaching, counseling, or 929 
librarianship skills. 930 
6. The Department Chair/Director will notify the appropriate Dean of his/her selection of 931 
new adjunct faculty through the Schedule Information Sheet (S.I.S.). 932 
7. All tentative offers of employment require approval by the Governing Board. 933 
8. The department/program may rehire an adjunct faculty member for subsequent 934 
semesters in the same discipline. 935 
GB 4-26-94, rev. 6/9/98, 1/22/02 936 
 937 
 938 
 From current Palomar Procedure 174.2 titled Temporary Contract Faculty 939 

Hiring (93-16345) 940 
 941 
Temporary Contract Faculty Hiring 942 
Temporary contract faculty perform an invaluable service for Palomar College.  The 943 
hiring procedure for these positions is no less important than that for tenure-track faculty 944 
positions. 945 
 946 
Temporary contract opportunities will be identified by the Department Chair/Director and 947 
the Dean in consultation with the appropriate vice president. 948 
A.  Planned Temporary Replacement Contracts 949 
When a temporary contract is identified in advance to replace a faculty position, the 950 
position will be filled in accordance with the policy, criteria, and procedures for hiring 951 
tenure-track faculty (BP 174), except that the position announcement will state that the 952 
position is temporary and not a tenure-track position. 953 
B.  Emergency Temporary Replacement Contracts 954 
In emergency situations temporary contract positions will be filled in compliance with 955 
Title 5 Regulations \ and Equal Employment Opportunity Programs and BP 174.2.  956 
These regulations allow the District to fill positions through internal recruitment for 957 
interim appointments or when justified by "business necessity."  Business necessity 958 
means that the District would suffer substantial additional financial cost, or there exists a 959 
threat to human life or safety, or student learning would be severely impacted, or the 960 
District has no opportunity to plan (for example, the sudden death of an employee). 961 
C.  Notification 962 
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When an emergency situation occurs, the District will recruit a temporary replacement 963 
from current qualified full-time and adjunct faculty who have taught in the discipline 964 
during the current or previous year. 965 
1.  Human Resource Services secures approval of "business necessity" from the 966 
Chancellor's Office. 967 
2.  Human Resource Services advertises internally for temporary contract positions. 968 
3.  Each position requires: 969 
a.  Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, 970 
disability, and ethnic backgrounds of community college students. 971 
b.  Minimum qualifications as established by the Statewide Academic Senate and 972 
adopted by the Board of Governors of the California Community Colleges plus any 973 
additional qualifications established by the department/program.  Additional 974 
qualifications will be reviewed by the Vice President for Human Resource Services for 975 
potential adverse impact. 976 
c.  Position announcements will state that the positions are temporary and not eligible 977 
for tenure. 978 
D.  Application and Selection Process for Emergency Temporary Replacements 979 
1.  Human Resource Services will forward all temporary contract applications and 980 
completed equivalency forms to the appropriate Department Chair/Director. 981 
2.  Applications that do not meet the minimum qualifications but which have a 982 
completed equivalency form will be forwarded to the Senate Equivalency Committee by 983 
the Department Chair/Director for review and approval. 984 
3.  The Department Chair/Director and the Dean or their designees and at least three 985 
(3) other full-time tenured or tenure-track faculty members will screen applications and 986 
select applicants to interview.  The committee should normally have no more than 987 
seven members. 988 
4.  Each candidate interviewed for a temporary contract position will submit proof of 989 
qualifications. 990 
5.  The department/program committee may require a demonstration of teaching, 991 
counseling, or librarianship skills. 992 
6.  The Department Chair/Director will notify the appropriate Vice President and Human 993 
Resource Services of the committee's selection.  The Department Chair/Director will 994 
complete a Request for Academic Contract form. 995 
7.  All tentative offers of employment require approval by the Governing Board. 996 
8.  Terms of employment for temporary contract faculty are limited by applicable 997 
sections of the Education Code (Sections 87478, 87481, 87482). 998 
GB 4-26-94, rev. 6/9/98, 1/22/02 999 
 1000 
 1001 
 From current Palomar Procedure 190 titled Classified Hiring Procedures 1002 

 1003 
Classified Hiring Procedures 1004 
Establishing the Position 1005 
A.  New Classified positions are established through the reallocation of existing 1006 
budgeted funds or through growth funding as described in the Resource Allocation Plan.  1007 
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Highest priority will be given to staff positions that are recurring short-term assignments 1008 
and/or critical to the support of growth.  Of lesser priority will be the establishment of 1009 
positions that enhance delivery of service but are not critical to support growth. 1010 
B.  Requests for all new positions are identified in advance in the department/program 1011 
plans or the Educational Master Plan and are established according to need and priority 1012 
within the area as funds become available. 1013 
 1014 
Below are criteria which the Staff Priorities Committee will consider in justifying the need 1015 
to establish a new classified position.  These criteria will be used as guides for the 1016 
Committee in recommending the order of establishing positions across the College 1017 
District as a whole. You may address these criteria, as well as any other factors relevant 1018 
to the need for a new classified position, by completing the Rationale Form for New 1019 
Classified Positions. 1020 
 1021 
The individual departments should initiate the Rationale Forms for New Classified 1022 
Positions. 1023 
 1024 
These requests should then be reviewed by the appropriate dean or administrator, who 1025 
will also contribute to the request by indicating how high a priority s/he would assign to 1026 
the request given requests received from throughout the area for which he or she is 1027 
responsible.  Similarly, the dean or administrator should submit the request to the 1028 
appropriate vice president who will submit all requests to the Staff Priorities Committee 1029 
with a priority listing based upon the needs of the area as a whole. 1030 
 1031 
These are the criteria which should be addressed in each proposal: 1032 
• continuing use of short-term staff to perform the functions of the proposed position 1033 
• overtime/compensation time expended by the department or unit 1034 
• technological or other changes requiring the employment of staff with special skills 1035 
• scarcity of qualified short-term staff 1036 
• backlog of work 1037 
• increase in demand for services provided by the department or unit 1038 
• industry standards 1039 
• external regulatory agency requirements or standards 1040 
• District goals and objectives 1041 
• position included in the department or unit’s five-year plan 1042 
• increased service requirements/added responsibilities and/or inability of the 1043 
department or unit to accept additional responsibilities due to current staffing 1044 
• any other factors specific to the department’s or unit’s needs not included above 1045 
 1046 
These criteria are not in priority order and all need not be addressed. 1047 
C.  Each administrative division is responsible for establishing the order of funding for 1048 
positions within it, after consultation with the requesting departments/programs. 1049 
D.  The Vice Presidents are responsible for establishing the order of funding for 1050 
positions within the District as a whole, consistent with the Educational Master Plan. 1051 
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E. After available funds for new positions have been identified, the 1052 
Superintendent/President submits new position recommendations to the Governing 1053 
Board for approval. 1054 
F.  If a new position also involves a new classification, the District should seek and 1055 
consider any input from the CCE/AFT in accordance with B.P. CCE/AFT-6 C; 1056 
rev. PAC 5/19/98 1057 
 1058 



Definitions of Governance Structures 
 

Council – A group of constituency representatives designated or selected to act in an 
advisory capacity that meets on a regular basis.  The charge of a council entails college-
wide issues and reports directly to the Strategic Planning Council (SPC). 
 
Operational Committee – A standing committee of constituency representatives 
intended to consider all matters pertaining to procedural issues as defined by its role.  
An operational committee is part of the governance structure. 
 
Subcommittee – A permanent sub group convened by a standing committee or council 
designated to consider specific subjects in detail for recommendations back to the 
standing committee or council. The chair must be a member of the committee or council 
to which it reports.  Other members need not be members of the committee to which it 
reports but may be appointed by the appropriate constituent group(s) as defined by the 
subcommittee membership. 
 
Ad Hoc Committee – A working group or sub-group created by a council or operational 
committee to address and make recommendations on a particular subject. The members 
need not be from a council or committee. 
 
Task Force – A constituency-represented group specifically convened by and reporting 
to SPC or to the Superintendent/President to address a special college-wide 
subject/issue and meets until the subject/issue is resolved. 
 
 

 
Not part of the Governance Structure 
 
Advisory Committee – A group created to provide direction and/or input in compliance 
with state and federal regulations or other external mandates.  Not part of the 
governance structure but may bring items to SPC as information only.  Membership may 
be defined by state and federal regulations or external mandates and may be appointed 
by the appropriate constituent group(s). 

 
 



 2013‐2014 SPPF ALLOCATIONS

Page # Title of Project/Request Objective #

Allocation 

Request

Allocations 

SPC 02‐25‐14 Notes and Followup Needed

5 Document Imaging/Electronic Forms/Workflow Implementation 1.4/3.4 $0 $0

$49,060  was requested, but at the 

beginning of the meeting the request 

was withdrawn because other funding 

was found.

7 Palomar College Internship Program 1.1/1.6 $19,200 $19,200

9 Student Lingo Software 1.3/1.4 $2,000 $2,000

11 Reduce the Number of Students Dropped for Non‐Payment of Fees 1.3/1.4 $2,500 $2,500

13
Increase Participation in Priority Registration on a Student's 

Assigned Day
1.7/3.4 $2,500 $2,500

15 Career Guidance Booklets for Special Populations 1.3 $2,560 $2,560

17
Reconstitution of "GRAD" Into Alignment with Student Support and 

Success Program
1.7/1.9/3.4 $30,000 $20,800

Adjustment based on unexpended 

balance remaining from previous 

year's project.

21 Career Fair Event 1.6 $5,000 $5,000

25 GE/ILO Assessment and General Education Institute 1.8 $39,000 $39,000

31
World Languages Open House event for local high school faculty 

teaching languages
2.1 $1,200 $1,200

34 Staff Technology Training Program 3.3 $30,000 $30,000

40 Implement Phase II of Dashboard‐Information Literacy Modules 3.4 $11,330 $11,330

42 Funding for Political Economy Days for Spring 2014 3.4 $1,150 $1,150

48 Expanded CCTV Camera Monitoring Capacity: EOC/Dispatch 4.3 $9,000 $9,000

51 Emergency Preparedness Plan 4.3 $25,000 $25,000

$50,000 was requested, but at the 

beginning of the meeting the request 

was reduced by half because other 

funding was found.

University Tours 1.6 3,950$             3,950$               
Allocation approved at 3/4/2014 SPC 

meeting.

Total $184,390 $175,190

Balance Remaining $24,810

Balance to be distributed to Planning 

Councils to allocate towards PRPs.

Original Document

3/5/2014
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