Peralta Community College District

AP 7121

ADMINISTRATIVE PROCEDURE 7121 FACULTY HIRING
I.

Philosophy
A. The faculty, represented by the Academic Senate, has the professional responsibility to
insure the quality of their faculty peers and to participate in the development and
implementation of and procedures governing the hiring process.
B. Hiring procedures provide for a collegial hiring process wherein responsibility for selecting
faculty from a pool of qualified applicants is shared cooperatively by faculty and
administration, participating effectively in all phases of the hiring process.

II.

Equal Employment Opportunity
All participants in the process are given appropriate training in equal employment opportunity
principles.
The Office of Human Resources shall be responsible for monitoring the District's compliance with
equal employment opportunity principles including, but not limited to, a review of the job
descriptions and announcements, composition and procedures of selection committees, and the
adequacy of the pool of applicants.

III.

Position Identification and Approval
The need for contract faculty positions shall be cooperatively determined through a well defined,
thoughtful planning process involving the College President, the college Academic Senate
President, and the local college PFT representative. This planning process shall involve a Vice
President or designee, and the line administrator, as well as the faculty in disciplines concerned.
A joint recommendation on the positions to be filled shall be presented by the College President
to the District Chancellor. Subject area needs shall have been reviewed to determine strengths,
weaknesses and special skills needed.
As positions become available, consideration shall first be given to extending partial contracts of
qualified current faculty in the discipline. "Qualified" includes positive evaluations. These faculty
members, who have already gone through a hiring process, shall not be required to re-apply or
go through the regular hiring process.

IV.

Position Description and Announcement
A. Position descriptions and announcements shall be jointly prepared and reviewed by the Dean
and the faculty of the hiring discipline, and shall include job related skills requirements,
minimum qualifications and desirable qualifications. As used in this context, faculty in the
discipline means tenured faculty in the discipline of the college where the vacancy exists. All
positions filled after July 1, 1990 must comply with Education Code Section 87357. The Dean
is responsible for forwarding the position description and announcements to the President,
and the Office of Human Resources.

B. In a college where the discipline expertise exists in part-time or non-tenure track faculty,
these faculty can be used as part of the review process.
C. If there is insufficient discipline expertise in the tenured or non-tenured faculty in the college
where the vacancy exists, faculty with expertise in other colleges inside or outside of the
District may participate in the process.
D. The position announcement requires the approval of the College President and the Office of
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Human Resources. The District Office of Human Resources will review and post the position
announcement. The announcement shall be distributed to faculty using existing District
vehicles in time for faculty to apply for the position.
E. Positions shall be advertised widely to ensure a pool of highly qualified applicants and to
further the College and District Equal Employment Opportunity goals.
V.

Search
A. Approval of open positions and initiation of the hiring process shall be early enough in the
academic year to allow for all procedures to be undertaken in a thorough and thoughtful
manner. If the process cannot start early enough in the year to be completed by the end of
the spring term, the position shall be filled by a temporary faculty member for the next
academic term.
B. The length of the advertising period shall be long enough to ensure a pool of well
qualified applicants, and one that furthers the College's and District's Equal Employment
Opportunity goals. In general, a position shall be advertised from four to six weeks
before the screening process begins.
C. The search and selection process for contract or regular appointments to fill vacant faculty
positions shall take place during the regular academic year, whenever possible. If
circumstances exist, based on business necessity, by which the normal recruitment and
selection process cannot be followed to fill a faculty position, the College President shall
consult with the college Academic Senate President, as appropriate, to establish an
emergency procedure. The process shall include a petition from the college faculty of the
discipline to the college Academic Senate President stating that faculty of the discipline are
available to participate in the recruitment and selection process after the close of the regular
academic year.

VI.

Selection Committee Composition
A. The Selection Committee composition shall be as follows:
At least three (3) full-time regular faculty (i.e., tenure, tenure track and non-tenure track
faculty) members (of the discipline or related discipline) appointed by the college Academic
Senate President, in consultation with the faculty of the discipline, one of which shall be the
department chair, if one exists; and one administrator (usually the area administrator)
appointed by the College President.
1. The composition of the committee shall be reviewed by the College President and
approved by the Office of Human Resources.
2. Additional faculty members may be appointed by the Academic Senate President in order
to achieve a selection committee balanced by gender and ethnicity.
3. If there is insufficient discipline expertise in the faculty in the college where the vacancy
exists, faculty with expertise in other colleges inside or outside the District may be
members of the Committee as well as retired Peralta faculty in the discipline within three
years of their retirement.
4. In a college where the discipline expertise is in the part-time or non-tenure track staff,
these staff can be used as part of the review process providing that the majority of faculty
members on the Committee are full-time.
5. The committee may also include a classified staff member (such as a Lab Technician)
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from the discipline, or a closely related discipline, appointed by the Academic Senate
President in consultation with the Classified Senate.
B. The administrative member serving on the committee shall convene the initial meeting of the
selection committee. Whenever possible, the selection committee shall elect a faculty chair
from this committee, who shall be from the discipline, or a related discipline.
VII.

Equivalency Review
When an applicant claims to have equivalent minimum qualifications to those listed in the job
posting, the District Academic Senate will be notified regarding the need for equivalency review.
The equivalency review process is outlined in AP 7122, Minimum Qualifications and Equivalency.
Please refer to this administrative procedure for further detail.

VIII.

District Office of Human Resources
A. The faculty (Academic) Employment Form should include instructions on filing for
equivalency. Applicants who do not appear to meet minimum qualifications, but believe they
possess the equivalency, shall be required to justify their reasons in writing on the
Equivalency Application Form. When submitted, the Equivalency Application Form shall be
submitted to the Office of Human Resources. Official transcripts and other supporting
documentation shall be presented at this time.
B. The District Office of Human Resources shall receive applications and initially screen for
minimum qualifications. Only completed applications shall be categorized as:
1. Minimum qualifications met; or,
2. Minimum qualifications not met; or,
3. Applicants claiming equivalency as identified by a completed Equivalency Application
Form submitted to the Office of Human Resources.
If among these candidates some are requesting equivalency to the minimum qualifications,
then those candidates must go through the equivalency review process before the selection
committee conducts paper screening. . See Administrative Procedure 7122 regarding the
equivalency review process.
C. The Office of Human Resources shall forward to the Selection Committee Chair a copy of all
applications. After verifying the initial screening performed by the Office of Human
Resources, the Selection Committee shall conduct an in-depth paper screening of candidates
who meet minimum qualification of have been granted equivalency by the District Academic
Senate in order to select candidates the committee wishes to interview.
D. Applications of candidates approved or denied equivalency will be filed in the Office of
Human Resources. Those candidates, who are granted an equivalency but are not chosen
for the open position, may reapply for a full-time or part-time position in that discipline without
undergoing an additional equivalency evaluation.
E.

Official transcripts of coursework shall be required as part of the application process.

F. All candidates for positions in the Peralta Community College District shall be notified in a
timely manner regarding disposition of their application through the District’s online
application process.
IX.

Selection Committee
A. The Selection Committee shall review all completed Academic Employment Application
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Forms including those approved for equivalency and shall select those applicants to be
interviewed who best meet the minimum and desired qualifications listed on the position
description and announcement.
B. The candidates will be evaluated with respect to but not limited to the
following criteria:
1. Subject area knowledge and competency;
2. Educational background/history;
3. Teaching or service experience;
4. Commitment to professional growth and service;
5. Potential for overall professional effectiveness;
6. Sensitivity to and understanding of the diverse academic socioeconomic, cultural,
disability and ethnic background of the students, as well as the special needs of the
disabled; and,
7. Teaching or skill demonstrations; written and oral communication skills
C. The Selection Committee shall: (a) formulate uniform interview questions and appropriate
answers; (b) establish a standardized question and follow-up procedure; and (c) conduct
interviews and evaluate responses. Individual committee members are to be present for each
interview in order to participate in the evaluation of candidates, except for rare and
compelling circumstances. NOTE: Strict confidentiality of interview questions must be
observed. Accordingly, interview questions must not be released to candidates prior to the
interview.
D. After tabulating the cumulative scores to identify the top candidates, chair shall lead the
committee discussion regarding strengths and weaknesses of the candidates to arrive at its
selection or its recommendation. The committee may include written comments for each
candidate as a further means of communicating its recommendation. The Selection
Committee may wish to schedule second-stage interviews for those that are considered best
qualified.
The Selection Committee as a whole shall rank the finalists in order of preference. The chair
shall prepare a summary of the committee's evaluations of the final candidates.

E. The Selection Committee shall recommend from 0-3 finalists to the College President in
ranked order.
X.

Selection of Final Candidate
1. The appropriate Vice President, the Selection Committee Chair and the college President
shall review the Selection Committee's recommendations, interview the finalists and
conduct additional reference checks. The College Academic Senate President is
expected to join in these interviews.
2. The College President may:
a. make a recommendation from those candidates forwarded by the
Selection Committee;
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b. request additional candidates to be recommended by the Selection
Committee; or,
c. reopen the process.
If the Selection Committee cannot recommend any applicant, or if the President cannot
choose any of those recommended, the hiring process shall be reopened.
The College President, in consultation with the Selection Committee Chair, shall
recommend the finalist to the Chancellor for final approval.
XI.

Notification of Candidates
A.

All committees shall notify the office of Human Resources in a timely manner of the status of
candidates/ application to ensure that the Office of Human Resources is able to notify
candidate through established Human Resources processes and online systems.

B. After the Chancellor's approval, the College President shall notify the successful candidate
and send the formal written notification of the employment offer. Non-selected finalists shall
not be notified until after an appointment has been approved by the Chancellor and accepted
by the candidate.

Approved by the Chancellor: October 18, 2012
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