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Selection Procedures for Dean, Associate Dean, Associate Director, Assistant Director
and Assistant Dean positions.

The following procedures are to be used in selecting applicants to fill dean, associate
dean, associate director, assistant director and assistant dean positions on a regular
basis.

1.   Applications are accepted by the Department of Human Resources on a continuous filing
basis for Dean, Associate Dean and Assistant Dean.  Applications for Associate Director and
Director are accepted only during announced filing periods.

2.   Applications will be reviewed by the Department of Human Resources to determine if the
applicants meet the entrance qualifications (position specifications and minimum
qualifications).  Applicants will be notified in writing regarding their eligibility
for further consideration.

3.   Confidential reference forms for eligible applicants are to be sent by the
applicant to referents as required on the application form.

4.   Applications which are cleared will expire on February 15 three years after the 
February 15 which first follows the date of clearance of the application.  Applicants
may request renewal of their applications at that time.

5.   The college president/vice chancellor at the location where the vacancy exists is
responsible for the selection process leading to the nomination of two candidates to
the Chancellor.

6.   A selection committee composed of at least five members shall be appointed by the
college president/vice chancellor.  The committee shall include at least one administrator
from another district location.  A majority of the members of the committee shall be
administrators.  Employees who have active applications on file in the eligible pool
to be reviewed may not serve on the committee unless their application file is removed
from the pool for this review occasion. The college president/vice chancellor or his/her
designee shall serve as the committee chair.  The selection committee shall conduct all
phases of the selection including but not limited to the evaluation of applicants' folders
and interviewing selected candidates.  Form C588 is to be provided in advance to the
selection unit for verification that no committee members are in the pool.

7.   The selection committee shall interview a minimum of five applicants for each
position.  The Department of Human Resources shall provide copies of the applications
for candidates selected for possible interview.

8.   The chairperson of the selection committee shall be responsible for contacting candi-
dates invited for an interview and for making all necessary arrangements for scheduling and
interviews.

9.   Ratings by each committee member shall be signed and kept in the selection file in the
Department of Human Resources.
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10.   The selection committee shall recommend the three best qualified candidates for the
specific vacancy to the college president/vice chancellor for further consideration.
The number of candidates recommended by the committee to the college president/vice
chancellor may exceed three by mutual agreement of the committee and the college
president/vice chancellor.

11.   The college president/vice chancellor shall nominate to the Chancellor the two
candidates he/she believes are the best qualified for the assignment.

12.   The Chancellor shall either appoint to the position one of the candidates nominated by
the college president/vice chancellor or direct the college president to form a new
selection committee and repeat the selection process.

13.   The chairperson of the selection committee shall notify all candidates interviewed in
writing regarding the results of the selection process.
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Selection Procedures for certificated Vice President, Director and Senior Director positions.

The following procedures are to be used in selecting applicants to fill certificated vice
president, director and senior director positions on a regular basis.

1.   The Department of Human Resources will prepare and distribute individual announcements
for each vacancy to be filled.  Dates for an open filing period will be included in each
announcement.

2.   Candidates must file application materials consisting of a resume, a letter of intent,
and at least three reference letters.  The letters need not be confidential.

3.   Applications will be reviewed by the Department of Human Resources to determine if the
applicants meet the entrance qualifications (position specifications and credential
requirements).  Applicants will be notified in writing regarding their eligibility for
further consideration. 

4.   Applicants whose files are complete including references will be eligible for
consideration for the selection for which they filed.  New applications will be required
for each vacancy announced.

5.   The college president/vice chancellor at the location where the vacancy exists
is responsible for the selection process leading to the nomination of two candidates
to the Chancellor.

6.   A selection committee composed of at least five members shall be appointed by the
college president/vice chancellor.  The committee shall include at least one administrator
from another district location.  A majority of the members of the committee shall be
administrators.  Employees who have active applications on file in the eligible pool
to be reviewed are not authorized to serve on the committee.  The college president/vice
chancellor or his/her designee shall serve as the committee chair.  Employees who are also
candidates for these positions may not serve on the committee unless their application is
withdrawn from consideration. The selection committee shall conduct all phases of the
selection including but not limited to the evaluation of applicants' folders and interviewing
selected candidates. Form C588 is to be provided in advance to the selection unit for verifi-
cation that no committee members are in the pool.

7.   The selection committee shall interview a minimum of five applicants for each position.
The Department of Human Resources shall provide copies of the applications for candidates
selected for possible interview.

8.   The chairperson of the selection committee shall be responsible for contacting
candidates invited for an interview and for making all necessary arrangements for
scheduling and conducting the interviews.

9.   Ratings by each committee member shall be signed and kept in the selection file in the
Division of Human Resources.
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10.   The selection committee shall recommend the three best qualified candidates
for the specific vacancy to the college president/vice chancellor for further consideration.
The number of candidates recommended by the committee to the college president/vice
chancellor may exceed three by mutual agreement of the committee and the college
president/vice chancellor.

11.   The college president/vice chancellor shall nominate to the Chancellor the two
candidates he/she believes are the best qualified for the assignment.

12.   The chancellor shall either appoint to the position one of the candidates nominated
by the college president/vice chancellor or direct the college president/vice chancellor
to form a new selection committee and repeat the selection process.

13.   The chairperson of the selection committee shall notify all candidates in writing
regarding the results of the selection process.

14.   The person appointed shall be required to file official transcripts verifying
position requirements, as part of processing.
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