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SelectionProcedures forDean, AssociateDean, AssociateDirector,AssistantDirector

and AssistantDean positions.

The followingproceduresare tobe used inselectingapplicantstofiltean, associate
dean, associatedirector,assistantdirectorand assistantdean positionson a regular

basis.

1. Applicationsareacceptedby theDepartmentof Human Resourceson a continuous filing
basisforDean, AssociateDean and AssistantDean. ApplicationsforAssociateDirectorand
Directorare acceptedonlyduringannounced filingperiods.

2. Applicationswillbe reviewed by theDepartmentof Human Resourcestodetermine ifthe
applicantsmeet theentrance qualifications (positionspecificationsand minimum
qualifications) . Applicantswillbe notifiedinwritingregardingtheireligibility
forfurtherconsideration.

3. Confidentialreference forms foreligibleapplicantsare tobe sentby the
applicanttoreferentsas requiredon theapplicationform.

4. Applicationswhichare clearedwillexpireon Februaryl5 threeyearsafterthe
Februaryl5 which firstfollowsthedate of clearance of the application. Applicants
may requestrenewalof theimpplicationsat thattime.

5. The collegepresident/vicechancellorat the locationwhere thevacancy existsis
responsibleforthe selectionprocess leadingtothenominationof two candidatesto
theChancellor.

6. A selectioncommitteecomposed of atleastfivemembers shallbe appointedby the
collegepresident/vicechancellor. The committeeshallincludeat leastone administrator
from anotherdistriclocation. A majorityof themembers of the committeeshallbe
administrators. Employeeswho have activeapplicationson fileintheeligiblepool

tobe reviewedmay notserveon thecommitteeunlesstheirapplicationfileisremoved
from thepool forthisreview occasion.The collegepresident/vicechancellororhis/her
designee shallserveas thecommitteechair. The selectioncommitteeshallconductall
phases of the selectionincludingbut not limitedtothe evaluationof applicants'folders
and interviewingselectedcandidates. Form C588 istobe providedinadvance tothe
selectionunitforverificationthatno committeemembers are inthepool.

7. The selectioncommitteeshallinterviewa minimum of fiveapplicantsforeach
position. The Departmentof Human Resourcesshallprovidecopiesof theapplications
forcandidatesselectedforpossibleinterview.

8. The chairpersonof the selectioncommitteeshallbe responsibleforcontactingcandi-
dates invitedforan interviewand formakingallnecessaryarrangements forschedulingand

interviews.

9. Ratingsbyeach committeemember shallbe signedand keptinthe selectionfileinthe
DepartmentofHuman Resources.
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10. The selectioncommitteeshallrecommend the threebestqualifiedcandidatesforthe
specifiacvacancy tothe collegepresident/vicechancellorforfurtherconsideration.

The number of candidatesrecommended by the committeetothe collegepresident/vice
chancellomay exceed threeby mutualagreement of thecommitteeand thecollege
president/vicechancellor.

11. The collegepresident/vicechancellorshallnominatetotheChancellorthe two
candidateshe/shebelievesare thebestqualifiedfortheassignment.

12. The Chancellorshalleitherappointtothepositionone of the candidatesnominatedby
the collegepresident/vicechancelloror directthe collegepresidenttoform a new
selectioncommitteeand repeatthe selectionprocess.

13. The chairpersonof the selectioncommitteeshallnotifyallcandidatesinterviewed in
writingregardingthe resultsof the selectionprocess.
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SelectionProcedures forcertificatedVice President,Directorand SeniorDirectorpositions.

The followingproceduresare tobe used inselectingapplicantsto filtertificatedvice
president,directorand seniordirectorpositionson a regularbasis.

1. The DepartmentofHuman Resourceswillprepareand distributeindividualannouncements
foreach vacancy tobe filled. Dates foran open filingperiodwillbe includedineach
announcement.

2. Candidatesmust fileapplicationmaterialsconsistingof a resume, a letterof intent,
and at leastthree reference letters. The lettersneed notbe confidential.

3. Applicationswillbe reviewedby the Departmentof Human Resourcestodetermine ifthe
applicantsmeet theentrancequalifications (positionspecificationsand credential
requirements) . Applicantswillbe notifiedinwritingregardingtheireligibilitsfor
furtherconsideration.

4. Applicantswhose filesare completeincludingreferenceswillbe eligiblefor
considerationforthe selectionforwhich they filed. New applicationswillbe required
foreach vacancyannounced.

5. The collegepresident/vicechancellorat the locationwhere the vacancy exists
isresponsibleforthe selectionprocess leadingtothenominationof two candidates
totheChancellor.

6. A selectioncommitteecomposed of at leastfivemembers shallbe appointedby the
collegepresident/vicechancellor. The committeeshallincludeat leastone administrator
from anotherdistrictlocation. A majorityof themembers of thecommitteeshallbe
administrators. Employeeswho have activeapplicationson fileintheeligiblepool

tobe reviewed are notauthorizedtoserveon thecommittee. The collegepresident/vice
chancelloror his/herdesignee shallserve as the committeechair. Employeeswho arealso
candidatesforthesepositionsmay notserveon thecommitteeunlesstheirapplicationis
withdrawn from consideration.The selectioncommitteeshallconductallphases of the
selectionincludingbut not limitedtothe evaluationof applicants'foldersand interviewing
selectedcandidates.Form C588 istobe providedinadvance tothe selectionunitforverifi-
cationthatno committeemembers are inthepool.

7. The selectioncommitteeshallinterviewa minimum of fiveapplicantsforeach position.
The Departmentof Human Resourcesshallprovidecopiesof theapplicationsforcandidates
selectedforpossibleinterview.

8. The chairpersonof the selectioncommitteeshallbe responsibleforcontacting
candidatesinvitedforan interviewand formakingallnecessaryarrangements for
schedulingand conductingthe interviews.

9. Ratingsbyeach committeemember shallbe signedand keptinthe selectionfileinthe
Divisionof Human Resources.
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10. The selectioncommitteeshallrecommend the threebestqualifiedcandidates
forthe specificvacancy tothe collegepresident/vicechancellorforfurtherconsideration.
The number of candidatesrecommended by the committeetothe collegepresident/vice
chancellomay exceed threeby mutualagreement of the committeeand thecollege
president/vicechancellor.

11. The collegepresident/vicechancellorshallnominatetotheChancellorthe two
candidateshe/shebelievesare thebestqualifiedfortheassignment.

12. The chancellorshalleitherappointtothepositionone of the candidatesnominated
by the collegepresident/vicechancelloror directthe collegepresident/vicechancellor
toforma new selectioncommitteeand repeatthe selectionprocess.

13. The chairpersonof the selectioncommitteeshallnotifyallcandidatesinwriting
regardingthe resultsof the selectionprocess.

14. The personappointedshallbe requiredto fileofficialtranscriptsverifying
positionrequirements,as partof processing.



