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AP 7120 Recruitment & Hiring 

The District employs persons for positions categorized as Faculty, Classified, Confidential, Educational 
Administrators, and Classified Administrators as outlined in corresponding board policies and 
administrative procedures: 

BP/AP 7210 titled Faculty 
BP 7230 titled Classified Employees 
BP/AP 7240 titled Confidential Employees 
BP/AP 7250 titled Educational Administrators 
BP/AP 7260 titled Classified Administrators 

The information in this procedure does not apply to the recruitment and hiring for the position of 
Chancellor (see AP 2431 Chancellor Selection). 

Position Approval Process 
Every department, program, or discipline in the District, whether associated with a District function or on 
a campus/college, completes an annual program review, identifying needed positions for the coming 
fiscal year. Needed positions could be new positions or positions that are vacant at the time of the 
review. Once the positions are identified, they are submitted to the strategic planning process for review. 
The various strategic planning committees make recommendations to the site manager. All positions 
are subject to funding. 

Job Opening/Application Processes 
The District utilizes a completely electronic process for posting all job openings and the application 
process. The online applicant tracking system serves as the mechanism for submittal of recruitment 
requests, routes them through approval process and serves as the tool for job posting and application 
submittal. Initial screening is coordinated between Human Resources and screening committee 
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members. Application materials may be submitted to the District Office during regular business hours. 

Job Postings 
When a position is approved for recruitment, the job is posted on the District's Human Resources 
webpage, and advertised in other appropriate venues. 

Applying for a Job 
Applicants can apply for any open position by logging onto the District's Human Resources webpage. 
Applicants will be expected to electronically attach all required documentation, such as, but not limited 
to: resume, cover letter, transcripts, certifications, etc., to the application. 

The District has established the following hiring qualifications for all educational administrator positions: 

A. Demonstrated sensitivity to, understanding of, and respect for the diverse academic, socio-
economic, cultural, disability, religious, sexual orientation, and ethnic backgrounds of 
community college students. 

B. Meet the minimum qualifications as stated in the job description. 

C. Commitment to participate in the collegiate consultation process of the College and the 
District. 

D. See BP/AP 3410 Nondiscrimination to ensure the most up-to-date protected classes are 
addressed. 

Recruitment 
The District shall maintain a program of verifiable Equal Employment Opportunity recruitment of 
qualified members of historically underrepresented groups in all job categories and classifications, 
including but not limited to faculty, classified and confidential employees; categorically funded positions; 
and all other executive, administrative and managerial positions. 

Job announcements shall clearly state job specifications setting forth the knowledge, skills, and abilities 
necessary for job performance. All job specifications including any "required", "desired" or "preferred" 
qualifications beyond the state minimum qualifications which the District wishes to utilize shall be 
reviewed by the appropriate administrator and the Office of Human Resources before the position is 
announced to ensure conformity with the requirements of Title 5 (53022) and both State and Federal 
non-discriminatory laws. The content of the job announcement is the responsibility of the appropriate 
administrator and the Office of Human Resources and must be approved by the Executive Director of 
Human Resources or Designee. 

The position announcement must include the following: 

1. A description of the duties and responsibilities; 

2. Minimum qualifications; 

3. Additional desirable qualifications that are job related and support the responsibilities of the 
position; 
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4. Provision for presentation of qualifications that are equivalent to the minimum qualifications; 

5. Notification of testing if required; and 

6. Legal qualifiers, established by the Office of Human Resources to comply with Federal, State, 
and District regulations (e.g. Title 5, Title VII, EEO and ADA). 

Pre-Screening Process 

The Office of Human Resources will pre-screen the applications to ensure that applicants meet minimum 
qualifications and requirements as set forth in the position announcement, will consult expertise as 
needed,  and, on that basis, will certify the "qualified" pool of applicants. The District’s Office of Human 
Resources shall conduct applicant pool reviews and take appropriate action as necessary consistent 
with all of the requirements set forth in Section 53023 of Title 5 of the California Code of Regulations. 
The composition of the qualified applicant pool shall be reviewed and compared to the composition of 
the initial applicant pool. If the Chief Human Resources Officer or designee finds that the composition of 
the qualified pool may have been influenced by factors which are not job related, appropriate action will 
be taken.This applicant pool data shall be reviewed in conducting the analysis described in section 
53006(a). 

The Screening Committee 

1. The appropriate administrator in consultation with the Office of Human Resources will 
designate the composition of the Screening Committee to ensure appropriate representation 
from the affected department. 

2. The Screening Committee make up can be found in the Screening Committee Guidelines and 
in accordance the EEO Plan. 

3. All Screening Committee members must receive training on equal opportunity, diversity, and 
the employment process for each Screening Committee on which they serve. Such training will 
be provided by the Office of Human Resources. 

4. The majority of the members shall be those with applicable knowledge in the job category or 
classification with at least one member being directly from the affected department. 

5. Every Screening Committee shall have at least one management member and one California 
Schools Employee Association (CSEA) appointee and when appropriate, an appointee from the 
Academic Senate. 

6. The administrator of the vacant position will appoint the remaining members of the Screening 
Committee. Each Screening Committee will also include an Equal Employment Opportunity 
representative designated by the Office of Human Resources. 

7. The Equal Employment Opportunity representative's role and responsibility is to maintain 
confidentiality and ensure the hiring process remains fair and equitable. 

8. Every effort must be made to incorporate broad representation on every Screening Committee 
to bring a variety of perspectives to the screening process. 

9. The appropriate administrator of the vacant position submits the membership of the Screening 
Committee to the Office of Human Resources for approval. 
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Interview Process 

1. In cases where fewer than three (3) candidates are selected for a first level interview, the 
Screening Committee Chair shall provide written justification to the Office of Human 
Resources for approval. 

2. The screening Committee develops job related interview questions. All questions will be 
reviewed by the Executive Director of Human Resources or designee. All Interview questions 
are confidential. 

3. The Screening Committee will determine the candidates, date, and time to interview. 

4. The Office of Human Resources will contact the candidates to be interviewed. The appropriate 
administrator will coordinate with the Office of Human Resources the arrangements for the 
time and place of the interview. 

5. The interview will be conducted by the members of the Screening Committee. Each candidate 
will be asked the same questions, in the same way, for a fair and consistent basis in assessing 
all the interviewees. 

6. All Screening Committee members must sign a confidentiality statement prior to the 
interviews and are required to fill out an evaluation form and rank all interviewees. 

7. If a Screening Committee member is absent from any part of the interview process, that 
member is disqualified from any future participation unless otherwise determined by the 
Human Resources Department. 

8. After the 1st level interviews are concluded, each member of the Screening Committee will 
evaluate the qualifications of the interviewees. The EEO representative will be responsible for 
all documentation of the interview and recommendation. The Screening Committee will 
identify strengths and concerns of all candidates advancing to 2nd level interviews. 

9. The supervisor may participate on the 1st level interviews on recommendation of the 
appropriate administrator. In unique situations where the only representative of the affected 
department is the supervisor, the Office of Human Resources will assess the particular 
circumstance. 

10. The Screening Committee will recommend at least three (3) candidates to the appropriate 
administrator for 2nd level interviews. The Screening Committee shall recommend no less 
than three (3), unless fewer were interviewed or unless the Screening Committee Chair 
presents written justification for submitting fewer than three (3) for 2nd level interview. 

11. Second level interviews will be convened for all finalists by the appropriate administrator or 
designee. An EEO representative will be present for second level interviews. 

12. The Office of Human Resources will contact the finalists to be interviewed at 2nd level and 
communicate the arrangements for the time and place for the interview, as determined by the 
appropriate administrator or designee. 

Selection Process 

The appropriate administrator and designee shall select one of the finalists, who is best qualified to fill 
the position and shall recommend such person to the Chancellor. An eligibility list can be established for 
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Attachments 

multiple non academic positions. 

The appropriate administrator will submit an online notification to the Office of Human Resources to 
forward the screening to the Board of Trustees for approval. 

Reference Check 

Upon receipt of the selected candidate, the Office of Human Resources or the College President will 
conduct reference check in accordance with the policies and principles of Equal Employment 
Opportunity. 

The Office of Human Resources will contact the successful candidate to make a provisional offer of 
employment, contingent upon passing the Department of Justice clearance, pre-employment physical, 
and Board of Trustee approval. 

Once the successful candidate has accepted the offer, the Office of Human Resources will notify the 
unsuccessful candidates in writing of non-selection. If an eligibility list is established, candidates will be 
informed of their rank and duration. 

Loyalty Oath 

All management personnel will be required to sign the legally prescribed oath of allegiance upon 
employment with the District. 

Scheduling of Interviews 

Applicants who are invited for an initial interview and who live more than 100 miles away will be 
scheduled for an interview with the college president or chancellor, if possible, in addition to the 
committee interview on the same day as the initial interview. 

Finalists who are invited for a second interview and live more than 200 miles away will be reimbursed for 
actual travel and meal expenses incurred as set forth in the Employee Travel Policy. 

Also see BP/AP 3410 Nondiscrimination; BP/AP 3420 Equal Employment Opportunity; BP/AP 7211 
Faculty Service Areas, Minimum Qualifications, and Equivalencies; and AP 7126 Applicant Background 
Checks 

References: 
Education Code Sections 87100 et seq., 87400, 87604.5, and 88003; 
ACCJC Accreditation Standard 3 
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  AP 7120 Recruitment and Hiring - Comments 

  AP 7120 Recruitment and Hiring - Legal Citations 

Approval Signatures 

Step Description Approver Date 

Final Board Approval Kelly Goodrich 06/2024 

Reviewed and Approved per AP 
2410 

Kelly Goodrich 06/2024 
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