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applicant pool. 
  
 
3.     Commitment to participation in department/program activities and the shared governance of the 
College. 
  

'#$(6!;$5(4-$$!:&6!T&@!6$)/'$;-$55!/-;!?&'$-'(/)!/;<$65$!(1?/7'!&-!'#$!/??)(7/-'!?&&)>!
!
 
3.     Commitment to participation in department/program activities and the shared governance of the 
College. 
!
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Procedures 
  
The goal of every hiring process is to select the qualified candidate who best meets the needs of our diverse 
student population. 
  
 
Establishing the Position 
  
1.     Faculty positions are identified by a process established by each College. 
  
2.     Receipt of the Staffing Requisition by Employment Services signals approval to begin the search process. 
  
#
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1.     The position announcement is developed through a collaborative process involving the 
department/program faculty, the college diversity officer (the Diversity Coordinator at De Anza College 
or the Dean of Faculty and Staff at Foothill College) and/or an Equal Opportunity Representative, the 
appropriate administrators and Employment Services. 
  
 
2.     The position announcement must include the following: 
• A description of the position duties and responsibilities. 
• Minimum Qualifications: 

 
 

a.     A statement in accordance with Education Code Section 87360 that requires that all applicants be 
sensitive to, understanding of and have respect for the diverse academic, socioeconomic, religious, 
cultural, disability, sexual orientation and ethnic backgrounds of community college 
students.  Departments/programs are encouraged to require applicants to explain or submit written 
materials that provide evidence of such understanding and commitment to diversity; 
  
 

PROCEDURES 
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b.    Educational requirements as determined by the department/program in accordance with Education 
Code Section 87356.  Additional desirable qualifications that are job related and support the 
responsibilities of the position may be included.  Such qualifications will be monitored by the Vice 





	

	

will be provided by the Vice Chancellor of Human Resources and Equal Opportunity or his/her designee 
at the first meeting of the Committee.  It is the responsibility of the Chair to insure that each Committee 
member receives the required training: 

• Review of District Diversity Vision Statement 
• Discussion of District commitment to equal opportunity, diversity and student success 
• The search and selection process 
• Role of the Search Committee 
• Role of the Selection Committee 
• Development of screening criteria 
• Writing effective interview questions 
• Cultural diversity in the interview process 
• Role of the Equal Opportunity Representative 
• Reference checking 
• Confidentiality 

•  
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The Search Committee has the following responsibilities: 
  
1.     Review the position announcement and identify recruiting sources. 
  
2.     Identify selection criteria based on the minimum and preferred qualifications of the position in light 
of the expected duties and responsibilities of the position.  Selection criteria will include an evaluation of 
the extent to which applicants demonstrate a sensitivity to and understanding of the diverse academic, 
socioeconomic, cultural, disability and ethnic backgrounds of community college students. 
  
 
 
 
 
3.     Develop job related interview questions designed to distinguish candidates who will best meet the 
needs of the students, the department/division and the College. 
  
4.     Determine the subject matter and format of the demonstration of teaching, counseling, or 
librarianship skills required of all faculty candidates.  The demonstration should reflect the candidate’s 
ability to meet the needs of a diverse student population. 
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5.     Screen all complete applications to select candidates for interview. 
  
 
 
6.     



	

	

Selection Committee 
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The Selection Committee is composed of the President, the appropriate Vice President, the Search 
Committee chair, the Equal Opportunity Representative from the Search committee and as many faculty 
from the Search Committee as possible but at least one faculty member from the Search 
Committee.  This committee should be balanced in its diversity and will be chaired by the President.  The 
Selection Committee shall generally have no more than seven (7) members. 
  
#
#
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The Selection Committee evaluates and validates the candidate’s strengths in meeting the needs of a 
diverse student population and the needs of the division, department/program and the College. 
 

SELECTION COMMITTEE 
!
Membership 
!
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5.     In the event that a hiring process results in more than one candidate who meets the present or 
expected needs in the same discipline, the President may determine to increase the number of available 
positions.  In this event, the members of both the Search and Selection committees shall be consulted 
before any additional candidate is selected. 
  
 
 
6.     Each member of the Selection Committee is responsible for maintaining the confidentiality of the 
interviews as well as evaluative comments made during the selection process.  Such information may be 
shared only with members of the Selection Committee and the administrators involved.  Confidentiality 
must be maintained permanently.  Each member of the committee agrees to accept and abide by the 
statement of guiding principles as noted in Appendix A. 
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Employment Services accepts applications and supplemental materials until 4:30 PM on the closing date. 
  
 
 
 
Employment Services will review the composition of the applicant pool to ensure that any failure to 
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Interviews are scheduled by the Chair of the Search Committee.  Each candidate must be provided the 
same interview information and offered a choice of interview times whenever possible. 
  
 
All members of the Search Committee must be present for all interviews.  If a member misses an 
interview, that committee member is removed from the Search Committee.  If the Committee member is 
to be replaced by a faculty employee, the appointment must be confirmed by the Academic Senate. 
  
 
Each member of the Committee documents the interview in a format agreed upon by the Committee. 
  
 



	

	

 
 
 
 
 
If the Search Committee is not satisfied with the interviewed candidates, the Committee may: 

• review the applicant pool to ensure that qualified applicants have not been overlooked; if applicable, 
request to have any additional complete applications that have been submitted since the first review date 
forwarded for screening; request that Employment Services contact applicants with incomplete 
applications to request the missing application materials; or extend or re-open the search. 
The Search Committee identifies two or more candidates to meet with the Selection Committee for 
further assessment. 
  
 
 
 
 
 
 
 



	

	

 
 
 
 
 
 
 
An unranked list of finalists is forwarded to the President who convenes the Selection Committee.  The 
Search Committee Chair returns all the screening and interview forms and all other non-finalists 
application materials to Employment Services. 
  
 
 
All members of the Selection Committee must be present for all interviews and subsequent 
discussions.  If a member m



	

	

  
The President will make the final decision on the candidates and forward the selected candidate to the 
Chancellor for recommendation to the Board. 
  
The President or designee may extend a tentative offer of employment to the selected candidate pending 
approval by the Board of Trustees.  Any offer prior to Board approval must be clearly stated as a 
tentative offer contingent on Board approval. 
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3.     


