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President may determine that the search should be cancelled, and the open FTE 
returned to the vacant faculty position pool.    

Procedures 

Term Week Activity 
Fall 1-3 The District office communicates to the campus the number of available 

positions. The President’s cabinet estimates additional positions that might 
become available due to unannounced retirements/resignations. 

Fall 1-2 Deans to get information from departments requesting full-time faculty 
positions. 

Fall 2-4 Office of Institutional Research will provide training to department faculty 
upon request in the utilization of the Program Review Tool to access data 
needed to complete the request forms 

Fall 7-8 Departments submit the completed request forms to the deans. Division 
meetings to discuss division priorities/ranking. 

Fall 9 Deans will finalize the division priority. 
Fall 9-
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Background 

There are currently (June 2023) XXX classified staff positions at the college. Vacancies arise 
because of resignations or retirements. When a vacancy arises, the Full Time Equivalent (FTE) 
associated with that position should be considered as returning to the general pool of available 
FTEs for classified staff positions. The following guiding principles should be considered when a) 
filling a vacant position or b) creating a new position.  

Principles 

1. Program Mandates: Indication by an outside entity (e.g. an accreditation agency or state 
regulations) that a classified staff position is required for the college/program to meet 
mandate.  

2. Program Viability: Positions necessary for viability of a program will be prioritized.    
3. Funding: A clearly identified funding source must exist for the position.  
4. Workload: the duties and responsibilities associated justify the need for a position.  
5. Program expansion: 
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• In situations where a program maintains independent accreditation through a 
professional organization, the standards/requirements from the accreditor should be 
taken into consideration. 

• When reductions are necessary, all units of the college (administration, classified, 
faculty both 




