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PART	A:	HUMAN	RESOURCES		
	
Item	1:	Guiding	Principles	&	Procedures	for	Determining	New	Full-Time	Teaching	Faculty	
Positions		
	
Background		
Each	year	programs	will	submit	either	a	Comprehensive	Program	Review	or	Annual	
Program	Review.	The	request	for	a	full-time	faculty	position	will	be	part	of	the	program	
review	process	and	should	be	corroborated	by	the	findings	of	the	review.	It	is	expected	that	
all	faculty	positions	will	contribute	to	the	college’s	equity	goals.			
	
Principles		
	The	following	criteria	will	be	used	to	prioritize	requests	for	new	faculty:		

1. Program	Mandates:	There	is	a	mandate	by	an	outside	entity	(e.g.	an	
accreditation	agency	or	state	regulations)	that	dictates	the	need	for	a	full-time	
faculty	position.			

2. Program	Viability:	The	faculty	request	process	should	never	be	used	to	create	or	
discontinue	a	program.	A	full-time	position	is	necessary	for	the	viability	of	a	
program;		

3. Enrollment	Demand:	There	is	demonstrated	enrollment	demand	and	substantial	
reliance	upon	part-time	instructors	to	meet	that	demand.		

4. Faculty	Workload:	Current	faculty	non-instructional	workload		(e.g.	responses	to	
state	mandates,	partnerships	with	outside	entities,	engagement	with	grant-
funded	projects,	etc.)	necessitates	an	additional	hire.				

5. Content	Expertise	Gap:	A	new	hire	would	fill	a	gap	in	content	expertise,	
increasing	student	retention,	enrollment	growth,	and	overall	quality	of	a	
program.		

6. Program	Expansion:	There	are	opportunities	for	program	expansion	(e.g.	new	
courses,	certificates,	degrees,	etc.)	that	can	only	be	achieved	with	a	new	full-time	
position.		

7. Emergency	Hire:	There	is	an	FTE	available	that	can	be	filled	by	the	College	
President	in	collegial	consultation	with	the	Academic	Senate	President.		

		
	
	
	



 

 





 

 

3. The	Vice	President	will	forward	the	request	to	the	President’s	cabinet	for	
consideration.			

4. The	college	President	will	make	the	final	decision	on	the	request	based	on	
discussion	at	the	cabinet	meeting.			

	
Item	3:	Guiding	Principles	&	Procedures	for	Determining	Administrator	Positions		
	
Background		
There	are	currently	(January	2023)	XXX	Administrative	positions	at	the	college.	Vacancies	
arise	as	a	result	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	administrative	positions.	The	following	guiding	
principles	should	be	considered	when	a)	filling	a	vacant	position	or	b)	creating	a	new	



 

 

		
PART	B:	PHYSICAL	RESOURCES			
	
Item	4:	Guiding	Principles	&	Procedures	for	Allocation	of	Space	(office,	classroom,	laboratory,	
community	space)		
Background		
The	following	principles	and	procedures	should	be	used	to	create	a	vibrant	college	
community	that	provides	convenient	access	for	students	to	faculty,	staff,	administrators,	
and	campus	resources.			
Principles		

1. Student	access		
2. Maximize	usage		
3. Community	building		
4. Sense	of	belonging		
5. Hybrid	working		

Procedures		
1. Faculty	office	spaces	are	allocated	by	the	Division	Dean.	Full-time	faculty	will	be	

provided	with	a	private	office.	Vacant	offices	should	be	set	aside	for	rotational	
use	(based	on	a	reservation	system	created	by	the	Divisions)	for	part-time	
faculty.	Division	administrative	assistants	will	manage	the	quarterly	allocation	of	
part-time	faculty	offices.			

2. Classified	staff	members	will	be	provided	an	office	space	(desk,	cubicle,	or	
private	office)	in	the	unit	where	their	work	is	assigned.	The	supervisor	of	the	
classified	staff	member	is	responsible	for	identifying	and	allocating	an	
appropriate	office	space.		

3. Administrators	will	be	provided	a	private	office	in	an	area	within	the	vicinity	of	
the	(something	that	says......close	to	where	their	primary	job	responsibilities	are	



 

 

PART	C:	FINANCIAL	RESOURCES		
	
Item	5:	Guiding	Principles	&	Procedures	for	Budget	Requests	(Block	grants,	categorical	funds,	
B-budget,	lottery)		
	
Background		
All	programs	complete	either	an	Annual	Program	Review	or	a	Comprehensive	Program	
Review	each	year.	As	part	of	the	A/C	PR	process,	programs	will	also	complete	a	Budget	
Request	Form.	The	form	should	be	used	to	request	new	items	(equipment,	software	etc.).	
The	need	for	this	item	should	be	identified	and	referenced	in	the	Program	Review	and	must	
be	aligned	with	the	College’s	Strategic	Vision	for	Equity.			
	
Finance	Allocation	Team	(FAT)		

● Vice	President,	Finance	and	Administrative	Services		
● Associate	Vice	President,	Workforce	and	CTE	Programs		
● Financial	Analyst		
● FF&E	Coordinator		
● Office	Services	Supervisor		

	
FAT	will	review	the	requests.	If	the	request	is	approved,	the	FAT	will	identify	a	budget	to	
fund	the	request.			
Principles		

1. Student	need:	Request	contributes	to	the	advancement	of	student	learning.				
2. Instructional/Staff	need:	Enables	instructor/staff	to	support	student	success	and	

maintain	disciplinary	currency.		
3. Program	Review:	Action	items	in	the	Program	Review	identify	a	need	that	will	



 

 

2. The	administrator	will	notify	the	Smartsheet	System	Administrator,	who	will	



 

 

TEAM	
	
Amber	La	Piana	<lapianaamber@fhda.edu>;				
Laura	Gamez	<gamezlaura@fhda.edu>;				
Ellen	Judd	<juddellen@fhda.edu>;				
Chamu	Palaniappan	<palaniappanchamu@fhda.edu>;				
Phuong	Tran	<tranphuong@fhda.edu>;		
Michelle	Nguyen	<	hello2miche@gmail.com>;			
Saintra	Thai	<thaisaintra@fhda.edu>;			
Ram	Subramaniam	<subramaniamram@fhda.edu>;		
	


