Classified Hiring Committee
A permanent classified hiring committee shall be appointed.  The committee will be co-chaired by the Vice Presidents of Instruction and Student Services.  The committees will be composed of 2 deans of instruction, one representative from M&O, Fiscal, and marketing, one representative from Student services, one from CSEA, one from Classified Senate, one representative from Classified Leadership,  and one from Academic Senate. The committee will meet monthly on pre-designated dates.
Process
Whenever a need exists (new position, retirement, resignation, termination, etc.), the requesting party can follow either one of the following processes based on whether the position is considered critical or not.  The requesting party’s classification of the position as critical does not grant the position the classification of critical.  The committee will review the position and determine whether it is critical based on criteria established by the committee.  

Critical Positions:
If the requesting division deems the position to be critical, the originator sends the completed position request form as an email attachment to all the members of  their respective group to inform them that the position is critical and will be sent directly to the permanent committee.  The group will have three working days to comment.  The requestor will consider the comments.  

The permanent committee will review the request and if it is deemed to be critical, the committee will recommend it to the President who, in consultation with his senior staff, decides on whether to hire or not.  If a decision to hire is made, the request will be sent to HR for immediate posting.  If the position is not deemed critical either by the committee or the senior staff, it will be sent back to the originator who may take it forward as a non-critical position.
While the hiring process is going on, substitutes may be in place if the supervisor and the administrator in charge are in agreement.
Non Critical Positions
Requests for non critical positions will be submitted on the same classified request form through the following bodies:

Instructional (coming from the Instructional Divisions) through the Deans’ Cabinet

College wide Instructional (Library, AV, IT) through the Deans’ Cabinet

ADA positions required for compliance ADA regulations but not paid through categorical funds will also be introduced via the Deans’ Cabinet

Student Services through the Students Services Council

Police, Maintenance & Facilities, Graphics and Duplicating,  and Fiscal through Chief of Police, Director of Marketing and Outreach, Director of Maintenance and Facilities and Budget Director,  who will meet once a month.   
College wide administrative support will also be introduced via this group.
******************
Once a month, the Deans’ Cabinet, the Students’ Services Council, and the group consisting of Chief of Police, Director of Marketing and Outreach, Director of Maintenance and Facilities and Budget Director will review and prioritize the various positions submitted to them.  These prioritized positions will then be submitted to the Permanent Committee which will combine the four lists into one ranked list.  This list will then be forwarded to the President who in consultation with his senior staff will determine the number of positions that can be sent forward to HR for hiring.  For those positions that are sent forward, the supervisor in consultation with the appropriate administrator and Vice President will decide on whether to hire a sub.  If a position within a group to be sent forward is deleted, an explanation will be provided.  Positions that are turned down can be resubmitted through the same process if the requestors so desire.
Schedules
All the committees will meet at least once a month.  Meeting schedules will be coordinated in such a way as to facilitate the process.  The Permanent Committee will be the last one to meet to ensure that all requests are reviewed within a month.

Requests with justifications will be submitted only on the attached forms.  

Requestors may request permission to make a presentation to the committee if they so desire.  Such requests must be made at the time of the filing of the application.
Criteria for requests may include but are not limited to:  
1. Legal requirements --- Federal, State, and Local mandates

2. Health and Safety issues

3. Essential Operational Requirements  --A particular service to students will stop without employee

4. Student services –Number of Students waiting for service appointments
5. Number of students served

6. Number of class sections

7. Number of faculty (full time and part time)

8. Number of programs involved with positions
9. Number of departments/divisions served
10. Adequate coverage --- e.g. One-person office

11. Proof that lack of position negatively impacts enrollment management 
12. Position is included in strategic plan

13. Grant funded/categorical  --- position not requiring college general funds
14. Position is required to meet Industry Standards

All position requests must be briefly and conclusively described utilizing the attached form.  Critical positions must show compelling proof of their immediacy.
