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STRATEGIC PLANNING"'" POLICY & PROCEDURE APPROVAL "'" I SSUE MANAGEMENT"'" CAMPus COMMUNICATION 

Wednesday, July 18, 2012 2:00 - 4:00 p,m. Room L238 N & S 

SWC Mission Statement 
Southwestern Community College Distriel promotes student learning and success by committing 10 continuous 

improvement thaI includes planning. implementation and evaluation. We serve a diverse community a/students by 
providing a wide range of dynamic and high quality academic programs and comprehensive student services 

Funding Priorities 
Preserve }obs (Employment Integrity); Preserve Classes (Instructional Integrity); 

Preserve Support to Students (Student Services Integrity); Preserve Saf ety (Environmental/Security Integrity) 

Members 
SCC Co-Chairs: Melinda Nish and Randy Beach 

4 Academic Senate Representatives: 4 CSI:A Representatives: 7 Planning Representatives 
(. 'JdJ H avaslu B mce Nl ocNilltclJ Aue Millie J lalJelJPo 
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4 St;1,; DAA Representatives: .- Vialla Kelty 
i via <- om ejo-U arry 4 Associated Jtudent Representatives: I.J/ :MI .' Mia Mc(.lelloll 

ivIalia Food 11011 LI,is t:.sjJillor{a 
U mar Uri/Jllela 
Bea Z amora-Aglli/ara 

1 t;ontldential Representative 
Palli B levilll 

I SI,;EA Representative 
Kola/va Garcia (NCortJer) 1: ric lVla({1? 
Guest(s): 

10 + 1 Mutual Agreement Items: 
9. Uistrict and college governance strucrures, as related to faculty roles. 

L L l.' K£tJecca IVollliewiC'r{ 
~ on-voting Resource Jtatt 
J IISOII Brenller, VP AS 

Lillda Gilslrap, Deall, OrE/ FED 
Alberl KoIIIOII, V FHK 
Bell j eatJeny, 11 Vireclor 
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10. Processes fo r institutional planning and budget development including scl f-srudy and annual reports. 
11. + 1 Other academic and professional matters as mutually agreed between the Gov. Board & the Academic Senate. 

AGENDA 
AGENDA ITEM PRESENTER/S ITEM TIME DECISION 

TYPE 

1. Call to Order / Approval of Agenda Co-Chairs Action 5 min 
Approval of Minutes (Enclosures) N ish/ Beach 

I. Strategic Planning 
2. SPDM Handbook Co· Chair Beach/ Action 10 min 

Gilstrap 
II, Policy & Procedure 
3. Policy N o. 6210: General Fund Reserve Crow/ Yanda Action 10 min 

2"d Reading (Enclosure) 
4. Procedure 6303: Fraud 2"d Reading Crow/Yanda Action 10 min 

(Enclosure) 
5. Policy 7310: Nepotism N ish Info 10 min 
6. Procedure 7120: Recruitment & l-liring N ish/ Beach/Unger Info 10 min 

(Enclosure) 
III. Issue Management 
7. Prop R N ew Look 2025 - RFP Process Tyner/ Jerome Info 15 min 

for Educational and Facilities Master 
Plan (Enclosure) 

IV. Campus Communication (Information Only) 

8. Org. Charts Nish/ V.P.'s Info 15 min 
(E~closllre) 





V. Meeting Summary - Nish (5 min) 

VI. IBB Process Check - Nish (5 Min) 
Meeting Feedback 
Task Force Updates: 

./ Reorganization Task Force 

./ Smoking Policy Task Force 

./ Parking Issues 

./ SPDM Handbook Revision Task 
Force 

Approved by Co-Chairs: 
Approved by SCC: 6/27112 
MN:RB:RG 

Nish/ Beach 

see Retreat: August 15, 2012 
Location: L238 N & S 
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SHARED CONSULTATION COUNCIL 
STRATEGI C P LANNING - POU CY & PROCEDURE APPROVAL - ISSUE MANAGEMENT "'" CAMPUS COMMUNICATION 

Wednesday, June 27, 2012 11:00 -12:30 Room L238 N & S 

SWC Mission Statement 
Southwestern Community Col/ege District promotes student/earning and success by committing to continuous 

improvement thaI includes planning, implementation and evaluation. We serve a diverse community of students by 
providing a wide range of dynamic and high quality academic programs and comprehensive student services 

Fundina Priorities 
Preserve jobs (Employment Integrity); Preserve Classes (Instructional Integrity); 

Preserve Support to Students (Student Services Integrity); Preserve Safety (Environmental/Security Integrity) 

n;c ' I NiSh and Randy Beach 

4 , : Jenate 4 CJI:A 7 

V /Cloria UJPe~ x lim" , x AOe 1Vl1ll", 
l allette x ex FSC' IOIJII IJrolPlI 
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Aaroll S lar"" ! x lip/ liMC 
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j/luia x )feuell crow, V Flir A 
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10 + 1 Mutual Agreement Items: 
9. District and college governance structures, as related to faculty roles. 
10. Processes fo r institutional planning and budget development including self-srudy and annual reports. 
11 . + 1 O ther academic and professional matters as mutua1ly agreed between the Gov. Board & the Academic Senate. 

AGE NDA ITEM 

1. Call to Order / Approval of Agenda 
Approval of Minutes (Enclosures) 

I. Strategic Planning 
2. Revised ISLOs & new GE SLOs: 

2nd Reading 

II. Policy & Procedure 
3. Policy & Procedure 5040: 2nd Reading 

Srudent Records, Directory Information 
and Privacy (Enclosure) 

MINUTES 
Quorum = 14 

DECISION 

T he agenda was approved with corrections 
T he minutes were approved as presented 

The SCC approved the revised ISLOs and new GE SLOs. Rebecca 
Wolniewicz and Mink Stavenga emphasized that all SLOs and AUOs 
must be completed as soon as possible. They also shared the importance 
of the District being at 100% compliance. If d,e District is not at a 100% 
compliance by October, 2012, there is a high probability of sanctions by 
WASC. 

Policy 5040: Student Records, Directory Information and Privacy was 
approved by the Sec. Co-Chair Nish shared d,e recommendations by 
the Academic Senate Executive Committee (via Randy Beach) regarding 
Procedure 5040. The procedure was approved wid, d,e following 
suggestions: 

• "Procedure 5040 should be cross-referenced with Policy 5500: 
Standards o f Srudent Conduct Procedure, since the reques t for 
release of student record information could include grades." 

• "The College D istrict will not use requests for srudent 



4. Procedure 5045: 2nd Reading 
Student Records-Challenging Content & 
Access Log (Enclosure) 

5. Policy & Procedure 6700: 1st Reading 
Civic Center & Facilities Use (Enclosure) 

6. Policy No. 6210: General Fund Reserve 
1st Reading (Enclosure) 

7. Policy 6303: Fraud (Enclosure) 

8. Procedure 6303: Fraud 1st Reading 
(Enclosure) 

III. Issue Management 
9. Reorganization Update 

8ge 0 
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infonnaoon for punitive purposes or as a means of determining 
faculty or sta ff salaries or rewards." 

Co-Chair Nish shared the following concerns from the Academic Senate 
Executive Committee: 

• "Overall, it wasn't clear what types of student content was being 
challenged and if that content included grade disputes, notes 
kept by counselors, or allegations that could be related to faculty. 
The Exec was concerned that the language might not be strong 
enough to guarantee that faculty will be made aware if an 
administrative decision reversed or contradicted the position 
taken by the faculty member in a student's case." 

• "There was also the question raised that if this policy 5045 was 
needed since the student grievance policy is in place and 
addresses issues related to student conduct and the grade dispute 
policy is in place. Maybe we needed clarification on this." 

After a lengthy discussion, the SCC approved Procedure 5045: Student 
Records-Challenging Content & Access Log. 
Co-Chair Nish shared that there were recommendations from Cabinet to 
improve Policy 6700. The SCC recommended that a reference be added 
to Policy 6700 regarding Policy 3430. 

Recendy hired Vice President for Business and Financial Affairs, Steven 
Crow, requested more time to review the Civic Center & Facilities Use 
Procedure. Procedure 6700 will be re-drafted and back to the SCC for 
1" reading. Recommended changes will be made to Policy 6700 and 
back to the SCC for 2nd reading. 
Policy No. 6210: 1st Reading. Co-Chair Nish shared Randy Beach's 
question about d,e SCC requiring 1st and 2nd read of policies. After 
discussion, it became clear that a 2nd reading would be necessary to 
establish clarity regarding the MOU agreements wid, d,e Uluons 
regarding 5% paycut and the "not less than" language of the policy. 

The SCC recommended dlat the policy be revised to read: "The District 
shall maintain a general fund reserve of not less than 5% of unrestricted 
fund expenditures for the current budget year to provide for economic 
uncertainties. Expenditures from this reserve require the approval of the 
Governing Board. 11,e policy shall be reviewed annually." 
Policy 6210 will be back on July 18 for 2nd reading. 
The SCC approved Policy 6303. 

The SCC recommended revisions to Procedure 6303. 
Procedure 6303 will be back on July 18 for 2nd reading. 

VPAA: Kathy Tyner shared a short update on the Academic Affairs 
realignment. It was determined that the two dean positions will not be 
replaced and instead Business & Tech Ed will be divided between Terry 
Davis & Mark Meadows. In addition, Continuing Ed goes to 

Instructional Support Services; CalWorks to Student Affairs; Small 
Business to the [-lEC, National City; and International Programs to Oray 
Mesa. 

VPSA: Angelica Suarez stated dlat Srudent Affairs has saved over S300K 
using internal transfers and eliminating vacant funded positions over the 
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past year. Detailed organizational charts will be provided at the July SCC 
meeting. 

VPHR: The Director of Human Resources and the Director of 
Purchasing, Contracting & Central Services have been analyzed with the 
recommendation to reclassify both at level 35. 

Co-chair Nish shared that ongoing realignment of all departments and 
areas continues; and that Cabinet is reviewing the priority lists. 

9a. SLO Assessment Rebecca Wolniewicz explained the importance of meeting the 
ACCjC/WASC deadline of proficiency in SLOs and assessment. 
Kathy Tyner shared the following documents to support this effort: 

• Policy 4350: Srudent Learning Outcomes & Administrative Unit 
Outcomes Assessment 

• Joint Communique # I Regarding District/SCEA Contract 
Negotiations Starus 

9b. Request from FHP 11,e Faculty Hiring Prioritization Committee (FHPC) on June 20, 2012 
recommended approving the Vocational Nursing program's emergency 
request to hire a one-year, full-time contract faculty member due to the 
resignation of one of the program's two full-time contract faculty. The 
SCC approved this recommendation. 

IV, Campus Communication (Inform ation Only) 

10. Transcript Fee (new access on line) Mia McClellan informed the SCC of the proposed $2 fee increase in 
electronic transcripts. 

11. Health Fee Increase for Spring 2013 Mia McClellan informed the SCC of the proposed $1 fee increase in 
health fees for spring 2013. 

12. Prop R New Look 2025 RFP Educational Prop R New Look/Educational Master Plan & Facilities Master Plan 
Plan & Facilities Master Plan The Facilities Committee composed of Steven Crow, Linda Gilstrap, 

PriyaJerome, Diana Kelly, Kathy Tyner, and Rebecca Wolniewicz will be 
interviewing contractors on June 28, for facilities and educational master 
plans. Most of the cost for dus project will be covered with Prop R 
fund s. 

The Committee's plan is to forward the successful contractor to the July 
Board meeting for approval and have the contractor make a presentation 
to d,e campus in August. 

V, Meeting Summary - Nish (5 min) 

A meeting summary was provided. 
VI. IBB Process Check - Nish (5 Min) 
Meeting Feedback Co-Chairs Nish/Beach 
Task Force Updates: 

./ Reorganization Task Force 

./ Smoking Policy Task Force 

./ Parking Issues 

./ SPDM Handbook Revision Task 
Force 

SCC Retreat: Wednesday, August 15, 2012 
Location: L238 N & S 



REVISED POLICY 
Southwestern Community College District Policy No. 4033 6210 

Business & Financial Affairs 

GENERAL FUND RESERVE 

The District shall maintain a general fund reserve of not less than -7% 5% of unrestricted 
fund adopted budgeted expenditures to provide for economic uncertainties. Expenditures 
from this reserve require the approval of the Governing Board. The policy shall be 
reviewed annually. 

Adopted: Page 1 of 1 
Replaces SWC Policy #4033 



Southwestern Community College District Procedures No. 6303 

Business and Financial Affairs 

FRAUD 

Reference: California Labor Code 1102.5 and California Government Code 53296 

I. GENERAL 

A. Southwestern College is committed to protecting its assets against the risk of 
loss or misuse. Accordingly, it is the policy of Southwestern Community 
College District to identify and promptly investigate any possibility of 
fraudulent or related dishonest activities against the District and, when 
appropriate, to pursue legal remedies available under the law. 

B. DEFINITIONS 

Adopted: 

1. Fraud - Fraud and other similar irregularities include, but are not 
limited to: 

a. Claim for reimbursement of expenses that are not job-related or 
authorized. 

b. 

c. 

d. 

e. 

f . 

g. 

h . 

i. 

Forgery or unauthorized alteration 
promissory notes, time sheets, 
agreements, purchase orders, etc.). 

of documents (checks, 
independent contractor 

Misappropriation of District assets (funds, securities, supplies, 
furniture, equipment, etc.). 

Improprieties in handling or reporting money transactions . 

Authorizing or receiving payment for goods not received or 
services not performed. 

Computer-related activity involving unauthorized alteration, 
destruction, forgery, or manipulation of data or misappropriation 
of District-owned software. 

Misrepresentation of information on documents. 

Any apparent violation of Federal, State, or Local laws related 
to dishonest activities or fraud. 

~eeking or accepting anything of material value including gifts 
from those doing business 'Nith the District including vendors, 
consultants, contractors, lessees, applicants, and grantees. 

Page 1 of 3 



Southwestern Community College District Procedures No. 6303 

Business and Financial Affairs 

Gifts, as used in this section, shall be defined as gifts with a 
\'alue of $50 or more. This section ' .... ill not apply to text books or 
other instructional supplies provided to faculty members. 

2. Emplo'fee In this context, employee refers to any individual or group 
of individuals who receive compensation, either full or part time, from 
Southwestern Co llege. The term also includes any vGluffleer who 
provides services to the District through an official arrangement with 
the District or a District organi2ation . 

d. Management In this context, management refers to any 
Administrator, Vice President for Business and financial Affairs, 
Director of finance, Supervisor, or other individual who manages or 
supervises funds or other resources, including human resources . 

c. It is the District's intent to fully investigate any suspected acts of fraud , 
misappropriation , or other similar irregularity. All District employees must 
report known or suspected misappropriations to their immediate supervisor, 
manager, department chair, or dean. Supervisors, managers, department 
chairs, and deans must inform the Vice President for Business and Financial 
Affairs who will assign an impartial three member team to investigate the 
suspected act. An objective and impartial investigation will be conducted 
regardless of the position , title, and length of service or re lationship with the 
District of any party who might be or become involved in or becomes the 
subject of such investigation. If an immed iate supervisor, manager, 
department chair, or dean is the subject of a suspected act, the employee 
should report known or suspected misappropriations to the next highest level 
of management. 

D. Each department of the District is responsible for instituti ng and maintaining a 
system of internal control to provide reasonable assurance for the prevention 
and detection of fraud, rnisappropriations, and other irregularities. 
Management should be familiar with the types of improprieties that might 
occur within their area of responsibi lity and be alert for any indications of such 
conduct. 

E. Employees wi ll be granted whistle-blower protection when acting in 
accordance with this policy. When informed of a suspected impropriety, 
neither the District nor any person acting on behalf of the District shall; 

1 . Dismiss or threaten to dismiss the employee, 

2. Discipline, suspend, or threaten to discipline or suspend the employee, 

3. Impose any penalty upon the employee, or 

Adopted: Page 2 of 3 



Southwestern Community College District Procedures No. 6303 

Business and Financial Affairs 

4. Intimidate or coerce the employee. 

Violations of the whistle-blower protection will result in discipline up to and 
including dismissal. 

F. Upon conclusion of the investigation, the results will be reported to the Vice 
President for Business and Financial Affairs. 

G. The Vice President for Human Resources and, following review of 
investigation results, wil l take appropriate action regarding employee 
misconduct. Disciplinary action can include termination, and referral of the 
case of the District Attorney's Office for possible prosecution. 

H. The District wi ll pursue every reasonable effort, including court ordered 
restitution, to obtain recovery of District losses from the offender, or other 
appropriate sources. 

Office of Primary Responsibility: Vice President for Business and Financial Affairs 

Date Approved: 

Adopted: Page 3 of 3 



Southwestern Community College District Policy 

NEPOTISM 

Reference: Government Code Section 12920 et seq., 1090 et seq. 

REVISED POLICY 
No. 7310 

Human Resources 

Applicants seeking employment with Southwestern Community College District must do so 
on the basis of personal merit and professional qualifications. To ensure that employment 
is based solely upon the individual and his/her anticipated contributions to the District, 
extreme care must be taken to eliminate from the hiring process any favoritism based upon 
a family relationship. At the same time, however, it is important to recognize that a policy 
which arbitrarily bars employment to relatives of current employees may deny the District 
access to valuable skills and services. 

Members of the same immediate family may hold positions in the District. "Immediate 
family" as used in this policy means parent, spouse, son, son-in-law, brother, brother-in­
law, daughter, daughter-in-law, sister, sister-in-law, grandchild, aunt, uncle, cousin, niece, 
nephew, step-relative in any of the above categories, domestic partners as defined by 
Family Code Section 297, et seq., or any relative living in the current employee's home. 

No member of the immediate family of any supervisor, manager, or administrator may be 
employed in the same department or office where there would be a supervisory 
relationship between the supervisor, manager, or administrator and the immediate family 
member. No employee shall participate in the decision-making process concerning 
employment, work assignment, evaluation, promotion, retention, or termination of an 
employee who is an immediate family member as defined above. 

No person related to any current employee may be employed by the District without the 
family relationship being brought to the attention of the Vice President for Human 
Resources. 

In compliance with Government Code Section 1090, et seq., and the Political Reform Act 
(Government Code Section 87100, et seq.), no person in whose employment any 
Governing Board member has a financial interest, other than a remote interest. having an 
immediate family relationship ' ..... ith a member of the Governing Board may be employed by 
the District. A current employee who is an immediate family member of a Board member 
and in whose employment the Board member has a financial interest shall be terminated.' 

Board members' immediate family members in whom the Board member has no financial 
interest may be considered for employment. The related Governing Board member must 

, Ortiz v. Los Angeles Police Relief Association (2002) 98 Cal.AppA'h 1288. An agency's legitimate 
interest in preventing improper disclosure of confidential information; avoiding conflicts of interest 
between work-related and family-related obligations; reducing favoritism or the appearance of 
favoritism; and preventing family conflicts affecting the workplace. 
Adopted: 12/9/09 Page 1 of 2 
Revised & Adopted: 



Southwestern Community College District Policy 

NEPOTISM 

REVISED POLICY 
No. 7310 

Human Resources 

reveal the relationship to the remainder of the Board and to the Vice President for Human 
Resources, and thereafter must recuse herself/himself from any consideration , discussion, 
or decision, whether at a Board meeting or outside of a Board meeting, regarding the 
employment, work assignment, evaluation, promotion, retention, or termination of the 
family member. This provision does not prohibit the Board member from voting on 
collective bargaining agreements and other matters that affect a class of employees to 
which the famly member belongs. 

No employee shall suffer any reprisal for reporting that a supervisor, manager, or 
administrator has or is engaged in behavior violating this policy. 

The District retains the right to refuse to place family members in the same department, 
division or facility where such placement has the potential for creating a negative impact on 
supervision, safety, security, or morale, or involves potential conflicts of interest,. The 
District retains the right to reassign or transfer any person to eliminate the potential for 
creating a negative impact on supervision, safety, security, or morale, or involves other 
potential conflicts of interest. 

Adopted: 12/9/09 
Revised & Adopted: 

Page 2 of 2 



Southwestern Community College District Procedure No. 71 20 

Human Resources 
RECRUITMENT & HIRING PROCEDURE 

References: Education Code Section 87100 et seq.; 87400 and 88003; 
Title 5 Section 53000 et seq.; 
Accreditation Standard '".A 

I. GENERAL INFORMATION 

Policy and Procedure No. 7120 address the District's recruitment and hiring of all 
employees other than the SuperintendenUPresident. The Governing Board wi ll establish a 
separate procedure for filling the position of the SuperintendenUPresident (see District 
Policy and Procedure No. 2431). 

The Southwestern Community College District is committed to providing full and fair 
opportunity for all qualified individuals to compete for hiring and promotion, and to enjoy 
the benefits of employment with the District. Through cooperative participation, the 
Governing Board shares responsibility with the District administration, all employees 
and students for ensuring equal employment opportunity procedures are an integral part 
of all recruitment and hiring processes. 

The District shall actively recruit from both within and outside the District work force to 
attract qualified applicants for all openings. This shall include outreach designed to ensure 
that all persons, including persons from protected groups, are provided the opportunity to 
seek employment with the District. The requirement of open recruitment shall apply to all 
new full-time and part-time openings in all job categories and classifications, including, but 
not limited to, faculty, classified employees, categorically-funded positions, and all 
administrative positions. Recruitment for full-time faculty and educational administrator 
positions shall be at least statewide and, at a minimum, shall include seeking qualified 
applicants listed in the Cal ifornia Community Colleges Equal Employment Opportunity 
Registry and posting job announcements with the Registry. 

At any point in any recruitment and hiring process, the SuperintendenUPresident may 
request a report from the Director of Human Resources summarizing the steps taken to 
adhere to the District's Equal Employment Opportunity Plan and District Policy and 
Procedure No. 3420, "Equal Employment Opportunity." 

In the event any portion of this procedure directly conflicts with a contract negotiated and 
entered into between the District and a recognized employee bargaining unit, such 
portions of the negotiated contract shall take precedence over this procedure, providing 
there is no conflict with new or existing law, in which case the law shall take precedence. 

Approved by ELl: 2/21/07 
Revised and Approved: 12/3/08 
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Southwestern Community College District Procedure No, 7120 

Human Resources 
RECRUITMENT & HIRING PROCEDURE 

A. DEFINITIONS 

"Acting" is defined as a District employee appointed to take on the duties of an 
open position while maintaining responsibility for the duties of his/her current 
position, for a period not to exceed six months, in order to allow for fu ll and open 
recruitment for the open position. In extraordinary circumstances, as determined by 
the District, an employee's appointment in an acting position may be extended for 
an additional period not to exceed six months. 

"Adverse impact analysis" means that a statistical measure is applied to the 
effects of a selection procedure in order to ensure that any lack of a diverse 
applicant pool did not resu lt from discriminatory recruitment procedures. The 
Human Resources Office is responsible for performing adverse impact analysis on 
the recruitment process for all permanent and/or probationary positions (pursuant to 
California Code of Regulations, title 5, §53023). This process is further addressed 
in the District's Equal Employment Opportunity Plan , and District Procedure No. 
3420, "Equal Employment Opportunity." 

"Ethnic Minorities" means Native Americans, Asians or Pacific Islanders, 
Blacks/African-Americans, and Hispanics/Latinos. 

"Familial relationship" is defined as mother, father, son, daughter, grandmother, 
grandfather, grandchild , brother, sister, cousin and current or former spouse, in­
laws, and step-relations of the employee or of the spouse of the employee; any 
person for whom the employee has been designated as legal guardian; or any 
person who has ever lived in the immediate household of the employee. 

"Hiring Compliance Officer" (HCO) is a non-voting member of every Selection 
Committee, designated by the Human Resources Office, who acts as an 
observer and advisor in all stages of the hiring process. The HCO is charged with 
ensuring that Selection Committees follow fair employment practices and adhere 
to the requirements of title 5, §53000 et seq., the Education Code, and the 
District's policies and procedures in screening, interviewing, discussing and 
selecting candidates for employment. 

"In-house" or "promotional only" I "business necessity" - The District shall 
use in-house or promotional only recruitment solely in the event of business 
necessity. "In-house" or "promotional only recruitment" means that only District 
employees are eligible to apply for a position. "Business necessity" means 
circumstances which rise above mere business convenience that justify an 
exception to the requirements of full and open recruitment and would result in 
substantial additional financial cost to the District or pose a significant threat to 

Approved by ELT: 2/21/07 
Revised and Approved: 12/3/08 
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Southwestern Community College District Procedure No. 7120 

Human Resources 
RECRUITMENT & HIRING PROCEDURE 

human life or safety. Business necessity does not exist when an alternative practice 
will serve business needs equally well. 

"Interim employee" is defined as a District employee filling an open position 
through an open recruitment process for the minimum time necessary to allow for 
full and open recruitment, not to exceed one year. If an employee is temporarily 
reassigned to another position, his/her current position may be filled by an interim 
employee until the return of the incumbent, for a period not to exceed one year. 

"Part-time" and "Temporary Hourly," as used in this document, includes the 
following employee groups: 

• Adjunct faculty (part-time instructional and non-instructional) 
• Temporary short-term hourly (non-academic) 

"Permanent/Probationary Positions," as used in this document, include of the 
following employee groups: 

• Educational administrators 
• Instructional and non-instructional academic employees (tenure-track) 
• Instructional and non-instructional academic employees (tenured) 
• Classified administrators (managers, supervisors and directors) 
• Classified confidentials 
• Classified bargaining unit 

"Protected Groups" are persons who are specifically protected from 
discrimination by title 5, §59300, on the basis of the following actual or perceived 
characteristics: age, ancestry, color, ethnic group, mental disability, national 
orig in , physical disability, race, religion , sex or gender, and/or sexual orientation. 

"SCCDAA" - Southwestern Community College District Administrators' 
Association 

II. HIRING PROCEDURES FOR ALL PERMANENT/PROBATIONARY POSITIONS 

Recruitment and hiring for all permanent, full-time positions other than the 
Superintendent/President consist of the following components, each of which is fully 
detailed within this Procedure: 

1. Establishment of an open position and/or a classification; 
2. Posting of the open position; 
3. Receipt of applications; 
4. Formation of a Selection Committee; 
5. Required and optional hiring procedures; 
6. Final approval 

Approved by ELT: 2/21/07 
Revised and Approved: 12/3/08 
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Southwestern Community College District Procedure No. 7120 

Human Resources 
RECRUITMENT & HIRING PROCEDURE 

1. Open Positions 

When a new classification or position is recommended, the recommendation must 
include a proposed job description, required qualifications and a recommended 
salary range. The recommendation will be reviewed by the administrative 
supervisor, the responsible Vice President and the SuperintendenUPresident prior 
to submitting the recommendation to the Governing Board. New classifications are 
subject to technical review. No position will be advertised by the Human Resources 
Office without Governing Board approval and a written authorization by the Vice 
President of the area staffing the vacancy. 

A vacant or open position occurs when: 

(a) an existing position becomes vacant; or 
(b) a new classification is authorized by the Governing Board; and/or 
(c) a new position is authorized by the Governing Board. 

2. Posting of the Open Position 

The Human Resources Office will prepare a job announcement and will notify all 
on-campus personnel of open positions. The Human Resources Office will 
advertise as appropriate, utilizing a wide array of venues that will promote and 
generate a qualified and diverse pool of applicants, and meet requirements of 
title 5, §53021. 

Job announcements shall clearly state job specifications setting forth the 
knowledge, skills, and abilities necessary to job performance. Posting of open 
faculty positions will follow the established faculty hiring prioritization process. 
Faculty job descriptions will be developed in consultation with discipline faculty. 
For faculty and administrative positions job requirements shall include sensitivity 
to and understanding of the diverse academic, socioeconomic, cultural, disability, 
and ethnic backgrounds of community college students. Job qualifications 
beyond the state minimum qualifications which the District wishes to utilize shall 
be reviewed by Human Resources in consultation with the appropriate 
committee(s) before the position is announced to ensure conformi ty with the 
requirements of title 5, (§§53021-53025) and other state and federal 
nondiscrimination laws. 

The Human Resources office will consult with subject matter experts to design 
the job announcement and recruitment and advertising plan . 
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3. Receipt of Applications 

The Director of Human Resources, or designee, will receive and collect all 
applications and will verify the completeness of all materials prior to candidates 
being invited to campus for an interview. All application materials received by the 
District wi ll be provided to the Selection Committee for consideration. 

The Director of Human Resources, or designee, has the responsibility to take 
appropriate action to ensure that the applicant pool for all positions is broadly 
inclusive and affords all groups equal opportunity to obtain information about 
District openings, pursuant to District Policy 3420 and Procedure 3420, titled Equal 
Employment Opportunity, as well as the District's Equal Employment Opportunity 
Plan. Appropriate action may include extending the application period, expansion of 
the interview pool, halting the process and re-advertising the position, or providing 
written rationale as to why the hiring process should continue. 

4. Selection Committees 

4.1 General Procedures Applicable to All Selection Committees 

A. Upon the authorization to proceed with recruitment for an open position, a 
Selection Committee will be established through the procedures fully 
described in Item 4.3. All voting members of Selection Committees must 
be District employees, excepting students and "off-campus consultants," 
whose participation is specifically provided for in this document. The 
Director of Human Resources, in consultation with the Vice President for 
Human Resources, will review and make changes regarding the 
composition of any selection committee with respect to diversity. 

B. Any employee group not specifically named in the procedures for 
establishing Selection Committees described in Item 4.3 may request the 
opportunity to name a representative to any Selection Committee by 
contacting the Director of Human Resources within one week of posting 
the open position. 

C. The Director of Human Resources will designate a Hiring Compliance 
Officer (HCO) to work with each and every Selection Committee. The HCO 
will serve as a non-voting Selection Committee member and technical 
advisor throughout the selection process. 
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D. The Director of Human Resources wi ll work with the appropriate Vice 
President, or designee, to establish a timeline for each hiring process. 
The timeline will be distributed to each employee group designated 
herein to appoint members of the selection committee. Each timeline 
shall include a minimum of one week for appointing groups to make 
appointments and a desired date for governing Board approval of the 
successful candidate. Ability to comrnit to the tirneline shall be a 
requirement for participation on a selection committee. If the appointing 
group does not subrnit a name by the date on the timeline, the group 
shall forfeit its right to representation on the committee. 

E. Confidentiality must be maintained throughout the recruitrnent and hiring 
process. Each member of the Selection Cornrnittee rnust sign a 
Confidentiality Agreement for Selection Committee Members and 
Statement of Compliance for Selection Committee Members (Non­
Discrimination Statement). Any breach of confidentiality wi ll result in the 
removal of the committee member and abeyance of the recruitment 
process. There are limited circumstances under which disclosure of 
confidential information is authorized (to a District-hired investigator, 
under subpoena, etc.) . No discussions regarding the selection process 
shall take place outside the Selection Committee meetings. Any 
unauthorized disclosure of confidential information by a Selection 
Committee member may result in suspension from serving on selection 
committees in the future. 

F. The Human Resources Office is responsible for the orientation of the 
Selection Committee and the collection and distribution of application 
documents reviewed by the Selection Committee. Orientation wi ll take 
place at the Selection Committee's initial meeting. Each committee 
member wi ll be required to participate in a recruitment orientation 
conducted by the Human Resources Office each time he or she is 
appointed to a Selection Committee. 

G. The membership of the Selection Committee will not change during the 
process, except in the event of an emergency, or as necessary as 
determined by the Director of Human Resources in consultation with the 
Vice President for Human Resources and the Chair of the Selection 
Committee, if applicable. 

H. A member's absence from any Selection Committee meeting may result in 
the absent member being removed from the committee. 
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4.2 Responsibilities Applicable to All Selection Committees 

A. Prior to reviewing candidates' application materials, the Selection 
Committee will meet to review the job description, and job announcement, 
and establish a list of mutually acceptable criteria and priorities to evaluate 
the qualifications of candidates for the position . 

B. The Selection Committee will identify its chairperson, and an emergency 
back-up chairperson, at its initial orientation meeting. 

C. The Selection Committee chairperson is responsible for establishing 
operating procedures, including agreed-upon ground rules, meeting dates 
and times, and moving the selection process forward in a timely manner. 

D. The entire Selection Committee shall review the application forms and 
accompanying documents of all candidates and reach consensus on the 
pool to be interviewed. 

E. Each Selection Committee member shall be required to sign and submit to 
Human Resources a statement disclosing familial, personal and/or 
financial relationships with any applicants. To avoid all perceptions of 
conflict of interest, the Director of Human Resources shall be the final 
arbiter regarding removal of committee members for potential conflict of 
interest. 

F. The entire Selection Committee shall reach consensus on the appropriate 
interview questions and any optional selection steps that will be utilized in 
the screening process of all candidates. 

G. The entire Selection Committee shall participate in the personal interview 
process. In the event any Selection Committee member is unable to 
participate in the personal interviews, said member shall be precluded from 
voting on the finalist{s}. 

H. For each interview, each Selection Committee member shall complete the 
forms provided by the Human Resources Office. These forms wi ll be 
included in the recruitment file at the conclusion of the interviewing 
process. 

I. All written materials regarding the selection and interview process, 
including forms provided by the Human Resources Office and separate 
notes taken by individual selection committee members, must be turned in 
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to the Human Resources Office at the completion of the selection process 
to become part of the permanent file. 

4.3 Procedures for Establishment of Selection Committees 

A. Educational Administrator Positions 

1. The SuperintendenVPresident, or designated administrator, is 
responsible for initiating the process in a timely manner. The 
Selection Committee shall be comprised of the following required 
members: 

• One (1) educational administrator appointed by the 
SuperintendenVPresident, or designee; 

• One (1) administrator appointed by the SCCDAA; 
• Two (2) faculty members appointed by the Academic Senate 

President; 
• One (1) classified confidential employee appointed by the 

chairperson of the Classified Confidentials Employee Group; 
• One (1) classified staff member appointed jointly by the 

Classified Senate President and the CSEA President; and 
• one (1) student member appointed by the A.S.O. President. 

2. Additional members (including off-campus consultants) may be 
added to the Selection Committee, if mutually agreed upon by the 
members of the Selection Committee, the SuperintendenV 
President, or designee, Academic Senate President, President of 
SCCDAA, and the Director of Human Resources. Off-campus 
consultants will be non-voting members. 

B. Instructional and Non-Instructional Faculty 

1. The responsible administrator, or designated administrator, shall 
initiate the process in a timely manner. The Selection Committee wi ll 
be comprised of the following required members: 

• two (2) or four (4) faculty members; 
o 50% selected by the responsible administrator 
o 50% selected by faculty from the same or related disciplines. 

In the event the facu lty appointees cannot be agreed upon, the 
Academic Senate President, after conferring with the 
appropriate faculty and responsible administrator, will appoint 
the faculty Selection Committee members. 
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• one (1) student member appointed by the ASO President; and 
• the responsible administrator, or designated administrator. 

Upon consensus of the Selection Committee, the CSEA President 
may be invited to appoint a voting member. 

2. Additional members may be added to the Selection Committee, if 
mutually agreed upon by the Selection Committee members, the 
Superintendent/President, or designee, Academic Senate 
President, the responsible administrator, and the Director of Human 
Resources. 

C. Classified Administrators 

1. The direct supervisor of the vacant position, or designated supervisor, 
shall serve as chairperson and shall be responsible for initiating the 
process in a timely manner. The Selection Committee shall be 
comprised of the following required members: 
• one (1) educational administrator appointed by the 

Superintendent/President, or designee; 
• one (1) classified administrator appointed by SCCDAA; and 
• one (1) Classified employee appointed by the CSEA President. 

The following members will be appointed as appropriate: 
• one (1) faculty member appointed by the Academic Senate 

President for those positions that have regular contact with 
faculty; and/or 

• one (1) student appointed by the ASO President for those 
positions that have continuous and direct daily student contact 
as determined by the Director of Human Resources. 

2. Additional members may be added to the Selection Committee, if 
mutually agreed upon by the Selection Committee members, 
SCCDAA and the Director of Human Resources. 

D. Classified Confidential Employees 

1. The direct supervisor of the vacant position, or designated supervisor, 
shall serve as chairperson and shall be responsible for initiating the 
process in a timely manner. The Selection Committee shall be 
comprised of the following required members: 
• one (1) educational administrator appointed by the 

Superintendent/President, or designee; 
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• one (1) classified administrator appointed by SCCDAA; and 
• one (1) classified confidential employee appointed by the 

chairperson of the Classified Confidentials Employee Group. 

2. Additional members may be added to the Selection Committee, if 
mutually agreed upon by the Selection Committee members and 
the Director of Human Resources. 

E. Classified Bargaining Unit Positions 

1. The direct supervisor of the vacant position, or designated supervisor, 
shall serve as chairperson and shall be responsible for initiating the 
process in a timely manner. The Selection Committee shall be 
comprised of the following required members: 
• one (1) classified employee appointed by the Classified Senate; 
• one (1) classified employee appointed by the CSEA; and 
• one (1) employee appointed by the Director of Human 

Resources. 

2. Additional members may be added to the Selection Committee, if 
mutually agreed upon by the Selection Committee members and 
the Director of Human Resources. 

5. Hiring Procedures 

The hiring procedures for all permanenVprobationary positions shall include the 
following five (5) required steps. 

A. Required Steps 

1. Preliminary Documents Review - Application form , supporting 
documents (transcripts, letters of recommendation, etc.) submitted by 
all candidates within prescribed timelines will be reviewed and 
assessed by the District Selection Committee. 

Any optional steps the Selection Committee wishes to include in the 
hiring process must be agreed upon by the entire committee before 
the commencement of Required Step 2, "Personallnterviews." 

2. Personal Interviews - An individua l, personal interview by the entire 
Selection Committee wi ll be conducted for applicants who submit a 
complete application packet by the filing deadline, pass the 
preliminary document review, and who are mutually agreed upon by 

Approved by ELl: 2/21/07 
Revised and Approved: 12/3/08 

Page 10 of 19 



Southwestern Community College District Procedure No. 7120 

Human Resources 
RECRUITMENT & HIRING PROCEDURE 

the Selection Committee. The interview may be conducted by 
telephone, video or other electronic methods if necessary. A teaching 
demonstration will be required as part of the interview process for all 
instructional faculty positions. Other types of job-related 
demonstrations may be required for classified, administrative and 
non-instructional positions, to be determined by the Selection 
Committee 

3. Reference Verification - Reference checks will be conducted and 
verification of transcripts and other application documents will be 
made at any step of the hiring process deemed appropriate by the 
Selection Committee. Such reference checks will be conducted by 
the Committee Chairperson or designee, as approved by the Director 
of Human Resources. No fewer than three (3) references shall be 
contacted and documented on a prescribed form provided by the 
Human Resources Office. Selection Committees are restricted to 
contacting only those persons who are listed within the application 
packet. Applicants shall be contacted only by the Selection 
Committee Chairperson if there is a need for additional reference 
sources. Note: No member of the Selection Committee may provide 
a reference verification as described in this section. A member of the 
Selection Committee may write a letter of recommendation for a 
candidate. 

4. Final Interviews - Procedure will vary according to type of position, 
fully described in Item No.6, below. 

5. Final Approval - Final approval of employment for all positions rests 
with the Governing Board. 

B. Optional Steps 

In addition to the five (5) required steps in the selection process, the 
Selection Committee, may, by mutual consent, agree to use one or more of 
the following optional steps in the hiring process. If one or more optional 
steps are agreed upon, they must apply to all candidates selected for an 
interview. It must be determined that any optional procedure will not have a 
disparate impact upon any protected group. 

1. Telephone Interview - A telephone interview or video-conference 
may be arranged in lieu of a personal interview under extenuating 
circumstances and with the approval of the Human Resources Office 
and the responsible Vice President. 
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2. District Tour - The candidate may be given a tour of the District by a 
Southwestern College staff member not serving on the Selection 
Committee. Southwestern College staff serving as tour guides shall 
do so voluntarily and follow a prescribed format agreed upon by the 
Selection Committee. 

3. Written Activity - A written activity may be designed by the Selection 
Committee, which would demonstrate the candidate's expertise in 
areas related to the position for which he/she is applying. 

4. LiveNideo/Audio or Other Presentation - The candidate may be 
requested to provide a presentation to demonstrate his/her teaching 
skills, instructional styles or professional proficiency related to the 
faculty position for which he/she is applying. 

5. Site Visit - Site visits will shall be optional for Vice President 
positions only, and shall take place prior to the final interviews. Site 
visit participants will include the Selection Committee chair and a 
minimum of two members selected by the committee. 

6. Other Options - The Selection Committee may design and mutually 
agree upon another job-related activities or demonstration. 

7. Emergency Procedures may be used upon agreement by all 
available members of the Selection Committee and the Director of 
Human Resources, in consultation with the Vice President for Human 
Resources. 

6. Final Interview Procedures 

A. Educational Administrator Positions 

1. The Selection Committee will send no fewer than three (3) names of 
finalists, in alphabetical order, to the SuperintendenUPresident for selection. 
If the Selection Committee chooses to forward fewer than three (3) names, a 
memo to the SuperintendenUPresident justifying this choice will be required. 

2. The SuperintendenUPresident and/or designee wi ll interview all 
recommended candidates with the Hiring Compliance Officer present. 

3. In the event the SuperintendenUPresident is unsatisfied with any of the 
candidates forwarded by the Selection Committee, the 
SuperintendenUPresident and the Selection Committee wi ll agree to return 
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to the pool of applicants and make further recommendations from that pool. 
If there is no agreement, the process shall be reopened. 

4. Prior to making a recommendation to the Governing Board, the 
Superintendent/President and/or designee wi ll review the recommendations 
with the Selection Committee. 

5. The final interviews for all Vice President positions may be conducted by the 
Governing Board (District Policy No. 2432). 

6. The Superintendent/President wil l submit the candidate for each 
administrator position to the Governing Board for approval. 

B. Instructional & Non-Instructional Faculty Positions 

1. The Selection Committee will send no fewer than three (3) names of 
finalists, in alphabetical order, to the Superintendent/President for selection. 
If the Selection Committee chooses to forward fewer than three (3) names, a 
memo to the Superintendent/President justifying this choice wil l be required. 

2. The Superintendent/President and the responsible Vice President will 
interview all recommended candidates with the Hiring Compliance Officer 
present. 

3. In the event the Superintendent/President is unsatisfied with all of the 
candidates forwarded by the Selection Committee, the 
Superintendent/President and the Selection Committee will agree to return 
to the pool of applicants and make further recommendations from that pool. 
If there is no agreement, the process shall be reopened. 

4. Prior to making a recommendation to the Governing Board, the 
Superintendent/ President and the responsible Vice President wi ll review the 
recommendations with the Selection Committee with the Hiring Compliance 
Officer present. 

5. The Superintendent/President will recommend a candidate for employment 
to the Governing Board. 

C. Classified Administrator Positions 

1. The Selection Committee will send no fewer than three (3) names of 
finalists, in alphabetical order, to the Superintendent/President for selection. 
If the Selection Committee chooses to forward fewer than three (3) names, a 
memo to the Superintendent/President justifying this choice will be required . 
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2. The SuperintendenUPresident and the responsible Vice President will 
interview all recommended candidates with the Hiring Compliance Officer 
present. 

3. In the event the SuperintendenUPresident is unsatisfied with any of the 
candidates forwarded by the Selection Committee, the 
SuperintendenUPresident and the Selection Committee will agree to return 
to the pool of applicants and make further recommendations from that pool. 
If there is no agreement, the process shall be reopened . 

4. Prior to making a recommendation to the Governing Board , the 
SuperintendenUPresident and the responsible Vice President will review the 
recommendations with the Selection Committee with the Hiring Compliance 
Officer present. 

5. The SuperintendenUPresident will recommend a candidate for employment 
to the Governing Board. 

D. Classified Confidential Positions 

1. The Selection Committee shall forward a recommendation memo to the 
responsible administrator, naming the top three (3) candidates in ranked 
order. 

2. The responsible administrator, or designated administrator, may interview 
the top three candidates identified by the Selection Committee with the 
Hiring Compliance Officer present, and review the recommendations with 
the Selection Committee in the presence of the HCO. 

3. If the responsible administrator or designated administrator does not wish to 
interview the top three candidates, the name of the highest ranked candidate 
shall be forwarded to the Director of Human Resources as indicated in item 
5 below. 

4. In the event the responsible administrator is unsatisfi ed with any of the 
candidates forwarded by the Selection Committee, the administrator and the 
Selection Committee will agree to return to the pool of applicants and make 
further recommendations from that pool. If there is no agreement, the 
process shall be reopened. 

5. Upon approval , the administrator shall forward the name of the 
recommended candidate to the Director of Human Resources. 
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6. Human Resources shall submit the name of the candidate recommended for 
a position to the Superintendent/President, or designee, and the Governing 
Board for approval. 

E. Classified Bargaining Unit Positions 

1. The Selection Committee shal l forward a recommendation memo to the 
responsible administrator, naming the top three (3) candidates in ranked 
order. 

2. The responsible administrator, or designated administrator, may interview 
the top three candidates identified by the Selection Committee with the 
Hiring Compliance Officer present, and review the recommendations with 
the Selection Committee in the presence of the HCO. 

3. If the responsible administrator or designated administrator does not wish to 
interview the top three candidates, the name of the highest ranked candidate 
shall be forwarded to the Director of Human Resources as indicated in item 
5 below. 

4. In the event the responsible administrator is unsatisfied with any of the 
candidates forwarded by the Selection Committee, the administrator and the 
Selection Committee will agree to return to the pool of applicants and make 
further recommendations from that pool. If there is no agreement, the 
process shall be reopened. 

5. Upon approval, the administrator shall forward the name of the 
recommended candidate to the Director of Human Resources. 

6. Human Resources shall submit the name of the candidate recommended for 
a position to the Superintendent/President, or designee, and the Governing 
Board for approval. 
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III. HIRING PROCEDURES FOR PART-TIME AND TEMPORARY HOURLY 

The Human Resources Office is responsible for performing adverse impact analysis on the 
recruitment process for adjunct faculty and short-term hourly positions on an annual basis. 

1. Adjunct Faculty (Part-Time Instructional and Non-Instructional) 

a. Open Positions 

The need for adjunct faculty is determined by the academic master schedule for 
each semester. The schedule is developed in anticipation of student enrollment 
and is refined through the registration process including the first week of 
classes. (See SCEA Contract for information regarding the prerogatives of 
permanent/probationary faculty for overload assignments). 

b. Announcement I Recruitment 

The School Dean, in consultation with the Department Chair, and in cooperation 
with the Human Resources Office and Educational Administrators, should 
continually seek qualified applicants for adjunct positions at Southwestern 
College, through outreach designed to ensure that all persons, including 
persons from protected groups, are provided the opportunity to seek 
employment with the District. Recruitment for adjunct faculty positions may be 
conducted separately for each new opening or by annually establishing a pool 
of eligible candidates, but in either case full and open recruitment is required 
(title 5, §53021 (a)). 

School faculty are encouraged to submit names for an adjunct hiring pool to 
assist the responsible administrator with adjunct faculty hiring. In the event the 
Dean must go outside the identified pool, School discipline faculty input will be 
solicited whenever possible. 

c. Screening 

Individuals wishing to obtain adjunct employment with the District shall complete 
the District employment application , conviction questionnaire and confidential 
information form . The School Dean, or designee, shall retain the applications. 
The conviction questionnaire and confidential information form shall be 
forwarded to the Human Resources Office. 

It is the responsibility of the School Dean, or designee, to screen written 
applications to determine if an individual meets the qualifications desired for an 
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adjunct position. The name will then be retained in an active pool of qualified 
candidates who are under consideration for employment (depending on the 
need for each semester or summer session). 

Faculty within the discipline will participate in the selection of adjunct faculty 
whenever possible. 

d. Interviewing 

The Human Resources Office will assist as requested in the recruitment and 
interview process for adjunct positions. The School Dean, or designee, will 
maintain folders for each applicant and personally interview each applicant 
being considered for adjunct assignment. 

e. Employment 

Confirmation of employment by the District occurs when the School Dean signs 
the Adjunct Instructor Agreement as the agent of the District. The area Vice 
President submits a list of adjunct instructors to be included in the next Board 
agenda. 

2. Temporary Hourly (Non-Academic) 

a. General Information 

Short-term, temporary non-academic employees paid on an hourly basis may be 
employed in the following categories: 

• Professional experts 
• Substitutes for absent con tract employees 
• Temporary increase in workload 
• Filling in for 60 days during recruitment 
• Other as approved by the Superintendent/President 

No employee hired under this section may perform work for the District more 
than 175 full or partial days within any fiscal year. The hourly employee's direct 
supervisor is responsible for monitoring the days worked and must keep the 
Human Resources Technician for Classified Employees informed as to the 
number of days worked when the employee exceeds 150 days. Any supervisor 
failing to maintain and communicate this information wi ll be subject to disciplinary 
action . 

Applications for hourly positions are collected throughout the year by Human 
Resources, and forwarded to managers upon request. Managers should 
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interview at least three (3) candidates, whenever possible, perform reference 
checks, and select the best-qualified candidate. The Human Resources 
Transaction (HRT) form request for short-term hourly employee is given to the 
Human Resources Technician - Classified, to be included in the next Board 
agenda. No hourly employee may start working with the District unti l approval by 
the Governing Board. 

Hourly employees hired in support of grant or other programs previously 
approved by the Governing Board may begin work upon submission of the 
documents to the Vice President and Human Resources. The Governing Board 
agenda approval page must be attached to the HRT. 

b . Process 

• Requested by Director/Dean/ManagerlSupervisor using HRT, including 
anticipated calendar of days to be worked 

• Prospective employee signs the HRT 
• Approved by respecti ve Vice President 
• Approved by Fiscal Services for budget number and funds availabi lity 
• Human Resources submits the information on Governing Board agenda 
• Governing Board approves the assignment. 
• Human Resources forwards to Payroll for processing 

Any exceptions to this process must be approved by the Superintendent/ 
President. The Superintendent/President has authority to approve short-term 
temporary hourly employees to begin work for the District before submission to 
the Governing Board only in legitimate emergency situations. 

IV. HIRING PROCEDURES FOR INTERIM EMPLOYEES 
(California Code of Regulations, title 5, §53021) 

A position may be fill ed on an interim basis for the minimum time necessary to allow for 
full and open recruitment; provided however, that no interim appointment or series of 
interim appointments exceed one year in duration. 

The California Community Colleges' Chancellor's Office may approve an extension of 
up to one additional year if the District demonstrates business necessity. 

1. In-House Recruitment 

Where in-house or promotional only recruitment is conducted, the District shall 
do the following: 
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a. Comply with its established hiring procedures; 
b. Allow all District employees who can demonstrate they are qualified to 

apply for the position; 
c. Notify the Chancellor's Office and the District's Diversity Advisory 

Committee at least 10 working days prior to offering the position to a 
candidate, as proscribed by the Chancellor's Office. 

2. Independent Contractor 

An administrative position may be filled on an interim basis by an individual not 
currently employed by the District, who is specially trained, experienced, and 
competent to serve as an administrator, and who satisfies the minimum 
qualifications applicable to the position. Such interim admini strator must be 
engaged to serve the District through a professional services contract 
(independent contractor agreement). No appointment or series of appointments 
pursuant to this provision may exceed a period of one year. 

Office of Primary Responsibility: Human Resources 
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ITEM 

ENCLOSURE: 

Southwestern Community College District 
Governing Board Meeting 

Wednesday, July 11,2012 
Higher Education Center at National City 

ADDENDUM 
Agenda Item #15T 

15T. AWARD OF RFP NO. 134 

15T1. Award of RFP No. 134 to Cambridge West Partnership, LLC (ENCLOSURE) 

Recommend award of RFP No. 134, Educational and Facilities Master Plans, to 
Cambridge West Partnership, LLC, for the preparation of the Southwestern 
Community College District Educational and Facilities Master Plans, for the period 
July 12, 2012 to July 11 , 2013, inclusive, in an amount not to exceed $425,000. 

15T2. Agreement with Cambridge West Partnership, LLC (ENCLOSURES) 

Approve Agreement No. A3566.12 with Cambridge West Partnership, LLC, for the 
Southwestern Community College District Educational & Facilities Master Plan, 
related to RFP 134, for the period July 12, 2012 to July 11, 2013, in the amount of 
$125,000 for the Educational Master Plan, $300,000 for the Facilities Master Plan, 
for a combined cost not to exceed $425,000. 

1. Cover Memo Re Scope and Selection Process for RFP 134 



ADDENDUM 

Julyll , 2012 

MEMORA"IDUM 

TO: Members of the Governing Board 
Southwestern Communi ty College District 

APPROVED BY: Melinda Nish, Ed.D. 
SupelintendentiPresl;-""'--~ 

/.i/ 
SUBMITTED BY: Steven L. Crow / ~ 

Vice President for Business and Financial Affairs 

INITIATED BY: Kathy Tyner, M.S .~ 
Vice President for AcaCiemic Affairs 

SUBJECT: Scope and Selection Process for RFP 134 

The request for proposals (RFP) 134 process for the Educational and Facilities Master Plans was lead 
by Co-chairs Kathy Tyner, Vice President for Academic Affairs, and Priya Jerome, Director of 
Purchasing, Contracting & Central Services, who were responsible for canying out the process of 
developing the RFP, reviewing the proposals, and selecting the contracting finn. The steps in the 
process are outlined below. 

1. The Scope of the RFP 
a. The scope of the RFP was written by Kathy Tyner after a review offive RFPs for 

Educational and Faci lities Master Plans that were previously released by Kem 
Community College District, GrossmontlCuyamaca District, Mira Costa Community 
College Disttict, State Center Community College District, and the 2006 RFP for 
Southwestern Community College Districfs 2008 Educational and Facilities Master 
Plan. 

b. The scope of the final RFP document was reviewed and revised prior to release by the 
following members of the RFP 134 Scope Review Committee: 
• Melinda Nish, SuperintendentlPresident 
• Kathy Tyner, Vice President for Academic Affairs, Committee Co-Chair 
• Priya Jerome, Director of Purchasing, Contracting & Central Services, Committee 

Co-Chair 
• Angelica Suarez, Vice President fo r Student Affairs 
• John Brown, Director of Facilities, Operations and Planing 
• Diana Kelly, Staff Development Coordinator, Academic Senate faculty 

representati ve 
• Randy Beach, Academic Senate President, Professor of English 
• Robelt Temple, Consultant 



2. The RFP (Request for Proposal) was executed by Priya Jerome. As explained in the 
February 21,2012 Governing Board Workshop on Procurement at Southwestern Community 
College, professional services are exempt from statutory competitive bidding per Government 
Code 53060. In the interest of due diligence, encouraging fair competition, and transparency, 
the District decided to conduct an RFP to identify the best value and fit to match the District's 
need. The RFP procurement process followed the guidelines and regulations prescribed in 
Public Contracts Code 2011 1-20651 , which contains the provisions for contracting of 
biddable services. To the extent possible, the principles of competitive bidding were followed 
however, unlike a competitive bid process, the RFP process is not a competitive bid process, 
hence all proposals received were subject to evaluation, interviews, and negotiations that were 
conducted between the District and the Proposers, in the interest of procuring the best value 
contract for this service. 

3. At no time in the development of the RFP or the execution of the RFP was any individual 
involved who was also associated with an entity that submitted a proposal. 

4. The selection process for awarding the contract for RFP 134: Educational and Facilities Master 
Plan was carried out as a three-step process: 

• Step I: Review of submitted proposals and selection of contracting firms to be 
invited to participate in the interview process: 

o RFP 134 Proposal Review Committee members are li sted below: 
• Melinda Nish, Superintendent / President 
• Kathy Tyner, Vice President for Academic Affairs, Committee Co­

Chair 
• Priya Jerome, Director of Purchasing, Contracting & Central 

Services, Commillee Co-Chair 
• Angelica Suarez, Vice President for Student Affairs 
• Diana Kelly, Staff Development Coordinator, Academic Senate 

faculty representative 
• Rebecca Wolniewicz, Professor of Communications, Academic 

Senate faculty representative 
o In accordance with the selection criteria provided in the RFP documents 

(attached) and after a lengthy discussion, which included the merits of 
the services provided, the qualifications of the principals, as well as the 
price of the services, three offour submitted proposals were deemed 
acceptable and the contracting firms who submitted these proposals were 
invited to participate in an interview process that included a 20-minute 
presentation followed by 40 minutes of Q & A. 

• Step 2: Interview process and selection of contracting film: 
o RFP 134 Interview Committee members are listed below: 

• Kathy Tyner, Vice President for Academic Affairs, Committee Co­
Chair 

• Priya Jerome, Director of Purchasing, Contracting & Central 
Services, Conunittee Co-Chair 

• Steve Crow, Vice President for Business and Financial Affairs 
• Linda Gilstrap, Dean of the Office of Institutional Effectiveness 
• Diana Kelly, Staff Development Coordinator, Academic Senate 

faculty representative 

2 
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• Rebecca Wolniewicz, Professor of Communications, Academic 
Senate faculty representative 

o After a lengthy di scussion, the scores were tabulated. The average score 
given to each proposal was based on preset cliteria that were provided in 
the RFP documents. The scores for each of the contracting firms are 
provided in the table below. 

o The top scoring entity was Cambridge West PartnershiplHPI. 

RFPi34 COMMITTEE SCORING 
(SCALE OF 1 -10 WITH 1 BEING THE LOWEST Al'ID 10 BEING THE HIGHEST) 

EDUCATION MASTER PLAl"i FACILITIES MASTER PLAN 
SCORE SCORE 

Cambridge West PannershipfHPI 10 10 
GKK 6 7 
JOHNSONF A V ARO/MASS 4 10 
LP AIMASS 

KT 

Not shortlisted for interview NO{ shortlisted for interview 

• Step 3: Negotiations between the District and Cambridge West PartnershiplHPI 
were carried out to clarify the requirements of the District and the cost of the 
servIces. 

3 
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FIRM NAME 

• Rebecca Wolniewicz, Professor of Co=unications, Academic 
Senate faculty representative 

o After a lengthy discussion, the scores were tabulated. The average score 
given to each proposal was based on preset criteria that were provided in 
the RFP docmnents. The scores fur each of the contracting firms are 
provided in the table below. 

o The top scoring entity was Cambridge West PartnershiplHPI. 

RFPI34 COMMITTEE SCORING 
(SCALE OF 1 ·10 WITH 1 BEING THE LOWEST AND 10 BEINGTHEfUGHES1) 

EDUCATION MASTER PLAN FACILITIES MASTER PLAN 
SCORE SCORE 

CambridRe West PartnershiplHPI 10 10 
GKK 6 7 
JOHNSONFAVARO~S 4 10 
LPAIMASS 

KT 

Not shortlisted for interview Not shortlisted for interview 

• Step 3: Negotiations between the District and Cambridge West PartnershiplHPI 
were carried out to clarify the requirements of the District and the cost of the 
services. 

3 
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5OUTHWE5TERN COllEGE 

Inter. Dir. of Human Rsrcs. 
Robert Unger 

HE = 1.00 (12 months) 
SUPR : 30-9 

Human Resources Secretary HR Technical Assistant 
Elsa Gerena Viviana Govea 

FTE = 1.00 (12 months) FTE = 1.00 (12 months) 
CONF : 14-9 CSEA : 23-6 

HR Tech . - Academic HR Technical Assistant 
Ten Ashabraner 

l- t---' VACANT (Alfredo Farah) 
FTE = 1.00 (12 months) HE = 1.00 (12 months) 

CONF : 13-9 CSEA : 20-1 

HR Tech. - Academic Clerical Assistant II 
Efren Barrera r- - Maribel Vidal 

HE = 1.00 (12 months) FTE = 1.00 (12 months) 
CONF : 16-8 CSEA : 11-6 

HR Tech . - Classified Risk Management Analyst 
Cynthia Carreno 

t- ----: 
VACANT (New) 

FTE = 1.00 (12 months) FTE = 1.00 (12 months) 
CONF : 16-9 CSEA : 32-1 

Human Resources 
July 2012 

Human Resources 
Vice President 

Albert Roman, DPA 
FTE = 1.00 (12 months) 

ADM : AO-5 + Dr. 

I 

HR Compliance Coordinator 
Patti Blevins r- FTE = 1.00 (12 months) 
CONF : 18-9 

HR Clerical Assistant 
Alfredo Farah 

t- FTE = 1.00 (12 months) 
CONF : 5-6 

Employ" Benefttl 

Benefits Specialist 
Shelley Carbajal 

I- FTE = 1.00 (12 months) 
CONF : 16-6 

Benefits Specialist 
Diana Haskins - FTE = 1.00 (12 months) 
CONF : 16-7 

Administrative Assistant 
Margarita Croft 

FTE = 1.00 (12 months) 
CONF: 13-9 

Tenure Review 

Tenure Review Coordinator 
Candice faffolla-Schreiber 

FTE = 1.00 (11 mes,reass. time) 
SCEA : 

Sbff Development 

Staff Development Coordinator 

r- Diana Kelly f-HE = 1.00 (11 months) 
SCEA : 

Staff Development Program Assl 
Patricia H inck 

I-HE = 1.00 (12 months) 
CSEA : 17-6 

Training Services Coordinator 
Andre Ortiz I-HE = 1.00 (12 months) 
CSEA : 32-1 
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Service. 
Administrative Secretary I ~ Oire<:lor 

Monica Rodrigullz Malia Flood 
FTE · 1.00 (9 months) FTE · 1.00 (12 months) 

Student SeMt;eS Assistanl 
Yltann. Fierro 

FTE . 1.00 (12 months) 
Coonselor 

Va eanl (Diane BJ'lInm ' n ) 
Disabled St ... clent SMYiees 

Adaplive Computer Technology Technician 
$peci.~st Robert Valerio 

Franklin Post f- FTE . 1.00 (12 months) 

Learning Disabilitilll $peaabt 
Maria Constein Student SefVic:es Speei.ht 

V.eanl (Ma lia f lood) O.rtene Polsson 
Pltricil flores-Ch.ner FTE • 1.00 (12 months) 

Sherilyn Salah ... ddin 

.. In$ll'1.letion.1 High Tech FTE • 6.00 (11 months) 

f- Cenler L.b Technlci.n. 
Mieroeomp ... te' 
Homer Lopez 

FTE. 1.00 (12 months) 

Instl'1.lctional Assistant I Disability S ... pport Services 
Eliminated 1212011 Proctoring Technician 

(Ann Llndshleld) C.roI Pulman 
FTE · 1.00 (12 month.) FTE . 1.00 (12 months) 

• "Project Funded Posilion 

Yellow" Elimination 
Green" Internal Transfer 

August 201 2 GB (pr p ) 
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Clerieel Assistant III 
Brenda Rodrigullt -

FTE · 1.00 (12 months) 

eops Coun .. lor 
Felipe Balian (OTAY; 50%) 

Sylvia Felan-Gorlzale. 
Adriana Garibay 
Janis Golldhart 
David Ramirez 

Samane Slyasenh 
Janelle Wilj.ma.Mlllend"'~ 

Co ... nselor 
Maria Abllan 

Dean Arago~a (HEC) 
Oi.na Avil. (CTECSlWRC) 

Fe~pe B.llon (50%) 
Maya Bloch 

Cda Cabic:o 
Nonn;a C.zares (TCI 

Ed Cosio 
$.g)1I Finn 

V.e.nl (James Jlmenu) 
Caree Lesh 

Vac.nl (Cecili. Medina) 
Niehollls Ng ... yen 

Vl cant (Jllme Slll u,) 
Maria Solis-MalSOn (SYEC) 

In AA (Corln. SOlO) 
Vlclnt(TJ Tile) 

Counselo r {BSII 
Veronica GUl'lchl 

NC Matrlc ula llon 
In A.A. (Diane Edwardl) 

(50%) 

FTE. 25.50 (11 months) 

Counseling and Matriculation 
June 18,2012 

Dean 
Beatrice Zamora-Aguilar 

FTE :;: 1.00 (12 months) 

r-- Counaelng 

$upel'\lisor 
Zeldy Barrera 

FTE - l .00(12montt\s) 

St ... dent Servius Technic:i.n ~ 
G .... d.lupe G .... m!lro 

FTE . 1.00 (12 months) 

Sll.Idtnl SeMets TKhnidln 
"' • .-.:ell G ... Iie!nl~ 

FTE. 1.00 (12 months) 

A ..... m.ntl 
P,..rwqulsltes 

(F.c ... lly) 
Assessment Specl.llst I- Marl< S.mutls 
FTE. 1.00 (11 months) 

JonlOn tiveros 

---1 Prerequisite Technic:ian 
FTE . 1.00 (12 months) 

Administrative Secretary II 

I- Martha CampI 
FTE . 1.00 (12 months) 

1 
EOPS/CARE 

CitedOf' AdminlstratNtI Seerelllry I 
Arlie RielllI t- Veronica Cadena 

FTE. 1.00 (12 month.) FTE • 1.00 (12 months) 

1 
I CIe~J An"t.nt iii WRCfCTECS 

Lynda Wa,.. 
FTE . 1.00 (12 months) ; .. ProfectTechnic:ian 

--: (Formerty Senio, Pro;eet Clerk) 
Vaeanl 

(Sylvi. Band.Ramire~) 
S ... pervisor FTE . 1.00 (12 months) 

Omar Orihuela 
FTE · 1.00 (12 months) 

C. rwORKs 

EOPS Techniei.n .. Projeet SpeclaJisl 
00101111 Duenas M.rtin. Pein.do 

FTE · 1.00 (12 months) FTE. 1.00 (12 months) 

EOPS Technlcl.n 
• Senior Project Clerk r VICini (yldi'l Garci.) 

YoI. nd. Roeha . fTE · 1.00 (12 months) 
FTE. 1.00 (12 monlhl) 

H Assessment Technician 
Biblana Glaekman 

FTE. 1.00 (12 months) EOPS Technician 
EllmlMlttd 1212011 

(5 • .., Randolph) 

H Clerical Assist.nll1 FTE. 1.00 (12 months) 
Adela Chavez 

FTE · 1.00 (12 months) 
EOPS Tecnnlc:ian 
e~m1 lUo ltd 1212011 

I BSI Project I (M.n:ela Gutiefal) 
FTE. 1.00 (12 months) 

• Project Cieri< - 851 

'--< V.canl (Lynda Ware) fOPS Student SefVices 
FTE · 0.50 (tt IT'Onths) Aulsllnl 

E~"'lnlltd 1212011 
(MymiJ Tudler) 

FTE . 1.00 (12 months) 

Student Empfoyment Service. 

Supervitor 
Nelson Riley 

FTE . 1.00 (12 rnont'!!L 

Student Employmellt Services 

I 
Speci.list 

Sergio Son-no 
FTE . 1.00 (12 months) 

~ 
Stl.ldtnt Emptoyment Services 

CIt~1 Anlslant III 
J ... 1Ie V"nuev. 

FTE . 1.00 (12 montha) 

S tudent Employment ServKel 
Speci.list 

Ell ml nalld 1212011 
(Ernesto RlveJ'll) 

FTE · 1.00 (12 months) 

H 
Stu"n! Serviq, Technlcl.n 

ellmln'"d 1212011 
(Veronica Rodriguez) 

FTE • 1.00 (1 1 monthS) 

Transfe r C e n ter' 
C. ,..r Ce nt. r 

(ClreerlTJ'lI n. fer Cenler) 
Student Services Specialist Melody 

Vllencil 
FTE . 1.00 (12 months) 

(TJ'lI nsfer Cenll,) 
Clerical Asllilanl til 

Shlronda Logan 
FTE · 1.00 (12 monlhs) 

H 
(C.reer Cenll') 

Clerical Assis t.nlll! 
Jeanine WO~ 

FTE · 1.00 (12 monlhs) 

(Tl1IInsferCenter) 
Transfer Center $pecia~st 
Ellmlnltlon in PrOUIl 
FTE . 1.00 (12 months) 
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AdminlstratiVii SecIlItary I """'" Jenny Marasigan f- Mron $18"* 
FTE. 1.00 (12 months) FTE· 1.00 (12 monthl) 

Stu·~ttlvltle' 
0) 

Health S.I"IICH 

Mental Health Counselor 
Stu<lent Activities Cllrence Amallll 

Coonlinator I- FTE a 1.00 (11 months) 
Yidini Glrda 

FTE a 1.00 (12 months) 

Clmpus Nurse 
GrIce Cruz ........... 

FTE a l .00 (11 monthl) 

Senior Project Clerk 
VACANT ~ 

(Jenny Maruigan) 
FTE . 1.00 (1 2 months) Nurse Associate 

Gisel Honon 
FTE - 1.00 (10 months) 

ewEEI 
Service Learning NUl'$e Anociate 

Allele Lee 

Student Services I- FTE _ 1.00 (11 months) 

Specialist 
Oawn Taft 

FTE · 1.00 (II months) 
Nurse Alloei"e 

Jay Silvestre 
FTE . 0.625 (10 months) 

Clerical Assisllntll 
Patricia Powel'$ 

FTE a 1.00 (11 months) 

Clerlcall AsII.tant li 

"""'~ """'" FTE . 1.00 (11 montha) 

CIe~1 Assi'tantlll 
Maria Marin 

Student Affairs Organizational Chart 
Student Services 

June 18, 2012 

Dean Admini.trative Secretary 11 
Mia McClellan r- Janet Bynum I FTE · 1.00 (12 montha) r- FTE = 1.00 (12 months) FTE • 1.00 (12 monltla) J 

I 
Financial Aid, Ev.'uations, International Progl'llms Admlulonl & Reeords Sel'Yiee.1 

Administrativi Secretary I Vetel'llns Oal. SoftWIJre Speeial;" 
CIS? Faculty Coordinator Vonnie Arellano Director Erick Parga 

Carta Kirkwood, Ph.D FTE. 1.00 (12 month.) 
Patti Larkin FTE . 1.00 (12 months) 

FTE · 1.00 (12 month. ) FlE · 1.00 (12 months) 

Fln.nc~1 Aid Evaluations 
.. senior Project Clerk Senior Finaneial Aid 

Eliminl .. d 61U Finaneill Aid Technieian f- Speeillisl 
Evaluator 

Antonio MelehOl' I- LUIlI Alatorre (Leonorl Afuyog) 
FTE · 1.00 (12 months) 

Mark Brown 
FTE· 1.00 (12 months) FTE · .SO (10 months) FTE a 1.00 (12 months) 

Finlncil' Aid Technician I- Finlncial Aid Speciabt EVI'ultOl' 
Alejlndro Mlrlw.e.: 

I- Patricia Miranda Palrieil Gonutes 
FTE a 1.00 (12 months) FTE a 1.00 (12 months) FTE,. 1.00 (12 months) 

• Financill Aid Technician f- Finlncial Aid Spec'.list EVlluator 

Margarit. B.mos I- Katherina L~o I- Alieie Ferie..zemudio 

FTE a 1.00 (12 months) FTE · 1.00 (12 months) FTE . 1.00 (12 months) 

• Financial Aid Specialist EVlluetor 
.. Financial Aid Teehnlci.n I- Jason Judkins VACANT 

Lori Flowers I- FTE - 1.00 (12 month.) t-' (Angellque Pangellnan) 
FTE. 1.00 (12 months) FTE - 0.60 (12 months) 

.......... -1 . "","0.1 Aid Spoo,'" Clerical Assistant III 
··Ffnancial Aid Teehnici.n Rebeea Toth Angelique P.ngelinan 

Debbie Cervan \u FTE. 1.00 (12 months) FTE a 1.00 (12 months) 
FTE a 1.00 (12 months) 

• Financial Aid Anlslant r-
.. Financial Aid Specialist 

AteW Albarran 
Veterans 

Rosa C,rtlajal FTE . 1.00 (12 months) Velerln, Setvic:es Specialist 
FTE . 1.00 (12 month.) WrIi.m Jones 

FTE _ 1.00 (12 monltll) 

• Student s.rvIee. f-f- • Fin.neiel Aid Specielisl 
AllIstant AdriIonn.e Sin'p.ti Clerical Auistantll 

Mym. Tuck,r FTE a 1.00 ( 12 months) LiII.n Ritchie 
FTE _1.00 (12 months) FTE a 0.475 (12 months) 

Admissions & Records 

Supervisor 
Teresa AIII.rez: 

FTE . 1.00 (12 month.) 

Admissions Center Admi"lonl & Record. 
Evel'ling Lead 

I-
Technlcuin 

AIda Mora NieoIe LUplan 
FTE · 1.00 (12 month.) FTE a 1.00 (12 months) 

Adminions & Records Admillions & Records 
T edlnieian-Evenirlg Technieiln 

Tlbitt1a Ibarra Kftdu Vidl' 
FTE . 1.00 (12 month.) FTE a 1.00 (12 months) 

Admi$lions & Recordl Admi"lon. & RecordS 
Technician..Evenlng Techniciln 

Percival COl'Ichli Bevel1y DeLlIllI 
FTE a 1.00 (12 months) FTE .'.00 (12 months) 

Admissions & Records AdmilJion. & Records 
Asslstant·Evtlning Anlltent 
Portiria Taijeron SUlanna Vergalll 

FTE - 1.00 (12 months) FTE a 1.00 (12 month.) 

H 
Adm'""" • R.~~. I 

Assistant 
Lourdea Louno 

FTE a 1.00 (12 months) 

Outnach 

... Oulleach Speciabt 

Juan Tapia 
FTE . 1.00 (12 months) 

Outreach Tedlniel.n 
Sandra C~eron • '" Project Funded Posi 

FTE · 1.00 (12 months) 
•• '" Partial Project Fund 

tion 

Green = Intemal Transfe 
Yellow'" Elimination 

August 2012 GB (prp) 
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Southwestern College Organizational Chart 

Administrative Assistant 
Priscilla Pasana 

FTE = 1.00 (12 months) 

I 
Dean, Counseling & 

Matriculation 
Beatrice Zamora-Aguilar 
FTE = 1.00 (12 months) 

Student Affairs 

June 18, 2012 

Vice President 
Angelica Suarez, PhD 

FTE = 1.00 (12 months) 

STUDENT AFFAIRS 
TOTAL BUDGET SAVINGS 

2011-2012 

$337,069 

Clerical Assistant III 
Collette Ojeda 

FTE = 1.00 (12 months) 

1 
Dean, Student Services 

Mia McClellan 
FTE = 1.00 (12 months) 
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Uystems & p~,.mmliJ 
SUJHIrviSOl' 

VACANT (Richard Sluys) 
FTE = 1.00 (12 months) 

Analyst Senior Systems 
Gerardo Gonz 

nE . 1.00 (12 rr 
CSEA : 4&. 

nzalez 
! months) 
~, 

Mo,. SetIior SySlems 
VincentPe, 

FTE" 1.00 (121 
CSEA : 47· 

.~, 

! months) 

'-6 
.... 

1alyst 

SUPR : 33-1 

- f-

- f-

Senior Systems 
VACANT (Larry L,' 

FTE "' 1.oo(12! 
Imboise) :.....-I-

CSEA : 44-

SonIor Systems 
VACANT {DatI 

FTE . 1.00 (12 IT 
CSEA : 44-

O6AISystems Admi, 
VACANT(N, 

FTE" 1.00 (12 r 
CSEA : 42 

mths) 

~ .. , 
i~l) -mths) 

listrator 

'l '-)nths) 

Senior Programmer Analyst 
Christopher Apelo 

FTE . 1.00 (12 months) 
CSEA : 43-4 

ProgtanVlUlf Analyst 
Larry Sdlloss 

FTE . 1.00 (12 months) 
CSEA : 36-2 

Programmer An.lyst 
Sam Shuey 

FTE = 1.00 (12 months) 
CSEA : 36-1 

Southwestern College Organizational Chart 
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f-

'-

-

Institutional Technology 
May 2012 

Director 01 Institutional Technology & Chief 
Information Officer 

Ben Seaberry, Ed.O. f---
FTE" 1.00 (12 months) 

SUPR : 43-9 

Computer Operations 

Supervisor 
Paul Norris r-FTE" 1.00 (12 months) 

SUPR : 26-9 

Systems Specialist 
Help Desk Support Specialisl 

I- Heather MaeNinteh 
Barbartl Anderwn FTE = 1.00 (12 months) 

FTE" 1.00 (12 months) CSEA : 4~5 
CSEA : 27-6 

PC Systems Technician 
Netwont Systems AnIotys\ 

Allan~U -Keith BunctI FTE = 1.00 (12 months) 
FTE" 1.00 (12 months) CSEA : 47-6 

CSEA : 33-6 

Network Systems Al'lllyst 
PC Systems Teellniclan L- Clifford Sharp 

Mlellael Gargano FTE = 1.00 (12 months) 
FTE" 1.00 (12 months) CSEA : 44-1 

CSEA : 33-6 

PC Systems Technician 
Johmy Blankenship 

FTE" 1.00 (12 months) 
CSEA : 35-6 

Computer Operator 
Rafael Gomez 

FTE = 1.00 (12 months) 
CSEA : 1/Xi 

Administrative Seere\ary I 
Goldie Orvlck 

FTE" 1.00(12 months) 
CSEA : 19.s 

Microcomputer Lab Coord. 
Jo Ann Forbes 

FTE .. 1.00 (12 months) 
CSEA : 36-6 

MictoootnpuIer Lab Coordinator 
Hedor Reyes 

FTE " 1.00 (12 months) 
CSEA : 37-6 

Instructlon.1 High Tech center 
Lab Teellnlcian 
Horner Lope~ 

FTE" 1.00 (12 months) 
CSEA : 32-6 

Instructional Lab Technici.n-
Microcomputer 

Loo """" 
FTE - 1.00 (12 months) 

CSEA : 33-6 

.... 
InstiUCtional"l.Db Tedinid.n: . 

Microcomputer 
VACANT (IJ.Lan Fishel) 
FTE - 1.oo(12months) 

...... ~~EA : 33-6 

Inslructionallab Technician-
MIO'OeOITIp!.Jler - I- Marco Guerrero 

FTE . 1.00 (12 months) 
CSEA ; 33-6 

\l'IstructionaI Lab T ecmic:ian-
Mieroeompulef 

- - Gen.1t! Ornelas 
FTE . 1.00 (12 months) 

CSEA : 35-6 

Instructiol'lll Lab Teelmiciarl-
Microcomputer 

f-I- Pant.leon Pangelin.n 
FTE . 1.00 (12 months) 

CSEA : 35-6 

Instructional L.b Teehnician-
Microcomputer 

f- r- John Vinson 
FTE '" 1.00 (12 months) 

CSEA : 32-6 

Instructional Lab TlIChnician-

,-L MiO'OCOlTlpUter 
Edmund Guerrero 

FTE . 1.00 (12 months) 
CSEA : 36-6 
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Program Review Coordinator 

r----: VACANT (Linda Hensley) 

SCEA : 

SLO Assessment Coord. 

~ 
Rebecca Wolniewicz 

SCEA : 

Office of Institutional Effectiveness & 
Institutional Research Grants & Planning 

July 2012 

Dean, Office of Inst. Effectiven~ssl Administrative Secretary II 
Anna Flores Executive Director of Foundation r-- FTE = 1.0 (12 months) Linda Gilstrap 

FTE = 1.0(12 months) 
CSEA : 24-5 ADM : C-7 

-.l 
Oir. , Inst. Research, Grants 

& Planning 
Linda Hensley 

FTE = 1.00 (12 monlhs) 

Senior Research & Planning 
Grant Writer Research Analyst Analyst Annette Ignacio Michael Ford David Wales FTE = .50 (12 monlhs) FTE = 1.00 (12 monlhs) FTE = 1.00 (12 months) 

Rsrch .. Planning. Grnts & 
Grant Writer Grant Writer Fndtn. Compliance Coord. r- VACANT (New) Maria Mendoza 

Dawn Perez 
FTE = .50 (12 months) FTE = 1.00 (12 months) FTE = 1.00 (12 months) 
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Superintendent/President's Office 
June 2012 

SuperintendenUPresident 
Melinda Nish, Ed.D. 

FTE = 1.00 (12 months) 

I 

Executive Assistant to the 
MIIrketing. Communication, SuperintendenVPresident 
Community & Governmental Mary Ganio 

Relationl orne. FTE = 1.00 (12 months) 

Chief Public Information & SUPR : 21-9 
Governmental Relations OffICer 

Lill ian Leopold - Secretary 10 the Superintendent! 

FTE = 1.00 (12 months) President 

SUPR : 35-9 Gail Brown 
FTE = 1.00 (12 months) 

CONF : 11-8 

Publications Associate 
Tom Bugzavich t- Secretary 10 the Super.lPres. 

FTE = 1.00 (12 months) Lorrie Clarke 
CSEA : 32-6 FTE = 1.00 (12 months) 

CONF : 12-9 

... 'Market'ing 'Commu'n'icaiions ' 
Associate 

Secretary to the Super.lPres. VACANT (Sarah Pearlman) '-
Rosalva Garcia FTE::: 1.00 (12 months) 

FTE = 1,00 (12 months) CSEA : 29-1 
CONF : 15·9 

Publications Associate 
Brenda Mora t-

Academic Senate 
FTE = 1.00 (12 months) Administrative Secretary I 

CSEA : 29-6 Angela Islas 
FTE = 1.00 (12 months) 

CSEA : 19-6 
Web & Multimed ia Specialist 

Jeff Dillon 
t-FTE = 1.00 (12 months) 

CSEA : 28-1 

r-

r-

r-

r-

r-


