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INTRODUCTION 

 

Overview of College’s Hiring Process 

 

The hiring and screening committee processes for applicants applying to work at San Diego City 
College (College) adheres to the San Diego Community College District’s (District) ) Hiring 
Process Guidelines,  the district board policies and administrative procedures, and the collective 
bargaining process. Please talk to your director, dean, or vice president, or visit the District’s 
website at www.sdccd.edu  for more detailed information about these processes.  

This document is intended to serve as a reference for the College’s hiring process of all 
employees. This includes the hiring of contract faculty, classified professionals, supervisors, and 
managers. The college’s hiring prioritization for all employees includes, but is not limited to, the 
Faculty Hiring Prioritization that is referenced later in this document. The faculty hiring process 
is a stand-alone process that is led by the chairs and faculty leadership and includes a 
recommendation to the vice presidents and college president. The hiring for all other, non-
faculty, positions occurs via the department or area hiring prioritization process, which also 
includes faculty hiring, but is broader than the Faculty Hiring Prioritization. For more 
information on the faculty hiring process, please visit 
https://www.sdccd.edu/docs/District/procedures/Human%20Resources/4200_01.pdf  or read 
a brief description below.  

The hiring process begins with a vacancy that aligns with the College’s mission, vision, and 
program review process. A vacancy can be either be the creation of a new position that a 
manager or unit creates via the College’s program review process, annual program plans, 
grants, emerging initiatives, state funding, hiring priorities, health and safety matters, or a host 
of other priorities that align with student success and the College’s mission. All requests for 
hiring must identify a new or existing funding source. The hiring of acting/interim managers and 
coordinators follows an abbreviated process which should, when possible, include at least one 
representative of the campus constituency groups to include a faculty, classified, and SPAA 
selected by those groups.  The process also requires an assessment of the availability of state 
funding and requirements of the 50% Law. A funding source for all hiring is either the 
District’s/College’s general fund unrestricted (GFU) or general fund restricted (GFR) budget.  

Examples of GFR budgets are grants, SSSP or Equity (now known as SEA), or programs such as 
EOPS, CalWORKs, NextUP, or the other programs that are funded by state, federal, or other 
grants. The College has millions of dollars of restricted funds that have plans and deliverables 
connected to staffing levels. For more detailed information about the college’s budget please 
visit the College’s budget planning page. Grants or restricted funded positions typically have 
their own hiring and prioritization process that may include the Faculty Hiring Prioritization or 
program plans. The hiring process for grants is often linked to the grant application or initiative 

http://www.sdccd.edu/
https://www.cccco.edu/About-Us/Chancellors-Office/Divisions/College-Finance-and-Facilities-Planning/Fiscal-Standards-and-Accountability-Unit/Fifty-Percent-Law
https://www.sdcity.edu/about/leadership/administrative-services/budget-plan.aspx
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that explains deliverables and desired outcomes. These positions are usually the easiest and 
quickest positions to fill because of spending deadlines and restrictions that are connected.  

Positions funded on GFU follow a different process than those on GFR. The process for GFU 
positions is more inclusive of the campus planning and program review process. A vacancy or 
open position can be requested to be filled in several ways. Often a vacancy is connected to 
either the establishment of a new position, a resignation, a retirement, or when someone 
separates (leaves) from the College. In all cases, hiring priorities for all the college’s hiring are 
discussed via the College’s committee and council structure, program review, annual program 
plans, and at College Council. Area managers work with their units to prioritize all hiring based 
on needs and the availability of funding. Managers work with their respective vice presidents to 
form a hiring prioritization list for all hiring. This process includes the Faculty Hiring 
Prioritization process as well as program review and annual plans. The source for funding all 
positions is either state funding or grants. There are years when the state provides specific 
funding for faculty. This is not the case for other positions outside of GFR funding. The College 
has limited resources to hire or replace positions. This results in most of the college’s hiring 
being to replace existing positions via the hiring prioritization process for all hiring. Vice 
presidents and managers discuss hiring priorities in their respective councils which results in 
the prioritization for all the college’s hiring being listed on Hiring Memos that are presented by 
the area vice president at College Council. Managers and vice presidents use the Hiring Memo 
and Hiring Position Justification Form which are presented to the college president for 
consideration. This is a snapshot of how hiring occurs on a global level. At the end of this 
document, you can find samples of the documents discussed above. These documents 
comprise the College’s hiring process.  

 

Hiring Prioritization Process 

Each semester the managers will work with their areas to prioritize all hiring in ranked order. 
This process involves having everyone in the area or department present in a meeting to vote 
to prioritize all of the hiring needs. Once prioritized, the managers take the positions in ranked 
order to a meeting with their respective vice president. The vice presidents work with the 
managers to rank order all the hiring needs in each division based on emerging needs and the 
availability of positions. The vice presidents use the voting and ranking to make a 
recommendation to the President based on available positions. 

Open Positions 

The hiring process begins with a vacancy that aligns with the College’s mission, vision, and 
program review process. Vacancies result from a resignation, a retirement, a separation 
(someone leaves the College), or the creation of a new position.1  

 
1 The creation of a new position is determined by the College’s program review process, annual program 
plans, emerging initiatives, hiring priorities, health and safety matters, funding (grants or new state 

https://docs.google.com/document/d/1v69QeWdGaYqsg5ce8mMr1okYk1BIAZWq/edit?usp=drive_web&ouid=118129212535988337032&rtpof=true
https://docs.google.com/document/d/1v69QeWdGaYqsg5ce8mMr1okYk1BIAZWq/edit?usp=drive_web&ouid=118129212535988337032&rtpof=true
https://docs.google.com/document/d/1Mq_PTzH0nhqk-xiA48XohbMmsA7yN5RB/edit?usp=drive_web&ouid=118129212535988337032&rtpof=true
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Funding open positions 

All requests for positions must identify a new or existing funding source. There are two possible 
funding sources: Categorical Funding (Restricted) or General Funds. 

• General Funds Restricted (GFR): This funding source comes with restrictions on what it 
can be used for and requires reporting on usage, deliverables, and outcomes. Examples 
of restricted budgets are SSSP or Equity money (now known as SEA), funding for 
programs like EOPS, CalWORKs, NextUP, and the other programs, and state, federal, or 
other grants. Positions funded through this source typically have their own hiring and 
prioritization process that is linked to the grant application or initiative and funds must 
be spent on the staffing that is linked to the deliverables that are outlined in the plans.  
 

• General Funds Unrestricted (GFU): Positions funded on general funds follow a different 
process that is more inclusive of the campus planning and program review process.  
 
Hiring priorities are determined primarily through the Faculty Hiring Prioritization (FHP) 
process which ranks and recommends positions to the VP of Instruction or the VP of 
Student Services, and the President.  This process includes reviewing hiring requests 
submitted through annual program reviews and plans, retirements, program needs for 
innovation, college needs (e.g. equity and success), growth (data on FTEF/FTES averaged 
over the last three years), full-time staffing (FTEF averaged over the last three years 
divided by FTEF taught by full-time faculty), and program accreditation needs (if 
applicable). The FHP process is completed by Chairs (as designees of the Academic 
Senate) in consultation with Deans, the VP of Instruction, the VP of Student Services, 
and presented to the President by December of every odd numbered year.   
 
Deviation from the FHP list can occur should the college have exigent need.  Requests 
for deviation from the FHP are requested by the President, the VP of Instruction or the 
VP of Student Services and presented to Chairs for discussion.  Chairs can agree with the 
deviation or recommend against it.  Final determination on deviation from the FHP is 
reserved for the President of the College.2 

All requests for positions (Categorical or General Funding) must complete a Position 
Justification Form, which is submitted by the appropriate Vice President to the President for 
signature. 

 

 
funding sources), and/or a host of other priorities that align with student success and the College’s 
mission. 
 
2 A process/flow chart for deviations from the FHP is being developed. 
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Formation of Faculty Hiring Committees  

Hiring committees for instructional and non-instructional faculty are formed after the Position 
Justification Form has been signed by the President.   

Hiring Committee Composition 

The composition of the hiring committees should strive to be diverse and inclusive.   

• Area Dean 
• Department Chair/Program Coordinator or Director, or faculty designee[s]) 
• Up to 3 (three) Faculty members from the discipline or a related discipline.  
• One (1) EEO representative appointed by Human Resources 
• One (1) part-time faculty member (if possible, strongly encouraged) 
• The committee may include (optional): 

o A representative from private industry or faculty from another campus and/or 
institution 

o One (1) faculty member from outside of the department 
o A member of the Classified Staff  
o A member of SPAA 
o One (1) student  

All faculty members of the committee are appointed by the Academic Senate. All matters 
pertaining to the “optional” members will be decided via consensus by the Hiring Committee 
Chair and the faculty members from the discipline/department.  

Any Contract employee who has completed the EEO & Diversity Training for Screening 
Committee Membership within the past three years may volunteer to serve in the specific role 
as EEO Representative for any committee regardless of recruitment classification or campus 
location. 

Second Round Interviews  

The hiring manager should contact the President's Office to secure a date and time for second-
level presidential interviews. Reference checks must be completed by the hiring manager prior 
to the second interview. Second round interviews should include (when and where possible): 1) 
the college president, 2) area vice president, 3) hiring manager, and 4) faculty chair and/or a 
department/program representative. In the case that a chair or department representative 
cannot attend the final interview, the hiring manager will work with the chair or department 
representative to submit an ordered list of alternatives to sit on the second level interview. If 
requested by the department or program, the President should consider having more than one 
faculty member in the second interview. 

 

https://www.sdccd.edu/about/departments-and-offices/human-resources/eeo-diversity/index.aspx
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Hiring Committee Appointment Process and Timeline 

After formation, the Department Chair submits the proposed hiring committee to the Academic 
Senate Committee on Committees Chair by completing the form: Request for Academic Senate 
Review of Faculty Assigned to a Hiring Committee. 

• All proposed committee members should have completed their EEO Training prior to 
the agreeing to serve on the hiring committee.   

• The Academic Senate Committee on Committees members will review the proposed 
committee membership to ensure that it complies with all BPs, APs, and College 
practices.  

• After reviewing within two weeks, the Committee on Committees Chair will reach out to 
the Department Chair with approval and/or recommendations of the proposed 
committee membership. 

Proposed Hiring committee members are then reviewed by HR to ensure completion of EEO 
and Diversity Training.  

Hiring Committee Responsibilities 

The hiring committee is committed to hiring faculty for contract positions who are highly qualified, 
skilled in teaching, can serve the needs of a diverse student population, and who are sensitive to the 
cultural and ethnic diversity of the San Diego community.  The hiring committee commits to hire full-
time faculty that will ethnically represent the existing student population to provide learning 
environments where the student will be ethnically and culturally validated and affirmed. It is 
the responsibility of the Hiring Committee members to follow all Equal Employment 
Opportunity (EEO) procedures.  

 

 

Appendix 

A. Considerations for Hiring Faculty 
B. Steps to Fill a Vacancy 
C. Position Justification Form  
D. Hiring Memo  
E. Faculty Hiring Prioritization  
F. Tracking Document  

  

https://goo.gl/forms/vBbmrlhLiad9Yphl2
https://goo.gl/forms/vBbmrlhLiad9Yphl2
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A. Considerations for Hiring Faculty 
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B. Steps to Fill a Vacancy 

 

1. A need is identified (via FHP or deviations from the FHP) 
2. The available funding source is identified (GFU or GFR) 

a. Is this a new or existing position? 
b. Is the department/program requesting funding or does the department/program 

have funding? 
c. Is this new funding? 
d. Is this restricted funding, a grant, or a request for general funds? 

3. A Justification Form is submitted 
a. A Position Control number is provided for a replacement position 
b. A board item is required to establish a new position  
c. The justification form is submitted by the area Vice President to the President 
d. The President and Vice Presidents review hiring with the Senate Exec 
e. If a deviation from the FHP is requested, the VP brings the request to the Chairs 

(as Senate designees) for discussion 
f. If necessary, positions are brought forward to College Council for review. 

4. Approved positions are posted for recruitment 
a. The Dean works with HR, the Department Chair and Academic Senate Exec to 

assign members to hiring committees. 
b. Every attempt is made to ensure the proper representation across the College on 

hiring committees that are outlined in the District’s BP/AP for hiring. 
5. The Hiring Tracking Document and the College’s Hiring Priorities are reviewed on an 

ongoing basis by College Council and during Convocation 
a. The tracking document is provided to the College’s leadership team on an 

ongoing basis for updates and discussion. 
b. The Faculty Hiring Prioritization Form and other hiring priorities are discussed at 

College Council and with Chairs on an ongoing basis for updates and discussion. 
College Council is the final location where the College’s hiring priorities are 
discussed, and when and where necessary voted on, and presented as a 
recommendation to the College President. 

c. Updates on hiring, which include the above-mentioned documents and forms, 
are sent to the campus in writing on an ongoing basis.  
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C. Position Justification Form 
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D. Hiring Memo  
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E. Faculty Hiring Prioritization 
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F. Hiring Tracking   

 


