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Diversity & Inclusion
DEFINING TERMS: Diversity: Who we are

Inclusion: How we behave

DIMENSIONS OF DIVERSITY: Diversity can be defined in innumerable ways, but for this training 
module’s purposes, it is the uniqueness of all individuals, which encompasses different personal 
attributes, values and organizational roles.  

INCLUSION is the achievement of a learning or work environment in which all individuals:  feel 
valued, respected and supported; are treated fairly and have equal access to opportunities and 
resources; and can contribute fully to the organization’s success.  It is about how we engage 
successfully in a diverse environment.
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As we begin, we want to take a moment to define two terms that we use throughout the presentation, diversity and inclusion.

1.  Personality: likes/dislikes, values, beliefs
2.  Internal Dimension (“immutable characteristics”):  race, gender, ethnicity, sexual orientation, age, physical ability
3.  External Dimension: class, income, geography, marital status, parental status, veteran status, education, religion
4.  Organizational Dimension:  internal structures/hierarchies, management/labor, academic/classified, tenure/non-tenured/adjunct, staff/student, district/community

MCCD’s commitment to diversity and building an inclusive work and learning environment goes beyond the law and bases itself on the following values:

Workforce diversity serves and supports the educational mission of the District and California Community Colleges.
A commitment to diversity vitalizes the academic environment and college community, but does not require lowering standards.




Equity
EQUITY:Addressing people individually, acknowledging their struggles, and getting them the 
resources they need.

“Equity means recognizing the historical and systemic disparities in opportunity and outcomes 
and providing the resources necessary to address those disparities.” —Education Trust-West

See the Center for Urban Education’s Indicators of Equity-Mindedness at Attachment 1
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See the Center for Urban Education’s Indicators of Equity-Mindedness at Attachment 1




Equity-Mindedness
Equity-minded practices, policies and mindsets are:

1. Institutionally-focused

2. Critically Race Conscious

3. Systematically Aware

4. Evidence-Based

5. Action-Oriented

-Center for Urban Education’s Indicators of Equity-Mindedness (2016)
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Equal Opportunity 
Employment Laws & Policies
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Federal Laws
Title VII of the Civil Rights Act of 1964
Prohibits discrimination of an applicant or employee on the basis of race, color, religion, sex 
(including pregnancy), national origin, age (40 or older), disability or genetic information. 

Title VI of the Civil Rights Act of 1964
Prohibits discrimination on the basis of race, color, and national origin in programs and activities 
receiving federal financial assistance.

The Americans with Disabilities Act of 1990
Prohibits discrimination against people with disabilities in employment, transportation, public 
accommodation, communications, and governmental activities. 
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Federal Laws cont.
Age Discrimination Act of 1975
Prohibits discrimination based on age in programs or activities that receive federal financial 
assistance, for instance, financial assistance to schools and colleges, provided by U.S. Department 
of Education.

Title IX of the Education Amendments of 1972 
Prohibits discrimination based on sex in education programs or activities which receive Federal 
financial assistance.

And more… See Attachment 2, Selected Federal and 
California Laws Addressing Nondiscrimination
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Attachment 2, Selected Federal and �California Laws Addressing Nondiscrimination

HYPO: During the interview, a screening committee member remarks to a candidate: “I can’t help noticing that you’re very pregnant.  This job requires lifting heavy objects and sometimes moving around quickly.  I’m not sure you can safely perform the requirements for this job.  You could hurt yourself and your co-workers.”  Do you see any issues with this? 

ANSWER: Federal law prohibits treating an applicant unfavorably based on pregnancy or medical conditions related to pregnancy. If a woman is temporarily unable to perform her job due to a medical condition related to pregnancy or childbirth, the employer or other covered entity must treat her in the same way as it treats any other temporarily disabled employee. For example, the employer may have to provide light duty, alternative assignments, disability leave, or unpaid leave to pregnant employees if it does so for other temporarily disabled employees. 
 
Additionally, impairments resulting from pregnancy (for example, gestational diabetes or preeclampsia) may be disabilities under the ADA.  An employer may have to provide a reasonable accommodation (such as leave or modifications that enable an employee to perform her job) for a disability related to pregnancy, absent undue hardship (significant difficulty or expense). 
 
“Reasonable accommodation” of an employee affected by pregnancy is any change in the work environment or in the way a job is customarily done that is effective in enabling an employee to perform the essential functions of a job. Reasonable accommodation may include, but is not limited to an employer:
(1) modifying work practices or policies;
(2) modifying work duties;
(3) modifying work schedules to permit earlier or later hours, or to permit more frequent breaks (e.g., to use the restroom);
(4) providing furniture (e.g., stools or chairs) or acquiring or modifying equipment or devices; or
(5) providing a reasonable amount of break time and use of a room or other location in close proximity to the employee's work area to express breast milk in private as set forth in the Labor Code.
(Cal. Code Regs. tit. 2, § 11035.) 



State Laws
California Government Code Sections 11135 – 11139.5
No person in the State of California shall, on the basis of sex, race, color, religion, ancestry, national origin, 
ethnic group identification, age, mental disability, physical disability, medical condition, genetic information, 
marital status, or sexual orientation, be unlawfully denied full and equal access to the benefits of, or be 
unlawfully subjected to discrimination under, any program or activity that is conducted, operated, or 
administered by the state or by any state agency, is funded directly by the state, or receives any financial 
assistance from the state.

California Fair Employment and Housing Act, Government Code Sections 12900 et seq.
Prohibits harassment and discrimination in employment because of race, color, religion, sex, gender, gender 
identity, gender expression, sexual orientation, marital status, national origin, ancestry, mental and physical 
disability, medical condition, age, pregnancy, denial of medical and family care leave, or pregnancy disability 
leave.

California Education Code Sections 87100 et seq.
The Legislature expresses its intent to establish and maintain within the community college districts a policy 
of equal employment opportunity.
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MCCD Board Policy 3410
Nondiscrimination

The District is committed to equal opportunity in educational programs, employment, and all access 
to institutional programs and activities. 

The District, and each individual who represents the District, shall provide access to its services, 
classes, and programs without regard to age, ancestry, color, religious creed (including religious dress 
and grooming practices), family and medical care leave, disability (mental and physical) including HIV 
and AIDS, marital status, medical condition (including cancer and genetic characteristics), genetic 
information, military and veteran status, national origin (including language use restrictions), race, 
sex (which includes pregnancy, childbirth, breastfeeding and medical conditions related to pregnancy, 
childbirth or breastfeeding), gender, gender identity and gender expression, sexual orientation, or 
because they are perceived to have one or more of the foregoing characteristics, or based on 
association with a person or group with one or more of these actual or perceived characteristics. 
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This shows the wide range of characteristics which are protected from discrimination.

Also under BP 3410:
The Superintendent/President shall establish administrative procedures that ensure all members of the college community can present complaints regarding alleged violations of this policy and have their complaints heard in accordance with the Title 5 regulations and those of other agencies that administer state and federal laws regarding nondiscrimination. 




MCCD Board Policy 3420
Equal Employment Opportunity

The Marin Community College District shall assure that effort is made to build a 
community in which opportunity is equalized and community colleges foster a climate of 
acceptance with the inclusion of faculty and staff from a wide variety of backgrounds. 
The District agrees that diversity in the academic environment fosters cultural 
awareness, mutual understanding, respect, harmony, and suitable role models for all 
students. Therefore, the District is committed to promoting equal employment through 
a continuing equal employment opportunity program.
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Under BP 3420:
The Superintendent/President shall develop, for review and adoption by the Board of Trustees, a plan for equal employment opportunity that complies with the Education Code and Title 5 requirements as from time to time modified or clarified by judicial interpretation.




MCCD Board Policy 7100
Commitment to Diversity

The Marin Community College District is committed to employing qualified administrators, 
faculty, and staff members who are dedicated to student success. The Board of Trustees 
recognizes that diversity in the academic environment fosters cultural awareness, promotes 
mutual understanding and respect, and provides suitable role models for all students. The Board 
is committed to hiring and staff development processes that support the goals of equal 
opportunity as well as diversity and provide equal consideration for all qualified candidates. 
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We have two potentially competing obligations –
We cannot discriminate in hiring;
We must promote diversity.

How do we achieve both goals?
Institutional commitment at all levels
Reinforcing anti-discrimination and harassment policies and procedures
Providing regular training to administrators, faculty, staff and students in the areas of harassment, discrimination, retaliation and diversity
Modeling inclusive management and leadership styles
Well-trained Screening Committees
Diversity sensitivity training
Best practices in the interview and selection process
Hiring committee duties and protocols  




Recruitment Process

12



RECRUITMENT FLOWCHART –
THE HIRING MANAGER’S ROLE

SCREEN-DOWN 
COMMITTEE 
MEETING

INITIAL 
INTERVIEW 2ND INTERVIEW REFERENCE CHECKS

JOB OFFER / TEMP 
POOL 
APPOINTMENT 

INITIAL SCREENING 
COMMITTEE MEETING 
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RECRUITMENT PROCESS 
BASED ON POSITION
Classified/Confidential

Administrator/Supervisory

Faculty

SCREEN-DOWN 
COMMITTEE 
MEETING

INITIAL 
INTERVIEW 2ND INTERVIEW REFERENCE 

CHECKS

JOB OFFER / 
TEMP POOL 
APPOINTMENT 

INITIAL SCREENING 
COMMITTEE MEETING 

SCREEN-DOWN 
COMMITTEE 
MEETING

INITIAL 
INTERVIEW 2ND INTERVIEW REFERENCE 

CHECKS

JOB OFFER / 
TEMP POOL 
APPOINTMENT 

INITIAL SCREENING 
COMMITTEE MEETING 

SCREEN-DOWN 
COMMITTEE 

MEETING

INITIAL 
INTERVIEW

REFERENCE 
CHECKS

JOB OFFER / 
TEMP POOL 

APPOINTMENT 

INITIAL SCREENING 
COMMITTEE MEETING 

Please note: Process subject to change depending on the needs of the position
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Screening Committee’s 
Role and 
Responsibilities
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SCREENING COMMITTEE’S ROLE AND 
RESPONSIBILITIES
The Screening Committee is responsible for the following steps during the hiring process: 

 Review all screening committee materials provided by Human Resources 
 Develop Screening Criteria 
 Develop Interview Questions/Guideline Answers
 Screen Applications
 Select candidates for interview
 Conduct interviews (virtual/remote Interviews and in-person) 
 Recommend finalist(s) for second interviews (where applicable) or  recommend for the 

position/pool
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The Hiring Manager serves as the chair of the Screening Committee



SCREENING COMMITTEE’S ROLE AND 
RESPONSIBILITIES
 Ensure equitable consideration and treatment of all candidates throughout the process; uphold EEO 

law and MCCD Board Policy; refer questions to HR
 Exclude prior knowledge of a candidate, consider hourly or temporary employee like any other 

applicant

 Contribute to development of member roles and timeline to complete the search process

 Consult with Human Resources to help to clarify processes or to report the occurrence of any unfair 
or bias practices

 Remain open to feedback and input

 Actively participate in meetings to develop screening criteria, interview questions, select candidates 
for interview, interview candidates, document actions

 Become knowledgeable about the position’s Knowledge, Skills and Abilities (KSAs)
 Maintain confidentiality before, during and after the process has been completed

 Forward finalists to the President/hiring manager
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SCREENING COMMITTEE’S ROLE AND 
RESPONSIBILITIES
 Assist in the development of the interview questions and screening criteria
 Based on the screening criteria, evaluate candidates with relation to the position’s Essential 

Functions and Knowledge, Skills & Abilities
 Be fair and consistent in applying the screening criteria
 Document reasons for screening a candidate in or out of the first interview
 Participate in ALL interviews of candidates
 List strengths and weaknesses of finalists and all other candidates interviewed
 Complete all interview documentation in full and sign it where noted.
 Recommend finalists for second interviews (if applicable) or for references checks
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Hiring Manager’s Role in 
the Recruitment Process

19

Presenter
Presentation Notes
Nikki



PLANNING & APPROVAL
Submit a completed Personnel Requisition, including appropriate budget code(s), 

your signature, and other information as requested on form. 

Schedule meeting with HR to create your recruitment plan.
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What can you do to promote an inclusive and equity-minded process at this stage?
Consider job requirements. Are these necessary? Why or why not? 
What are you actually looking for with this position?

What can go wrong at this step from an equity perspective?
We need someone who is computer-savvy and can really connect with our younger students. We should look for a younger person.
We need someone who can left 20 pounds and stand for at least four hours at a time.


A job posting for a maintenance/grounds/custodial position lists a requirement that the applicant be at least 6 feet tall. �This type of requirement might have an adverse impact on Asian Americans, Latinos, and women due to average height differences, and thus would need to be job-related and consistent with business necessity. 




INITIAL SCREENING COMMITTEE MEETING

Please allow at least 2-3 hours for this meeting.

Hiring Manager should provide an overview of the needs of the position and the department, 
as well as what the ideal candidate’s skills and abilities would be.

Review Equal Employment Opportunity best practices.

Develop Criteria/Interview Questions and assessment exercise, teaching demo, etc.

Develop at least one Criterion that focuses on the applicant’s skill and ability to show their 
understanding and experience in diversity, inclusion, students, and equity.

Two (2) diversity/inclusion related questions must be included in the Interview Questions.

 Develop timelines & interview schedules for committee members.
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When you are developing screening criteria, the goals are:
Remove barriers to the position;
Utilize an equity-minded framework to develop the screening criteria.

What is the purpose of the screening?
In this phase, we lose a lot of minority candidates. We see a drastic drop.
It’s really about the mindset – what are we looking for in this position? What skills and attributes do we need, and what are the many ways people might be able to demonstrate those skills and attributes.
It is not about cutting people out as much as identifying the people we want.�
What can go wrong in this step from an equity perspective?
Setting screening criteria that may screen out qualified candidates but are not important for the position.
Experience in higher education or community colleges.
What is the real goal of this screening criterion? Is this actually important for the position?
Try: Experience in education or public employment. Better yet, leave it out entirely.
Experience working with students.
What is the goal? 
What about people who have experience working with people at summer camp, day care, community programs? These might not be “students,” but the experience is very relevant.
Focusing on “top” schools and prestigious experience.
Correct use of grammar and punctuation in application materials
Will this negatively impact non-native English speakers or underrepresented groups?
Is it really critical for the job?

HYPO: The screening criteria set for a maintenance staff position requires that the applicants live within 15 miles of the College to allow for quick access in the event of an emergency. Do you see any issues with this?

ANSWER: Requiring that employees live within a certain geographic region may have an especially negative effect on applicants of a certain race.




Hot Seat!

Exercise 1

Review the job posting.

Be prepared to explain the needs of position and 
what the ideal candidate’s skills and abilities would 
be.

22

Presenter
Presentation Notes
Mia

Exercise 1

We’re going to assign everyone with a number (1, 2, 3… depending how many job postings we use).

Have all the 1s, 2s, 3s go to different parts of the room. 
People of the same number get the same job posting.

In groups of three or four, within your number, take 10-15 minutes to go through this as though you are preparing for a screening committee meeting.

How can you approach this from an equity-minded perspective?



FOLLOWING INITIAL SCREENING COMMITTEE 
MEETING
Incorporate any changes/recommendations as appropriate into a new Criteria Screening form 

and Interview Guide (questions/answers).

Email new Criteria and Interview Guide to Human Resources for review and approval.

Inform Human Resources in advance of when the Screen-down Meeting will take place so that 
they can release the Criteria Screening form and applications to the screening committee in a 
timely manner.
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Hot Seat!

Exercise 2

Draft four interview questions that would help an 
interview panel learn more about an applicant’s 
experience supporting diverse environments.

Be prepared to discuss what information your 
group hopes to gain from each question, and how 
that ties into supporting diverse environments. 
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Exercise 2

First, let’s talk for a moment about this prompt.  What does supporting diverse environments mean to you?
Relating to people whose backgrounds are different from theirs;
Accepting and embracing differences;
Showing enthusiasm for different backgrounds and perspectives;
Listening to others’ ideas;

Break up into groups of three or four people.
Take ten minutes to draft four questions.

Sample questions (from Oregon State University -- https://hr.oregonstate.edu/search-excellence/interviewing):
Tell us about a time that you adapted your style in order to work effectively with those who were different from you.
What kinds of experiences have you had in relating with people whose backgrounds are different than your own?
Have you ever realized that you had said or done something that may have been offensive to a colleague?  How did you respond to that realization, and what was the outcome?
Describe a specific situation in which you worked with a diverse group of people over a period of time.  Based on this experience, what did you learn?
What does it mean for you to have a commitment to diversity? How have you demonstrated that commitment, and how would you see yourself demonstrating it here?
In what ways have you integrated multicultural issues as part of your professional development?
How do you create a unique, compelling learning environment for students in your classes,?

How do you feel your teaching style can serve our diverse student population?  Be specific.





SCREEN-DOWN COMMITTEE MEETING
Please allow at least 1 – 1½ hours for this meeting.

Consider each applicant and determine a list of candidates to interview.

Document why applicants were or were not selected for interview using the “Committee 
Screening Summary” (or other documentation method).

Committee to determine whether offering interviews by Zoom is appropriate; if so, inform 
HR to determine necessary logistics.
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The Committee Screening Criteria Summary form may help in documenting discussions surrounding applicants who fall into “the cusp” or for whom it is not clear by the scoring why the committee may be moving them forward or not.  The committee may use this form or take official notes – whichever is easier – as long as any deliberation is documented.


What can go wrong with this step from an equity perspective?
Arbitrarily setting a maximum number, like we only want to interview five candidates.
People introduce outside information and think this is a “safe space” or time to talk “off the record.”

Nothing said during the committee process is “off the record” if it could impact equal employment opportunity in the review of applicant qualifications.  Such matters must be addressed.  
For example, if a committee member asks whether the committee can give extra points for someone’s race or age to “improve” diversity, verify that such considerations are improper.
If a committee member states that he/she has heard that an applicant sued a former employer for discrimination and might sue the District if hired, verify that such information is not pertinent to the process and must not be considered.  Report these conversations to Human Resources.  

HYPO: The staff of a particular classified unit is made up largely of white employees, and a screening committee member asks whether she may give extra points to qualified applicants who appear to be ethnic minorities who can be positive role models for students. 

ANSWER: Federal antidiscrimination laws protect white and non-white candidates equally. Expressing a preference for candidates of a certain racial group is not recommended. There may be limited circumstances when this type of preference is lawful, but the employer must be able to prove business necessity and that the racial/ethnic requirement is a bona fide occupational qualification. This is extremely rare.



FOLLOWING SCREEN-DOWN COMMITTEE 
MEETING 
Email list of candidates selected for interview to Human Resources 

Forward all Committee Criteria Summary forms or other documentation showing why 
applicants were or were not selected for interview (i.e., for those where it is not clear by 
the criteria scoring why they’re being forwarded or not)

Determine interview dates; select Greeter; book room, pre-interview question preview 
location, media equipment, and student ambassadors for campus tour (if applicable)

Contact candidates to schedule interviews 

Send email confirmation to selected candidates at least one week prior to the interview, to 
include: date, arrival time, interview start time, question preview & exercise explanation, 
teaching demo/presentation instructions, parking permit/map, and job posting

Notify all of the committee members of the interview schedule
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HYPO: The screening committee interviewed two applicants for the Accounts Clerk position. John, who appears to be white, and Robert, who appears to be Latino, are both recent graduates of State University. They have similar educational backgrounds, skills, and work experience. “In the interest of increasing diversity”, the committee chooses to forward Robert. ��ANSWER: The committee has treated the applicants differently based on perception of race. 

HYPO:  The screening committee has looked at two applications for a faculty position. The applicants have similar educational backgrounds, skills, and type of work experience, but Mortimer appears to have many years of that experience and lives outside the Bay Area, while Sklyer, who has only a few years of experience, lives locally.  The committee excludes Mortimer, but selects Skyler to interview.

ANSWER:  The committee has put the District at risk for age discrimination and it has made an interview selection based on a candidate’s location, which is not advisable.



Hot Seat!

Acceptable or Unacceptable?

Exercise 3
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We’re going to read through some interview questions.

If you think the question is acceptable, stay seated.

If you think the question is not acceptable, stand up or raise your arms in the air if you are able to do so.



INITIAL INTERVIEW 
 Greeter greets candidates, provides question preview and exercise; may connect candidate with 

ambassador for tour (if applicable).
 Print Interview Guide, Table & Greeter versions of interview questions, job posting, applications, and 

Committee Summary forms. (Please ensure you bring the above materials to interview.)
 Conduct interviews.
 Do not discuss candidates until after all committee members have completed their individual 

documentation of candidates’ responses, including response scores and overall rating for each 
candidate.

 Scores should be indicated for all questions except those specifically designated as “non-rated”.
 The same set of pre-determined interview questions (and skills/teaching demonstrations) shall be used 

to screen each candidate.
 The Committee may ask pre-determined follow-up questions or appropriate questions to clarify a 

candidate’s response.
 Finalists should be those who have clearly demonstrated knowledge, skills, and abilities that best meet 

the needs of the position, department and district.
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Recognizing Potentially Improper Considerations During the Process.
Inquiries that solicit an interviewee’s race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, genetic information, marital status, sex, gender, gender identity, gender expression, age, sexual orientation, or military and veteran status must be avoided.  
Stay alert for “informal” inquiries that may suggest discrimination.
Address committee comments or questions (to applicants or during deliberations) that suggest unrecognized or unconscious bias.  Address concerns before the process continues.
E.g., asking older applicants, “Do you believe that you’ll be able to connect with our younger students?”  Confine all committee inquiries to those that relate to the applicant’s ability to do the job.
Fielding questions from applicants.  
An applicant may volunteer that he/she belongs to a protected group - e.g., “I noticed that the District does not have a large number of ethnic minorities on its faculty.  I hope you’ll consider that I can ‘improve’ your numbers in that area.” 
Committee responses to such comments must not suggest that the District considers race as a factor in hiring. 



FOLLOWING THE INTERVIEW 
Document candidates who do not show for their interview and forward to Human Resources. 

Documentation may include any of the following: 
◦ email the name(s) to Human Resources
◦ write “no show” next to the candidate’s name on the interview schedule (return to HR at conclusion 

of recruitment)
◦ write “no show” on the candidate’s application packet (return to HR at conclusion of recruitment)

Hiring Manager documents selection process via Committee Interview Summary form 

Hiring Manager emails list of selected candidates/finalists and completed Committee Interview 
Summary form(s) to Human Resources
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SECOND INTERVIEW 
If the initial interview with the Screening Committee was conducted virtually, the final/second level 

interview must be conducted in person.

For positions where President will conduct second interview, prior to Hiring Manager’s contacting 
candidates to schedule, Human Resources must provide summary documentation to 
President/Designee for approval. 

• Once approved, Hiring Manager coordinates with President’s/Designee’s office(s) to arrange 2nd

interviews for finalists*.

For positions where the Hiring Manager/Designee will conduct second interview, Hiring Manager to 
schedule, confirm, and conduct interviews*.

At least one diversity/inclusion question must be included in the second interview

* Including any other interview activities (e.g., demos/presentations, meet-&-greets, campus tours)
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HYPO: The second level interview committee is interviewing an African American woman who happens to be overweight. An interviewer, trying to relate to the applicant, shares that he, too, takes medication to control his diabetes. The applicant has not shared that she has diabetes. ��ANSWER: Potentially race discrimination, discrimination on the basis of genetic information, and disability discrimination. 

HYPO 2: Same facts, but what if the applicant shared that she has diabetes?��ANSWER 2: Applicant should be redirected.




Hot Seat!

Exercise 4

Identify any issues and/or problems related to the 
hypotheticals in the attachment for Exercise 4, 
“Practice Responding to Issues.” 

In each case, what would you do as the Hiring 
Manager?
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Get in groups of three or four people and take 10-15 minutes to go through the hypotheticals, which are based on real cases.

One half of the room look at numbers 1-6, the other half of the room look at numbers 7-12.



REFERENCE CHECKS
Before calling the references, please obtain permission from the candidate so they may 

properly inform current employers/managers.

Inform candidate that you may be contacting a combination of individuals listed in the 
References section of their application, as well as current or previous supervisors/managers 
listed under Work Experience.

Effort should be made to obtain at least three (3) references per finalist.

Return completed Reference Check form (provided by HR) to Human Resources.

◦ Note: at least one diversity/inclusion question must be included when checking references
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HYPO: During reference checks, the Hiring Manager learns that Becky, the committee’s favored applicant for a faculty position, is a new mother. The Hiring Manager ultimately decides against her candidacy because she is still breastfeeding and might not do a good job because she will be tired and may have daycare issues. 

ANSWER: It is unlawful to make an employment decision based on pregnancy, childbirth, or related medical condition, including breastfeeding. (Gov’t Code §§ 12940, 12926.) Furthermore, every employer is required to provide a reasonable amount of break time to accommodate an employee desiring to express breast milk for the employee's infant child. (Cal. Lab. Code § 1030.) 




JOB OFFER / TEMP POOL APPOINTMENT
Positions Where President/Designee (P/D) Conducts 2nd Interview:

• P/D verbally offers position
• P/D notifies HR via email to prepare written Job Offer & Employment Agreement (if applicable)
• Once the signed Offer & Agreement are received by HR, P/D notifies finalists not selected for position of their status
• P/D returns all interview materials to HR

Positions Where Hiring Manager Conducts 2nd Interview or 2nd Interviews Are Not Conducted:
• Hiring Manager verbally offers position
• Hiring Manager notifies HR via email to prepare written Job Offer
• Once the signed Offer is received by HR, Hiring Manager notifies finalists not selected for position of their status
• Hiring Manager returns all recruitment materials to HR

Temp Pool Appointments:
• Once Hiring Manager has submitted list of selected candidates and completed Committee Interview Summary forms 

to HR, HR notifies all interviewed candidates of their status.
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CONFIDENTIALITY 
As you know, the hiring process is a highly sensitive and confidential process. It is critical that the 
Hiring Manager and all Screening Committee members maintain the highest degree of 
confidentiality both during and after the process. 

Any breach of confidentiality will result in the removal of a Screening Committee member and 
abeyance of the recruitment process. Any unauthorized disclosure of confidential information by 
a Screening/Interviewing Committee member may result in disciplinary action, including 
possible suspension from serving on these committees in the future.
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WHEN IN DOUBT – ASK!
Hiring Managers should immediately contact HR if they are not sure about a situation. It is much 
better to seek help to address an issue than remain quiet and jeopardize the hiring process.

Hiring Managers must immediately report to HR any information that may suggest a problem 
with the hiring process.
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Human Resources’ Role 
and Responsibilities
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HUMAN RESOURCES’ ROLE AND 
RESPONSIBILITIES
 General oversight of all aspects of the recruitment and hiring process
 Respond to questions and concerns expressed by applicants, screening committee members or other 

individuals involved in the hiring process
 Match the requirements of a position vacancy with State minimum qualification requirements, if any, to be 

included in the job posting
 Create job posting based on job description or in collaboration with Hiring Manager (faculty) and advertise
 Screen for minimum qualifications
 Coordinate with the Academic Senate President and Equivalency Committee to process applications for 

equivalency (faculty positions/pools) 
 Approve screening criteria, interview questions and guideline answers developed by the Screening Committee
 Review list of candidates selected to interview and list of recommended finalists
 Provide Reference Check form to Hiring Manager and/or approve reference check questions developed by HM
 Review all committee materials upon return to ensure completeness and that appropriate procedures were 

followed
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HUMAN RESOURCES’ ROLE AND 
RESPONSIBILITIES
HR is responsible for coordinating the following steps during the hiring process: 

1. Work with the Hiring Manager to develop the job posting, including minimum qualifications and desirable 
attributes and skills.

2. Announce openings in various publications to draw a diverse pool of candidates.
3. Compile all materials from applicants for committee members.
4. Request participants from constituency group leaders for screening committee representation:

A. The screening committee members are voted on and appointed through shared governance by the following 
committees:
1. Classified Professional Liaison Committee (CPLC) appoints classified committee members
2. Academic Senate appoints faculty committee members

B. Management screening committee members are appointed by the Superintendent/President.
5. Act in an advisory capacity to all committees to ensure fairness and adherence to all state and federal laws and 

local policies and procedures. 
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QUESTIONS
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