STANDARD SEVEN: FACULTY AND STAFF

Theingtitution has sufficient qualified full-time and part-time faculty and staff to
support itseducational programs and services, wherever offered and by whatever
means delivered. Consistent with its mission, theinstitution demonstratesits
commitment to the significant educational role played by persons of diver se ethnic,

social and economic backgrounds by making positive effortsto foster such diversity.

A. QUALIFICATIONSAND SELECTION

A.1l Theingitution has sufficient faculty and staff who are qualified by
appropriate education, training and expertise to support itsprograms and services.

Description

According to the 1994 Accreditation Salf- Study, 34 managers/adminigtrators, 201 full-
time faculty, 338 adjunct faculty, 190 contract classified and 353 student/hourly
employees served 12,838 students.

The contract staff to student ratio at Cabrillo College has remained rdatively stablein
recent years. A tota of 42 managers/adminigtrators, 201 full-time contract faculty, 388
adjunct faculty, 212 full- and part-time contract classified and 978 individuas employed
in 1463 hourly positions (830-student/633 non-student positions) worked at Cabrillo
College during 1998/1999. Theseindividuas served 13,615 students (3,377 full time,
9,772 part time) (7.1-7.4).

Infall 1999, there were 210 full-time faculty and in fall 2000, there are 220. These
numbers represent the college' s efforts to add positions that were lost during severe
budget cutbacksin 1995. At that time, contract faculty numbers were down to 183, and
classfied staff down to 178 (7.5).

At the March 2000 CPC meeting, $713,407 was dlotted to fund 18.62 new FTE
classified positions to begin to address classified workload issues (7.6).

A.2 Criteria, qualifications, and proceduresfor selecting all personnel are clearly
stated, public, directly related to institutional objectives, and accurately reflect job
responsibilities.

Description
Position qudifications and classfication descriptions are clearly stated and publicly

disolayed for al classfied and management positions. Faculty positions have prescribed
gate minimum qudifications. These qudifications are reviewed when gppropriate with
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faculty, gaff, and management involvement. Contract classfied staff and management
job descriptions and faculty position announcements include examples of assgnments
and duties and any desrable, aswdl as minimum qudifications. Contract classfied
positions may be reviewed at the request of management or staff through aforma
classfication review process. This processis desgned to ensure that the podtionisan
accurate reflection of the current duties and required skills, is appropriate to support the
mission of the college, and is digned gppropriatdy internaly and externdly with smilar
positions (7.7-7.11; 7.12 Article 10).

The faculty and staff hired by Cabrillo College meet dl job requirements developed by
the college to support its programs, services and misson. Minimum qudifications are
adhered to for dl full- and part-time faculty selections. A committee congsting of
faculty from the discipline, Vice President of Instruction, and the Faculty Senate
Presdent reviews dternative degrees to determine equivaency.

Selection processes are available to the public and were last modified in 1998 (7.13).
Workshops are presented regularly to assst potentia faculty in the application process.
The Office of Equity and Diversity provides traning for selection committee membersin
the selection process, including community members who serve on saection committees.
Job opportunities are advertised through a variety of formats, including printed
announcements, regiona and nationd advertisements, publications targeted to achieve a
diverse gpplicant pool, and online through the college’ s Web ste. These venues may be
augmented by suggestions from the discipline faculty in an effort to enhance recruitment.

Hiring priorities are established through the college planning process and take into
congderation the priorities identified by the College Magter Plan and the Facilities
Master Plan. The process for establishing academic pogtion prioritiesis advisory to the
Vice President of Ingtruction and the Vice President of Student Services.

Postions funded by externd sources are not required to be reviewed by the Divison
Chair Council, the Faculty Senate, and the Vice President of Ingtruction or the Vice
Presdent of Student Services.

A.3 Criteriafor sdecting faculty include knowledge of the subject matter or
serviceto be performed, effective teaching, and potential to contribute to the
mission of the institution.

Description

Faculty position announcements contain the criteria by which faculty are sdlected. The
specific knowledge, skills, and ability to contribute to the misson of the college are
clearly listed on the position announcements as requirements for individuas selected to
fill afaculty postion. The Department and Divison Chair review faculty position
requirements prior to advertising the postion in order to determine the currency of the
requirements and their relationship to the mission satement and the needs of the college.
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Faculty applications are reviewed for evidence of teaching or ingtructiona expertise and
letters of recommendation, and they may be reviewed for contributions to the mission of
the college, such as committee work or curriculum development. Interviews for tenure
track faculty positions include both a question and answer session and skills or teaching
demondtration. Questions and demondrations are designed to identify individuas who
have expertise in ther fields, are able to communicate that expertise effectively, and who
will support the mission of the college. Where educationa backgrounds differ from
gated qudifications, the gpplicants degrees are reviewed to determine equivalency.

A.4  Degreeshed by faculty and administratorsarelisted in the ingtitution's
primary catalog. All U.S. degreesarefrom institutions accredited by recognized
accrediting agencies. Degreesfrom non-U.S. ingtitutions are recognized only if
equivalence has been established.

Description

All degrees hdld by full-time contract faculty and adminigrative Saff are listed in the
current Cabrillo College Catdog, which is updated annudly. All degrees are from
accredited inditutions. Degrees from non-U.S. indtitutions have their equivalency
determined prior to completion of the hiring process by the American Association of
Collegiate Regigrars and Admissions Officers (AACRAO), Washington, D.C., in
conjunction with areview by gppropriate college personnel.

Self-Evaluation for Qualifications and Selection

The college's faculty and staff, both contract and adjunct, are well qudified to support its

programs and services. Surveys conducted in the college community and among students

demondtrate that the quality and expertise of the faculty and contract classfied saff are
widely known and acknowledged (7.14, 7.15).

Some concerns ill remain regarding the number of contract faculty in relation to adjunct
faculty, particularly in light of the expanson of unit offerings and programs. Similar
concerns remain regarding numbers of contract classified staff needed to support
expanding programs and facilities. The need for additiond faculty and seff exigsin al
areas of the college as well as a off-gtefacilities. While the college has established a
process to encourage conversion of part-time hourly to regular classified positions,
workload needs are not being sufficiently addressed by the conversion process. Thisis
shown by the 64 percent growth rate of hourly and student employees, which isduein
part to augmented department budgets for student assstants. Additiondly, the process
hasn't adequately addressed the problem of programs that don't have the funding to
convert (7.16-7.18).

There is a strong perception among classfied saff and faculty that there are insufficient
contract classfied staff to support the college's current workload and the additional
demands created by facilities expangon, technology use, additiona school sessons
(intersession) and the Datatel conversion processes. Survey results showed that only 26
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percent of faculty respondents and 17 percent of staff responding indicated there were
sufficient contract classfied staff to support college programs (7.14; 7.16-19).
Although the SEIU contract dlows for flexibility in scheduling, job sharing part-time
positions across divisons, taking additiona assignments when not working a 12-month
contract and combining positions, these options are not widely used.

There is aso concern regarding the recruitment process and the barriers to attracting and
retaining classfied employees. These concerns and barriers include, but are not limited
to, the length of time it takes to hire classfied employees and the high cost of living in

the area, both of which make it difficult to recruit candidates from out of the area and
retain qualified employees (7.16, 7.18).

Cabrillo has been successful in adding full-time faculty positions over the past three
years, however results of the 1999 Accreditation Survey indicate that only 37 percent of
faculty and 32 percent of staff responding to the survey felt there were sufficient faculty
to support college programs. Some perceived barriers to recruiting full-time faculty
include the cogt of living (which contributes to difficulty in recruiting faculty from out of
the area), competition from industry and other colleges, and the lengthy sdlection
processes. Additiondly, personnd gatistics indicate thet the college has a large number
of adjunct faculty in rdation to full-time faculty.

The college has difficulty recruiting and retaining adjunct faculty. Barriersto the
recruitment and retention of adjunct faculty include an inadequate adjunct faculty saary
schedule, its cap, and competition with industry (7.16, 7.18).

Theingructiond planning process heps to identify needs for saffing in the Ingtruction
component. According to the Vice President of Business Services and the Vice President
of Student Services, the program review process for Student Services and Business
Servicesis being revised; however, currently, hiring priorities are determined by the
component heads after consultation with their respective managers and staff and
presented to the College Planning Council for find authorization

Recruitment efforts have been expanded to include travel reimbursement for qudified
out- of- state applicants.

All faculty hiring processes have been reviewed and revised. Screening committess are
broadly representative, and committee members are trained in search and sdection
processes and procedures to ensure that committees treat al applicants equitably. The
college continues to work towards meeting diversity goas and objectives (7.20).

According to the 1999 Accreditation Sdf- Study Survey, 48 percent of the responding
contract classfied staff and 39 percent of the faculty respondents considered search and
selection processes to be "fair to al applicants, and likdly to result in the hiring of
personnd who will effectively advance the misson of the college.”
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The faculty sdlection process supports the hiring of faculty who are effective educators
and who contribute to the mission of the college. It is the perception of 43 percent of the
faculty and 48 percent of the saff that the college hires personnd who will effectively
enhance the misson of the college. Only 23 percent of classified staff and 26 percent of
faculty who responded felt the process was not effective. The college is proactivein
continuing to update selection skills by providing ongoing training on salection processes
and interview techniques (7.14).

Data on full-time faculty and adminidirative hires are updated regularly in the Cabrillo
College Fact Book. The college publishes this information annudly in the Cabrillo
College Catdog.

Plan for Qualifications and Selection

Address the over-rdiance on temporary hourly employees and required overtime for
full-time dassfied g&ff by continuing to address the need for more full-time contract
classfied staff to support exigting programs.

Cregte afive-year action plan designed to make progress toward the college god of a
75:25 retio of units taught by full-time to adjunct faculty.

Continue to prioritize contract positions for both faculty and classified staff based on
program plans.

Study the variety of scheduling options alowed under the SEIU contract, and
congder cregtive ways of scheduling for classfied staff.

Examine ways to offset workload issues when implementing new projects.

Examine ways to improve recruitment and retention of faculty and Saff.

B. EVALUATION

B.1 Theevaluation of each category of staff is systematic and conducted at stated
intervals. Thefollowup of evaluationsisformal and timely.

Description

Formd evauation sysems are currertly in place for al groups of employeesincduding
full-time and adjunct faculty, dlassfied gaff, confidentid and management employess,
and adminigtrators.

The evauation procedure for al faculty is described in the CCFT contract (7.21 Art. 17).

The procedure is very specific and delinestes the meetings that are to take place, the
timeline to be followed, the composition of the evauation team, and the placement of the

83



evauation after the conclusion of the process. A peer review is part of the evduation, as
are student, adminigtrative, and saif-evauations.

A faculty member whose evauation is less than satisfactory may be re-evauated the
following semester a the divison or adminitrative level (7.21 Art. 17.6.8.1). Timdines
are specified in the contract for follow-up evaluations (7.21 Art. 17.6.10.1).

Basad upon satisfactory performance as indicated by the fourth year find written
evauation of a contract probationary faculty member, the granting of tenure shal be
recommended to the Vice President of Instruction or the Vice President of Student
Services.

In accordance with the SE.I.U. Loca 415 College Bargaining Agreement of 1997-2000,
classfied employees-- except those who are designated confidentid - serveina
probationary status for Sx months from the date of appointment (7.12 Article 6.2.2).
Upon completion of the probationary period an employee attains regular status.
Probationary employees are evaduated in three month intervas during the six month
probation period by the supervisor; the find evauation rating recommends satus for the
probationary employee. Regular employees are to be evauated annualy between April
15 and June 30. Additiona performance evauations for any employee may be requested
for sound and judtifiable reasons. The contract states a minimum and maximum period of
time between evauations.

Confidentia-designated employees serve a nine month probationary period and are
evauated quarterly until reaching permanent status. When permanent, they receive
annud evauations by their immediate supervisor between April 15 and June 30 (7.22).

Adminigrative Regulation 2090 addresses administrative and manageria evauations
(7.23). All adminigtrative and managerid employees are to be evauated by their
immediate supervisors annudly, during April and June. In addition, adminigrators are
subject to a comprehensive evauation process once every three years. The Vice Presdent
and Superintendent/President review the comprehensive and annua evauations.

B.2. Evaluation processes seek to assess effectiveness and encourage improvement

Description

The CCFT Callective Bargaining Agreement states that "the primary purpose of the
evauation of academic personnd is the continued improvement of ingtruction at Cabrillo
College. . . Other purposes include the maintenance of qudity programs and ingtruction,
and the professional competence of the faculty. The evauation process shal promote
professionalism, enhance performance, and be closdly linked with professona growth
efforts’ (7.21 Art. 17).

In accordance with the agreement between the college and SEIU, the purpose of the
classfied evaduation isto inform staff members how their performanceis perceived and
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evauated, jointly review responsbilities assgned, and evaluate performance and to
motivate saff to perform at their highest level. The evauation addresses issues such as
dependability, initiative, persond relations, quantity of work, qudity of work,
suggestions for improvement and performance objectives (7.12 Art. 6).

A faculty or staff member who recaives aless than satisfactory evaluation may be re-
evauated at the divison or adminidretive leve.

B.3 Criteriafor evaluation of faculty include teaching effectiveness, scholar ship,
or other activitiesappropriateto the area of expertise, and institutional service or
other ingtitutional responsibilities.

Description

Faculty evauation procedures are based on criteriathat emphasize teaching excellence.
Student surveys assessing teaching performance and class or work Ste vigtations reflect
these criteriaand are arequired part of dl faculty evauations.

Faculty members are encouraged to participate in self-initiated professond growth
activities such as advanced coursework, attendance at conferences, seminars, department
and college medtings, staff development, college governance activities, committee
memberships, professond associaion memberships, curriculum development, scholarly
publications, research and other publications.

Cabrillo dso has a sabbatica program. Provisons are made for evauation of the
proposed sabbatical and subsequent reports (7.21 Art. 9.1).

Self-Evaluation for Evaluation

Since the last accreditation, the faculty evauation process has been reviewed and
modified in the negotiation process in an attempt to streamline a cumbersome procedure.
Although some changes have been made, faculty evauation continues to be time-
consuming (7.19).

While managers are evduated, there is an apparent lack of confidence in some that
manager evauations result in observable improvement. Survey resultsindicate 24
percent of faculty respondents and 42 percent of saff responding thought the evaluation
process was effective in improving the qudity of job performance of classfied &ff.
Thirty-one percent of faculty and 33 percent of staff responding felt the evaluation
processes were effective in improving the qudity of job performance of faculty. Only 18
percent of the faculty and 29 percent of the gtaff fdlt that the eva uation processes were
effective in improving the qudity of job performance of adminigrators (7.14, 7.17).

The classified evauation form has not been revised in many years and should more

accurately assess effectiveness and encourage improvement. As noted in the 1994
Accreditation Saf-Study the need il exists to develop more constructive eva uation
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methods, focusing on positive comments and feedback regarding the employee's
performance.

Plan for Evaluation

Review the cycle, form and outcomes of the evaluation process for adminigtrators,
faculty and gtff.

C. STAFF DEVELOPMENT

C.1 Theingtitution provides appropriate opportunitiesto all categories of staff
for continued professional development, consistent with the institutional mission.

Description

Since the last Accreditation Sdf-Study, a professona development leave policy hasbeen
developed for adminigtrators. Another significant change has been the development of a
teaching and learning center that offers technology training and support services. In

1998, the staff development function was transferred to the Teaching and Learning
Center. Other changes include grants and awards to support teaching innovation
provided by the Office of Instruction, increased conference funding available to faculty
and gaff through staff development and division funds, and the establishment of a
collegewide Staff Development Advisory Committee that assists with activity planning
(7.21 Art. 9.2).

Professond development policies for al gaff are consstent with the college's mission.
Members of the faculty, administration, and support staff are afforded staff devel opment
opportunities through funding for conferences and travel and through offeringsin a
flexible calendar. Professond development opportunities are based on priorities
identified in the College Magter Plan. Staff development presentations originate from
Instruction, Student Services, and other college components. A faculty Sabbatica Leave
Program and provision of Faculty Grant Awards for innovations in teaching provide
faculty opportunities for continued professona development. The Teaching and

Learning Center evaluates and provides for technology training needs.

C.2 Planning and evaluation of staff development programsinclude the
participation of staff who participatein, or are affected by, the programs.

Description

The Staff Development Committee is compaosed of a Chair (Director of Teaching and
Learning Center), the Vice President of Ingtruction, three Division Chairs, three Faculty
Senate representatives, three Cabrillo College Federation of Teachers (CCFT)
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representatives, one Service Employees Internationd Union (SEIU) representative and
one student representative (7.32 Art. 9.1).

The committee meets monthly. The main functions are to plan and evauate flex day and
other staff development activities, and review and gpprove individua requests for
funding for conferences and travel. The committee reviews tabulated eval uation results
taken after saff development activities. Development opportunities are planned in a
participatory manner for each staff category and are avalableto dl. Although nine flex
days per year are scheduled, staff development workshops and programs are offered
throughout the year. The Staff Development Committee conducts a comprehensive
evauation of activities. Professona development conference and travel funds are
available through the staff development fund. Additiondly, the college sponsors a
classfied retreat and appreciation luncheon for classified daff.

A committee of adminigtrators and managers plans adminidrative/management

professond development activities. Professona development needs are assessed and
evauated as part of an ongoing staff development process.

Salf-Evaluation for Staff Development

Cabrillo faculty and staff have a great asset in the Teaching and Learning Center, a
facility which provides training in computer use and Web-based ingtruction. Workshops
are offered throughout the year to help faculty and staff incorporate up-to-date
technologies into the workplace, and persond help is available dally.

Survey results show that 58 percent of the faculty and 64 percent of the saff fed that
Cabrillo provides sufficient opportunities for professona development (7.14). The staff
development committee attempts to use its budget to maximize these opportunities.
There has been an increase in the dlocation for contract faculty staff development.
Funding periods within the year for conference and travel have increased from two to
three, allowing more opportunities to gpply for funds. Unused conference and travel
dlocations can be rolled over to the next fisca year. The digtrict has increased staff
development funds to provide additiond opportunities for professond growth and
development.

Staff Development program planning committees are broadly representative, with
participation from al segments of the college community. Pre- and post- evaduations are
conducted to provide information for professona development activity planning.
Additiondly, evauations are requested from each person funded for conference and
travel.

Plan for Staff Development

Continue to assess collegewide professond development needs.
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Explore additiond funding mechanisms for employee professona development.

Consder providing opertended time opportunities to request staff devel opment
funding.

GENERAL PERSONNEL PROVISIONS

D.1 Theingitution hasand adheresto written policies ensuring fairnessin all
employment procedures.

Description

The digtrict hes established procedures for the hiring of contract and adjunct faculty,
contract staff and adminigtrative personnd. Prior to screening gpplications, al selection
committees are oriented by the Director of Equity and Diversity or a Personnd Services
representative or designee to eva uate search and selection processes and ensure that
procedures are being followed and policies are being applied fairly and equitably (7.7,
7.9, 7.13).

D.2 Theinstitution regularly assesses and reportsits achievement of its
employment equity objectives, consistent with the institutional mission.

Description

Each November, an Affirmative Action report is submitted to the College Governing
Board by the digtrict’s Director of Equity and Diversty. This report includes information
on applicant pools and hiring outcomes according to ethnicity and gender for contract
faculty, classfied, and administrative gaff. The report aso contains recommendetions
for improving the hiring of underrepresented faculty and staff. Affirmative Action gods
and objectives for contract faculty are updated annudly and distributed to adminigtrators
and managers.

D.3 Personnel policiesand procedures affecting all categories of staff are
systematically developed, clear, equitably administered, and available for
information and review.

Description

Policies and procedures that affect college personnd are available for information and
review. All polices and procedures are devel oped through the shared governance
process, with input from the various condtituencies.  Section 5 of the Cabrillo College
Governing Board Policy Manud contains board policies and adminigtrative regulations
governing college personnd. These policies are systematically developed and clear. The



manud is available in Divison Offices and offices of dl managers. All changesto these
policies and regulations are reviewed by the mgor college governance bodies and the
governing board.

D.4  Theingitution makes provison for the security and confidentiality of
personnel records. Personnd records are private, accurate, complete, and
permanent.

Description

Personnel files of college personnel are securdly maintained in the Personnel/Human
Resources Department.  Files are made available for ingpection only according to specific
guiddines st forth in regulations and procedures governing such ingpection by the

named employee, hisher designated representative, the appropriate
supervisor/adminigtrator, and Personnd Department staff in the performance of duty
(7.12 Art. 5, 7.21 Art. 19).

Self -Evaluation for General Personnd Provisions

Didtrict personnd policies are followed and are written specifically to ensure fairnessin
hiring employment procedures. The Director of Equity and Diversity works closely with
committee chairs to ensure that digtrict hiring policies are followed.

Cabrillo’'s Affirmative Action Plan was last rewritten in 1993. God's and objectives are
updated annudly and distributed to administrators and managers. All state reporting
mandates are adhered to and employee statistics are updated on an annua basis.
According to the Student Climate Survey, more than 70 percent of the 847 students
responding felt that the indructiond staff a Cabrillo was diverse enough to meet their
needs.

The college's Human Resources Department will benefit from systemetic integration of
information through the Datatd management systems, dthough thistime of trangtionis
difficult. It is expected that an automated system will improve accessibility and retrieval
of the reports and records that are generated by the department.

Currently staff turnover, antiquated record-keeping systems, Datatel implementation, and
cumbersome adminigtretive policies creete difficulties internaly aswell asfor other
college departments. Human Resources needs indtitutiona support in order to improve
its efficiency and functiondity. A thorough analyss of the department’ s organization,
workload distribution, staffing, and operational systems is necessary in order to creste
workable solutions. A review of adminidrative regulationsis aso necessary—areview
which has begun with the cregtion of atask forcein fall 2000.

There is dso concern about the length of time taken for recruitment and selection. This
lengthy process has ramifications on the ability to hire candidates, workload issues for



current staff, and the ability to provide adequate services in the affected departments
(7.17,7.18).

The Human Resources Office maintains the highest degree of security and confidentidity
for dl employees personnd files. However, currently some concerns exist regarding the
confidentiaity of persond information on Datatel systlems available to avariety of
College personnd (7.17).

Plan for General Personnée Provisons

Conduct an organizationd andyss of the Human Resources Department and
implement appropriate recommendations for improvement.

Study ways to make the recruitment and selection process more efficient.

Resolve Datatel confidentidity issues reative to employee information.

90



References

7.1 Report from Certificated Personnel Technician dated 05/04/99
Ligt of Educationa Adminigtrators (20)
Ligt of Full-time Faculty (201)
Ligt of Part-time Faculty (388)
7.2 Report from Classified Personnd Technician dated 06/07/99
EEO Report dated 09/99
Reconciliation of two reports
Ligt of Classfied Staff (212)
Ligt of Adminigtrative/Manegement (non-educationd) (22)
7.3 Report from Payroll Department
Temporary/Hourly Employee Paperwork Fiscal Year 1998-1999
List of positions (1463)
List of employees (978)
7.4 Reports from Admissions and Records
Spring Student Census Report 1994
Spring Student Census Report 1999
7.5 (Affirmative Action Annua Report, Nov. 1995).
7.6 March 2000 CPC Meeting Minutes
7.7 Adminigrative Regulation 5500
Search and Selection Procedures for Classified Staff
7.8 Classfied Postion Binders
Available on counter in Personnel Department
7.9 Adminigrative Regulation 5600
Management positions
7.10 File of sample job descriptions for faculty and management positions
7.11 Classfied Personne Classfication Study process & questionnaire
7.12 Service Employees International Union Collective Bargaining Agreement 1997-
2000
7.13 Adminigrative Regulation and Board Policy 5105
7.14 Cabrillo College Accreditation Self-Study Survey 1999
7.15 Student Climate Study
7.16 CCFT Focus Group
7.17 SEIU Focus Group
7.18 Divison Chair Focus Group
7.19 Open Forum #1 notes
7.20 Affirmative Action Report 1/26/00
7.21 CCFT Contract
7.22 Confidentia Employees Handbook
7.23 Adminigrative Regulation 2090

a1



