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I. Overview 
 
These administrative regulations establish criteria and delineate procedures 
for hiring qualified contract (tenure-track) and full-time temporary faculty who 
demonstrate the ability to meet student and district needs.  All components of 
the hiring process are designed to operate in conjunction with the college’s 
Diversity Plan and Recommendations, district policies H4445:  Minimum 
Qualifications and H4446:  Equivalence to Minimum Qualifications for 
Academic Personnel, and the Napa Valley College commitments outlined in 
the Mission and Values Statement.  All procedures are cooperatively 
established in compliance with California Education Code Section 87360 (b), 
which states that “hiring criteria, policies, and procedures for new faculty 
members shall  be developed and agreed upon jointly by representatives of 
the governing board, and the academic senate, and approved by the 
governing board.” Additionally, all criteria and hiring procedures comply with 
and are subject to the Equal Employment Opportunity guidelines set forth in 
Title 5 of the California Code of Regulations, and  AB 1725 (Section 4(t)(1)), 
which emphasizes “the responsibility of faculty to ensure the quality of their 
peers.”     

The Office of Human Resources (OHR) administers the hiring process to 
ensure application of technically sound hiring practices and compliance with 
legal mandates related to equal employment opportunity and non-
discrimination, and the college’s commitment to a diverse workforce.  
Throughout the process, OHR consults regularly with the Academic Senate, 
the Vice President of Instruction (VPI) or Vice President of Student Services 
(VPSS), the division chair and/or dean, discipline faculty, and selection 
committee members. 

The Dean of Human Resources (DHR) supervises all hiring standards, 
procedures, and outcomes and, with reasonable cause, is authorized to 
recommend that the President immediately suspend or terminate the hiring 
process. 

Hiring Philosophy - For all faculty hires, the goal of this procedure is to attract 
and hire student-centered faculty members who: 

• Are highly qualified in their field and committed to extending their 
expertise through professional development. 

• Are skilled in teaching or counseling students with multiple learning 
styles, based on data-driven principles of instructional design and 
authentic assessment. 
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• Expand the perspectives and expertise of their respective departments 
and the college as a whole. 

• Communicate effectively, both orally and in writing. 
• Demonstrate intercultural competence and sensitivity to community 

college students from diverse cultural, ethnic, and socio-economic 
backgrounds, as well those with different sexual orientations and those 
with disabilities. 

• Embrace their roles as collaborative partners in support of the mission 
of California Community Colleges in general and the specific values 
and goals of Napa Valley College. 
 

Napa Valley College values workforce diversity and recognizes the strengths 
that qualified, diverse faculty bring in serving the changing needs of our 
students and the community.  In addition to following the legal guidelines for 
equal employment opportunity, this policy provides specific strategies for 
promoting inclusivity throughout the hiring process, as well as for eliminating 
unintended exclusivity. 

 “Diverse populations” or “diversity”, as used in this document, includes those 
monitored groups defined in Title 5, populations identified in the college’s 
Diversity Plan and Recommendations, as well as historically 
underrepresented groups across cultural, ethnic, and socio-economic 
backgrounds, sexual orientation, and persons with disabilities.    

Each step of the faculty hiring policy is intended to support the goals listed in 
the hiring philosophy (above).  To determine trends in developing faculty 
diversity, the OHR collects and assesses data annually.  If the data do not 
demonstrate a trend of increasing faculty diversity, the hiring procedure may 
be revised to include additional measures to promote more inclusive hiring 
outcomes.  

II. Recruitment and Outreach 
 
In conjunction with the hiring process, the OHR, working with the Academic 
Senate, supports on-going outreach and recruitment efforts designed to develop 
a pool of well-qualified, diverse potential candidates for faculty positions.  These 
approaches are based on developing professional relationships through personal 
contacts and/or targeted approaches.  Recruitment and outreach activities 
include, but are not limited to: 

• Providing faculty and staff members with brochures for distribution at 
conferences and other gatherings which highlight the strengths of working 
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at NVC and the mission and values of the college, as well as contact 
names and numbers for individuals within specific departments. 

• Attendance or presentations at conferences or professional groups 
promoting the advancement of historically underrepresented groups. 

• Regular targeted mailings and/or campus visits to graduate schools and 
colleges, particularly targeting those with significant new majority student 
populations and/or a demonstrated emphasis on inclusivity and global 
awareness. 

• Development of an email data base of prospective faculty members, for 
use when applicable job openings are announced. 

• On-going mentoring of part-time faculty members to develop their teaching 
expertise and knowledge of NVC policies, and to strengthen the overall 
connection of part-time faculty to the students, college, and community. 

 
III. Decision to Establish a Faculty Position 

 
The need for contract and full-time temporary faculty positions is determined 
cooperatively through a criteria-based process involving college 
administrators, the Academic Senate, and faculty in the subject area 
programs. 
 
The total number of new hires per year is determined by the President’s 
Cabinet, taking into account the needs of students, availability of funds, 
potential impact on the district budget, and the full-time faculty obligation as 
designated by the Chancellor’s Office. 
 
Division chairs and deans develop hiring proposals based on input from the 
faculty members in their respective divisions, and may justify their requests 
using data and information including: 

• PEP reports 
• FT/PT ratios in specific departments 
• Faculty load 
• Enrollment growth 
• Current or projected student needs 
• Current or projected community and/or labor needs 
• Emerging program needs 
• Accreditation recommendations 
• Legal requirements, mandated ratios, etc. 
• College mission 
• Difficulty staffing classes with part-time faculty 
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• Facilities improvements 
• Effect on other programs 
• Vacancies resulting from resignations 
• One-person programs 
• Academic Senate for California Community Colleges (ASCCC) 

recommendations 
 

During the spring semester of each academic year, the Vice President of 
Instruction (VPI), or Student Services (VPSS) for counseling positions, 
reviews proposals from division chairs and deans for specific faculty 
positions.   After developing tentative hiring recommendations, the respective 
Vice President meets to discuss these with the President and the First Vice 
President of the Academic Senate.  The VPI/VPSS’s recommendations are 
then sent to the president, who makes the final recommendations for new 
faculty hires to the Board of Trustees. 

 
IV. Job Announcement and Advertising 

 
Once the Board of Trustees has approved advertising a vacancy, the OHR 
works with the ad hoc job announcement committee, consisting of the Vice 
President, division chair or dean, faculty members within the discipline, and 
other interested selection committee members, to develop the job 
announcement and supplemental questions.  The announcement includes 
campus information, including the college’s mission and values, plus the 
responsibilities of the position, minimum qualifications, and desirable 
professional qualifications. 
 
Minimum qualifications are designated by the Board of Governors of 
California Community Colleges.  Pursuant to Section 53022 of Title 5 of the 
California Code of Regulations, applicants must have a demonstrated 
sensitivity to and understanding of the diverse academic socioeconomic, 
cultural, disability, gender identity, sexual orientation, and ethnic backgrounds 
of community college students.  In order to maintain as inclusive an applicant 
pool as possible, any additional minimum qualifications will be limited only to 
those absolutely necessary to fulfill the job assignment. 
 
Desirable professional qualifications are developed by the job announcement 
committee, based on the requirements of the position and the college values 
and goals listed in this document. 
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Supplemental questions address both minimum and desirable qualifications 
for the position.  In addition to the applicant’s transcripts and resume 
information, answers to the supplemental questions will be used by the 
selection committee to determine the extent to which applicants meet the 
qualifications for the position.  Supplemental questions must be approved by 
the Dean of Human Resources. 
 
In order to draw a diverse pool of applicants, positions are advertised with the 
California Community College Registry, multiple employment websites, and in 
specialized publications.  Discipline and other faculty members may 
recommend inclusion of additional advertising venues, list serves, and career 
and/or trade publications.  
 
In addition, the vacancy announcement is emailed to individuals registered 
with the California Community College Registry Database, the college list of 
placement offices, career centers and EEO departments at various colleges, 
agencies and businesses, as well as to NVC’s list of potentially interested 
individuals.  
 
Announcements are posted on the OHR bulletin board and the NVC Human 
Resources website. 
 

V. Selection Committees  
 
The faculty selection committee is responsible for establishing the 
qualifications criteria for the assessment of all candidates, determining the 
standards necessary to advance at each successive step in the selection 
process, assessing all candidates, and recommending finalists to the final 
selection committee. 
 
Each faculty selection committee is composed of trained individuals who are 
responsible for promoting the college’s commitment to high quality instruction 
and to equal employment opportunity. All selection committee members, in 
concert with the OHR, reinforce workforce diversity and equal employment 
opportunity principles by: 

• Conveying the educational benefits of workforce diversity and the 
value of diverse perspectives among its members.  

• Strengthening their understanding of cultural differences and 
demonstrating positive appreciation of such differences. 
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• Understanding the legal definitions of discrimination based on 
cultural and racial differences, nationality, gender, age, religion, 
disability, sexual orientation or marital status. 

• Developing their self-awareness of preferences and biases that 
could influence their perceptions of applicants. 

• Implementing specific strategies and techniques for promoting 
inclusivity in the application appraisal and interviewing processes, 
as well as for reducing the effects of bias. 
 

Selection committees require representation of subject matter expertise as 
well as campus-wide constituencies.  Every committee member must be 
committed to serving through all phases of the selection process, and must 
have completed all aspects of the hiring committee training within the 24 
months immediately prior to serving on the committee.  The OHR is 
responsible for providing trainings regularly, notifying faculty, and maintaining 
records of those qualified to serve on selection committees. 
 
Selection committee composition is as follows: 

• Committee Chair – Vice President of Instruction (or Student Services, 
for counseling positions) or designee 

• Division Chair or Dean – Chair or dean of the hiring division, or, when 
the division chair or dean serves as committee chair, designee.  
Appointment is made by the Vice President.  If the division is 
administered by a dean, who is thus designated management, the 
Academic Senate will appoint an additional faculty representative 

• Academic Senate Representatives – At least four tenured or, if 
necessary, tenure-track faculty, two in or as near to the discipline as 
possible and at least one from outside the division.  Appointment is 
made by the Academic Senate, subject to review by the DHR 

• Classified Representative –One regular, non-probationary classified 
employee, whenever possible, working in a job related as closely as 
possible to the faculty subject area, appointed by the Association of 
Classified professionals, after review by the DHR 

• Student Representative – One student representative, whenever 
possible pursuing a course of study related as closely as possible to 
the faculty subject area, appointed by the Associated Students of Napa 
Valley College (ASNVC) in collaboration with discipline faculty, after 
review by the DHR  

• Equal Employment Opportunity Representative – To support, facilitate 
and monitor the process, the DHR will appoint a non-voting Equal 
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Employment Opportunity representative to each hiring committee from 
a list of trained volunteers 

• Additional Members - The committee may be augmented, as long as 
faculty comprise the majority of members. Possible additional 
members may include community members, program coordinators or 
deans, or subject matter experts from outside the college, as 
determined by the faculty representatives and the chair of the 
committee, in consultation with the DHR  
 

The OHR works with each constituent group to promote committee diversity 
and to ensure that every member supports the hiring goals of the college.  
Whenever possible, screening committees shall include a diverse 
membership that will bring a variety of perspectives to the assessment of 
applicant qualifications.  If the OHR determines that the committee 
membership should be more inclusive, the Academic Senate may appoint 
additional faculty representatives as needed. 

 
IV. Selection Committee Member Training    

 
Phase I:  Initial Training 
 
All selection committee members must have completed two mandatory 
components of training before serving on the committee.  Both components 
must have been completed within the 24 months preceding appointment to 
the committee. The OHR is responsible for all aspects of the training.   
 
The first component consists of the legal aspects of hiring, as well as the 
basic process and committee members’ responsibilities, and it is offered on-
line.   
  
The second component focuses on the educational benefits of workforce 
diversity, the principles of cultural competence, the elimination of bias in hiring 
decisions, and best practices for selection committees.  It includes a minimum 
of three hours of in-person training. 
 
Phase II:  Continuing Education: 
 
After completing Phase I of the training, individuals who wish to serve on a 
selection committee must participate in additional training every three years.  
The first component is completed in the form of an on-line review.  The 
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second component consists of three additional hours of training focusing on 
the value of a diverse workforce, the principles of cultural competence, bias 
awareness, and cultural self-knowledge. 
 
In addition to the required selection committee training listed above, 
committee chairs and EEO representatives receive additional training specific 
to their roles. 
 

V. Applicant Screening Process 
 
a. Timelines 

 
A priority list for faculty hiring is developed during the spring 
semester of each year. This list is subject to change due to 
unanticipated needs. Requests to advertise for faculty positions are 
sent to the Board of Trustees in September of each year. 
 
Upon BOT approval to advertise, selection committees are formed 
to allow all members to complete mandatory training in October, 
prior to the development of the vacancy announcement.  Full-time 
contract positions remain open for a minimum of eight weeks; full-
time temporary positions remain open for a minimum of four weeks, 
except in emergencies.   
 
The entire selection committee holds its initial meeting prior to the 
closing of the position.  The second meeting (application appraisal) 
is held as soon as is practical after the closing date for the position, 
allowing time for the OHR to process applications and for individual 
review by selection committee members.  Interviews and any 
additional assessments occur approximately two weeks after the 
second meeting, with the final selection committee decisions being 
made as soon as possible after interviews and additional 
assessments are completed. 
 
Except in unavoidable circumstances, references for finalists are 
checked before the final interview takes place.  Final interviews are 
scheduled for as soon after initial interviews as is practical. 
 

b. Process 
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i. Initial Application Appraisal 
 
Once the application period for a specific position has closed, the 
OHR reviews all applications to determine whether the pool reflects 
sufficient representation from monitored groups.  If the applicants in 
the pool do not reflect sufficient diversity, the selection process may 
be suspended to allow for additional outreach and recruitment 
activities targeting diverse populations, in which case the 
application period will be extended. 
 
Once a sufficiently diversified pool is established, only complete 
applications are forwarded to the Office of Instruction (OI).  The OI 
is responsible for the initial screening and determines whether or 
not the applicants meet the minimum education requirements in 
accordance with Chancellor’s Office guidelines.  Minimum 
qualifications related to experience are verified by the chair of the 
committee, in consultation with the DHR.  The Equivalency Review 
Team reviews applications from applicants requesting equivalency 
to minimum qualifications.  Only complete applications that 
demonstrate that the applicant meets all the minimum qualifications 
or equivalency requirements are submitted for appraisal by the 
selection committee.   

 
ii. Selection Committee Meetings 

 
All selection committee meetings are mandatory for all members 
except for preliminary meetings to develop the job announcement.  
The DHR may remove any selection committee member who 
misses a meeting.  After the loss of any member, the DHR  
re-evaluates the resulting composition of the committee to 
determine whether there is sufficient  subject area expertise and 
overall diversity among the remaining committee members.  
 
If a new member must be added, the process will be suspended to 
allow time for the new member to review the application evaluation 
criteria with the committee chair, and individually evaluate all 
applications. At that point, the selection process will resume, 
starting with the Second Meeting. 
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Initial Meeting – The first meeting of the selection committee occurs 
before the application deadline for the position.  The purpose of the 
meeting is to:  

• Articulate the district’s view of the position, including the 
scope, need, short- and long-term challenges and 
opportunities. 

• Review the college’s commitment to diversity in hiring and 
the committee’s role in that process. 

• Emphasize that outside information cannot be brought into 
the process and that members may not discuss the 
applicants without the entire committee present. 

• Ensure all members read and sign the confidentiality 
statement. 

• Discuss the minimum and desirable qualifications and 
methods, criteria and standards for evaluating the 
characteristics (e.g., develop a rubric).  

• Identify topics for interview questions. 
• Develop teaching demonstrations and/or other authentic 

assessments of relevant skill/knowledge sets. 
• Establish dates for future meetings/interviews. 

 
Second Meeting – Prior to the second meeting, each selection 
committee member reviews applications individually and with no 
discussion.  All application ratings must be completed before the 
second meeting, and any notes must remain in the individual 
member’s folder.   
 
The purpose of the second meeting is to: 

• Review and discuss each member’s appraisal of the 
applicant’s qualifications in order to determine which 
candidates to forward to the next stage of the process.  
Candidates to be interviewed will be listed in unranked order 
on the form provided to the chair. 

• Select a committee member with subject area expertise to 
sit in the second interview. This person’s role is to reflect the 
thinking of the selection committee as a whole and to 
provide subject area perspective. 

• Finalize the interview questions and other assessments, 
including setting time limits and any other requirements for 
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each, and complete the Interview Setup form, which the 
chair forwards to the OHR. 

• Determine what additional performance assessment will be 
required of each finalist, including rating criteria.  This may 
include a teaching or counseling demonstration in front of 
students, presentations of professional work, or other 
demonstrations of expertise that provide a broader 
understanding of finalists’ qualifications.   The selection 
committee also will decide who will be involved in evaluating 
finalist performance assessments.  Evaluators may include 
members of the selection committee and/or the final 
interview committee, and may include feedback from 
students or other participants in final performance 
assessment. 

 
The EEO representative monitors the process to ensure that the 
group’s discussion and decision making follow both legal guidelines 
and the values of the college.  Any illegal or inappropriate 
discussions are reported to the DHR, who determines whether the 
committee may continue the process with additional guideline 
clarification, or whether the seriousness of the violation calls for a 
suspension of the process until a new committee can be formed.  
At the request of the EEO representative, the DHR may attend 
subsequent meetings to ensure that the committee members 
adhere to EEO and college guidelines. 
 
The DHR reviews the interview questions and assessments, 
making sure that they comply with all legal mandates and college 
guidelines, and may suggest changes or additions as needed. 
 
The DHR reviews the pool of applicants selected for interviews to 
monitor overall diversity before candidates are invited to interview.  
In some cases, the DHR may ask the committee to reconsider 
additional applicants to broaden the pool.  If the pool lacks sufficient 
diversity, the DHR may elect to suspend the process and re-open 
the position. 
 
Interview and Performance Assessments –In addition to the time 
needed for applicants to complete the interview and any additional 
assessments, the committee allows some time for the interviewees 
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to make final statements and/or ask questions.  Applicants also are 
given time to preview the questions immediately prior to the 
interview itself.  Applicants are notified of any teaching 
demonstrations or other assessments when they are invited to 
interview, to allow time for advance preparation.  Interview protocol 
is outlined in HR Procedures #4455455. 
 
The selection committee may elect to discuss individual applicants’ 
strengths and weaknesses immediately following each interview, 
but must not compare applicants’ relative performances until all 
interviews have been completed. 
 
After deliberations are complete, the chair of the committee 
forwards an unranked list of final candidates to the DHR.  Upon 
review by the DHR, second interviews and performance 
assessments are scheduled. 
 
All applicants not forwarded as finalists are sent a letter advising 
them of such. 
 

iii. Final Selection 
 
The VPI/VPSS and/or President conduct confidential reference 
checks using a standard set of questions (developed through 
mutual agreement with the Academic Senate).  Whenever possible, 
references are checked prior to the final interview.  If a reference 
check raises issues or concerns, the DHR or respective vice 
president may pursue additional reference checks and forward that 
information to the final selection committee. 
 
The final selection process includes an interview and a 
performance assessment.  The interview is conducted by the 
President, Vice President, and the selection committee 
representative, and generally is scheduled for shortly after the initial 
interviews.  The selection committee representative is expected to 
add various perspectives and evaluations of the initial selection 
committee to the discussion, as opposed to advocating for any 
particular applicant based on personal preferences. 
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Final performance assessments and standards for evaluation are 
determined by the selection committee.   
 

VI. Job Offer, Salary Placement and Final Approval 
 

The final decision and job offer are made by the President. 
 
Once a job offer is made, the candidate is directed to the OHR for salary 
placement.  Salary placement is determined by the Office of Human 
Resources or the President, using established guidelines.  Once notified of 
the proposed salary, the candidate may accept or decline the offer.  The 
Office of Human Resources then notifies the President and respective Vice 
President of the finalist’s decision. 
 
Upon acceptance of the position, including salary placement and start date, 
the recommendation to hire is submitted to the next scheduled Board of 
Trustees meeting for approval.  After board approval, a contract is issued. 
 
As soon as possible after board approval, the new employee is directed to 
contact the Office of Instruction to set up an appointment to complete the 
necessary payroll paperwork and receive information on fingerprinting, TB 
tests, and college policies.  Once completed, all paperwork, including official 
transcripts, are forwarded to the OHR for further processing and inclusion in 
the new faculty member’s personnel file. 

 
 

 


