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Steps for Analyzing Evidence
Step 1:

Review the specific standard section to be analyzed.  

Step 2:
Read and review the suggested questions identified from the Self-Study Guide about the evidence needed to make a strong case.  

Step 3:
Carefully review the evidence several times before drawing conclusions or making judgments.

Step 4:
Draft a brief one or two paragraph description of what the College is doing to address the standard and its related questions focusing on the facts.

Step 5:
Provide a rating of how well the College is addressing the specific standard (see below for scoring rubric).Draft a one or two paragraph explanation for this rating based upon your assessment of the College’s activities in relation to the standard. Pay particular attention to the quality of our involvement and interventions since the last WASC self-study report. 
Step 6:
Conclude with comments and suggestions relative to the College’s response to the standard.
Scoring Rubric
	Superior
	College has worked on this issue/area and considerable improvement is noted

	Satisfactory
	College has taken some actions to address the issue/area and some improvement is noted.

	Needs Improvement
	College has not adequately addressed the issue/area.


Step 1:
 Review the Specific Standard Section
Standard 3.A.1:  The institution assures the integrity and quality of its programs and services by employing personnel who are qualified by appropriate education, training, and experience to provide and support these programs and services.
Step 2: Read and Review Self-Study Questions

Suggested questions from the Self-Study Guide to help you think about how best to address the standard:  

· What methods does the institution use to assure that qualifications for each position are closely matched to specific programmatic needs?  What analyses and discussions have led the institution to agree on those needs?

· Upon what discussion and information does the institution decide on hiring priorities?

· Are the institution’s personnel sufficiently qualified to guarantee the integrity of programs and services?

Step 3:
 Review the Evidence
· Administrative Hiring Procedures (Resolution No. 001026-S6)
· Faculty Hiring Procedures
· Faculty Hiring – Job Announcement Preparation Packet
· Faculty Position Allocation Committee Request Form 
· Decision Support System – http://research.ccsf.edu
· Part-Time Hiring Procedure & Emergency Hire Procedure
· Classified Employee Hiring Procedures
Step 4: Briefly describe how CCSF is addressing this standard
The relationship between the planning and budget process and employment position allocation is aligned with the District’s End of Year Assessment Report and Management Plan.  Positions allocation for all employees, classified staff, faculty, and administrative is governed by the Chancellor and the Vice Chancellors in line with the College goals, strategic priorities, and financial resources.

The Human Resources Department oversees the hiring processes for all District personnel ensuring that the established hiring procedures are equitably and fairly administered.

Administrative Positions
New Administrative positions are determined by the Chancellor in consultation with the VC’s and the Director of Human Resources.  The Director of Human Resources and staff conduct a job analysis survey to determine the appropriate job duties and respective salary and benefits compensation.  From this data, a draft job announcement is developed and is finalized in consultation with the Chancellor and/or Vice Chancellors.  The Administrative hiring process is administered in accord with the Administrative Hiring Procedures.  Recommendations for amendments to the hiring procedures are made by the Chancellor in consultation with the Academic Senate and taken before the Board of Trustees for review and adoption.

Faculty Positions
The Faculty Positions Allocation Committee (FPAC), a shared governance committee, plays the key role in setting the priorities for the hiring of new faculty positions.  The FPAC is comprised of the Vice Chancellors, Director of Human Resources, a School Dean, three Faculty representatives (recommended by the Academic Senate), and the Dean of Research, Planning & Grants (Resource/nonvoting member?) Departments submit the FPAC request form following the criteria and procedures established by the Committee.  The Committee utilizes the Decision Support System (DSS) data to assess faculty and classified position requests.  The DSS consists of three database modules:  1) student demands for courses and sections; 2) enrollment productivity, 3) student headcount and characteristics; and, 4) student success.  The Committee prioritizes the requests and presents the prioritized list to the Planning and Budgeting Council (PBC) who determines the total number of full-time positions to be filled college-wide.  The PBC recommendations are subject to the Chancellor’s approval.  The FPAC does provide for an appeal process.  Once the process is approved by the Chancellor, the FPAC informs the departments and the Human Resources Department to initiate the faculty hiring process.
Criteria established by the hiring departments result in knowledgeable and effective hiring of faculty members and administrators.  Academic job announcements, paper screening criteria, interview questions, and teaching demonstration criteria are developed by the search committee and are reviewed and approved by the Human Resources Director.  Job announcements list the required employment qualifications, the State-mandated minimum qualifications and the desirable qualifications established by the hiring search committee.  Job announcement drafts are reviewed by the Search Committee/Department Chair, Associate Director of Affirmative Action, Academic Senate, and appropriate Dean/Vice Chancellor/Chancellor.  

The Human Resources Academic Hiring Unit is responsible for ensuring that applicants meet the state-mandated minimum qualifications, including verification of degree(s) and relevant work experience.  Additionally, equivalency procedures for minimum qualifications and Administrative Equivalency have been established and are reviewed in accord with the Academic Senate Equivalency Committee.   A reference list of Foreign Degree evaluators is available for applicants requesting foreign degree evaluation.  Hiring Search Committees screen applicant materials and interview prospective candidates based on the stated job search criteria.  The Director of Human Resources and the Academic Hiring Unit monitor the hiring process and work collaboratively with the search committee chairs to ensure a fair, timely, and effective hiring process in compliance with mandated District policies.

Classified Positions
Faced with a slow state recovery and impending budget restrictions, the District sought among other things, to impose a hiring freeze in the classified unit.  The approval for filling classified vacancies shifted from the former Classified Positions Allocation Committee (CPAC), a shared governance committee, to the Vice Chancellors who determined whether to fill a position on a case-by-case basis.  Consequently, the job analysis and comparison analysis components (conduct District-wide analysis of requested job’s duties/functions to positions essentially similar to type, difficulty, and responsibility of work performed) were eliminated from this process.  Much discussion about the need to re-implement this process of analysis has taken place in the Joint Labor Management Council meetings.  As a response and in light of a slow but hopeful financial state recovery, the Vacancy Review Task Force was implemented by the Joint Labor Management Council effective October 2004.  
Pursuant to Education Code 88137, the District’s classified employees are covered by the City and County of San Francisco’s “merit system” of employment, which is overseen by the Civil Service Commission.  All non-exempt District classified positions have been reviewed and classified by the City and County of San Francisco Department of Human Resources (DHR) according to their duties and responsibilities.  Each classification has a job code number and descriptive title.  The duties and general characteristics for a position are contained in the class specification prepared by the Civil Service Commission.  The class specifications outline examples of the responsibilities and must not be considered complete and exclusive.  Any duty contained within the specifications may be assigned.  Responsibilities not specifically stated in the class specifications may also be assigned.  Positions that are essentially similar in the type of work performed, with similar levels of difficulty and responsibility, are placed in the same classification.  
If the classified position is new or an additional position is to be added to a department, a Job Analysis Questionnaire (JAQ) must be completed by the respective supervisor.  The JAQ is the survey instrument designed to elicit complete and thorough information regarding a specific position.  The information solicited includes the major function, essential duties and responsibilities, the knowledge, skills and abilities required to perform the essential duties, the working relationships, the budgetary responsibilities (if applicable), and other factors related to the job.  
Step 5: Provide rating of how well College meets the standard.  Provide written explanation of why you gave that rating.
My rating (see p. 1) is:  Superior
The reason I gave this rating is:  The alignment of the hiring process with institutional planning and the budget process is evident in the hiring procedures for each employee category.  Despite difficult setbacks in hiring resulting from financial hardships, the quality of student services and the number of students served continued to increase.
Step 6:
 Comments and suggestions relative to the College’s response to the standard
Standard 3.A.1 


Section:  The institution assures the integrity and quality of its programs and services by employing personnel who are qualified by appropriate education, training, and experience to provide and support these programs and services.
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