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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.3:  The institution systematically develops personnel policies and procedures that are available for information and review.  Such policies are procedures are equitably and consistently administered.
3.A.3.a. The institution establishes and adheres to written policies ensuring fairness in all employment procedures. 
3.A.3.b: The institution makes provision for the security and confidentiality of personnel records. Each employee has access to his/her personnel records in accordance with law. 
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 processes does the institution use to develop and publicize its personnel policies?
· How does the institution ensure that it administers its personnel policies consistently?  Do these policies and processes result in fair treatment of personnel?

3.A.3.a.  
The institution establishes and adheres to written policies ensuring fairness in all employment procedures. 
No questions.
3.A.3.b:
The institution makes provision for the security and confidentiality of personnel records. Each employee has access to his/her personnel records in accordance with law. 
· What are the institution’s provisions for keeping personnel records?

· How does the institution provide employees access to their records?

· How effectively does institution maintain personnel records?

Step 3:
 Review the Evidence
· District Policy Manual/Administrative Regulations on Hiring Procedures 

· See SEIU (Article 8) and AFT2121(Article 11)  union contracts for personnel records procedures
· For HR internal process for personnel records review consult with HR staff
Step 4: Briefly describe how CCSF is addressing this standard
STANDARD III A.3.a.

The institution establishes and adheres to written policies ensuring fairness an all employment procedures.

The employment policies and procedures for City College of San Francisco are stated in the Policy Manuel [P.M.3.02], the AFT 2121 and the SEIU 790 contracts, and in the Faculty [ref pages 1 & 10] and Classified Handbooks [ref pages 7-8]. 

The ‘State Education Code’ for recruitment and minimum qualification requirements for all faculty and administrative job announcements is listed on every job announcement. The ‘City of San Francisco’s Civil Service Commission’ criteria is followed and met on all classified job announcements that are posted.
When Administrative and Faculty positions become available, announcements are sent out nation-wide. The announcements are sent to every community college, U.C. State Colleges and Universities. The District also places publications in targeted publications and websites that are specific to the industry, discipline, location, ethnicity and/or gender. The classified announcements are handled in a similar fashion. By, doing this, the College addresses and meets the Equal Employment Opportunity and the Affirmative Action law.

The College meets the standard. The Human Resources Department and the Affirmative Action are office provide orientations for the search committee members. The process has been improved and includes Faculty/Administrative Hiring Orientation, Paper Screening Criteria Sample and Forms, and the Interview questions and teaching demo samples and forms. An Affirmative Action monitor attends every hiring search committee meeting and participates in the interviewing process to ensure compliance with all State and federal rules and regulations. 

A Faculty Handbook is given to every newly hired full-time and part-time faculty member during the new hire process. Upon receipt of the handbook, the member signs a form stating that they have received the booklet, and this form is filed in their personnel file. The Human Resources department generally updates the handbook every two years. The most current handbook was written during the  Fall 2003/Spring 2004 academic year and was distributed to all faculty members. 

The same process is done for classified employees. The most recent handbook was written in Fall 2004, and was distributed College-wide to all classified employees.

The first Administrative handbook is currently being written by the Human Resources staff in collaboration with the Administrative Association, and completion is targeted for the Spring 2005.

The Human Resources department continues to publish the ‘Employee and Hiring data report’ annually. This report provides a factual demographic breakdown on faculty new hire data by academic year.

The Policy Manuel was last updated in 2000, and the wording in the policy is vague in some areas and too general in others with regard to our hiring policies and procedures.  The Policy Manual and the Administrative Regulations fall under the auspices of the Legal Counsel.
In general, based on the information researched, the College consistently follows policies and procedures as mandated. Changes/updates are made accordingly to meet the needs and goals of our employees, and in compliance with local, federal, and state laws.

Standard 3.A.3.b:  The institution makes provision for the security and confidentiality of personnel records.  Each employee has access to his/her personnel records in accordance with law.
The institution makes provisions for the security and confidentiality of personnel records. Classified and academic files are kept in secure and locked areas in the Human Resources Department.   The personnel records are confidential and may only be viewed by authorized personnel.  Academic employees may view their personnel file by appointment with authorized Human Resources personnel as described in the provisions of the District/AFT 2121 Contract during regular business hours.   Classified employees may also view their personnel file upon written notice in accordance with the District/SEIU 790 Contract. Additionally, an employee may authorize/designate a Union representative or a representative other than the Union to review their file upon written authorization as described by both the AFT 2121 and SEIU 790 Contracts.   

In accordance with the District/SEIU 790 Contract, the District/AFT 2121 Contact and District policy there must be only one official District personnel file for each academic and classified employee.  Each personnel file consists of District employment records, educational advancement and other work experience that relates to employee service.  The following items are considered part of a classified and academic personnel file but are maintained separately:  time rolls, attendance records, payroll records work orders, TB records, history cards, salary cards, credential records, schedule files, and assignment files.  The District may add similar categories of routine personnel record-keeping as long as both the AFT 2121 and SEIU 790 Unions are notified respectively as described in the contracts.  Medical records and investigative reports are not filed in an employee’s personnel file.

Additionally, the ITS Department takes great measures within its technical infrastructure to secure employment records in the Banner information system.  Users have their own Oracle logon and password.  Within Banner, each user is given permissions only to view or update areas appropriate for their job duties.  Moreover, only the administrative area of the College is granted access to City College’s Banner information system. 
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 Human Resources Department and the Affirmative Action Office ensures that personnel policies, procedures, and laws governing the employment of personnel are available to employees for information and review, and that such policies are procedures are equitably and consistently administered.  Additionally, the Human Resources maintains the confidentiality and security of  personnel files in accordance with District policies and procedures and union contract, as well as providing prompt and courteous service to employees requesting access to their personnel file within the guidelines of the contract language.  

Step 6:
 Comments and suggestions relative to the College’s response to the standard
Attention needs to be placed on a regular and systematic updating of the Policy Manual and the Administrative Regulations, which fall under the auspices of the Legal Counsel. 
Standard 3.A.3


Section:  The institution systematically develops personnel policies and procedures that are available for information and review.  Such policies are procedures are equitably and consistently administered.


Standard 3.A.3.a


Section:  The institution establishes and adheres to written policies ensuring fairness in all employment procedures. 


Standard 3.A.3.b


Section:  The institution makes provision for the security and confidentiality of personnel records. Each employee has access to his/her personnel records in accordance with law. 
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