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Optimum staffing levels and priorities are based on multiple and often complex factors,
many of which are difficult to control or predict. This uncertainty requires planning
flexibility. The Plan’s flexible approach is a function of ongoing, systematic evaluation
to review and revise processes and assumptions, and relies on District planning councils
and the Chancellor’s Cabinet to make recommendations based on each council’s and
group’s unique requirements and priorities.

Integration with Accreditation and Strategic Planning

The creation of the Plan and Integration of the Plan with other District’s planning
processes complies with ACCJC Accreditation Standard III and Recommendation #5.
The District has implemented an integrated model of planning, evaluation and resource
allocation; of which the Staffing Plan is a component.

The District’s Staffing Plan assists the Colleges and District Office to systematically identify
and prioritize their staffing needs over a period that is aligned to the District's four-year
strategic planning cycle. As the plan will be implemented in 2016-2017, there will be an
update of the District’s Staffing in two years as the District transitions to the 2016-2019



Plan. Updating the Staffing Plan assures alignment with the District’s Strategic Plan and
integration with the Resource Allocation Model Planning.

The Staffing Plan will provide staffing metrics and require the Colleges and the District
Office to use a gap analysis to ensure sufficient staffing resources. Gap analysis requires a
comparison of current staffing levels to future staffing needs as informed by data,
assumptions, and known constraints, inclusive of estimated growth and attrition rates, as
well as a variety of other factors. The result is a range from current to optimum staffing
levels.

The Office of Human Resources will provide data, which together with the metrics and
gap analysis, will assist the Colleges and the District Office in formulating their yearly hiring
proposals. These hiring proposals will be based on their resource allocations and
communicated to the Chancellor's Cabinet as part of their annual budgets. The staffing
proposals will reflect the need to meet the Colleges' and the District Office's Strategic
Planning goals and/or objectives and will be in alignment with the District's Equal
Employment Opportunity Plan (Appendix A).

The Staffing Plan also contains a section which describes the processes for evaluating the
overall hiring process and staffing needs District-wide, as well as the timeline which
facilitates the integration of the Staffing Plan with the other District-wide plans, such as the
Strategic, Resource Allocation, Technology and Facilities Plans.

The District’s Staffing Plan is the District's first integrated Staffing Plan. The gap analysis
portion of the Staffing Plan is intended to assist in the planning processes of each College and
the District, as a whole. The use of staffing metrics for staffing requests serves as an
operational guideline to inform the process of staffing to identify areas of critical need. It is
likely that the subsequent annual Staffing Plan updates will follow the methodology
established for this initial Staffing Plan.



SECTION 1: Purpose of the District’s Staffing Plan

The purpose of the District’s Staffing Plan is to:

= Provide a process that ensures sufficient staffing for the effective operation of the
Colleges and the District Office, and ensures the efficient use of staffing resources

= Provide a process that aligns the Human Resources planning and decision-making
processes at each College and the District Office with Human R esources planning and
resource allocation decisions

= Provide minimum, common staffing metrics to facilitate District-wide consistency in
staffing levels

= Provide a process that ensures the Human Resources staffing metrics are considered
by the Colleges and the District Office when developing their individual staffing plans

* Ensure that the Staffing Plan is integrated with the other District planning processes: For
example, Strategic Plan, Facilities, Technology, the Resource Allocation Model (BAM),
the Resource Allocation Task Force for Classified Staffing Planning and Budget
Committee, Chancellor’s Cabinet Staffing Advisory Committee, and the District’s Equal
Employment Opportunity Plan.

It should be noted that staff will not be hired merely based on their ethnicity; however, a
diverse staff offers students a richness and greater understanding and appreciation of
other cultures, of diverse thought, and role modeling that can only be a benefit to their
educational experience.

SECTION 2: Process Used to Develop the District’s Staffing Plan

This is the first Staffing Plan for the Peralta Community College District. Future staffing
plan narratives may not contain this section; however, it seems appropriate to document the
process which led to the development of the District's initial Staffing Plan.

The primary responsibility for the initial development of this Staffing Plan was delegated
to the District’s Human Resources Office who researched staffing plans at the other
California Community College Districts, including multi-college Districts. Human
Resources then developed a list of critical elements to be included in the PCCD Staffing
Plan.

Under the direction of the Vice Chancellor of Human Resources and Employee Relations,
the Office of Human Resources will provide annual, employee data updates for use by
the Colleges and the District Office. These data will be available on the District's Office

5



of Human Resources intranet site. The Office of Human Resources will also be
responsible for making sure the Staffing Plan is in compliance with the District's Equal
Employment Opportunity Plan to be adopted by the Board of Trustees on June 21, 2016.

This Staffing Plan does not provide a list of specific positions to add or fill over a three-year
period, but rather presents a simple decision model to be used when the District is faced with
filling a new position within management, classified, and faculty to achieve or retain optimum
staffing levels within fiscal constraints.

The initial draft Staffing Plan was presented to the Chancellor’s Cabinet on May 23, 2016 for
review. It was then forwarded to the Resource Allocation Task Force for Classified Staffing and
the Policy and Budget Council on May 27, 2016 for review and feedback.

The document containing the constituent groups' recommendations will then be sent via the
Office of Human Resources to the Chancellor's Cabinet.

SECTION 3: Human Resources’ Long-Range Strategic Planning Integration with
District Planning Processes

The Long-Range Staffing Plan provides a strategy for meeting Institutional Goals and
maintaining institutional effectiveness by outlining a plan to ensure that the appropriate
staffing levels are maintained, the current staff are properly evaluated and developed, and
future staffing needs are properly assessed. The Staffing Plan will provide integrated
decision-making, planning and the resource allocation and processes that are
collaborative, transparent, evidence-based, effective, and efficient.

SECTION 4: Ensuring Sufficient Staffing Resources and their Efficient
Utilization

Section 4.a: Process Overview

The staffing metrics will be considered when determining staffing needs and developing
annual budgets to meet the Strategic Planning and programmatic needs that drive the
budgeting process at each work location. Section 5 provides details on the staffing metrics
and their usage.

Additionally, the Colleges and the District Office will use a gap analysis to determine if
they have sufficient levels of staffing. Section 6 explains the gap analysis process.

Section 4.b: Timeline and Process for Staffing Recommendations

Please see the chart below for a timeline indicating key dates related to Human
Resources staffing decisions. This is the ideal timeline; however, it is subject to
change based on other factors.



August- » Office of Educational Services completes the Full-Time

October Faculty Obligation Report using full-time and part-time
faculty FTES counts for the current Fall semester, and
submits it to the State Chancellor's Office

= Revision and evaluation of the HR Staffing Plan

November- e Determination of staffing needs by each College

December  Notify Office of Human Resources what positions to recruit for on
a national level by early December

January = District receives the Governor's proposed budget

The District’s Finance Office generates a preliminary projected

cost of salaries and benefits for the following budget year, and

sends this information to the Colleges for use in the District-wide
budgeting process

Human Resources recruitment begins for faculty (for fall start date) and
academic management positions (July 1% start date)

February - May

Human Resources recruitment continues for faculty
Note: Classified and management recruitments are ongoing

May- August

Board approves hiring of management positions

August- October

District receives the (FON) information from the State Chancellor's
Office.

Click on the following link for faculty disciplines, Minimum Qualifications for
Faculty and Administrators in California Community Colleges.

http://extranet.cccco.edu/Portals/1/AA/MinQuals/MinimumQ
ualificationsHandbook2012 2014.pdf

SECTION 8§: Staffing Metrics

Section 5.a: Process for Establishing Metrics

Metrics by employee subgroups will be used to evaluate new position requests and
assist in gap analysis. For example:

Metric Employee Subgroup

FTES/FTEF, PT/FT Instructional Faculty by Discipline by College
FTES/administrator by area Dean of Instruction by College
FTEF/administrator by area Dean of Instruction by College

Head count/custodian, building sq. ft./custodian | Custodian by College




Since many of these metrics have been established and the necessary data compiled, the
Human Resources Office will develop a process to periodically review the effectiveness of
each metric with respect to the corresponding employee subgroup for position requests
and gap analysis.

The Human Resources Office will oversee the collection of relevant data for computing
these metrics by the Office of Human Resources. Furthermore, Human Resources will
develop a process for all College staff, faculty, and administrators to access the data by
metrics, via the Human Resources and Institutional Research website.

The Resources Allocation Task force for Classified Staffing, the Colleges’ faculty prioritization
process, and the Chancellor’s Cabinet may consider the staffing assumptions below when
creating staffing metrics. Examples are:

Administrator
e Based on the number of anticipated students at the
location

* Based on the number of anticipated full-time equivalent students at the
location

e Based on the number of anticipated full-time faculty at the location

* Based on the number of anticipated part-time faculty at the
location

* Based on the number of anticipated classified staff at the
location

Classified support needed per Administrator

e Based on the number of anticipated students at the
location

* Based on the number of anticipated full-time faculty at the
location

e Based on the number of anticipated part-time faculty at the
location

e Based on the number of anticipated classified staff at the location

Custodial support
e Based on square footage and types of usage
* Based on the number of anticipated students at the location
e Based on the number of anticipated full-time faculty at the location

* Based on the number of anticipated part-time faculty at the location

e Based on the number of anticipated classified staff at the location
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Grounds support
¢ Based on the square footage and possibly complexity of the grounds at the

location

Maintenance support
* Based on the square footage, age, and condition of the location

* Based on the number of anticipated students at the location

» Based on the number of anticipated full-time faculty at the location
e Based on the number of anticipated part-time faculty at the location
e Based on the number of anticipated classified staff at the location

Faculty
e Compare by discipline using the metrics set out in Section 5.a.

e Assess unmet demand for a course.
e Availability of qualified part-time faculty

Section 5.b: Use of metrics for new position requests

New positions are based on programmatic need (e.g., Program Review) and funding dictated
by the Resource Allocation Model. Recommendations for new positions must go to the
Chancellor's Cabinet for approval. However, replacement positions are approved at the
College level, not the District level.

The Human Resources Office will develop a form to be included with each new position
request by a work location that includes the metrics for the particular position requested as
determined in Section 5a. The appropriate metrics shall be listed for each like position
within the department, College, and throughout the District. It will be the responsibility of
the College/District/Department requesting the position to fill out the form with the data
obtained from the Institutional Research website or the Human Resources website. The
College may list any other metrics or external data it believes necessary in justifying the
position. (Appendix B)

The following examples are meant to help explain and illustrate the process:

If a College is requesting a new faculty position in Philosophy, the form would list each
metric (such as FTES/FTEF) for Philosophy faculty at Berkeley City College, College of
Alameda, Laney College, and Merritt College.

e Berkeley City College students/ ___ Full-time equivalent faculty

o College of Alameda ___ students/ Full-time equivalent faculty
o Laney College _ students/ Full-time equivalent faculty
e Merritt College  students/ Full-time equivalent faculty
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If a College is requesting a new Instructional Assistant position, the following information
MUST be provided on the form:

What is the number of faculty this position supports?
What is the number of classes this position supports?
What is the number of students this position supports?

Compare the support required by this position against Instructional Assistant in the
same department.

Compare the support required by this position against Instructional Assistant in the
same College.
Compare the support required by other Instructional Assistants within the District.

If a College is requesting a new Instructional Assistant position, the following information
MAY be provided on the form:

Compare the support required by other Instructional Assistants within the same
discipline at other California Community Colleges.

The Office of Human Resources recommends that the following metrics be considered
as part of (but not necessarily all) of the metrics used in gap analysis and staffing
requests:

Number of FTES/FTEF by discipline for instructional faculty
Number of FTES/FTEF by area for non-instructional faculty
FT/PT ratio by discipline

Headcount/FTEF for non-instructional setting (counseling, etc.)
Number of FTES/employees by area for classified
Headcount/employee for classified

Number of FTES/employee by area for maintenance, grounds, custodial broken
up by square footage, and acreage where appropriate

Number of FTES/employee by area for technical/professional/skilled craft for
College staff and faculty/employee by area

Number of FTES/administrator by area for administrative executive,
managerial, director/coordinator

Full-time faculty overload per discipline

The Human Resources Office will produce data on staffing levels by employee
category to allow for staffing level comparisons across the District:

Faculty positions will be compared by discipline
10



e Classified positions will be compared by classification specification

e Classified management and academic administrator positions will be compared by
title

Staffing metrics are intended to provide a quantitative overview of staffing levels, inform
the hiring process at each College and the District as a whole, and present comparative data
to the Chancellor's Cabinet to inform them of the degree of need for each position.

SECTION 6: Gap Analysis

Section 6.a: Process to ensure established staffing metrics are considered

The District’s Staffing Plan requires the Colleges and the District Office to use a gap
analysis in their planning efforts to ensure sufficient staffing resources. A gap analysis
compares current staffing levels to optimal staffing levels for each employee subgroup to
help determine future needs as informed by data, assumptions, and known constraints.
Once the gaps are identified, recommendations are made to reduce/eliminate the gaps.
This gap analysis is repeated and appropriately adjusted over the three-year planning
cycle.

Typically, the sub-unit requesting a position will complete the gap analysis. Each
location is responsible for contributing and communicating the components of the gap
analysis relevant to their department. Employee data required for the gap analysis will be
provided by the Office of Human Resources. The Institutional Research Department at
each College and/or the District Office will provide PCCD data related to instruction.

Section 6b: Assess current staffing levels

The Office of Human Resources, the Resource Allocation Task Force for Classified Staffing,
and Chancellor’s Cabinet Staffing Advisory Committee will ensure that the staffing metrics
detailed in section 5a are used for the gap analysis to determine current staffing levels.

Because this is the first year for the District's Staffing Plan, metrics need to be developed
for many employee categories, as well as other relevant factors and data. The Office of
Human Resources, the Resource Allocation Task Force, and the Chancellor’s Cabinet Staffing
Advisory Committee may review the external data by a sub-unit for the gap analysis.

Section 6¢:. Determine optimum staffing levels

To some, the definition of optimum staffing levels is the luxury of having as many employees a
department might request. That would be the best of all worlds if one did not need to be
concerned with budget limitations, but we do. The optimum staffing levels may mean a small
but efficient staffing configuration that is only within budget, but reflects progress towards
decreasing the annual salary and benefits expenditures.

Optimum staffing levels may be determined two ways. One is to use the established staffing
metric for the District, which has been approved using the process described in Section 5, or
11



for the sub-unit (department/division) of a work location to base its justification for
establishing an optimum staffing level on factors relevant to their sub-unit, such as those
noted below. These may be used for either classified, faculty or management analysis:

e Budgeted and current staffing

o  Statutory and regulatory obligations (e.g., Faculty Obligation Number and 75/25
ratio per Education Code 87482.6 and CCR Title 5 51025, licensing contract hours

requirements, etc.)
e 50% law, California Education Code Section 84362, Title 5 59200, et seq.
¢ Equal Employment Opportunity Regulations, Title 5, Section 53000, et seq.
e Industry/staffing standards
e  Afttrition, retirement, and retention data

e  Full-time faculty hiring assumptions (e.g., 75/25, student demand beyond formal
enrollment, student educational plans, anticipated enrollment based on high
school data, how quickly a class closed because its reached maximum capacity)

e Board Policies and Administrative Regulations

e  Other District plans and priorities

e  Program review and planning

e District/College prioritization process

e Availability of qualified applicants for every employee category
e Number of FTES/FTEF by discipline for instructional faculty

e Number of FTES/FTEF by area for non-instructional faculty

e FT/PT ratio by discipline

* Headcount/FTEF for non-instructional setting (counseling, etc.)
* Number of FTES/employees by area for classified

e  Consideration of designated programs

e  Headcount/employee for classified

e Number of FTES/employee by area for maintenance, grounds and custodial
broken up by square footage, and acreage where appropriate

e Number of FTES/employee by area for technical/professional/skilled craft for
College staff & faculty/employee by area

e Number of FTES/administrator by area for administrative executive,
managerial, director

e Full-time faculty overload per discipline

e Number of students who do not get into a class off of the wait list

e Number of students who are on wait list (would be good data to help determine the
demand)

12



e The degree of change that the Governor's budget has undergone from the original
budget to the revised budget

e Systems and software support

e  Statutory requirements relative to staffing such as the Child Development Center
student to employee ratios and Board of Registered Nursing compliance

o Assess unmet demand for a course

To determine optimum classified staffing levels, a department may choose additional
factors other than those listed above such as industry standard for staffing levels.
Information such as this can be found on the United States Department of Labor website,
the Society for Human Resources Management website, etc. This includes standards such
as how many custodians, groundskeepers or electricians per building square foot. The age
of a facility can also impact these estimates.

Classified positions may be compared to other Districts. An industry standard metric for
classified staff is (Time per Task) X (Number of Tasks Annually) = PY Required. This
formula calculates how many personnel years are "needed" to perform the work of an
organization, as it is presently structured. For a full explanation of workload and staffing
analysis, please see District's Office of Human Resources website (information to be
loaded).

To determine optimum faculty staffing levels, a department may choose additional factors
other than those listed above such as comparing staffing levels to three to five other
California Community College Districts within Southern California, and Northern
California. Additionally, they may choose to add a metric to assess the unmet demand each
semester for each course.

To determine optimum administrative staffing levels, a department may choose factors
listed above as well as other factors. They may compare staffing levels at other multi-
College California Community College Districts similar in size and budget funding.

SECTION 7: Evaluation of the Staffing Plan Process

After completion of the initial Staffing Plan, the Staffing Plan and its elements will be
reviewed, evaluated, and updated annually as noted in Section 3. To inform this process,
the Colleges and District Office, as well as the Resource Allocation Task Force for
Classification Staffing, Policy and Budget Council, and the Chancellor’s Cabinet
Staffing Advisory Committee will be provided annually with updated data (employee
totals, attrition data, vacancies, etc.), as well as any updates to the District-wide
assumptions and constraints.

Qualitative input received by these constituency groups, as well as information obtained by an
annual survey, will be used to assess the efficiency of staffing practices to ensure sufficient
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staffing. This qualitative data will also be used to show how the Staffing Plan is functioning as
far as processes and alignment with other District-wide plans.

The evaluative discussion will focus on staffing levels, measures and processes. Areas of focus
for evaluation may include:

1. Staffing Levels
a. Were the recommended metrics followed?
b. Do the work locations think the recommended metrics are appropriate?
1. If not, why not?
c. Wasthe gap analysis process implemented at each work location?
L. If not, why not?

II. If yes, do you think it is, or will be an effective tool to reach
optimum staffing levels?

III.  Ifnot, why not?
d. Isstaff development necessary to address skills gaps?
L If so, which skills gaps?
II. What staff development would help address these skills gaps?

€. Do we need a process for addressing future skill gaps?

2. Staffing Measures
e How accurate were the forecasts of anticipated minimum levels, growth and
attrition rates?

3. Staffing Plan Process
e What procedural adjustments need to be made in terms of the Staffing Plan
itself?

The answers to these questions will inform the recommendations made by the Resources
Allocation Taskforce for Classified Staffing, the Policy and Budget Council, and the
Chancellor’s Cabinet Staffing Advisory Committee to the Chancellor's Cabinet and
determining annual plan updates.

14



STAFFING PLAN’S ASSUMPTIONS:

Changes in Staffing
*  Overall enrollment flat through 2017/18
* Increase faculty and staff in categorically funded areas

Productivity
* Full-time faculty members have a load of 15 LHE per semester.
* Part-time credit faculty members teach an average of 6.1 LHE per
semester
RESOURCES REQUIRED:

* Facilities

= Average space and cost assumptions
* Technology & Equipment

» Average technology and cost assumptions
* Financial

= Average staffing assumptions
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ANALYSIS CHARTS

Institutional Change

Common Staffing Implications

Change in focus, objective or
activities

Change in required skills

Changes in staffing “mix”
(both skills and staffing levels
simultaneously)

Enrollment or programs and
services expansion or
contraction

Changes in required staffing
levels

Changes in programs and
services mix

Changes in required skills and
staffing levels (e.g., in course
offerings, program
innovations, etc.)

Changes in markets or student
base

Changes in required sills and
staffing levels (e.g., in
enrollment or workforce
needs

Major capital
expenditures/projects

Changes in staffing levels to
support new projects

New skills to support new
technology

Reductions in staffing levels
where old systems are phased
out

Changes in production
technology

Changes in staffing levels to
support new projects

New skills to support new
technology

Reductions in staffing levels
where old systems are phased
out
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Institutional Change Common Staffing Implications

e Change in competitive e Reduced staffing levels (e.g.,
positions to reduce staff cost)

e New skills and additional
staffing required to support
new programs and approaches

e Productivity/quality e Changes in staffing “mix”
improvements (e.g., fewer but more highly
skilled staff)
e Changes in organization e Redeployments
structure e “Harmonization” issues (e.g.,
same position titles but
different levels)
e Merger and acquisition e Integration of two workforces
activity » Potential surplus staff (e.g.,

new laws requiring the
acquisition of adult education,
redundant staff positions)

RETIREMENT:

Retirement assumptions originate from taking the average between:

The average retirement age over the past 5 years and forecasting the
number of current employees approaching the average age.

The average number of actual retirements over the past 5 years.
Average age of full-time faculty
Average age of full-time classified employees

STAFFING PLAN GOALS - STRATEGIC IMPORTANCE:

* Invest to assist the implementation of the following goals:

000000

Master Plan

Strategic Plan

Student Success Plan

Facilities Construction Plan

Technology Plan

Staffing Plan

Invest to assist with the implementation of staffing needs:

17




O Program review
@ Resource Allocation Model

STAFFING PLAN GOALS - COMPLIANCE:

* Maintain compliance with:
O 50% Law
O Full-time Faculty Obligation (FON)

* Meet accreditation Standard III.A.2: “hire a sufficient number of qualified
faculty, staff and administrators to provide the services necessary to support the
institution’s mission and purposes.”

PURPOSE AND ROLE OF THE 3-YEAR STAFFING PLAN:

* District’s Mission

* District’s Comprehensive Master Plan Goals
O Educational Master Plan
Q Facilities Master Plan

* District’s Strategic Plan

* District’s Staffing Plan

* Technology Master Plan

* Long-range Financial Plan

*  Other District’s planning documents

08/26/16
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Appendix A

Peralta Community College District

Equal Employment Opportunity Plan

Adopted: June 14, 2016

PERALTA COMMUNITY COLLEGE DISTRICT
Office of Human Resources
333 EAST 8™ STREET * OAKLAND, CA 94606-2844
www.peralta.edu
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XVL

Introduction

Definitions

Policy Statement

Delegation of Responsibility, Authority and Compliance

Advisory Committee

Complaints

Notification to District Employees

Training for Screening/Selection Committees

Annual Written Notice to Community Organizations

Analysis of District Workforce and Applicant Pool

Analysis of Degree of Underrepresentation and Significant Underrepresentation
Methods to Address Underrepresentation

Additional Steps to Remedy Significant Underrepresentation

Other Measures Necessary to Further Equal Employment Opportunity
Persons with Disabilities: Accommodations and Goals for Hiring

Graduate Assumption Program of Loans for Education



1. Introduction

The Peralta Community College District’s (PCCD) Equal Employment Opportunity Plan (EEO
Plan) addresses the requirements of Education Code section 87106(b) for compliance with the Board
of Governors’ regulations on equal employment opportunity hiring, applicable state and federal
nondiscrimination statutes (Title VII Civil Rights Acts of 1964, Rehabilitation Act of 1973, etc...),
and for guidance in improving the equality of opportunity at PCCD, The principle of equal
employment opportunity applies to all aspects of the employment relationship and includes, but is
not limited to, initial consideration for employment, evaluation of performance, promotion and
advancement, compensation, access to training and other professional-development opportunities.

PCCD’s EEO Plan was adopted by the Board of Trustees on June 1, 2013. The cutrent plan has been
updated as required by the State Chancellor’s Office for the years 2016-2019. The EEO Plan reflects
the District’s commitment to equal employment opportunity where all qualified individuals have a
full and fair opportunity to compete for hiring and promotion and to enjoy the benefits of
employment with the district. It is the District’s belief that taking active and vigorous steps to ensure
equal employment opportunity and creating a working and academic environment which is
welcoming to all, will foster diversity, promote excellence and provide a positive student learning

experience.

Equal employment opportunity should exist at all levels and in all job categories listed in section
53004(a) of title 5. Ensuring equal employment opportunity also involves creating an environment
that fosters cooperation, acceptance, democracy, and free expression of ideas and that is welcoming
to all individuals. This EEO Plan is a written document in which workforce is analyzed and specific
plans and procedures are set forth for ensuring equal employment opportunity.

Through an educational experience in an inclusive environment, our students will be better prepared
to work and live in an increasingly global society. The EEO Plan’s immediate focus is equal
employment opportunity in recruitment and hiring policies and practices pursuant to the applicable
title 5 regulations (section 53000 et. seq.) and the steps the District shall take in the event of
underrepresentation of monitored groups. The EEO Plan also includes the requirements for a
complaint procedure for noncompliance with the title 5 provisions relating to equal employment
opportunity programs; complaint procedures in instances of unlawful discrimination; establishment
of an Equal Employment Opportunity Advisory Cominittee; methods to support equal employment
opportunity and an environment which is welcoming to alll; and procedures for dissemination of the
EEO Plan. To properly serve a growing diverse population, the District will endeavor to hire and
retain diverse faculty and staff who are sensitive to and knowledgeable of the needs of the
continually changing student body it serves.

! Diversity and equal employment opportunity are related but separate concepts. An environment that promotes
principles of diversity simultaneously promotes an accepting environment for implementation of equal employment
opportunity. Because of the interrelationship of diversity and EEO, Plan Compaonent 14 is dedicated to diversity
programs and projects as a way to further EEO efforts.
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Plan Component 2: Definitions

A. Guidelines

The District uses the following definitions to provide clarification and understanding of specific terms
used to help define EEO vocabulary. The definitions are taken from title 5, section 53001. The definition
of “diversity” is not in Title S, but it encompasses important considerations of inclusion that appear
throughout the District’s Plan.

B. Definitions

a) Adverse Impact: a statistical measure (such as those outlined in the EEO Comunission’s Uniform

b)

d)

Guidelines on Employee Selection Procedures) that is applied to the effects of a selection
procedure and demonstrates a disproportionate negative impact on any group defined in terms
of ethnic group identification, gender, or disability. A disparity identified in a given selection
process will not be considered to constitute adverse impact if the numbers involved are too small
to permit a meaningful comparison.

Business Necessity: circumstances which justify an exception to the requirements of section
53021(b)(1) because compliance with that section would result in substantial additional financial
cost to the district or pose a significant threat to human life or safety. Business necessity requires
greater financial cost than mere business convenience. Business necessity does not exist where
there is an alternative that will serve business needs equally well.

Diversity: means a condition of broad inclusion in an employment environment that offers
equality and respect for all persons. A diverse educational community recognizes the educational
benefits that flow from employee populations that are varied by race, gender, disability status,

belief, age, national origin, cultural background, life experience and other enriching

characteristics.

Equal Employment Opportunity: means that all qualified individuals have a full and fair
opportunity to compete for hiring and promotion and to enjoy the benefits of employment with
the district. Equal employment opportunity should exist at all levels and in all job categories
listed in section 53004(a). Ensuring equal employment opportunity also involves creating an
environment that fosters cooperation, acceptance, democracy, and free expression of ideas and
that is welcoming to men and women, persons with disabilities, and individuals from all
ethnic and other groups protected from discrimination by title 5, section 53000 et seq.

Equal Employment Opportunity Plan: a written document in which a district’s workforce is
analyzed and specific plans and procedures are set forth for ensuring equal employment
opportunity.

Equal Employment Opportunity Programs: all the various methods by which equal employment
opportunity is ensured. Such methods include, but are not limited to, using nondiscriminatory
employment practices, actively recruiting, monitoring and taking additional steps consistent with
the requirements of section 53006.

(1) Ethnic Minorities: American Indians or Alaskan natives, Asians or Pacific Islanders,
Blacks/African-Americans, and Hispanics/Latinos.

(2) Ethmic Group Identification: means an individual’s identification in one or more of the
4



h)

),

k)

D

ethnic groups reported to the Chancellor pursuant to section 53004, These groups shall be
more specifically defined by the Chancellor consistent with state and federal law.

Goals for Persons with Disabilities: a statement that the district will strive to attract and hire
additional qualified persons with a disability in order to achieve the level of projected
representation for that group by a target date established by taking into account the expected
turnover in the workforce and the availability of persons with disabilities who are qualified to
perform a particular job. Goals are not “quotas” or rigid proportions.

In-house or Promotional Only Hiring: means that only existing district employees are allowed
to apply for a position.

Monitored Group: means those groups identified in section 53004(b) for which monitoring and
reporting is required pursuant to section 53004(a). (Monitored groups are men, women, American
Indians/Alaskan  Natives, Asians or Pacific Islanders, Blacks/African-Americans,
Hispanics/Latinos, Caucasians, and persons with disabilities.)

Person with a Disability: any person who (1) has a physical or mental impairment as defined in
Government Code, section 12926 which limits one or more of such person’s major life activities,
(2) has a record of such an impairment, or (3) is regarded as having such an impairment. A
person with a disability is “limited” if the condition makes the achievement of the major life

activity difficult.

Projected Representation: the percentage of jmrsons fromm a monitored group determined by the
Chancellor to be available and qualified to perform the work in question.

m) Reasonable Accommodation: the efforts made on the part of the district to remove

artificial or real barriers, which prevent or limit the employinent and upward mobility of persons
with disabilities. “Reasonable accommodations” may include the items designated in
section 53025,

Screening or Selection Procedures: any measure, combination of measures, or procedures used as
a basis for any employment decision. Selection procedures include the full range of assessment
techniques, including but not limited to traditional paper and pencil tests, performance tests, and
physical, educational, and work experience requirements, interviews, and review of application
forms.

o) Significantly Underrepresented Group: any monitored group for which the percentage of persons

p)

qQ

from that group employed by the district in any job category listed in section
53004(a) is below eighty percent (80%) of the projected representation for that group in the job

category in question.
Target Date: a point in time by which the district plans to meet an established goal for persons
with disabilities and thereby achieve projected representation in a particular job category.

Timetable: a set of specific annual hiring objectives that will lead to meeting a goal for persons
with a disability by a projected target date.



III. Plan Component 3: Policy Statement

The District is committed to the principles of equal employment opportunity and will implement a
comprehensive program to put those principles into practice. It is the District’s policy to ensure that all
qualified applicants for employment and employees have full and equal access to employment opportunity,
and are not subjected to discrimination in any program or activity of the district on the basis of ethnic
group identification, race, color, national origin, religion, age, sex, physical disability, mental disability,
ancestry, sexual orientation, language, accent, citizenship status, transgender status, parental status, marital
status, economic status, veteran status, medical condition, or on the basis of these perceived characteristics,
or based on association with a person or group with one or more of these actual or perceived
characteristics. The District will strive to achieve a workforce that is welcoming to men, women, persons
with disabilities and individuals from all ethnic and other groups to-ensure the district provides an
inclusive educational and employment environment. Such an environment fosters cooperation, acceptance,
democracy and free expression of ideas. This EEO Plan will be maintained to ensure the implementation .
of equal employment opportunity principles that conform to federal and state laws.

The District’s Board Policy 3420 (Equal Employment Opportunity) states that, “The Chancellor shall
develop, for review and adoption by the Board, 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.”



IV.  Plan Component 4: Delegation of Responsibility, Authority and Compliance

It is the goal of the Peralta Community College District that all employees promote and support equal
employment opportunity because equal employment opportunity requires a commitment and a
contribution from every segment of the district. The general responsibilities for the prompt and effective
implementation of this Plan are set forth below.

1. Board of Trustees
The Board of Trustees is ultimately responsible for proper implementation of the district’s Plan at all
levels of district and college operation, and for sustaining equal employment opportunity as described by

methods in the Plan.

2, Chancellor

The Board of Trustees delegates to the Chancellor the responsibility for the ongoing implementation,
review and recommending approval of the Plan and for providing leadership in supporting the
district’s equal employmnent opportunity policies and procedures. The Chancellor shall advise the
governing board concerning statewide policy emanating from the Board of Governors of the California
Community Colleges and direct the publication of an annual report to the Board on Plan implementation,
The Chancellor shall evaluate the performance of all administrative staff who report directly to him/her
on their ability to follow and implement the Plan.

3. Equal Employment Opportunity Officer

The Vice Chancellor for Human Resources and Employee Relations has been designated the Equal
Employment Opportunity Officer who is responsible for the day-to-day implementation of the Plan. If the
designation of the EEO Officer changes before this Plan is next revised, the district will notify employees
and applicants for employment of the new designee. The EEO Officer is responsible for administering,
implementing and monitoring the Plan and for assuring compliance with the requirements of title 5,
sections 53000 et seq. The EEO Officer is also responsible for receiving and investigating complaints
described in Plan Component 6 and for ensuring that applicant pools and selection procedures are
properly monitored. '

Examples of Other Activities the EEO Officer might engage:
* Develop a Service Award Program for outstanding equal opportunity efforts;

o Conduct open forums to create opportunities for campus citizens to voice concerns, opinions, and

achievements;
e Conduct regular “brown bag” information sessions on equal opportunity issues

4. Equal Employment Opportunity Advisory Committee

The District will continue to actively encourage positive change and updates to enhance the diversity
programs through the Equal Employment Opportunity Advisory Committee. The EEO Advisory
Committee will act as an advisory body to the Equal Employment Opportunity Officer and the district as a
whole to promote understanding and support of equal employment opportunity policies and procedures.
The Equal Employment Opportunity Advisory Committee shall assist in the implementation of the Plan in
conformance with state and federal regulations and guidelines, monitor equal employment opportunity
progress, and provide suggestions for Plan revisions as appropriate.

5. Agents of the District
Any organization or individual, whether or not an employee of the District, who acts on behalf of the
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governing board with regard to the recruitment and screening of personnel, is an agent of the District and
is subject to all the requirements of this Plan,

6. Good Faith Effort
The district shall make a continuous good faith effort to comply with all the requirements of its Plan.



\'A Plan Component 5: Advisory Committee

The District has established an Equal Employment Opportunity Advisory Committee to assist the District
in monitoring and updating its Plan. The committee may also assist in promoting an understanding and
support of equal opportunity and nondiscrimination policies and procedures. The committee may sponsor
events or other activities that promote equal employment opportunity, nondiscrimination, retention and
diversity. The EEO Officer shall train the advisory committee on equal employment compliance and the
Plan itself. The committee shall include a diverse membership whenever possible. A substantial good faith
effort to maintain a diverse membership is expected. If the district has been unable to meet this
requirement, it will document that efforts were made to recruit advisory committee members who are
members of monitored groups.

The Advisory Committee composition shall include the following representatives when possible:

One (1) Student — Appointed by Peralta Student Council

Two (2) DAS Faculty Appointments

One (1) PFT Faculty Appointment

Two (2) Administrators appointed by the Chancellor or designee
Two (2) Classified Senate/Confidential Appointments

One (1) Joint Union Appointment (SEIU/Local 39)

One (1) DSPS Coordinator

The Equal Employment Opportunity Advisory Committee shall hold a minimum of three (3) meetings per
fiscal year, with additional meetings if needed to review EEO and diversity efforts, programs, and policies.
The committee will issue an annual report to forward recommendations and report on the status of any
projects. The committee is charged with:

1. Reviewing the programs of the District as they relate to equal opportunity areas;
2. Recommending administrative measures to improve the District’s performance; and
3, Fostering awareness of equal opportunity issues.

Chanelle Whittaker, Director for Employee Relations & Diversity Programs served as the 2015-2016
Chair of the Equal Employment Opportunity Advisory Committee. The names and diversity data of the
full comnittee are as follows:

Chanelle Whittaker-Afiican American

Cody Pelletier-Caucasian

Catherine Dubois-Caucasian, Native American
Doris Hankins-African American

Mario Rivas-Hispanic

Chriss Foster-African American

Arturo Davila-Sanchez-Hispanic

Sharon Clegg-African American

Pl e ap o

The Equal Employment Opportunity Advisory Committee meeting dates for the 2015-2016 academic year
were as follows:



December 16, 2015
April 6,2016

April 20, 2016
May 2, 2016

e o

During the above scheduled meetings, the committee reviewed the 2013 EEO Plan and discussed proposed
changes. The committee’s focus was on creating new ways to heighten Human Resources’ recruitment
measures to help ensure a more diverse workforce,

Additionally, the committee discussed the idea of creating an EEO Task Force. Members of the Task Force
would serve as EEO representatives on all hiring comnittees District-wide, to ensure EEO compliance.

The members of the Task Force would be trained on EEO procedures, discrimination and harassment, as
well as inclusion. Membership on the Task Force would be voluntary, however, members would be
removed if they did not attended annual training,

In reviewing the District’s EEO data, the committee discussed the progression and regression over the last
three years, with respect to the District’s EEO data.
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Plan Component 6: Complaints

Complaints Alleging Violation of the Equal Employment Opportunity Regulations (Section

53026). The district has established the following process permitting any person to file a

comnplaint alleging that the requirements of the equal employment opportunity regulations have
been violated. Any person who believes that the equal employment opportunity regulations have
been violated may file a written complaint describing in detail the alleged violation, All
complaints shall be signed and dated by the complainant and shall contain, to the best of the
complainant’s ability, the names of the individuals involved, the date(s) of the event(s) at issue,
and a detailed description of the actions constituting the alleged violation, Complaints involving
current hiring processes must be filed as soon as possible after the occutrence of an alleged
violation and not later than sixty (60) days after such occurrence unless the complainant can
verify a compelling reason for the District to waive the sixty (60) day limitation,

2. Cbmplaints alleging violations of the Plan that do not involve current hiring processes must be filed

as soon as possible after the occurrence of an alleged violation and not later than ninety (90) days
after such occurrence e unless the violation is ongoing. A complainant may not appeal the
district’s determination pursuant to section 53026 to the California Community Colleges State
Chancellor’s Office, but under some circumstances, violations of the equal opportunity
regulations in title 5 may constitute a violation of a minimum condition for receipt of state aid. In
such a case, a complaint can be filed with the Chancellor’s Office, but the complainant will be
required to demonstrate that he/she made previous reasonable, but unsuccessful, efforts to resolve
the alleged violation at the college and/or district level using the process provided by section
53026. (See California Community Colleges Chancellor’s Office Guidelines for Minimum
Conditions Complaints at: ,
http://extranet.cccco.edu/Portals/1/Legal/Guidelines/Min_Cond Complaints,pdf

3. Complaints Alleging Unlawful Discrimination or Harassment (Section 59300 et seq.) The district

has adopted procedures for complaints alleging unlawful discrimination or harassment. The Vice
Chancellor for Human Resources and Employee Relations is responsible for receiving such
complaints and for coordinating their investigation. The district’s discrimination and sexual
harassment complaint procedures are posted and maintained on the Human Resources website:
http://web.peralta.edu/hi/files/2010/09/Complaint-and-Investigation-Procedures-for-Employees-
and-Students-Unlawful-Discrimination-and-Sexual-Harassment2,pdf

4, Complaints Alleging Unlawful Discrimination or Harassment (Section 59300 et seq.) The district

has adopted procedures for complaints alleging unlawful discrimination or harassment. The Vice
Chancellor for Human Resources and Employee Relations is responsible for receiving such
complaints and for coordinating their investigation. The district’s discrimination and sexual
harassment complaint procedures are posted and maintained on the Human Resources website.
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VII. Plan Component 7: Notification to District Employees

The commitment of the Board of Trustees and the Chancellor to equal employment opportunity is
emphasized through the broad dissemination of its Equal Employment Opportunity Policy Statement and
the Plan. The policy statement will be printed in the college catalogs and class schedules, The Plan
and subsequent revisions will be distributed to the Board of Trustees, the Chancellor, administrators,
the academic senate leadership, union representatives and members of the District Equal Employment
Opportunity- Advisory Comunittees, The Plan will be available on the District’s website, and when
appropriate, may be distributed by e-mail. -

The Office of Human Resources will provide all new employees with a copy of the written notice
described above when they commence their employment with the District.

An annual notice may contain the following provisions;
1. The importance of the employee’s participation and responsibility in ensuring the Plan’s

implementation,
2. Where complete copies of the Plan are available, including in each campus library, in the

District’s public folders, on the campus and District websites, the Chancellor’s Office, the
Office of Human Resources, and Employee Relations.
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VIIIL. Plan Component 8: Training for Screening/Selection Committees '

Any organization or individual, whether or not an employee of the District, who is involved in the
recruitment and screening/selection of personnel shall receive appropriate training on the requirements of
the title 5 regulations on equal employment opportunity (section 53000 et. seq.); the requirements of
federal and state nondiscrimination laws; the requirements of the district’s Equal Employment Opportunity
Plan; the District’s policies on nondiscrimination, sexual harassment, recruitment, and hiring; principles of
diversity and cultural proficiency; the value of a diverse workforce; and recognizing bias. Persons serving
in the above capacities will be required to receive training within the 12 months prior to service. This
training is mandatory and individuals who have not received this training will not be allowed to serve on
screening/selection cominittees. The training will include an assessment/certification to ensure employees
understand the material they were provided with, The District may select to use online training as a
method for this mandatory training as well. The Equal Employment Opportunity Office is responsible for
providing the required training. Any individual, acting on behalf of the District with regard to recruitment
and screening of employees is subject to the equal employment opportunity requirements of title 5 and the
District’s Equal Employment Opportunity Plan. This provision includes any individuals who are not
employees of the District but are acting on behalf of the District.

13



IX. Plan Component 9: Annual Written Notice to Community Organizations

The Equal Employment Opportunity Officer will provide annual written notice to appropriate community-
based and professional organizations concerning the Plan. The notice will inform these organizations that
they may obtain a copy of the Plan, and shall solicit their assistance in identifying diverse qualified
candidates. The notice will include a summary of the Plan. The notice will also include the internet
address where the District advertises its job openings and the contact information of individuals to call in
order to obtain employment information. The District will actively seek to reach those institutions,
organizations, and agencies that may be recruitment sources. The District’s Equal Employment
Opportunity Officer will maintain a list of organizations which will receive this notice, This list shall be

revised from time to time as necessary.

The District’s Equal Employment Opportunity Officer, or designee, will identify the appropriate
organizations and notify them that they may obtain a copy of the Plan,
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X. Plan Component 10: Analysis of District Workforce and Ap.plicant Pool

Annually, the Office of Human Resources will analyze the District’s workforce composition and shall
monitor applicants for employment on an ongoing basis to evaluate the District’s progress in
implementing the Plan. HR will also provide available data needed for the reports required by this Plan
and to determine whether any monitored group is underrepresented when data is provided by the State
Chancellor’s Office for comparison, Monitored groups are men, women, American Indians/Alaskan
Natives, Asians or Pacific Islanders, Blacks/African-Americans, Hispanics/Latinos, Caucasians, and

persons with disabilities.

For analysis and reporting purposes, each applicant or employee will be afforded the opportunity to
voluntarily identify her or his gender, ethnic group identification and, if applicable, disability. Persons
may designate as many ethnicities as they identify with, but shall be counted in only one ethnic group for
reporting purposes. This information will be kept confidential and will be separated from the
applications that are forwarded to the screening/selection committee and hiring administrator(s). This
analysis will be done for each location in the District. The District will annually report to the
Chancellor the results of its annual analysis of employees.

At least every three years the Plan will be reviewed and, if necessary, revised and submitted to the
Chancellor’s office for approval based on an analysis of the ethnic group identification (a person may
designate multiple ethic groups which he or she identifies, but shall be counted in only one ethnic group
for reporting purposes), gender, disability composition of existing staff, and of those who have applied for
employment in each of the following identified job categories:

Executive/administrative/managerial;
Faculty and other instructional staff;
Professional non-faculty
Secretarial/clerical;

Technical and paraprofessional;
Skilled crafts; and

Service and maintenance

e Pk i

Analysis will be performed as needed and when data and reporting guidelines are provided by the state

Chancellor’s Office.
Title 5, § 53003(c)(6)

District Workforce Analysis
The Peralta Community College District’s workforce encompasses approximatelyl,500 employees in a

wide range of faculty, fulltime and part-time classified and managerial positions. Table 10.1 illustrates the
District’s EEO data for permanent employees during a nine (9) year period, from 2008 to present.
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As demonstrated in Table 10.1, in 2013 when the first EEQ Plan was adopted, the District’s overall
workforce included 719 permanent employees. By comparison, the District’s permanent workforce totaled
848 in 2016. Table 10.2 illustrates a side by side comparison of the growth in EEO demographics from

2013 to 2016.

Faculty 288 | 382




Latino/Hispanic 40 51

Unknown N 4_ 15

Gender 2013 | 2016

Gender 2013 | 2016

163 | 158

Table 10.2

In summary, from 2013 to 2016, the District increased its total permanent workforce by 129 employees. In
each of the following EEO demographic areas, the District also increased its numbers:

African American administrators;
Asian/Pacific Islander administrators;
Latino/Hispanic administrators;
Administrators self-identifying as unknown;
Female administrators;

Male administrators;

African American faculty;

Asian/Pacifica Islander faculty;

FRme oo o
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Native American faculty;
Latino/Hispanic faculty;
Caucasian faculty;
Female faculty;
. Male faculty;
Asian/Pacific Islander classified ;
Native American classified;
Latino/Hispanic classified ;
Classified self-identifying as unknown; and
Female classified

T.OT 0B g e

The District’s EEO demographics declined from 2013 to 2016 in the follow areas:

Caucasian administrators;
African American classified;
Caucasian classified; and

d. Male classified

oo

The District’s EEO demographics remained constant from 2013 to 2016 in the following areas:

a. Native American administrators
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XI. Plan Component 11: Analysis of Degree of Underrepresentation and Significant
Underrepresentation

Although the California Community College State Chancellor’s Office is no longer providing availability
data for comparison purposes in job categories, the District will focus on specific efforts in the hiring

process and continue to promote equity and diversity in the workplace.

The District will continue to monitor and analyze its hiring process to promote a diverse workforce. A
periodic review of new hire demographics will be conducted to evaluate program success and changes in

- the diversity of the PCCD workforce.

Analysis will be performed as and when data and reporting guidelines are provided by the state

Chancellor’s Office.
Title 5, § 53003 (c)(7)
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XII. Plan Component 12: Methods to Address Underrepresentation

Completion of this Plan requirement is contingent upon receiving legal valid availability data from
the State Chancellor’s office. Although the Chancellor’s Office is no longer providing availability data,
for comparison purposes the District will focus on specific efforts in the hiring process and continue to
promote equity and diversity in the workplace

The District will ensure equal employment opportunity, which involves creating an environment that
fosters cooperation, acceptance, democracy, and free expression of ideas, and that is welcoming to men
and women, persons with disabilities, and individuals from all ethnic and other groups that are
protected from discrimination. In so doing, the District places great emphasis on the recruitment of
potential applicants in order to create a diverse pool of qualified individuals from which to hire. With a
diverse pool, the District takes steps within the screening/selection process to allow for the hiring of
candidates with varied backgrounds who can contribute and effectively communicate in a diverse
community. The equal employment opportunity provisions below are applicable to all full-time and
part-time hiring, including any hiring meant to address the ratio of full-time to part-time faculty that
may be required by Education Code section 87482.6.

1t is the policy of the District to aggressively pursue a program of verifiable recruitment that is inclusive
and open to all individuals.

Efforts will be undertaken on a regular basis to develop and contact new recruitment sources that ensure
diverse pools of candidates. Diverse pools should include, but not be limited to, men, women, persons
with disabilities, and individuals from all ethnic and other groups protected from discrimination. All
recruitment announcements will state that the District is an “Equal Employment Opportunity Employer.”
The following provisions are included in The Recruitment and Hiring Procedures section:

Recruitment for open positions shall include, but not be limited to, placement of job announcements in
the following instruments:

O CCC Registry,

District website,

Office of Human Resources Job Board,

Chronicle of Higher Education (faculty and administrators),
Other targeted websites depending on the position,

Local and regional community newspapers (special recruitments),

O o o o o o

Publications, including electronic media that are distributed to the general market and to
newspapers, publications, and radio and television stations, whose primary audience is comprised
of groups found to be underrepresented in the District’s workforce.

0 Recruitment booths at job fairs or conferences oriented to both the general market and the
economically disadvantaged as well as those events drawing significant participation by groups
found to be underrepresented in the District’s workforce.
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* In January 2016, the Office of Human Resources attended a job fair organized by the CCC Registry, in
which a PCCD recruitment booth was made available to all attendees. A total of 177 individuals attended
the job fair, with a total of 70 attendees visiting the PCCD booth. Of the 70 attendees to visit the PCCD

booth, four applied for positions within PCCD.

Job Announcements

The District’s Recruitment and Hiring Procedures section on “Job Announcements” will include
the following provisions:

0 Job announcements will state clearly job specifications setting forth the knowledge, skills, and
abilities necessary to job perforinance. For all positions, job requirements will include
demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural,
disability, and ethnic backgrounds of community college students. -

O All faculty and administrative positions will state as preferred or desired qualification,
“Knowledge of multiculturalism and training in cultural proficiency.”

0 Job specifications, including any “required,” “desired,” or “preferred” qualifications beyond the
state minimum qualifications which the District wishes to utilize, will be reviewed by the equal
employment opportunity officer before the position is announced, to ensure conformity with
equal employment regulations and state and federal nondiscrimination laws,

O All job announcements shall state that the District is an “Equal Employment Opportunity
Employer.”

Review of Initial and Qualified Applicant Pools

Initial applicant pools will be reviewed for projected representation of monitored groups. Once the
initial pool is approved, the pool will be screened for minimum qualifications, resulting in a qualified
applicant pool. The qualified applicant pool will be reviewed so that no monitored group is
adversely impacted. Once the qualified applicant pool is approved, the pool may be forwarded to the
screening/selection committee. The District’s Recruitment and Hiring Procedures will include the
following provisions:

o The application for employment will afford each applicant an opportunity to voluntarily
identify his or her gender, ethnic group and, if applicable, his or her disability. This information
will be kept confidential and used only in research, validation, monitoring, and evaluation of the
effectiveness of the District’s equal employment opportunity program, or any other purpose
specifically authorized by any applicable statute or regulation.

e After the application deadline has passed, the composition of the initial applicant pool will be
analyzed to ensure that any failure to obtain projected representation for any monitored group is
not due to discriminatory recruitment procedures. If necessary, the application deadline will be
extended and additional recruitment will be conducted that eliminates diScriminatory recruitment
procedures and ensures that recruitment efforts provide a full and fair opportunity for a wide
diversity of potential applicants. When recruitment efforts have offered an opportunity for
participation to a wide diversity of potential applicants or further recruitment efforts would be
futile, applications will be screened to determine which candidates satisfy job specifications set
forth in the job announcement,
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o Before the selection process continues, the composition of the qualified applicant pool will be
analyzed to ensure that no monitored group is adversely impacted. If adverse impact is found to
exist, the Human Resources Manager or designee shall take effective steps to address the
adverse impact before the selection process continues. Such steps may include, but aré not

limited to:

1. Extend the deadline and undertake inclusive outreach efforts to ensure a diverse applicant
pool that provides equal opportunity to all qualified applicants seeking employment with the
District.

2. Include all applicants who were screened out on the basis of any locally established
qualifications beyond the state minimum qualifications which have not been specifically
demonstrated to be job-related and consistent with business necessity through a process
meeting the requirements of federal law.

3. If adverse impact persists after taking steps required as outlined in this component of the Plan,
the selection process may proceed only if:

a. The job announcement does not require qualifications beyond the statewide minimum
qualifications, or

b. Locally established qualifications beyond state minimum qualifications, if any, are
demonstrated to be job-related and consistent with business necessity through a process
meeting the requirements of federal law and suitable alternative selection procedures
to reduce the adverse impact were unavailable or

c. The particular qualification beyond statewide minimum qualifications which are
used in the job announcement are among those which the Board of Governor has
found to be job-related and consistent with business necessity throughout the
community college system.

5. The District will not advertise or utilize in future hiring processes for the same position or

a substantially similar position any locally established qualifications beyond state minimum

~ qualifications that the District was unable to verify under Step 2 above unless such qualifications
are so verified in advance of commencing any such future hiring process.

Underrepresented Groups

When a group of individuals are recognized as underrepresented, pursuant to the District’s EEO data
analysis, the Office of Human Resources focuses it recruitment efforts by advertising in diversity focused
publications targeted at reaching underrepresented groups.

Based on District-wide employee demographics illustrated below, the following groups have been
identified as underrepresented based on the demographics of Alameda County:

a. Caucasian administrators; and
b. Caucasian classified
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Screening/Selection Committee Procedures

All screening or selection techniques, including the procedure for developing interview questions, and
the selection process as a whole, will be:

O

O

Designed to ensure that, for all positions, meaningful consideration is given to the extent to
which applicants demonstrate a sensitivity to and understanding of the diverse academic,
socioeconomic, cultural, disability, and ethnic backgrounds of community college students;

Based solely on job-related criteria;

Designed to avoid an adverse impact, and monitored by means consistent with this section to
detect and address adverse impact which does occur for any monitored group;

When possible, every effort will be made, within the limits allowed by federal and state law, to
ensure sclection/screening committees include a diverse membership, Wthll will bring a variety
of perspectives to the assessment of applicant qualifications;

Selection/screening committees will be encouraged to include members from monitored groups;

The equal employment opportunity officer or designee should approve the makeup of
selection/screening committees. If the equal employment opportunity officer or designee does
not approve a selection/screening committee for lack of diversity, he or she should take
necessary steps to remedy the lack of diversity;

Before a person can serve on a selection/screening committee, he or she must receive equal
employment opportunity and diversity training;

Interviews must include at least one question which assess the candidate’s understanding of and
commitment to equal employment opportunity and his or her level of cultural proficiency.
Reference checks must include at least one question addressing such issues;

All screening materials must be approved for compliance with equal employment opportunity
principles.

Monitoring for adverse impact

0

After the selection/screening committee has conducted the paper screening and prior to
contacting any of the applicants for interviews, Interviews cannot be scheduled until the

applicant pool has been approved and cleared for adverse impact.

After the applicants have been interviewed and prior to forwarding finalists to the hiring
administrator. Finalists cannot be forwarded for hiring consideration until the applicant pool has
been approved and cleared for adverse impact.

If monitoring for adverse impact reveals that any selection technique or procedure has adversely
impacted any monitored group, the Equal Employment Opportunity Officer or his/her de31gnee
may do the following:

1. Extend the deadline and undertake inclusive outreach efforts to ensure a diverse applicant
pool that provides equal opportunity to all qualified applicants seeking employment with

the District.
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2. Suspend the selection process and take timely and effective steps to remedy the problem
before the selection process resumes.

3. 'When appropriate, assist the screening committee by discussing the overall composition
of the applicant pool and the screening criteria or procedures, which have produced an
adverse impact, provided that confidential information about individual candidates is not
disclosed.

If adverse impact results from locally established qualifications beyond state minimumn
qualifications that have not been verified as job-related and consistent with business necessity,
the use of such locally established qualifications will be immediately discontinued and any
applicants eliminated on the basis of such qualifications will be placed back in the pool and
continue to be considered during the hiring process.

Where necessary, the position may be reopened at any time and a new selection process initiated
in a way designed to avoid adverse impact.

The District will not designate or set aside particular positions to be filled by members of any
group defined in terms of ethnic group identification, race, color, ancestry, national origin, age,
sex, religion, sexual orientation, marital status, disability, or medical condition, or engage in any
other practice, which would result in discriminatory or preferential treatment prohibited by state
or federal law. The District will not apply the Plan in a rigid manner that has the purpose or effect
of so discriminating.

The District will review all of its current and future job specifications to ensure that seniority or
length of service is taken into consideration only to the extent it is job-related, is not the sole
criterion, and is included in the job announcemnent consistent with the requirements of Plan
Component 12, section 2) a) (see title 5, §§ 53022 and 53024(d)). Service will be considered
job-related for purposes of taking seniority or length of service into account only if it is closely
related to the actual teaching or other faculty assignment. Service in the same department will
not automatically be considered closely related unless the actual assignments within the
department are similar, The use of seniority or length of service will be assessed for adverse
impact in each selection process where it is taken into account, If adverse impact results from the
use of seniority or length of service as a job-related factor, the process will continue only if
applicants who were eliminated by the use of seniority or length of service considerations are
placed back in the pool and continue to be considered during the hiring process.

Selection testing for employees will follow procedures as outlined in the Equal
Employment Opportunity Commission’s Uniform Guidelines on Employee Selection
Procedures.

The hiring manager shall make all hiring recommendations based upon careful review of the
candidate or candidates recommended through the screening/selection committee. This includes
the right to reject all candidates and to order further review or to reopen the position where
necessary to achieve the objectives of the Plan or to ensure equal employment opportunity.

The District will review the pattern of its hiring decisions over time, and if it determines that
those patterns do not meet the objectives of the Plan, the district will request the Equal
Employment Opportunity Advisory Committee to recommend new methods to meet the Plan
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objectives, or if necessary, to modify the Plan itself to ensure equal employment opportunity.
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XIIL. Plan _ Component 13: Additional _Steps to Remedy Significant

Underrepresentation

If the District determines that a particular monitored group is significantly underrepresented with respect
to one or more job categories, the District will take additional steps consistent with Section 53006. At a

minimum, the District will:

1.

Review the District’s recruitment procedures and identify and implement any additional
measures which might reasonably be expected to attract candidates from the significantly
underrepresented group;

Consider various other means of reducing the underrepresentation which do not involve taking
monitored group status into account, and implement any such techniques which are determined to be
feasible and potentially effective;

Determine whether the group is still significantly underrepresented in the category or categories in
question after the measures described in (1) and (2) have been in place a reasonable period of time;
and;

If significant underrepresentation persists, the staffing rate for the significantly underrepresented
group in the specified job category or categories will be monitored on an ongoing basis until the
projected representation has been achieved for that group in the category or categories in
question.

If a reasonable period of time passes and significant under representation persists for a partlculal
group in the job category in question, the District will:

a) Review established “required,” “desired,” or “preferred” qualification being used to screen
applicants for positions in the job category to determine if it is job-related and consistent with
business necessity through a process meeting the requirements of federal law or among those
qualifications which the Board of Governors has found to be job-related and consistent with
business necessity throughout the community college system.

b) Discontinue the use of District established qualification that is not found to satisfy the
requirements set forth in paragraph (1) above; and

c) Continue using qualification standards meeting the requirements of paragraph (1) only where no
alternative qualification standard is reasonably available which would select for the same
characteristics, meet the requirements of paragraph (1) and be expected to have a less
exclusionary effect.

For the purpose of this section, “a reasonable period of time” means three years, or such longer
period as the CCC Chancellor may approve, upon the request of the Equal Employment Opportunity
Advisory Committee and the Chancellor, where the District has not filled enough positions to
appreciably affect its workforce in the job category in question.

Nothing in this section will be construed to prohibit the District from taking any other steps it
concludes are necessary to ensure equal employment opportunity, provided that such actions are
consistent with the requirements of federal and state constitutional and statutory nondiscrimination

law.
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Faculty Diversity Internship Program
Peralta Community College District is committed to being a leader in equal employment opportunity.

The Faculty Diversity Internship Program promotes understanding of, sensitivity to, and respect of the
diverse academic, socioeconomic, cultural, and ethnic backgrounds of community college students,
including students with disabilities.

Participants gain hands-on experience teaching in an ethnically diverse community college; share
knowledge and skills in a professional setting under the supervision of an experienced faculty member;
learn strategies and approaches to facilitate student learning, promote retention of students; and acquire an
understanding of college governance process, including policies and procedures.

The most recent analysis of the Equal Employment Opportunity data from the Faculty Diversity Inter nshlp
Program provided the following:

Total number of participants since Fall 2014: 38

Fall 2014: 3 participants
1 unknown Male

1 Asian Female

1 Native Hawaiian Female

Spring 2015: 9 participants
1 Black Male

1 White Male

3 Asian Females

1 Black Female

2 Hispanic Females

1 unknown unknown

Fall 2015: 13 participants
1 White Male

1 Asian Male

1 Black Male

1 White Female

2 Asian Females

3 Black Females

2 unknown Females

1 unknown Male

Spring 2016:13 participants
1 Asian Male

2 Hispanic Males

4 Black Females

2 Asian Females

1 Hispanic Female

1 White Female
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2 Asian Unknown

Full-time Faculty hired out of the Faculty Diversity Internship Program: 2

1 Asian - Female
1 Asian - Female

Faculty Demographics by College: Fulltime & Part-time

As illustrated below in Tables 13.1-13.8, the District has made significant efforts to diversify both its part-
time and fulltime faculty population.

Table 13.1

Fall 2014

Asian, Filipino, Vietnamese,
Chinese, Japanese, Korean,
. f\sian Pacific Islander 16 18 14

Mexican, Mexican American,
Chi

Y-
Fall 2013 Fall 2014 Fall 2015
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Table 13.2

Ethnicity Groups

Fall 2014

Fall 2015

Asian, Filipino,
Vietnamese, Chinese,
Japanese, Korean,
Pacific Islander

20

22

Mexican, Mexican
American, Chicano

14

13

Fall 2013

Fall 2014

Fall 2015
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Table 13.3

i

Ethnicity

Ethnicity Groups

Fall 2013

Asian

Asian, Filipino, Vietnamese, Chinese,

Japanese, Korean, Pacific Islander

43

Fall 2014

Fall 2015

39

43

'_no/ Hispanic

Mexican, Mexican American,
Chi

17

16

T e —

Fall 2013

Fall 2014

Fall 2015

167

151
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Table 13.4

Fall 2013

Asian, Filipino,
Vietnamese, Chinese,
Japanese, Korean,
Asian Pacific Islander 18 25 16

Mexican, Mexican
Latino/Hispanic American, Chicano 11 6 5
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Table 13.5

Asian, Filipino, Vietnamese,
Chinese, Japanese, Korean,
Pacific Islander

Mexican, Mexican American,

Chicano

Gender

RID

1

Fall 2014

Totél
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Table 13.6

Ethnicity

Ethnicity Groups

Fall 2014 | Fall 2015

Asian

Asian, Filipino, Vietnamese,
Chinese, Japanese, Korean,
Pacific Islander

R

Latino/Hispanic

Mexican, Mexican American,
Chicano

Unknown

Fall 2013

Fall 2014 Fa!l 2015
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Table 13.7

ot TR o, B e

X ; ; :'.—rn;;: i) L i o %
Ethnicity Groups

Asian

Asian, Filipino,
Vietnamese, Chinese,
Japanese, Korean, Pacific
Islander

13

19

22

Mexican, Mexican
American, Chi

iSencer

Fall

2014

“Female=
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Table 13.8

.Eth_nici_ty Groups

Asian, Filipino, Vietnamese,
Chinese, Japanese,

Korean, P ificﬂls‘l'a_nqt‘_aﬁr

14

.

Mexican, Mexican
American, Chicano

Gender

Fall 2013

Fall 2014

Fall 2015

i e
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XIV. Plan Component 14: Other Measures Necessary to Further Iiqual

Equal Employment Opportunity

The District recognizes that multiple approaches are appropriate to fulfill its mission of ensuring equal
employment opportunity and the creation of a diverse workforce. Equal employment opportunity means
that all qualified individuals have a full and fair opportunity to compete for hiring and promotion and to
enjoy the benefits of employment with the District. Equal employment opportunity should exist at all
levels and in all job categories. Ensuring equal employment opportunity also involves creating an
environment that fosters cooperation, acceptance, democracy, and free expression of ideas and is
welcoming to-men and women, persons with disabilities, and individuals from all ethnic and other

groups protected from discrimination.

To that end, in addition to the steps to- address underrepresentation and/or significant
underrepresentation, the District will offer District-wide multicultural diversity training to compliment
complement the multicultural diversity programs in existence at each campus. Offering District-wide
multicultural diversity training promotes the principles of diversity and multiculturalism, thereby
contributing to an effective equal opportunity program, District-wide online training is currently in the
implementation phase and is scheduled to begin by than Spring 2017.

The District will sponsor cultural events and secure speakers to highlight diversity related issues as well
as the importance and value of developing curriculum that is academically progressive and appropriately
reflective of our increasingly culturally diverse society. The District will also promote learning and
training opportunities to increase cultural awareness and sensitivity in relationships among colleagues
and in the approach to educating and serving students, The District will also periodically evaluate the
physical environment and work to maintain a District community that is responsive in meeting the needs
of its diverse employee and student populations. Options to consider when implementing a campus and
District Office diversity/multicultural program may include:

1. Commit to a formal Office of Diversity and diversity program that is part of the structure of the
District and that will be adequately funded and supported by the District and campus leadership.

2. Include guest speakers from underrepresented groups who are in leadership positions and who
may inspire students and employees alike.

3. Highlight the District’s equal employment opportunity and diversity policies in job
announcements and in its recruitment, marketing, and other publications. Include in job
announcements language indicating that candidates are required to demonstrate that they can
infuse diversity into their major job duties.

4. Conduct diversity dialogues, forums, and cross-cultural workshops.

5. Work with the Campus Curriculum Committee to assist in the development of a “Diversity
Instructional Tool Kit” as a resource for faculty interested in infusing diversity and
multiculturalism into their instruction or services to students.

6. Review and revise college/District publications and other marketing tools to reflect diversity in
_ pictures, graphics, and text to project an inclusive image.

7. Recognize and value staff and faculty who have promoted diversity and equal employment
opportunity principles by awarding a yearly diversity recognition award., .
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10.
11.

12.
13.

14.

Require a series of EEO/diversity workshops at all instructional improvement days (flex week or
staff development day).

Establish an “Equal Employment Opportunity and Diversity” online presence by highlighting the
District’s diversity and equal employment opportunity, ADA, sexual harassment and
nondiscrimination policies, procedures and programs on the District’s website. The website will
also list contact persons for further information on all of these topics.

Promote various cultural celebrations on campus.

Recognize multilingualism and knowledge of multiculturalism as a desired, and when
appropriate, required skill and qualification for community college employees.

Have a formal multicultural program on campus that is visible, valued and adequately funded.

Promote sabbaticals that will assist the District in achieving its equal employment opportunity
and diversity objectives.

Have formal diversity programs on campus and at the District office that are visible, valued and
adequately funded.

40



XV. Plan Component 15: Persons with Disabilities

See the definition of “person with a disability” in the definitions section of the Plan. A more detailed
definition of physical and mental disability is found in Government Code, section 12926. California has
a broader definition of disability than-the ADA. California also requires accommodations to be made
under circumstances where accommodations might not be necessary under federal law.

1. Reasonable Accommodations: Applicants and employees with disabilities shall receive reasonable
accommodations consistent with the requirements of Government Code, sections
11135 et seq. and 12940(m); section 504 of the Rehabilitation Act of 1973; and the Ainericans
with Disabilities Act. Such accommodations may include, but are not limited to, job site
modifications, job restructuring, part-time work schedules, flexible scheduling, reassigmnent to a
reasonably equivalent vacant position, adaptive equipment, and auxiliary aides such as readers,
interpreters, and note-takers,

The Office of Risk Management is responsible for handling requests for accommodations from
cutrent employees. The Office of Human Resources is responsible for handling requests from
applicants seeking such accommodations during the application process.

2. Procedures When Underrepresentation is Found: When persons with disabilities are found to be
significantly underrepresented, measures required under Plan Component 13 and 14 will be
implemented concurrently with the goals set forth below. The District will make every effort to
achieve the hiring goals by the target dates identified below and will discontinue them when
projected representation has been achieved for persons with disabilities in the category or
categories in question.

Analysis will be performed as and when data and reporting guidelines are provided by the State
Chancellor’s Office.
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XVI. Plan Component 16: Graduate Assumption Program of Loans for Education

[Plan Requirement - Education Code §§ 87106, 69618 et seq.]

The District will encourage community college students to become qualified for, and seek employment
as, community college employees. The District shall research and inform students about programs that
may assist them to complete their graduate studies and become community college employees. The
District will post informational flyers on the campuses concerning such programs, and make information
available in student newspapers, the course catalog, and in locations accessible to students, including but
not limited to, Counseling, Financial Aid, Admissions and Records, the Bookstore, and the Student
Center. Efforts will be made to inform graduate students in local colleges and universities about the

benefits of employment at a community college.

[Plan Requirement - Education Code §§ 87106, 69618 et seq.]

The district will encourage comnmunity college students to gain the qualifications necessary for
employment as community college employees. The district shall conduct research and inform students
about related undergraduate and graduate programs that may assist them in this effort. The district will
post informational flyers on the campuses concerning such programs, and make information available in
student newspapers, the course catalog, and in locations accessible to students, including but not Imnited
to, Counseling, Financial Aid, Admissions and Records, the Bookstore, and the Student Center. Efforts
will be made to inform graduate students at local colleges and universities about the benefits of and

opportunities for employment at a community college.
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Appendix B

PERALTA COMMUNITY COLLEGE
DISTRICT

STAFFING REQUEST FORM



DISTRICT -WIDE STAFFING A OMMITT

Process for Work Locations to Request NEW Positions ONLY

Purpose; This process allows for the provision of a written justification for a NEW
position. The dedication (or re-dedication) of EXISTING positions is left to the discretion of
the work location. The quantitative data (staffing metrics, gap analysis, and program
review process) are used to inform the degree of need for each position by examining
current staffing levels and comparing them to desired/optimum staffing levels at each
college/ District office and the District as a whole.

Approval of NEW positions is a four-stage process:
STAGE 1: The Work Location Reguest Process:

This process does not supersede the current college position prioritization process.

Requirements for Requesting New Positions: When requestiﬁg new positions, work

locations must:

Step 1: Complete and submit a gap analysis as illustrated below

» Faculty Requests:
o Comparison across the District within the same discipline by full-time

equivalent faculty (FTEF) to full time equivalent students (FTES)

o Comparison across the District by discipline by Weekly Student Contact
Hours (WSCH) to Full Time Equivalent Faculty (FTEF)

o Comparison across the District within the same discipline by the full-time
faculty to part-time faculty ratio-(75/25)

o Any other metrics or external data to justify the need for this NEW position
(see Examples Section 5a and 5b of the District’s Staffing Plan)

e C(lassified Requests:

o Compare the current number of employees in the SAME classification
within the SAME work location (Ex: compare number of Staff Assistants in
each division/department office)

o Compare the current number of employees in the SAME classification within
the SAME type of departments across the District. (Ex: Compare the number
of Staff Assistants in each division/department office across the District)

o Compare the ratio of students served to number of employees, for example
one (1) staff member per every “x” number of students served within the
same type of division/department across the District.
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o Any other metrics or external data to justify the need for this NEW position
(see Examples Section 5a and 5b of the District’s Staffing Plan)

o Administrative Requests:

o Compare the number of employees within the SAME classification and work
location doing similar work and reporting to another administrator with the
same or similar title (Ex: Deans have how many Office
Assistants/Department Clerical Assistant reporting to them using also the
number of full time faculty and part time faculty as part of the comparison?)

o Compare the number of employees within the SAME classification across the
District doing similar work reporting to another administrator with the same
or similar title (Ex: Deans have how many Staff Assistant /Department
Clerical Assistants reporting to them using also the number of full time
faculty and part time faculty as part of the comparison?)

o Any other metrics or external data to justify the need for this NEW position
(see Examples Section 5a and 5b of the District’s Staffing Plan)

Step 2: Work locations send the completed District Staffing Request Form along with
proof of funding for each position requested Chancellor’s Cabinet for review, via
District Human Resources Office. If the request for a NEW position does not have
funding, and thus request is also for additional funding from the District, a separate
justification for budget augmentation is required (see Examples Section 5a and 5b of
District’s Staffing Plan)

STAGE 2: Chancellor’ binet Process:

Step 1: Chancellor’s Cabinet Staffing Request Committee will review the District Staffing
Request Form to determine if the metrics and gap analysis in the request/rationale are:

e Correct and complete
» Sufficient, appropriate, and accurate
* Supported by the Data

Step 2: Chancellor’s Cabinet Staffing Request Committee’s Action Options:

e Forward to the Resources Allocation Task Force for Classified Staffing
¢ Forward to the PBC for review, input and recommendation
® Return to the work location with a request for additional information

Step 3: Chancellor’s Cabinet Staffing Committee:

* Meets to assess input and recommendations of the PBC’s requests for new
positions and prioritize



STAGE 3: Action of the Chancellor’s Cabinet

STAGE 4:

Decision of Chancellor’'s Cabinet communicated to the Resource Allocation Task Force for
Classified Staffing, PBC and requesting college/district department,



