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PROCEDURES AND PRACTICES FOR 
HIRING OF FULL-TIME AND ADJUNCT (PART-TIME) FACULTY 

 
 

ORGANIZATION 
I. Procedure for hiring full-time faculty 
II. Procedure for hiring adjunct (part-time) and temporary (full-time) faculty 
III. Procedure for employing faculty interns  
IV. Role of Human Resources and the Application Process 
V. Glossary of Terms 
 

I. The procedure for hiring full-time faculty is presented in four sequential sections: 
A. Development of Job Announcement 
B. Development and Role of Hiring Committee 
C. Screening Process 
D. Interview Process 

 
A. DEVELOPMENT OF JOB ANNOUNCEMENT 

1. The faculty of the division/discipline, the educational administrator of the area/division, and the faculty 
EEO representative will draft the job announcement in consultation with the Faculty Union. (The faculty 
EEO representative may be from within or outside of the division.  If a faculty member is not readily 
available, the educational administrator may assume the role of the EEO representative.) The District’s 
Equal Employment Opportunity Officer will review the job announcement and consult with the 
area/division for any adverse impact.   

 
2. The job announcement must contain the following sections: 

 
Introduction: A brief description of the position, relationship to division, the discipline offerings, and 
any special responsibilities. 
 
Required Minimum Qualifications: 1) the most current minimum qualifications as listed in the 
publication “Minimum Qualifications for Faculty and Administrators in California Community 
Colleges”; 2) the Academic Senate’s approved Equivalency (See Appendix A); 3) any appropriate valid 
credential(s); 4) and a specific reference to “sensitivity to and understanding of the diverse academic, 
socioeconomic, cultural, disability, and ethnic background of community college students” (Assembly 
Bill 1725; Education Code 87360).  If a candidate is claiming equivalency, an AVC Supplemental 
Equivalency Request Form must be provided and used. 
 
Desirable Qualifications:  A list of additional qualifications suggested by the division/discipline faculty, 
in consultation with the Faculty Union.  The Equal Employment Opportunity Officer will monitor the 
job- related, desirable qualifications for adverse impact.  If they appear to be too restrictive, he/she will 
meet with the division faculty and educational administrator to review qualifications. 
 
Duties of Position:  A list of typical duties, including the following: 

 
(1) A brief description of the primary responsibilities 
(2) A description of any co-curricular responsibilities (e.g. coaching, directing, etc.) 
(3) Reference to scheduling consideration (e.g. assignment to evening duties or off-campus) 
(4) Leadership responsibilities (e.g. responsibility for leading a specific aspect of an academic 

program) 
(5) Service responsibilities related to the academic and/or co-curricular assignment (e.g. advisory 

committees, standing committees, curriculum development, etc.) 
(6) A description of any other duties unique to the position 
(7) Closing date, list of required application materials, and address for submission 
 

Salary and Benefits:  A statement of the entry salary range and a brief description of fringe benefits in 
effect at the time of the job announcement. 
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 Required application materials:  An official, district application (signed and completed), a letter of intent, 
official transcripts (unofficial transcripts may be used to establish an application file), a curriculum vita or 
resume, and, when appropriate, verification of credentials and/or licensor, or professional experience.  It is 
the determination of the faculty whether to request current letters (dated within the last year) of 
professional reference for all positions in that division. 

 
B. DEVELOPMENT AND ROLE OF HIRING COMMITTEE 

1. The majority of the hiring committee members must be faculty members and must include a diverse membership that 
will bring a variety of perspectives to the assessment of applicant qualifications (Title 5: 53024 (f)). 

 
2. The membership of the committee must include discipline faculty members. (If discipline faculty are not available, 

faculty from a related discipline or, if related discipline faculty are not available, adjunct discipline faculty may be 
selected.)  

 
3.     The membership of the committee will also consist of the educational administrator of the division/area (who will serve 

as the committee chair and EEO representative if a faculty member is not readily available to do so) and an appointed 
Academic Senate representative. The Vice President with domain over the position will begin his/her participation at the 
point of interviews.   

 
4.     In the formation of the committee, the educational administrator for the position will consult with the discipline faculty 

of the division to formulate a preliminary list of committee members.  The educational administrator for the position, 
will request from the President of the Academic Senate the name of the individual (from outside the division) appointed 
to serve as the faculty representative of the Senate.  (This faculty member cannot serve as the faculty EEO 
representative.) 

 
5.     Once the preliminary committee is formed, the educational administrator will circulate the list to the division faculty for 

comment.  If changes must be made to the preliminary committee, the educational administrator will consult with the 
faculty who participated in forming the preliminary committee. 

 
6.    The preliminary committee list is forwarded to the District’s Equal Employment Opportunity Officer.  If there are 

identified concerns about the membership list, he/she will recommend changes to the educational administrator of the 
division.  The discipline faculty must agree to any changes made to the committee membership. The educational 
administrator will communicate the resolution of any concerns to the individual(s) in question.  

 
C. SCREENING PROCESS 

The following activities are sequential: 
1. At the first meeting, the EEO representative of the committee will train the hiring committee on Equal Employment 

Opportunity, as well as on relevant personnel practices.  The training should include the District’s EEO Plan as it relates 
to the current position.  The committee will identify the hiring criteria based on the job-related, desirable qualifications 
included on the job announcement, as well as on consideration of the District’s EEO Plan. 

 
2. The committee will draft questions to be used in the interviews for all candidates.  If desired, the job-related, 

supplemental interview activities or written material (e.g. teaching demonstration, sample lessons, syllabus, student 
handouts, etc.) for all candidates will be developed.  The District’s Equal Employment Opportunity Officer will review 
questions and supplemental interview activities or written material. 

 
3. The discipline faculty on the hiring committee and the educational administrator will review the application packets to 

determine if minimum qualifications have been met. For those candidate(s) claiming equivalency to the minimum 
qualifications, the faculty and educational administrator must agree that a candidate meets the equivalency criteria.  If 
they determine that the candidate(s) does meet the equivalency criteria, the candidate’s packet is forwarded to the 
Equivalency Committee (see Appendix A). NO CANDIDATE IN THE HIRING POOL CAN BE INVITED FOR AN 
INTERVIEW UNTIL THE EQUIVALENCY COMMITTEE HAS REVIEWED THE EQUIVALENCY EVIDENCE 
PROVIDED BY A CANDIDATE.   

 
4. The hiring committee will review only those application packets of candidates who meet minimum qualifications, as 

well as those that have been determined to meet the minimum qualifications through equivalency.   
 

5. The committee will determine which candidates shall be invited for interview based on the established hiring criteria.   
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6. The list of candidates will be reviewed by the District’s Equal Employment Opportunity Officer, who will then 
determine whether the pool includes reasonable representation in order to help meet the District’s EEO Plan.   If the EEO 
Officer determines that representative, qualified individuals have been excluded from the interview process and their 
inclusion would help the district meet the District’s EEO Plan, he/she will meet with the hiring committee to determine if 
any of those candidates will be invited for interview. 

 
D. INTERVIEW PROCESS 

1. The hiring committee will interview all candidates using the agreed upon and approved list of questions and 
supplemental activities/written materials.  Appropriate, job-related “follow up” questions may be included in the 
interview as long as (1) they are based directly on the candidate’s response to a question, (2) do not seek information 
outside of the scope of the established hiring criteria, and (3) are not in violation of EEO guidelines. 

 
2. The president may separately interview all candidates. 
 
3. Following the interviews, the committee will attempt to arrive at consensus regarding the recommendation of one or 

more candidates to make to the President.  If consensus cannot be reached, the Chair can request a vote or obtain a 
priority list of recommended candidates.  All members have an equal vote. 

 
4. If, after interviews, in consultation with the district’s EEO Officer, the hiring committee determines it cannot recommend 

a candidate(s) to the President, the committee may revise the job announcement, in consultation with the Faculty Union, 
and begin a re-advertisement of the position. 

 
5. Once the committee has reached a recommendation of one or more candidates, it will, along with the President, attempt 

to arrive at consensus to make a recommendation to the Board of Trustees.  
 
6. The President will forward the Committee’s recommendation (or recommendations if the committee is filling more than 

one position) to the Board of Trustees for final approval.  The President may report a dissenting point of  view to the 
Board of Trustee if he/she does not agree with the Committee’s recommendation(s).  The President will present to the 
Academic Senate President and committee, in writing, the reason for his/her dissenting point of view before taking 
recommendation to the Board of Trustees.   

 
However, the President may not make an alternative recommendation to the Board.  The expectation is that faculty 
recommendations regarding the hiring of faculty will normally be accepted is reinforced; only in exceptional 
circumstances and for compelling reasons communicated in writing to the hiring committee and to the President of the 
Academic Senate of the college will the Board not accept the committee’s recommendation.  The committee will then be 
reconvened and apprised of the Board’s decision. 

 
II. Procedure for hiring adjunct (part-time) and temporary (full-time) faculty 
 

a. Announcement of Positions  The Announcement of a Position will be drafted by at least one full time division/discipline 
faculty member, the faculty EEO representative, the educational administrator (in consultation with the Faculty Union), 
the Vice President of Human Resources and Employee Relations  (or his/her designee), and the Vice-President with 
domain over the position.  If a faculty member is not readily available, the educational administrator may assume the role 
of the EEO representative.  If necessary, revisions will be made to the Desirable Qualifications (see “Development of Job 
Announcement”) 

 
b. See Section I.A.2:  Full-Time Faculty Development of Job Announcement  

 
c. Hiring Committee Membership Each hiring committee will include the educational administrator and at least one full 

time discipline faculty member who currently teaches the subject matter covered by the job announcement. (If a 
discipline faculty member is not available, a faculty member from a related discipline may be included.)  The discipline 
faculty member on the hiring committee will also serve as the Academic Senate representative. 

 
d. Formation of the Hiring Committee The educational administrator for the position will consult with the discipline faculty 

who currently teach the subject matter covered by the job announcement (or performs other duties related to the position) 
to determine which faculty member will serve on the Committee.  If no full-time discipline faculty currently teach in the 
subject matter or perform similar duties, the educational administrator will consult with at least two full-time faculty of 
the division in reasonably related disciplines. 

 
e. See Section I C.3:  Full-Time Faculty Screening Process 
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f. Each committee member will have an opportunity to review the application packets prior to interviews being scheduled.  

g. If desired, supplemental interview activities or written material (e.g. teaching demonstration, sample lessons, syllabus, 
student handouts, etc) may also be included for adjunct hires. 
 

h.  Following the interviews, the hiring committee will determine which candidates will be placed in the pool of potential 
adjunct faculty. Once a candidate has been placed in a pool, the educational administrator may assign the adjunct faculty 
member(s) to teach/serve in the specified academic discipline as the divisional need requires and the law permits.  The 
adjunct faculty member will remain in the pool unless the District Part-Time Faculty Evaluation Procedure results in a 
recommendation to the Vice President of Human Resources and Employee Relations, or his/her designee, that the 
adjunct faculty member be dropped from the pool of faculty eligible for assignment, or has remained in hiring pool 
without an assignment for three years.   
 

 The appropriate Vice President will notify the Office of Human Resources and Employee Relations if an adjunct faculty 
 member has received an unsatisfactory evaluation or has remained in the hiring pool without an assignment for three 

years.  Upon that notification, the Office of Human Resources and Employee Relations will remove that adjunct faculty 
member from the appropriate hiring pool(s). 

 
 Emergency Hiring 
 

a. Vacancies occurring less than seven weeks before the start of a term shall be considered emergency hires when there are 
no instructors available in the established pool.  Any vacancy occurring seven weeks or more before the start of the term 
will be subject to the regular provisions of this hiring procedure.   

 
b. As soon as a need is established, the educational administrator will notify the Vice President of Human Resources and 

Employee Relations of the need to make an emergency hire. The Vice President of Human Resources and Employee 
Relations, or his/her designee, will provide the educational administrator with the most recent job announcement for the 
position.  The educational administrator, in consultation with the Faculty Union, will make any necessary revisions to the 
announcement.  The Vice President of Human Resources and Employee Relations, or his/her designee, and the 
educational administrator will determine appropriate methods of recruitment for the position and establish a timetable for 
the hiring procedure. 

 
c. The educational administrator will review the applications of candidates for emergency hire and interview the candidates 

who meet minimum qualifications.  When possible, a full-time faculty member will be involved in the selection 
procedure as stipulated in the hiring procedure for adjunct faculty.  If a candidate is claiming equivalency to the required 
minimum qualifications, the administrator must forward the application packet to the Equivalency Committee (per 
Equivalency Procedure:  Appendix A).  If the Equivalency Committee concurs with the educational administrator that 
the objective evidence supports the equivalency, then the educational administrator may select a candidate to interview. 
Once all interviews are completed, the educational administrator may select an individual to fill the emergency need.  (If 
a full-time faculty member was involved in the selection procedure, he/she will assist in the selection of the individual to 
be hired.) 

 
d. Adjunct faculty hired under this emergency procedure will not automatically become a part of the regular pool of adjunct 

instructors.  During the term for which the emergency hiring occurred, the adjunct position will be advertised and 
candidates will be added to the pool according to the normal procedure outlined above.  Candidates hired under the 
emergency procedure may be added to the regular pool after a satisfactory evaluation procedure that included 
participation by at least one full-time faculty member who currently teaches the subject matter.  If no full-time faculty 
member currently teaches the subject matter, a full-time faculty member in a reasonably related discipline will 
participate in the evaluation. 

 
 

III. Procedure for employing faculty interns (see Appendix B) 
 

The Faculty Internship Program at Antelope Valley College offers us the opportunity to increase the recruitment of new 
instructors and also enhance efforts to build a diverse and representative faculty.  The program introduces a faculty intern to the 
community college campus environment through a partnership with a tenured faculty member who acts as a mentor, providing 
a positive learning experience for the development of a faculty intern.  During an academic year, the program offers faculty 
interns the full range of faculty activities and experiences necessary to acquire the tools to become a successful community 
college instructor, counselor, librarian, or other faculty assignment. 
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California Code of Regulations (Subchapter 5) states that the governing board of any community college district may establish 
a faculty internship program pursuant to the provisions of the Subchapter and Section 87487 of the Education Code.  In 
accordance, governing boards may employ, as faculty interns within the program, graduate students enrolled in the California 
State University, the University of California, or any other accredited institution of higher education or in vocational and 
technical fields where a master’s degree is not generally expected or available, persons who are within one year of meeting the 
regular faculty minimum qualifications.  Persons who meet the regular faculty minimum qualifications but who lack teaching, 
counseling, library, or other community college faculty experience may also be included in the internship program.  The 
purpose is to enhance community college efforts toward building a diverse and representative faculty.  In order to accomplish 
this, the internship program shall place special emphasis on locating and attracting qualified graduate students who are 
members of underrepresented groups. 

 
IV. Role of Human Resources and the Application Process 
 

Human Resources will manage the flow of paperwork to ensure that the hiring procedure is followed.  In terms of the role of 
the Human Resources Office as it relates to determining equivalency, it will be to collect, date stamp, and forward applications 
and other pertinent information to the hiring committee.  The Human Resource Office will assist the hiring committee chair in 
providing the Equivalency Committee with the application and evidence provided by candidates identified by discipline faculty 
and dean for meeting claims of equivalency.    

 
V. Glossary of Terms 
 

For the purposes of this document, the following terms will have the designated meaning: 
 
1. Adverse or Disparate Impact—refers to a statistical measure that is applied to the effect of a selection procedure, and 

demonstrates a disproportionate negative impact on a historically underrepresented group per Title 5, Section 53024 (b).  
 
2.     Educational Administrator— refers to an administrator who is employed in an academic position designed by the 

governing board of the district as having direct responsibility for supervising the operation of or formulating policy 
regarding the instructional or student services program of the college or district.  Educational administrators include, but 
not limited to, chancellors, presidents, and other supervisory or management employee designated by the governing 
board as educational administrators per Education Code:  87002 (b). 

 
3. Equal Employment Opportunity—refers to practices that assure 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 per Title 5, 53024.   
 
4.  Protected Group—refers to any group defined in terms of ethnic group identification, race, color, national origin, 

religion, age, gender, disability, ancestry, or sexual orientation per Title 5, section 53024 (c). 
 
5.  Faculty—refers to all non-administrative academic staff, both classroom and non-classroom. 
 
6. Faculty Academic Senate Representative—refers to a faculty member from outside the area/division (except on an 

adjunct hiring committee) appointed to the committee by the Academic Senate President and trained in the hiring 
process. This faculty member brings breadth to the committee and helps ensure that the procedures/practices are being 
followed.  (This faculty member cannot serve as the faculty EEO representative.) 

 
7. EEO Representative— refers to a faculty member from within or outside the division/discipline.   If a faculty member is 

not readily available, the educational administrator of the area/division may assume the role of EEO representative. 
 
8.     Required Minimum Qualifications— refers to those qualifications listed in Title 5, Sections 53400-53430 and outlined in 

the “Minimum Qualifications for Faculty and Administrators in California Community Colleges” publication.  Education 
Code 87360 require that the following statement accompany each announced position: sensitivity to and understanding 
of the diverse academic, socioeconomic, cultural, disability, and ethnic background of community college students. 

 
9.    Desirable Qualifications— refers to meaningful characteristics that support the functional responsibilities of the position 

but are separate from the required minimum qualifications.  Desirable qualifications must be job related; they must NOT 
CREATE A BARRIER FOR EMPLOYMENT. 

 
10.    Equivalency—refers to the Academic Senate’s approved equivalency for the required minimum qualifications developed 

by discipline faculty.  The approved discipline equivalency shall be reviewed and affirmed by the Academic Senate 
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every three years.  If not reviewed and affirmed, the equivalency is no longer valid; at which time, the established 
minimum qualifications must be used. The approved equivalency cannot be less than the minimum qualifications, but 
can be more rigorous.   By law, a “single course equivalency” cannot be approved. 

 
11.    Discrimination—a decision based on improper criteria, including but not limited to, sex, race, religious creed, color, 

national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, sexual 
orientation, or Vietnam era veteran’s status. 

 
12.    Qualified—refers to persons who can carry out the duties of a particular position from the date of employment. 
 
13.    Consensus—refers to when the committee reaches collective agreement. 
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ANTELOPE VALLEY COLLEGE 

Office of Human Resources & Employee Relations 
 
 

ANNOUNCEMENT OF ACADEMIC POSITION 
 
 

POSITION:              
                   
SALARY:  provided by HR 
 
DEADLINE:           
 
START DATE:           
 
POSITION DESCRIPTION: 
Please provide a brief description of the position, relationship to division, college offerings, and any special responsibilities. 
               
               
               
               
               
               
               
                
 
MINIMUM QUALIFICATIONS:  
(from current Minimum Qualifications for Faculty & Administrators in California Community Colleges – include current senate-
approved equivalency, if available) 
               
               
               
               
               
               
                
 

• A California Community College Credential in the discipline, valid for life, may be considered for purposes of minimum 
qualifications. 

 
• Sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic background of 

community college students. 
 
DESIRABLE QUALIFICATIONS: 
               
               
               
               
                
 
DUTIES OF THE POSITION: 
               
               
               
               
               
               
                

[    ]  Full-time 
[    ]  Part-time 
[    ]  Tenure-track 
[    ]  10 mo. 
[    ]  11 mo. 
[    ]  12 mo. 

Approved: 
Dean:        
Faculty:     
Faculty:     
Faculty:     
Faculty:     
Faculty:     
Faculty Union:     
Date:    



Approved: May 31, 2007 Academic Senate Meeting    Page 8 

 
REQUIRED APPLICATION MATERIALS 

 
It is the responsibility of each candidate to assure all required materials are filed with human resources by the 
deadline date.  Faxed or emailed material will not be accepted.  Postmarks will not be accepted as a timely 
submission. 
 
 

1. Completed and signed AVC Academic Application 

2. Letter of Intent 

3. Transcripts of all college work from an accredited institution.  Unofficial transcripts may be used to establish the 
application file, however, if offered a position, official transcripts will be required.  A degree from a country other 
than the U.S. must be submitted with an evaluation from an accepted evaluation service. 

4. A resume or curriculum vita 
 

Optional material – please list optional materials to be submitted with required materials such as letters of 
recommendation or reference list; special licenses or credentials – must be job related; examples of work, etc. 

 
               
               
               
               

 
 
 

Office of Human Resources 
Antelope Valley College 

3041 West Avenue K, 
Lancaster, California 93536 

(661) 722-6311 
www.avc.edu 

 
A screening committee will review only completed application packets and the committee will determine each applicant’s 
qualifications.  Finalists will be notified for a personal interview via telephone.  Interviews will be held at Antelope Valley College.  
 
Antelope Valley College offers an extensive benefit package that includes full-family medical, dental, vision insurance, as well as 
employee life insurance and income protection plan.  
 
Candidates selected for employment will be required to provide verification of work authorization pursuant to INS regulations.  

 
Antelope Valley College prohibits discrimination and harassment based on race, religious creed, color, national origin, 
ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation. 
 
Upon request, we will consider reasonable accommodations to permit individuals with protected disabilities to (a) complete the 
employment or admission process, (b) perform essential job functions, (c) enjoy benefits and privileges of similarly-situated 
individuals without disabilities, and (d) participate in instruction, programs, services, activities, or events.   
 

AVC is an equal opportunity employer. 
 

 


