TEMPLATE INSTRUCTIONS – GROSSMONT COLLEGE

The attached template is used to recommend faculty members for the Screening and Interview Committee.

The template should be forwarded as an attachment via e-mail until there is concurrence of selection committee members:

1.
Department Chair/Program Coordinator serves as Screening and Interview Committee Chair. In the absence of a Department Chair/Program Coordinator, the first level supervisor serves as Chair or names a designee to serve as S&I Committee Chair.  If the S&I Committee Chair is first level supervisor or, in the event a designee is to be named, the appointment shall be made in consultation with the Academic Senate.  The Department Chair/Program Coordinator   completes section one of the template and sends it as an attachment to their e-mail to the Academic Senate President and College President with a copy of their e-mail to Affirmative Action Officer and Director, Employment Services.  In the absence of a Department Chair/Program Coordinator, the first level supervisor requests the Senate President, in accordance with senate procedures, to specify a Department Chair/Program Coordinator to appoint faculty members of the S&I committee and recommend other committee members.

2. The College President reviews the template attached to the e-mail and completes section two indicating administrative and other appointments to the S&I Committee.  The College President, using the forward key from the initial e-mail received from the Department Chair/Program Coordinator, forwards the 


e-mail with template attached to the Academic Senate President.  The Affirmative Action Officer and Director, Employment Services are copied on the President’s e-mail.

3.
The College President completes section three noting concerns, if any, regarding job related characteristics not addressed within the composition of the S&I Committee, and using the forward key from the e-mail sent to the Academic Senate President, forwards the e-mail with template attached to the Affirmative Action Officer.  The Director, Employment Services is copies on the President’s e-mail.

4.
The Academic Senate President reviews the template from the President and completes section four noting concerns, if any, and using the forward key from the President’s e-mail, advises of approval of faculty committee members.  


The Affirmative Action Officer and Director, Employment Services are copied on the Academic Senate President’s e-mail.

5.
The Affirmative Action Officer reviews the template from the Academic Senate President and College President and completes section five noting concerns, 


if any, or approval of the S&I committee.  Using the forward key from the Academic Senate President’s e-mail, the Affirmative Action Officer advises the Academic Senate and the College President of approvals with copies of the       e-mail to the Director, Employment Services.
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