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COLUMBIA COLLEGE FACULTY HIRING PRIORITIZATION PROCESS FOR FACULTY POSITIONS 
 

The timeline for the Faculty Hiring Prioritization Process is driven by Columbia College’s Strategic Plan, which includes an Action Plan 
to ‘recruit and hire innovative and exceptional faculty members who couple high expectations with high levels of student 
achievement, helping their students rise to the challenges set before them.’ In order to competitively recruit such faculty, it is 
imperative that the hiring process occurs in a timely and thorough fashion. The Columbia College Prioritization process is intended to 
meet the following hiring process timeline, estimated to take 16‐20 weeks: 

 

Hiring Process Timeline: 
Date Actions 
Late October Request to announce submitted to HR. 
Early November Screening committee members are appointed. Names are sent to HR for 

approval. 
Mid November Screening committee convenes to review job description and minimum and 

desirable qualifications. And generates recommendations of where the job ad should 
be posted. 

Late November HR notifies screening committee chair of Faculty Initiated Transfer Requests. 
Faculty pursuing transfer are interviewed in an expeditious manner. (Amount of 
time to prep for interview?) If not selected, the hiring process proceeds. 

Early December Position posted and advertised for a minimum of 30 days and preferably 60 days. 

Early February Application review period, screening committee has 1‐2 weeks to review 
applications. Screening committee meets to select applicants for interviews. 

Mid to Late February Chosen applicants are invited for interviews with two weeks to prepare (e.g. teaching 
demonstrations) and arrange for travel. 

Late February/ Early 
March 

Interviews conducted by screening committee and college president. 

April or May Board approval for new tenure track faculty 
 
 

To meet this timeline, the faculty prioritization process needs to be completed by late October. This process is outlined in the table on 
the following page. 

grollef
Text Box
Previous Faculty Hiring Prioritization Process - see page 4 for draft of new process in development



Timeline for the Faculty Prioritization Process: 
RESPONSIBILITY DATE ACTIONS 

1 CTE, ASHP, & SS Deans 
VPSS 

Senate President 
Faculty 

Fall In‐Service & 
First Fall Student 
Services Meeting 

The administrators and faculty will identify programs and/or departments that 
need a full‐time representative to submit a proposal, and forward them to the 
Academic Senate Executive who will then identify a full‐time representative to 
complete and turn‐in a proposal. 
Retiring faculty are encouraged to submit a letter of intent by September 15th to 
the Dean, so the College can plan accordingly. 

2 VPI Office End of second 
week 

The VPI Office will either electronically distribute the criteria and proposal form, 
or send a web address where the documents can be located to all faculty. 

3 VPI Office           VPSS, 
Deans, Researchers & 

Faculty 

September The VPI Office will schedule a workshop before the end of the month for the 
Deans and Faculty to develop proposals. During the workshop, assistance will be 
provided by the Institutional Research department to auto‐populate the proposal 
with relevant data. 

4 Faculty 
or 

Designated Representative 

First Friday in 
October 

The Faculty (or designated representative) will submit their proposal(s) by 
electronic the Senate President. Proposals still active from the previous year will 
become part of the proposal pool.* 

5 Senate President Mid‐October 
Special Senate 

meeting 

The Senate President presents submitted proposals at a Senate meeting to 
inform the Senate members, and will give the Senate an opportunity to respond. 
The Senate President forwards the proposals to the FHPC committee in 
preparation for the prioritization meeting. 

6 VPI Office October The VPI Office will schedule the Faculty Hiring Prioritization Committee meeting 
to consider proposals. 

7 Faculty Hiring Prioritization 
Committee: 

VPI 
VPSS 
CTE Dean 
ASHP Dean 
Senate President 
Senate President‐elect 
Senate Past‐President 
YFA V.P. 

End of October The Faculty Hiring Prioritization Committee (FHPC) will: 
a) Consider all proposals 
b) Prioritize all proposals based on the published criteria 
c) Make recommendations to the College President* 

*Identify positions that are based upon contingency of retirement

Any member of the FHPC can designate an appropriate substitute if they are 
unable to attend the meeting. 

8 VPI 

Senate Representatives 

End of October The VPI forwards FHPC recommendations to the College President and completes 
the ‘Authorizations’ sheet on page 3 of this document. 
Senate Representatives communicate the recommendations to the Senate with 
the committee’s rationale. 

9 College President End of October The College President acts on FHPC recommendations and forwards positions(s) 
to the District as appropriate and informs the appropriate administrator and 
Senate President to begin the screening process. 

10 Senate President March Senate 
Meeting 

During the regular full Senate meeting in March, the Senate will review the 
current faculty staffing status to inform the Fall division meeting discussions. 

11 Faculty Replacement 
(outside of timeline) 

On or before the 
1st day of Spring 

Semester** 

The above actions #4 through #9 will be followed. Any proposals submitted in 
October that were not selected for the hiring process will be reconsidered. 

*Note: Proposals that are not filled are active for two years unless withdrawn by Faculty. The Institutional Research Department will update data for 
the second year, and Faculty are welcome to add additional information to the proposal. 

** Faculty Replacement outside of timeline. When a faculty member announces their retirement after the first day of Spring Semester or a faculty line 
opens for another reason (e.g. emergency replacements, long‐term subs, late announcement of new positions) the best course of action for students 
and the college will be discussed between the Academic Senate Executive and Administrators. Possible courses of action include: launching the search 
for a tenure track position, a full‐time temporary position, or part-time faculty. 
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Authorizations 
 

This verifies the Faculty Hiring Prioritization Committee met and reviewed the Faculty Hiring Prioritization Process for 
New/Replacement Faculty Positions. 

 
The Committee has verified all letters of intent to retire, considered all submitted new and replacement proposals together 
and has prioritized all proposals based on the published criteria. 

 
The proposals being recommended and sent forward to the College President for the 20 academic school year are: 

 
 

Faculty Position Order 
  

  

  

  

  

  

  

  

  

  

 
 

NOTES: 
 
 
 
 
 
 

x      
Columbia College Vice President of Student Learning date 

 
 
 
 

x      
Columbia College Academic Senate President date 



Columbia College Faculty Hiring Prioritization Process  
(Fall 2021 Working Version) 
 

 

The faculty and administration of Columbia College strive to provide a spectrum of full-time faculty positions 

that support the mission, strategic goals, and educational programs of the College, align with its values, and 

support its diversity, equity, and inclusion efforts.  The College President is entrusted with the responsibility to 

shape and direct the institution to best meet the needs of its students and community in the present and 

future. Full-time faculty hiring is one such area that affects the immediate year and twenty-plus years into the 

future. It’s about the next 30 years, not the last 30 years.  This process is designed to fully inform the President of 

the needs and interests of the College community prior to making these important decisions.  

 

Proposals for full-time positions are developed as follows: 

Step 1 (Prior to In-service): The College President, with assistance from administrative and faculty leaders as needed, 

prepares a College Outlook document indicating the pending needs of the institution and what is known about 

full-time hiring for the subsequent year to present at the all college in-service meeting. 

Step 2 (In-service to end of week 1?):  The faculty and administration use the College Outlook as a starting point to 

hold for a discussion ing of the faculty hiring needs of the college. Divisions discuss and identify proposers for 

step 3.  It’s about the next 30 years, not the last 30 years.  

GET FEEDBACK FROM SENATE OF WHOLE ABOUT THIS PIECE  

• Comment period/Canvas Discussion/meeting with Admin and faculty??  

• We want to hear about what is needed/where to grow/what vacancies from CTE, ASHP, student services, 

classified support staff, with admin all together.  

• Discuss and identify the person(s) to submit each proposal. 

• Suggest that conversation occurs at Division Meeting 

Step 3: Request a position  

Phase 1 (End of Week 3):  Faculty members propose positions, listing the basic framework of subjects to be 

taught or areas of service to be provided. Author(s) of each proposal are designated Proposer(s) 

Phase 2 (End of Week 4):  The College Research and Planning department prepares FHP Position Data 

illustrating college, district, state, and/or community data, enabling comparison of the relative merits of 

each submission.  The Division Dean provides relevant position-specific administrative information. 

Phase 3 (End of Week 6):  Proposer(s) utilize the data provided by Research and Administration to explain the 

need for the position submitted, providing other information and data for consideration. 

Step 4: Rank proposals 

Phase 1 (Start of week 7): Faculty receive a survey for Initial Ranking and Comments based on position 

proposals. 
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Phase 2 (Week 8):  The Academic Senate holds a special FHP Ranking meeting where survey results guide the 

discussion to understand the needs and preferences of the faculty at large to decide the Final Ranking and 

provide Talking Points for each position. 

Step 5 (Week 9):  Academic Senate and Administrative Leaders meet together to develop a joint recommendation to 

the President. 

Step 6 (ASAP):  To facilitate faculty recruitment beginning in January, President informs the campus community of 

which faculty position(s) will be hired in the coming year along with their rationale (this step is required before 

the remaining hiring steps can be taken process can begin).  
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Step 3: Request a position (three phase process outlined below) 
 
Phase 1– Request for data regarding faculty hiring 
Due: End of Week 3 

 

Based on discussions of College needs, what position should be hired? 

1. Proposer(s) name/emails: (fillable text box, multiple lines)  

 

2. Proposed Position Title (complete one line) 

a. If instructional faculty:  Instructor of ____ fillable text box _________________ 

b. If noninstructional faculty:  _______ fillable text box ___________ 

 

3. Position Type (select one) 

a. Tenure-Track Fulltime 

b. 1-Year Temporary Fulltime 

c. 1-Semester Temporary Fulltime 

 

4. Faculty Role (radio button) 

a. CTE (requires labor market information) 

b. ASHP 

c. Student Services 

 

5. If this is a replacement, for whom and why? fillable text box, multiple lines 

 

6. Expected Duties (Check all that apply) (checkboxes) 

 

a. Teaching – In what area(s)?  Allow drop-down, several lines possible, using existing subject 

codes or Other. 

 

b. Counseling – In what area(s)?  (fillable text box, multiple lines Multiple lines) 

 

c. Program Coordination fillable text box, multiple lines 

 

d. Anything else that the research department should know in putting together data to support 

the submission (fillable text box, multiple lines text box) 

STOP HERE and SUBMIT by email to 1) Appropriate area Dean and 2) Academic Senate Administrative 

Secretary who will retain a copy and forward the request to VPI/VPSS/Director of Research and Planning 
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Phase 2 – Research and Administration Provide Data 
Due: End of week 4 

1. Director of College Research and Planning will supply to Proposer(s) via email: 

 

a. Uniform FHP Position Data for instructional programs and/or relevant data for student services 

programs.  (Conferring with faculty, staff, and administrators if necessary to gather data 

regarding student service areas.) 

 

b. CTE labor market information, if applicable. fillable text box, multiple lines 

 

2. Division Dean – Complete this section: 

a. Proposed 2-year schedule of teaching/duties. (Include course title and C-ID #, if applicable.) 

a. Make table fillable text box, multiple lines 

 

Fall Year 1 % Load Spring Year 1 % Load 
Course 1   Course 1   
Course 2   Course 2   
Course 3   Course 3   
Course 4   Course 4   
Course 5   Course 5   

NonInstruc   NonInstruc   

Total Load  Total Load  

Fall Year 2 % Load Spring Year 2 % Load 
Course 1   Course 1   
Course 2   Course 2   
Course 3   Course 3   
Course 4   Course 4   
Course 5   Course 5   

NonInstruc   NonInstruc   

Total Load  Total Load  

  

b. Specify the funding source(s) for this position: fillable text box, (Fund 11 or Fund 12-Specify and 

give %s)_______________ 

c. Is this position mandated? ____ fillable text box ____ If so, by whom or what? (attach evidence) 

_____ fillable text box ________ 

d. Are existing resources/facilities sufficient to support this position? _ fillable text box ____If not, 

explain:  __ fillable text box ____ 

e. Attach CTE Advisory Committee minutes recommending the position, if applicable. fillable text 

box, multiple lines 
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Phase 3 – Rationale and Data Analysis  
Due: End of week 6 

Introduction:  Proposer(s) to: 

1. Explain to your colleagues and the college administration why we need this position.  Provide insight and 

additional information as needed to tell the story of the need for this position. (fillable text box, multiple lines 

Text box) 

   

2. Copy and paste the minimum qualifications category(s) that apply to this position from the CCCCO’s Minimum 

Qualifications Handbook.  Explain any nuances, if necessary.  (fillable text box, multiple lines Text box) 

 

3. Describe how the position will help fulfill Columbia College’s Mission and Strategic Goals. (fillable text box, 

multiple lines Text box) 

 

4. Describe how the position aligns with Columbia College’s Core Values. (fillable text box, multiple lines Text 

box) 

 

5. Describe how the position supports diversity, equity, and inclusion at Columbia College. (fillable text box, 

multiple lines Text box) 

 

6. Describe why the College would be better served by hiring a full-time faculty member than by providing these 

courses or services via part-time faculty members.  (fillable text box, multiple lines Text box) 

Now, on to the data analysis… 

In this section, please refer to the FHP Position Data that was delivered to you via email from the Research Office 
illustrating trends relating to the proposed position over the past several years. 
 
Complete this section if you are requesting a Student Service faculty member. 
The data supporting Student Service faculty and program areas is unique for each area.  Examine the FHP Position Data 
and provide an analysis that will help your faculty colleagues and the administration understand what they indicate 

about this faculty proposal.  In other words, what are the data telling us?  (fillable text box, multiple lines Text Box) 
 
Complete this section if you are requesting an instructional faculty member, or a student service faculty member who 
may teach as a component of their load. 
The FHP Position Data summarizes department-wide outcomes in completed years between Academic Year (AY) 2017-
18 and AY2020-21. For each department data is structured into four topic areas: 
 

A. Primary Program Enrollment 
B. Program Completion 
C. Course-Section Enrollment 
D. Faculty Load 

 
Each topic area contains tables and charts that are marked with an exhibit code (e.g., A1, A2, B1, etc.). Each question 
below references one or more of these exhibit codes to make critical information easy to find.  
 

Field Code Changed

https://www.cccco.edu/-/media/CCCCO-Website/About-Us/Divisions/Educational-Services-and-Support/Academic-Affairs/What-we-do/Curriculum-and-Instruction-Unit/Minimum-Qualifications/updated_cccco_2020_report_min_qualifications-a11y.pdf?la=en&hash=976FF09D36A5141E9710046EFF9CEC13F5AC80E7
https://www.cccco.edu/-/media/CCCCO-Website/About-Us/Divisions/Educational-Services-and-Support/Academic-Affairs/What-we-do/Curriculum-and-Instruction-Unit/Minimum-Qualifications/updated_cccco_2020_report_min_qualifications-a11y.pdf?la=en&hash=976FF09D36A5141E9710046EFF9CEC13F5AC80E7
https://www.gocolumbia.edu/about/mission.php
https://www.gocolumbia.edu/about/goals.php
https://www.gocolumbia.edu/about/core.php
https://www.gocolumbia.edu/governance/dei/


If you need help working with the supporting materials, or would like some additional information that was not provided 

to you to make the case for a faculty hire, please contact Ben Marcus in the Columbia College Research and Planning 

Office (marcusb@yosemite.edu). 
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A) Primary Program Enrollments  
Primary program enrollments can be thought of as declared “majors” or “award pathways,” that the student has chosen, 

and refer to academic programs delivered through the department. Please refer to Exhibits A1 and A2 in the FHP 

Position Data, and describe trends in primary program enrollment. How do these trends support a need for a new hire? 

 

fillable text box, multiple lines (Text Box) 

 

 

 

B) Program Completions  
Please refer to Exhibits B1 and B2 and summarize trends in program completion. How do these trends support a need 

for a new hire? How should they be viewed in relationship to the numbers of primary program enrollments summarized 

in Section A? 

fillable text box, multiple lines 

(Text box) 

 

 

C) Course-Section Enrollments  
Exhibit C1 displays trends in course-section enrollment at term-start, term-census, and term-end aggregated by 

department and year, and waitlist outcomes. Exhibits C2 and C3 show the relationships between planned section 

capacities and actual enrollments. How do these enrollment trends speak to student demand and support a need for a 

new hire? 

fillable text box, multiple lines 

(Text Box) 

 

 

D) Faculty Load  
Exhibit D1 shows the total faculty load (as FTEF, including part time and full time) supported by the department over 

time. Exhibit D2 shows the FTES to FTEF Ratio, or the number of FTES generated for each FTEF where departments 

meeting or exceeding a benchmark of about 14 FTES per FTEF are considered more productive. How well is the 

department meeting its productivity benchmark, and what does this indicate about enrollment demand? How do these 

trends support a need for a new hire? 

 

fillable text box, multiple lines (text box) 

 

 

  



Overall Demand and Additional Evidence  
Use the space below to contextualize trends in program enrollment, program completion, course enrollment, and 

faculty load to describe an overall picture of student interest and demand.  In particular, explain to your colleagues and 

the college administration how these data illustrate a need to hire a full-time faculty member in this area.  Also use this 

space to describe potential or anticipated student demand that may not have been captured by the trends displayed in 

the FHP Position Data. Please attach additional evidence to support this anticipated demand along with this form. 

 

fillable text box, multiple lines (text box) 

 

7. Summary: Finally fill in the table below with the five most salient points from this proposal. These points will be 

used during the FHP ranking discussion with Academic Senate of the whole.  

fillable text box,  5 lines (text box) 

(text box) 

(text box) 

(text box) 

(text box) 

  



Step 4: Rank Proposals  
 

Phase 1: Initial Ranking and Comments Survey 
(Start of week 7) 

Faculty will receive a survey for Initial Ranking and Comments based on position proposals. The survey will be due a 

minimum of 2 days before the Special Academic Senate of the whole FHP ranking meeting to compile and organize 

comments for each position. The final decision about ranking will be made during the FHP meeting. 
• Faculty will need to read at least the Introduction and the Summary of most salient points for each position 

proposal and be aware of College Outlook before completing the survey.  

• Rank positions 1, 2, 3…n 

• Comments on the 3 categories of (1) Alignment with the College Outlook (2) Your perception of immediate 

need to serve students (3) Your perception of viability of this position for the next 20-30 years 

 

Phase 2: FHP Ranking meeting 
(Week 8)  

A special Academic Senate of the whole FHP ranking meeting will be held to make a final decision of position proposals. 

The meeting will include: 

• Brief presentation of each position. 

• Presentation and discussion of initial rankings and compilation of comments from the survey. 

• Decision about the final ranking and provide talking points for each position (using the outline below).  

Senate leadership will then bring forms to the next level meeting with the College President.  

Position Rank and Talking Points Outline 
 
Instructions:  Fill out as a group during the special FHP ranking meeting for Senate Leadership to take to next level 
meeting with Administration (one form for each proposal): 
 

Position fillable text box,   ________________________       Rank fillable text box, __________ 

Category Talking Points 

1. Alignment with the College Outlook fillable text box, multiple lines 

2. Your perception of immediate need to serve 
students . 

fillable text box, multiple lines 

3.  Your perception of viability of this position for 
the next 20-30 years 

fillable text box, multiple lines 

 
 

 

 

**Use this process for the 2021-2022 Academic Year and review changes. 
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