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The rapid growth of the community college movement and the simultaneous growth
of the population in the United States hawe c,reated the need for the multi-campus

community college district. Along with multi-campus districts has come the need
for personnel services.

In the past decade, community college districts have been faced with new
problems: negotiations with employee groups, increased demands for fringe benefits,
more sophisticated and complex salary structures and schedules, and affirmative
action programs for both minorities and women. The seemingly endless list of
problems confronting administrators dealing with personnel in multi-campus
districts suggests that the need for professional administration in the area
of personnel services is paramount if the developing multi-campus district is to
survive in the 70s.

Tbe author, a Director of Personnel Services in a multi-campus community
college district for the past two years, recently had an opportunity to travel in
California to study personnel practices in nine other multi-campus community college
districts. Information from this study has been collected and organized and is
presented in the following pages.

DISTRICTS SURVEYED

The ten multi-campus districts surveyed in California varied from the
Los Angeles City Community College District, which includes eight campuses and is
the.largest community college district in the nation, to State Center Community
College District, which includes two campuses and is one of the smaller ones in
California. Table I presents statistical information on each of these ten districts
which is relevant to the problems to be solved by their personnel departments.

Table I shows diat five of these multi-campus districts encompass two campuses,
three encompass three campuses, one encompasses five campuses, and one encompasses
eight campuses. Two of these districts have campuses located in different population

centers: State Center Distriet has one campus at Fresno and another at Reedley;
while the Peralta District has four of its five campuses located in the East BaY area,

and one campus that is at least a five-hour drive'from and not adjacent to the main ,

part of the district. The fact that several of these districts cliver wide geographical:,
areas and encompass several communities separated by open space or, in the case of the

,

Peralta District, by the territory of several other community college districts,
creates some unique problems related to classified Personnel, seniority rights, and

transfer of personnel from one position to another. The Los Angeles CommunityCollege
District, which includes eight campuses spread throughout the Los Angeles_city area;
faces similar problems becaUse- of the difficulty of transporting transferred employees

from one se6tion of the city to another. Most of the-other districts-do not have-this
problem of transportation within eheir districts, In the Los RiosCommUnity College

,



T
A
B
L
E
 
I
.

S
T
A
T
I
S
T
I
C
A
L
 
D
A
T
A
 
R
E
L
A
T
I
N
G
 
T
O
 
T
H
E
 
N
U
M
B
E
R
,
 
L
O
C
A
T
I
O
N
,
 
M
D
 
J
O
B
 
C
L
A
S
S
I
F
I
C
A
T
I
O
N
S
 
O
F
 
E
M
P
L
O
Y
E
E
S
 
O
F
 
T
H
E
 
T
E
N

L
A
R
G
E
 
M
U
L
T
I
-
C
A
L
V
U
S

C
A
L
I
F
O
R
N
I
A
 
C
O
I
S
T
N
I
T
Y
 
C
O
L
L
E
G
E
 
D
I
S
T
R
I
C
T
S

-_
C

O
N

T
R

A
:C

O
E

T
A

- F
O
O
T
H
I
L
L
-
'

-

L
p
s
 
A
:
N
G
E
L
E
,
S

IO
R

T
H

O
R
A
N
G
E

,

P
E
R
A
L
T
A

'

D
I
E
G
O

_

'

-S
M

M
A
T
E
O
:

,

-
-

-

S
T
A
T
E
 
C
E
N
T
E
R

_

N
U
M
B
E
R
 
O
F

C
A
M
P
U
S
E
S

N
U
M
B
E
R
 
O
F
 
F
T
E

.
C
O
N
I
R
A
C
T
 
C
A
M
P
U
S

E
M
P
L
O
Y
E
E
S

N
U
M
B
E
R
 
O
F
 
T
E
M
P
O
R
A
R
Y

-
 
H
O
U
R
L
Y
 
I
N
S
T
R
U
C
T
O
R
S

-

N
U
M
B
E
R
 
O
F
 
R
E
G
U
L
A
R

C
L
A
S
S
I
F
I
E
U
E
M
P
L
O
Y
E
E
S

N
U
M
B
E
R
,
 
O
F
 
O
L
A
S
S
I
F
I
E
D

J
O
B
 
C
L
A
S
S
I
F
I
C
A
T
I
O
N
S

4
6
5
.
8
0

4
2
5

1
2
2

4
9
6
.
8
4

3
2
0

2
7
9

1
2
8

2
3
8
6
.
7
4

5
0
0

3
5
0

1
5
1

2
,
4
1
1
.
4
2

1
,
6
0
0

1
,
7
3
0

2
1
4

7
0
"
 
9
5

2
7
5

4
9
6

1
2
0

2
4
9
5
5
4

5
3
0

3
6
6
,

8
7

,
5

60
4.

62
50

0
45

9

42
0.

10
2,

00
0

37
5

89

50
9.

92
30

p
35

3
10

0
:

2
5
8
.
9
4
.

32
0

25
0

75

-
*
A
l
l
 
t
e
a
c
h
e
r
s
 
i
n
s
t
r
u
c
t
i
n
g
 
o
n
 
a
 
p
a
r
t
-
t
i
m
e

b
a
s
i
s
 
W
e
r
e
-
 
e
m
p
l
o
y
e
d
 
o
n
 
a
 
s
e
m
e
s
t
e
r
 
u
n
i
t
 
b
a
s
i
s
 
i
n
s
t
e
a
d
 
o
f
 
h
o
u
r
l
y
.

S
o
r
l
,
t
h
i
a
_
d
i
s
t
r
i
c
t
,
 
t
h
e
s
e
 
p
a
r
t
 
t
i
m
e
 
e
M
p
l
o
y
e
e
s
 
a
r
e
 
i
n
c
l
u
d
e
d
 
w
i
t
h
 
t
h
e
i
r
 
P
T
E
 
c
o
n
t
r
a
c
t
 
e
m
p
l
O
y
e
e
s
.



2

District, all three campuses are located near the new Interstate 5 freeway. The same

is true of the Foothill and San Mateo districts where all five campuses are located

near new freeways.
Most of these districts evolved out of the single campus district whose growth

led to the eventual need for additional campuses. Several of these districts,
San Diego and Los-Angeles in particular, emerged from large K,14 city school districts.

In both of these districts, there is still considerable influence from the large city

school districts.

THE' QUESTIONNAIRE

To make the personnel practices study, each district was contacted by mail to

arrange for an interview appointment. Several questionnaires were submitted fo
the advance collection of statistical information required for the interview. Two

investigators from the San Diego Community College District then interviewed fhe
personnel director or.other administrator in charge of personnel of each district.

Interview topics included salaries of bench mark administrative positions, fringe
benefits, weekly student contact hours, and other salary related matters. Data

dealing with full-time certificated employee eqUivalencies was taken from the
Weekly student contact hour study, and the other information presented in this

paper was collected from an interview questionnaire on personnel practices and
from documents. submitted by each personnel director to the writer.

ORGANIZATION OF THE PERSONNEL DEPARTMENT

The Contra Costa District personnel department had the least "visibility" of

any of the districts surveyed. A personnel secretary keeps the personnel records in
the central office; all other personnel functions are decentralized and assigned to
the local campus. For all practical purposes, Contra Costa does not have a personnel

department.
In the State Center District, the personnel function is divided into two

departments: one for certificated personnel and one for classified personnel.
Certificated personnel is handled largely by the local campus, while classified
personnel is handled by a three member personnel commission. The commission employs
a Director of Classified Personnel who has a secretary and some student help.

The Foothill District employs a Director of Education and Personnel Services who

heads a staff of six classified employees. Two of these employees deal with
certificated personnel matters, three work with classified personnel, and one acts
as the director's secretary.

The Peralta District divides the personnel function into certificated and
, .

classified personnel operations. .The vice-chancellor is responsible for certificated

personnel. His staff is composed of a certificated personnel assistant, and a clerk-

typist. The classified personnel department is handled by a classified personnel

officer and his stenographer.
The San Mateo District employs a Director of Personnel. His staff consists of

a personnel assistant, a scretary, and a clerk.
,

The Coast District employs an assistant chancellor to handle personnel matters.

His staff includes air assistant for classified personnel, an assistant for,certificated

personnel and credentialling, and two secretaries.
:North Orange District has a vice-chancellor-for educational services. His staff

inpludes-a personnel assistant I, a-personnel,assistant-II,,andfanintermediate clerk.

The Los- Rids,CoMmunity:Gollege'District'employ6- a personnel:director-lwho,has a-

: personnel'Assistant,aaa3ersonneL technician, secretary II1,-_and,sixperSennel,clerks,

' The director-doncentrateS'bn'certificated-'personnel. 'Hissecretary-wotks-withahim,_
on'corredpondence,- minutes'of--negotiatingMee'tialgs and,hearingS and,Maintains,the-_filet

-
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for administrative applies -ons. The personnel assistant concentrafDs in the area of

classified personnel, while the personnel technician deals with teacher contracts,

evaluation of transcripts, research and reports. The six personnel clerks handle the

office receptionist duties and the flow of information through the office.

The San Diego Community College District employs a Director of Personnel Services,

who has a staff censisting of a secretary and two personnel clerks. San Diego Community

College District also contracts for many of its personnel needs with the San Diego

Unified School District. The 1971-72 fiscal year service contract was for $59,000

to provide servides in the selection of classified employees under the District Merit

System, processing of action forms, 'salary administration, record keeping, and other

personnel related tasks. The San Diego Community College District is governed by

the same Board that governs the San Diego Unified School District. As long as the

same Board governs both districts, classified employees of both districts will remain

under the same Merit System.
The Los Angeles City Community College District hag the most complexpersonnel

organization in the State. Under the Chancellor-Superintendent is the Assistant
Superintendent for Personnel and a three member personnel commission. The Personnel

Commission employs a personnel director for classified employees whose staff consists

of an assignment auditor, chief persennel anaylst, senior secretary, seniorpersonnel
analyst,.personnel clerk, interMediate clerk-steno, intermediate clerk-typist, examiner,

personnel ahalyst, and two personnel trainees. Under the assistant superintendent of

personnel is a director of personnel operations, a:retirement services manager who werks
with the seven member Retirement Board, and a staff of nine emploYees to manage.the

retirement system for the district. Under the Director of Personnel Operations is the
operation services section, headed by an assistant director with a staff of twelve.- The

Director also has charge of the certificated selection seetion served by an assistant

director with a staff of eight employees. The Los Angeles City Community College system
is complicated not only by its size Which encompasseseight-_community college eampuses,

but also by the fact that it has a Civil Service CommiSsion and its own retirement H

system.
If one were to generalize about'the status of:the personneldepartments of the

ten largest California community.college districts, one wouWhave to say that,there

seems to be no one:set patternfor Organization IndistrictS.haVing only two camphses,

the personnel function seeMSto be:Semewhat diffnsed ameng theeampuSee,:especialliithOse
campuses not having a Merit System or,a Civil Serviee Commission. As thedistricts.grow

in Size, in the number of caffipuset and in:the number Of eMplOyees, requirements on the
personnel department are' inCreased and-the result iS ArCincreasein., staff .

CLASSIFIED PERSONNEL SYSTEM

Each district was asked, "Do sou have a Civil Service r a district Merit System?"

Two of the ten districts, State:Center and:Los Angeles,Alave

with a Civil Service Commission. San Diego Community College District has the Merit

System with rules and regulations adopted by the Board of Trustees. All of the other

districts have no classified system covered either by Civil Service or-Merit, although

many of them have policies by which they select classified employees for-vaCant positions.

EMPLOYMENT OF CLASSIFIED EMPLOYEES

In response to_the question,_"Are-classified-empleyees,h red_by the,district_office-

or by the eampuS:.?",- the, distriets tended-to fall:within:three groups': ,Contra_Costa, .

Foothill, ana Peralta-indidatedthatthe'lecaIcaMpue had:themajorresponsibility-fer,

hiring its clabsilied staff; 'San-Mateo,- Coast,North Orange,,LosRios, arid San DiegO

indicated that the district office 4id theinitial'serderiing-and-_that thecampuS made



Foothill Community College District

DIRECTOR .

PERSONNEL sgmus

Certificated Personnel
Credentials
Retirement Systems
Staff Benefits
Certificated Applications
Interdiatrict Agreements

Secretary/Receptionist
Statistics
Reports
Questionnaires

(One EmPloyee

SMALL DISTRICT ORGANIZATION

Classified Personnel
Staff Benefits
Classified'EMpIoyment
Certificated Pay Roll
ClaSsified Pay Roll
Student Pay Roll

(Tw_ Employe_ (Three Employees)



^
-

'Z
'q

,

=

r
,

, I
S
O
O
K
h
E
E
P
I
N
G
4
M
A
C
H
;

O
P
E
R
4
T
0
R
1
3
,
7
5
Y

e

'

-
,

R
E
T
I
R
E
M
E
N
T
 
B
O
A
R
D
,

7
 
M
E
M
B
E
R
S

-

S
R
.
C
A
L
C
U
L
A
T
I
h
G

m
A
C
H
I
N
E
 
O
P
R
,
 
(
3
7
0

_
A
C
C
O
U
N
T
J
 
N
G

'
C
L
E
R
K
 
(
3
7
7
)

'

A
S
S
f
L
t
I
m
E
N
T

,

P
R
I
N
C
I
F
A
L

s
o
N
N
E
E
'
C
L
r
E
0
.
1
3
3
2
)

-
'
'
.
.
R
.
T
c
,
J
.
E
D
I
,
L
,
T

L
A
S
S
I
F
I
E
O
'
A
S
S
I
C
N
:

S
E
N
I
C
R
,
P
E
p
S
O
N
N
E
L
_
.

,
s
-
-
6
L
E
'
R
k
"
,
m
1
2
)
.

:
.
'
.
.
,
'
'
:
e
L
E
R
K
S
 
(
3
3
3
,
L
3
3
I
1

,

"

L
O

S 
A

N
G

E
L

E
S 

C
O

M
M

U
N

IT
Y

 C
O

L
L

E
G

E
 D

IS
T

R
IC

T

A
SS

IS
T

A
N

T
 S

U
PE

R
IN

tE
N

D
E

N
r

-P
E

R
SO

N
N

E
L

M
r
.
 
W
.
 
W
.
 
S
p
a
e
t
e
r

D
IR

E
C

T
O

R
 O

F 
PE

R
SO

N
N

E
L

O
PE

R
A

T
IO

N
S

(0
30

h
r
.
 
R
.
 
E
.
 
A
n
d
e
r
s
e
n

R
E
T
I
R
E
M
E
N
1
 
S
E
R
-

V
I
C
E
S
 
B
R
A
N
C
H
 
-
A
I
-

E
T
I
R
E
M
E
N
T

I
C
E
S
 
M
A
N
A
G
E
R
 
(
3
 
C
j

la
rim

m
iro

od
es

am
ou

ns
ar

ea
.s

t

S
L
I
P
E
R
y
t
s
1
V
G

A
C
C
O
U
N
T
A
N
T
 
(
.
3
7
2
)

I
S
E
C
R
E
T
A
R
Y

T
h
S
E
C
R
E
T
A
R
Y

(
3
0
5
)

R
L
I
I
R
E
M
E
N
T
,

4
C
C
0
L
P
J
A
N
T
:
(
3
7
6

I
N
T
E
R
M
E
D
I
A
T
E
 
C
L
E
R
K

'
S
T
E
N
O
G
R
A
P
H
E
R
 
(
3
7
8

O
P
E
R
A
T
I
O
N
S
 
S
E
R
-

q
i
C
t
S
 
S
E
C
T
I
O
N
 
-
C
2
:
-

'

A
S
S
I
S
T
A
N
T

D
I
R
E
C
T
'

I
N
T
E
R
M
E
D
I
A
T
E
 
C
L
E
R

T
E
N
O
G
R
A
P
H
E
R
 
(
3
)
 
'

S
E
N
I
O
R
 
P
E
R
S
O
N
N
E
L

C
L
E
R
K
 
(
3
0
6
)

.

:1 .
!
:
A
S
S
I
F
I
E
D
 
'
A
S
S
I
G
N

.
1
E
N
T
,
S
U
D
-
O
N
/
T

s
a
w
 
P
E
F
S
C
.
N
g
L
,

C
L
E
R
K
 
(
3
2
2
)

r
'
r

A
S
1
.
1
8
-
U
N
I
T
 
-
C
-

'
P
E
R
S
O
N
N
E
L

t.3
20

'
'

P
c
P
.
S
C
N
V
E
L

C
LE

R
:..

S

(3
21

,3
23

,3
7A

I

,
A
S
S
I
G
N
m
c
N

S
E
R
-

:
C
C
E
S
,
S
;
J
R
-
U
N
I
T

I
i
 
M
%
,
C
L
E
R
K
-

T
Y
P
I
S
T
S
 
(
3
2
0
,
3
3
3
)

I
N
T
E
R
M
E
D
I
A
T
E

E
R
A
-
T
Y
P
I
S
T
 
(
3
1
5
) F
I
L
E
 
A
N
I
O
:

I
N
D
E
I
.
C
L
E
R
K
 
1
3

P
E
R
S
O
N
N
E
L

,
 
C
L
E
R
K
 
(
3
0
1
)

,

.
'
g
L
E
R
K
-
T
Y
P
I
5
T
,
1
3
Y

D
ri

kk
ir

cr
00

0r

C
E
R
T
I
F
I
C
A
T
E
D
 
E
I
A
M
-

J
N
A
T
I
O
N
,
 
U
N
I
T
 
-
C
1
0
-

.
 
S
E
N
I
O
R
 
P
E
R
S
O
N
N
E
L

C
L
E
R
K
 
(
3
0
0
)

.

P
E
R
S
O
N
N
E
L

C
L
I
F
I
X
 
(
3
0
2
)

C
11

/

C
E
R
T
I
F
I
C
A
T
E
D
 
S
E
L
E
C

T
H
I
N
 
S
E
C
T
 
I
O
N
'
 
-
C
9
-
.

I
I

A
S
S
 
I
 
S
T
A
N
T

R
E
C
T
O
R
 
(
0
3
3
)

.

I
N
T
E
R
M
E
D
I
A
T
E
 
C
L
E
R
F
.

S
T
E
N
O
G
R
A
P
H
E
R
 
(
3
1
)
)

I
N
T
.
 
C
L
E
R
K
-

T
Y
P
I
S
T
S
 
(
3
1
8
,
3
3
4
)

I
 
N
T
E
R
M
E
D
I
 
A
T
E
 
C
L
E
R
.

'
M
P
 
I
S
T

(3
2.

7)
 *

C
E
R
T
.
 
c
 
C
R
E
D
E
N
T
 
I
 
A
L
.
.

U
N
I
T
 
-
E
l

S
-
A
L
A
R
Y
 
c
 
C
R
E
D
E
N
-

T
I
A
L
 
A
S
S
T
.
 
(
3
0
7
)

2
 
P
E
R
S
O
N
N
E
L

C
L
E
R
K
S
 
(
1
1
4
.
3
1
5
)

I
V
N
T
E
 
M
E
D
 
i
 
A
T
E

C
L
E
A
X
-
T
Y
P
I
S
T
 
(
3
)

.

1
9
7
1

1
9
7
2
.

O
R
G
A
N
:
 
Z
A
T
 
I
 
C
N
 
C
H
A
R
T

P
r
e
p
a
r
e
d
 
B
y

P
e
r
s
o
r
m
e
i

r
v
i
c
o
s
 
D
 
i
v
 
i
 
s
 
l
o
n

S
t
e
 
f
 
R
e
l
a
t
i
o
n
s

&

P
e
r
s
o
n
n
e
l
,
e
s
e
a
 
r
c
h
 
B
r
a
n
c
h

A
d
e
.
r
o
v
e
d
:
4
1
W
.
d
i

O
r
.

1
,
.
7
1



its selection from those candidates referred by the district office. State Center

and Los Angeles relied upon the Personnel Commission to do the initial screening.

TESTING PROGRAMS

In response to the question, "What kind of tests do you use to establish eligibility

lists?", the districts tended to group themselves as follows: Los Angeles, State Center,
Coast, Peralta, North Orange, San Mateo, and San Diego require formalized testing pro-

grams based on general intelligence or pencil and paper performance tests for specific.

skills. Contra Costa, State Center; and'Los Rios emphasized that they tested only on

job related skills. The Foothill District gives no tests and selection is based only

on an interview. Although all of these districts have a probationary period for
classified employees, none of them indicated that they used an evaluation during the
probationary period as the Sole test of the employee's ability to perform the duties

of the position.

RANKING OF CANDIDATES

Four districts responded that they ranked candidates for classified positions
after testing, while the other districts responded that they either rated the candidate
"eligible" or "ineligible" on the basis of testing, but did not further rank those who
are eligible for employment.

SELECTION OF CLASSIFIED EMPLOYEES

When asked to respond to the question, "Can administrators choose from the
eligibility lists or must they pick from the top five or from the top one on the
list?", two districts indicated that administrators could choose anyone they considered
qualified to fill the position, either from the lists sent from the district office or
from their own campus lists. Four districts indicated that local campus administrators .
could choose anyone from the list of.eligible candidates. One district responded that
local administrators could choose from the top two on the list, while another district
indicated that local administrators could choose from the top three, and two distrlots

i._ridicated they could choose from the top five. One of the districts responded that if
no suitable candidates were found in the first five candidates referred, the campus

could request the second five be referred.

Four items on the discussion questionnaire dealt with the subject of affirmative
action programs for the emPloyment of minorities and women, and the goals and plans

for implementing such programs. Several of the administrators interviewed
were reluctant to be quoted ,on their efforts to hire minorities. These individuals
inditated that although they were inthe process of hiring minority emPloyees, they

had no plan on paper and'did not want to be quoted.
In responsa to_the question;"De you haVa_an.affirmative actionprogram to hire

minorities?", ft've districts stated that dhey did have=suCh a:program-and five-_did-not.

:When-the saMe question was_asked-relative to the employment,ofwomen, nine_distriets

responded_that they did not have_an_affirmative action ,program,tahire'womeni and_one
_ --

district indicated-that itidid have-an informal program.
:
The'true:tests,of'-anaffirmative:action pro-gram inVolvethe number of minorities

_ ,

,or women to, be_ hired, end,the timaachedUlefor_hiring-_,theSeRgople. -:T4ree'districts
indicated:thatthayhad astablished,lOng7rengegpaiSand*quetas.--,SevenAistricts'
indieeted that-theYfiad,naquotaSior lOng-rangegaais;, howeVeraVeral-:of:theia''
districts%qualifiecL their-responses bY diseUsSing=theirJnfOrmal-ilanstohire-'

_ ,

, -d
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m norities which would bring their staff ethnic mix into proportion with their student
body population or their community population.

Although there were few affirmative action programs to employ minorities or
women, nine of the districts indicated that they made special efforts to employ
minorities hy listing job vacancies with minority organizations, California state Human
Resources Development Department, or other organizations which can help to spread the

word of vacant positions in the minority communities.
Because most of the districts surveyed had highly decentralized personnel functions

which involved selection at the local campus level, one of the problems faced in an
affirmative action program is to get people at the local campuses to back the affirmative
action program and its goals when making personnel selections. Three districts indicated
that they achieved this objective by putting pressure from the central office on the
people making the selections at the local campus level. One district indicated that there
was a mutual agreement between the campus and the central office as to the need for an
affirmative action program and its implementation. One district indicated that it had
achieved this goal through an educational program for the staff on the local campus. 'One
district indicated that each campus had an advisory committee composed of minorities who
informed the local campus of the needs of an affirmative action program and monitored
the local campus to make sure that such a program was carried out. One district res-
ponded that its affirmative action program breaks down at the department level when
departments tend to want to hire the best available candidate instead of placing a
high priority on a qualified minority candidate. One district indicated that the
individual colleges have been eager to carry through with an affirmative action program.

CLASSIFICATION STUDIES FOR CUSSIFIED'PERSONNEL

The ten multi-campus districts studied had from 250 to 1,730 regular classified
employees working in 75 to 214 job classes. This number of employees and job classes
requires constant monitoring in order to bring about the logical assignment of positions
to appropriate classifications and the maintenance of an equitable pay rate for each
class

In response to the question, "Who does your classification studies?", four of the
districts interviewed indicated that they contracted with the State Personnel Board to
make classification.studies. Two districts employed consulting firms. One district
had a combination of a consulting firm and the Director of Classified Personnel who
did studies during the years the consulting firm was not employed. One district relied
upon a personnel assistant in charge of.classified personnel. Another district contracted
with the unified school district for services in job and salary studies. In this

particular district, classified personnel are a Part of the Unified K-14 Merit System-
One district had the staff of the Personnel Commission do the job studies. .

.

In response to the question, "How often are classified job classes studied?", the
ost frequent response was three years or upon request. One district did class.studies

every five years and several districts did studies at two, three, or five year intervals
or as needed without any set policy as to the interval between large scale studies. Mos

districts have some provision for a maintenance program for new classes that are
established or for employees who have, justifiable requests for position studies. -

Each classification and pay_study has to have some kind .of a base. The Loa Angeles
Comumnity College District uses Los Angeles County and comparable;,positions in industry

and other government services as a guideline-. The San -Diego- CommunitY-Colfege District
uses a cooperative'metropolitan nommunity salary survey asa, comp&risbn base. The, othar

,

district tended-to Use local school'diStricts; businesses, and" industry;And other
goVernmental subdivisions. -,One district 'included the 20 largeatCoMmunityd011ege.

,
districts in the State.- -
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RECRUITMENT OF CERTIFICATED EMPLOYEES

One of the major personnel functions of any multi-campus community college district
is recruitment of certificated employees, at the classroom, service, or administration
levels. Ten items on the interview questionnaire dealt with this subject.

"Is the recruitment of certificated personnel done at the campus or district
level?" To this question, two districts responded that recruitment was the primary
responsibility of the district office. In these two districts, the personnel office
advertises the vacant positions and collects the applications. Two districts indicated
that recruitment was a cooperative effort between the district office and-the campuses;
the district office advertises the positions, collects the applications, and
refers candidates to the campus for interview and selection. One district indicated
that campus and district shared responsibilities with neither having specific, exclusive
functions. One district indicated that while recruitment was the responsibility of
the campus, the Superintendent wrote the letter of intent to hire the successful
candidate. In a majority of the districts surveyed, the campus played a significant
role in the recruitment of certificated employees, particularly classroom instructors.
Although it was not a part of the questionnaire, 0'e writer witnessed from his visits
to various district offices that only one personnel director of the ten actually is
involved in all of the interviews. The other nine either have little or nothing to
do with the recruitment of certificated employees. The personnel administrator in the
North Orange Community College District does considerable screening of candidates by
intervieW before referring them to the colleges for final selection and recommendation.

Two items on the questionnaire relating to recruitment are (or at least should be)
inter-related. The responses received from the districts, however, do not bear this
out. The first item was "Do you advertise nationwide, western states, California,
locally, or not at all?" The second was, "Approximately what percentage of your
applications on file are unsolicited?"

In response to the first question, six districts indicated they advertised
nationwide, five indicated the western states, all ten indicated California, and
nine indicated locally.

When asked what percentage of their applications on file were unsolicited, one
district indicated 57,, one indicated 25%, one responded 30%, one answered 757, two
indicated 807, two indicated 95%, and two did not know. All of these figures were'
estimates, and those personnel directors not directly involved with the recruitment
of certificated employees were only making guesses as to the percentage that were
unsolicited.

.The inconsistency of these two items lies in the fact that most of the districts
say they advertise their positions and yet, to a great extent, their applications axe
unsolicited. The seeming inconsistency may be related to the lack of hard facts
about the number of applications that are unsolicited. It.should also he pointed out
that the degree of advertising depends upon the number of applications on file, the
type of position, and in many cases, on the dictates of the local campus and not the
personnel office.

In response to the question, "Does your personnel director interview large numbers
of teacher applicants-who walk in or-telephone for an appointment?", two districts
answered affirmatively,-while the other eight answered negatively. In those eight
districts, the personnel director has very little contact with:teacher applicants.

In response to-the question, "Does the personnel_director make recruitment trips?",
nine districts responded negatively, while one district responded affirmatively.
This is logical, since in those-_distriets,where the collegesde-the recruitm6nt'or the'
seleCtion, the personnel- director is in no pdaition to,make'dedisions,abOutwho-shZuld

-
be employed even if he were to make re-cruItment trips. .

_
_

_If the persounel,director, does not make recruitment trips, it'is obvious that
. ,

come-to the-district for thteryêws Inedns -ete'the:question'
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"Do you pay travel expenses for candidates being interviewed from out of town?",
six districts responded "no", two districts responded "Yes, if the candidate bills
the district for his expenses" and one district responded, "Yes, if the personnel
director approves of the payment of travel expenses." In this particular district,
payment of expenses for candidate travel is up to the discretion of the personnel
director depending on the needs to interview out-of-town candidates. This same
district has a policy that requires candidates living within 600 miles to pay
their own expenses.

Another interview question was, "Do you use a committee to select instructors,
counselors, and administrators?" FiVe diStricts responded affirmatively and indicated
that committees are at the campus level. One district responded that the campus
committee recommends a first and second choice to the president who must accept
the first choice or respond in writing why he chose the second. One district reported
that a campus committee screens to three or more candidates who are then recommended
to the president for his selection. One district responded that selection is a local
option depending upon the policy of the campus doing the recruitment.

In response to the question ffIs the committee district-wide or campus only?",
three districts responded that they have campus committees for instructors and
district-wide committees for administrative positions and appointments. Seven
districts responded that their campus committee is only for the employment of
certificated employees.

The writer assumes that in the larger districts, particularly in the Los Angeles
District having eight campuses, that there would be a temptation to set up a
district-wide eligibility list for certificated positions; however, in response to
ehe question, "Do committees establish a district-wide eligibility list or do they
select the candidate for the particular vacant position?", all ten districts responded
that their committees selected the candidate for the position. The Los Angeles
District and many of the other districts having centralized recruitment procedures,
permitted various campuses to work from the same list of candidates, thus saving
the labor and expense of doing separate advertising and recruitment for similar
positions.

In response to the question, "Is the candidate interviewed by the total committee
or by each person?", four districts indicated that a total committee interviewed the
candidate, and six districts reported that this was a matter of local option, with
the candidate interviewed either by the total committee .or by each individual member.

USE OF DATA PROCESSING IN PERSONNEL APPLICATIONS

Data processing has been used in many organizations for the storing of Personnel
information. Programs have been developed to retrieve that information and manipulate
it in order to make reports for budgeting, financial accounting, and other purposes.

In response to the question, "Dees your district 'have a data processing system?",
eight districts indicated that their district has their own data processing system.
Two districts responded that they use the county data processing system along with
their own. One district indicated that it contracts for data processing services
1rom private enterprise or from,another,schOol district.

In response to_ the queStion, "Do-you have a persionnel, profile for each
employee-in the data bank?"i, five districts-indicated ,that they do have such a
Ipersonnel-profile, andone;district indicated-thatjt ia:developingTa_profileJor=
'data processing. Four districts'do not have perSonnel profiles on the data base,
butdofie of these districts is considering such a_plan. ,

TERSONI4EL:bEPARTf*NT,O*PpNSIBlI.IrLdHECKLIpT-

A checklis esponsibilities,waz included in this,study,for;a quick
_ _ _ _ _

7.m
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of the types of responsibilities of each personnel department. This checklist included
twelve items commonly found in the personnel services division.

The maintenance of personnel folders is one of the tasks commonly found in a

district personnel office. All ten of the district offices maintain folders. One

office, Contra Costa, maintains only classified folders. Their certificated employee

folders are kept on each of the campus locations. Several districts indicated that
they kept duplicate folders--one copy in the central office and one copy on the campus.

Eight of the ten districts surveyed are directly involved with salary negotiations.
Several of the personnel directors are the chief negotiators for their districts;
others are involved by serving on the negotiations team with the superintendent or

some other person appointed by the Board as their representative.
Nine of the district personnel offices are responsible for salary administration.

One personnel office contracts with a large unified school district for this service.
In the State of California, before the county superintendent and the county

anditor will allow a school district te pay an instructor for services rendered, a
personnel action foLm specifying Board,aCtion taken for each instructor must be filed

with the county superintendent's office. Nine personnel offices are directly
responsible for this particular function.

Insurance programs involving health insurance, dental insurance, life insurance,
income protection insurance, and tax sheltered annuities are all common in the
fringe benefit packages in California community colleges. Five of these personnel
offices were responsible for the administration of employee insurance programs.

Substitute instructors are often needed at the community college level as in any .

school district; however, no personnel office indicated that it had any responsibility
for providing substitute instructors to campuses needing them.

The Education Code of the State of California requires that terminations and

demotions be handled according to procedures prescribed by law. Nine of the personnel
offices responded that they were involved in the teuitination and/or demotion of
certificated employees

Sabbatical leaves are also provided for in the California Education Code. Most
of the districts surveyed have policies on sabbatical leaves. Seven of the personnel
offices'indicated that they were involved in the administration of sabbatical leave

policy; three were not.
The counseling of retirement age instructors is impo tant in the State of

California because instructors do not have a choice as to when they can retire .

the present time, an instructor may retire,between the ages of 55 and 65. The
counseling involved consists mainly of advising the instructor as to what would be

the most beneficial time to retire er when it will be possible to retire. This

becomes an important function of personnel. Five of the personnel offices indicated
that they have the responsibility for counseling of retiring faculty. The other

'five have no such responsibility.
During the course of an academic year, numerous reports are required by Federal,

State, county and teacher organizations. The personnel office is often called upon
to help compile such reports. Eight of the districts indicated that this reporting
fell within the framework of the functions of their personnel offices. Employee

time sheets and time cards are,used to record_the:hours worked by,regular employees

and part-time hourly employees. Only two,of the personnel offices,, however,-.are.
directly involved in the handling and processing of time sheet ,and time card's.

The recording of vacations and leaves is an important funettop_that must be

carried out by some office ip the district Vacations for fwleve3menthemployees,
sick leave, personal business leave,,and other leaves'.are-h part of-this function.

Six of the personnel offices indicated-that they,were involved in the-reCording ,

of such information.,-



SUMNARY: TRENDS IN PERSONNEL SERVICES AT MULTI-CAMPUS DISTRICTS

The above study of personnel services in the ten largest multi-campus California
community college districts has revealed some significant trends in personnel practices.
A predominant trend in all districts was the emphasis upon decentralization and local
autonomy. This varied from district to district, but even in the large metropolitan
districts, the campuses had considerable autonomy in the area of personnel selection.
Decentralization has come about in many cases because what had been initially a single
campus district has developed second, third, and even fourth campuses. Local campus
autonomy has been a way of life in these .districts and it is apparent that it still
is a way of life when it comes to the personnel services.

A second very noticeable trend is the degree of trust that has developed between
the central office and the local campus. Any multi-campus district that had
decentralized its personnel services must rely a great deal upon the local campus to
make wise and just decisions. It was quite apparent that many of the personnel
directors felt quite at ease in allowing local campuses to make major personnel
decisions without any interference or guidance from Uae central office.

A third trend evident was the low pressure systems found in many of our multi-
campus districts. Despite many harried personnel officers involved in salary negotiations
law suits, and other types of disputes, the writer is of the opinion that in the
selection of classified and certificated employees, the overall recruitment process is
"low key" in most of the districts. The process of selecting employees is not hindered
by the rules and regulations of a Merit System or of *the Civil Service system. .This is
not true in all districts, but in most of Chose surveyed.

SCOPE OF PROBLEMS CONFRONTING PERSONNEL ORGANIZATION

The most predominant problems aeem to be those in the areas of employer-employee
relations and the negotiations Chat are carried On relative to salary, working conditions,
and fringe benefits. In several districts, these seemed to be the all,engrossing
problems for the personnel director..

In other districts, problems dealt with by personnel services are mainly in the
areas of recruitment, particularly with regard to affirmative action programs for the
recruitment of minorities and women, and the handling of law suits, arbitrations, dtc.
Many of the districts in rural or suburban areas had not, experienced as much organized
pressure and as many law suits as had some of the more metropolitan districts. Need-
less to say, if current trends continue in the personnel field, it is only a matter ef
time before they too have an opportunity to deal with these types of problems.

TAfter,censidering all Of thefaceta:enCoMpaSsedl inthia---studYand haVing talked
to ten personnel directors and several of their staff members, this writer-would
recommend that all personnel directors in multi-campus comMunity college districtd
take a look at their personnel services:to determine where they-can be better
organized and how personnel policies and procedures can be strengthened. The.personnel
office must,be a responsiVe organization if,it is to-Meet the'problems relative to'
-personnet in-:the months and_yeard ahead. Aviany of,:the:districts:visited had experienced
a,myriad of personnel' problemsjn-recent-years.- Others who,:_have been fortunate enough
to have=avoided-some of these probleMs-will-undoutedly fabe_7theM--in-'dieritiOnths:and,
years ahead.- OnlTthrough well-organized_TersonnelAePartMentided
_bYLwell-thought out logical-fair,policiesbased_on-iaw:will,the personnelJadministraior
suCceed in.carryidg-out his_administrartiVe_MiSSIOn,'

--in organiiing the_persennel OffiCethe-,PerSonnel, diree'to-h-O'Uld_l_iaaPin Mind -
, ,

_

-thathe is-running rvice:'orgatization-He-,shOUld develop-Xis_organization:s6.that
_
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it serves the district the campuses, and all of the employees of the district,
whether classified or certificated. Only by developing an organization that can
effectively meet the needs of these three components will the personnel officer be
able to carry out his duties successfully in the multi-campus district.

REB:jeb
4-11-72


