
SAN FRANCISCO COMMUNITY COLLEGE DISTRICT 

ADMINISTRATIVE PROCEDURES MANUAL 


Title: Number: 
EMPLOYMENT OF ACADEMIC ADMINISTRATORS AP 3.04 

Legal Authority: 

Title 5, California Code of Regulations Sections 53021 , 53024, 53402 


A. General Statement 

1. 	 It is the policy of the San Francisco Community College District to establish administrative 

hiring procedures and guidelines that will provide the District with administrators, who 

can lead, organize, faci litate, plan and supervise; who understand the needs of faculty and 

the learning process; and who value institutional effectiveness. Administrators who are 

hired must be individuals who are sympathetic and sensit ive to the racial and cultural 

diversity in the District, who are well prepared by training and temperament to respond 

effectively to the educational needs of all the popu lations served by our community. 

2.  The State minimum qualifications and the District's loca l qualifications for academic 

administrators help to ensure that the District wi ll select individuals who are competent to 

perform the administrative responsibilities that administrators are normally required to 

assume, such as supervision, organizational planning, and budget development and 

administrative leadership and oversight, and who understand the needs of the students 

and the learning process. 

3.  "Educational administrator" refers to an administrator who is employed in an academic 

position designated by the Board of Trustees as having direct responsibility for supervising 

the operation of or formulat ing policy regarding the instructional or student services 

program of the District. (Title 5, Section 53402(b) defines "educational administrator".) 

Hiring criteria for all educational administrators shall apply to the avail

loyed in a posit ion 

designated, approved, or ratified by the Board of Trustees as having direct responsibility 

for formulating policy or administering specific programs within the College or District but 

does not meet the definition of an educational administrator. 

5.  Nothing in this document shall limit the rights and responsibilities of the Board of Trustees 

as provided by law. 

6.  Nothing in this document shall be interpreted to limit the rights, duties and 

responsibilities of the Title 5/EEO/ADA Compliance Officer or the Chancellor or designee 

to guard against adverse impact (Title 5, Section 53024[b]). The Chancellor or designee 
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committees. Their selection shall be based on their working relationship and relevance to 

the administrative job opening. 

4. � The Title 5/EEO/ADA Compliance Officer (or representative), who is nonvoting. 

5. � Whenever possible, the Search Committee shall include members of historically 

underrepresented groups. 

6. � All members of the Search Committee shall be provided training as prescribed in the 

District's EEO Plan, as well as screening and interviewing procedures of the District. 

7. � All members of the Search Committee will be arranged by the Administrative Chair of the 

Search Committee. 

8. � The Chancellor will identify the Chair of the Search Committee, who shall be one of the 

voting members of the Search Committee. 

F. � Preliminary Screening 

1. � The Search Committee wil l select candidates to be interviewed who best meet the 

qualifications listed on the job announcement, as measured by evidence of professional 

qualificatibe0g48k-0.035 TH.5 0 and i n g  ional meexperiidend l ch 
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4. � It is recommended that the Search Committee interview a minimum of six candidates 

provided that this number of qua
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has qualificat ions equivalents to those on the job announcement shall be of the 
following: 

a. � A t ranscript showing that appropriate courses were successfully 

completed at an accredited college or appropriate foreign institution. 

b. � Publications that show a command of the major or occupation in 

question. 

c. � Other work products that show a command of the major or occupation 

in question. 

d. � Work experience. 

e. � Life experience leading to expert ise required by the job announcement. 

5. � Report of Equivalency Committee 

The Equivalency Committee will report its findings as "a" or "b" below to the Human 
Resources Department. The Human Resources Department wi ll make a 
recommendation to the Chancellor for final 
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