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Employee Requisition and Hiring Process

Definitions:
Employee Requisition Document: The purpose of this document is to open, post, and advertise a vacant position.  In addition, this document allows the District to establish an expected selection committee, ensure that sufficient funds are available, and to receive appropriate authorization for a position before a hire is extended.

Personnel Action Form (PAF): This document is the form that hires a successful candidate into a vacant position on campus.  In addition, this document allows for changes in status to existing employees.

Employment Classifications:
Certificated: Employees serving in academic positions; including educational administrators.
Classified/Administrative: Employees serving in non-academic positions; including non educational administrators, confidential/ supervisors, and directors.  

Independent Contractor: Non-employee; follows required Business Office purchasing procedures.
Student: Employees serving in student worker positions.
Other: Employees serving in positions neither certificated nor classified.
Permanent: Regular positions; non substitute, non short-term.

Professional Expert: Short-term appointment; for a specific, often technical assignment; generally exempt.
Substitute: Any person employed to replace classified unit employees temporarily absent from duty, or vacant unit positions.
Short-term: Any person employed to perform a specific service which will not be needed on an extended or continuing basis.
Temporary: Any person employed to perform certificated work on a temporary basis.  Specifically: Associate/ Adjunct Faculty.

The overall intent of the Requisition and PAF process is to have positions approved by the Board of Trustees prior to an employee’s start date.  
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