. MPC MONTEREY PENINSULA
COVLULETGE

Request to Fill Classified Positions

This form can be used to track the request process for filling vacant positions, and/or requesting new
positions or increases in current positions. This form is not to be used for reclassification requests or
reorganizations. Complete the sections immediately below, attach any documentation and forward the
packet according to the listed steps. Each person in the chain will initial and date the document, and forward
it as appropriate. If the request is denied at steps 1, 2 or 4, the individual or group denying the request will
inform the requesting party. Steps 3 and 5 are recommendatory only.

Note: Temporary (District or agency) employment in the requested area is limited to a maximum of 60 days. This

limit is designed to encourage prompt review of the vacancy. (Education Code Sec. 88003)

1. This position is a
g]Replacement [_IReplacement with | [_| New Position
(No Changes) requested changes * | (not a replacement)
Department: FACA T (s
Position Title: CUSToDIAR

Last Incumbent or “New™: waia RospS

Date of vacancy or
Date of Board approval of

new position: FeB S 2018
Salary Range: RANGE 6 + NToHF
Hours per week: HO

Months per year: (2

Bilingual Required: N[

* Use the “Replacement (no changes)” column to provide information about the position as it currently exists. Use the
“Replacement with Requested Changes” column to show the changes.

On a separate sheet, answer the below questions regarding the position.

2.
3.

4.

N h

Annual Cost of the Proposal (HR will complete).
Source of Additional Funds: for New Positions or Replacements with requested increases of
hours or work vyears:
If requesting changes to the position, provide the justification/rationale, and consequences of not
making the change.
Explain how this position supports student learning.
Explain what would happen if the position weren’t approved.
Bilingual (Spanish)
[ ] T am requesting this position be considered by the Vice President to be designated as
Bilingual Required because:
No, this position should not be bilingual required
Attach the Job Description to this request. All Classified Job Descriptions can be found
online at: hitp://'www.mpc.edu/humanresources/Documents/Forms/Allltems.aspx

(Approved 8/13/2012) CiUsers\POLSEN'AppDataiLacal\Microsoft! Windows: Temporary Internet Files'Content Qutlook\CESSQLDSIBLANK RTF doc



Classification/Position: QUSTOD AN

Date:
steps REPLACEMENT | Mit@ls/ | stps | NEW OR CHANGED il
POSITION . POSITION*

Chair/manager discusses vacant
position with division/area and
other relevant group(s).

e 41
@°

Chair/manager discusses the
new/ vacant position with
division/area and other relevant

group(s).

Chair/manager discusses with VP
or designee. The VP may
authorize short term help if funds
in the budget and no additional
cost.

o

Chair/manager discusses with
VP or designee. The VP may
authorize short term help if
funds in the budget and no
additional cost.

VP discusses request with Vice
Presidents and President

VP or designee discusses request
with Advisory Group.

President makes final decision.
VP presents to College Council
for information.

'Si/
\d?/w

s

VP discusses request with Vice
Presidents and President. HR
informs MPCEA.

HR begins recruitment, takes
recommendation to Governing
Board, or takes other necessary
steps .

College Council Reviews and
makes a recommendation to the
President. 2 Readings.*

@MPC

MONTEREY PENINSULA 7

COLLEGE

President makes final decision
and informs VP, Chair/manager.
President directs HR to process
request.(Board approval,
recruitment, etc.)

HR begins recruitment, takes
recommendation to Governing
Board, or takes other necessary
steps

VP’s Authorization for Bilingual:

DATE:

President’s Authorization:

Note #1: These steps may take more or less time depending upon time constraints (e.g. e-mail vs. meetings), and the

DATE:

nature of the position.

Note #2: If this process cannot be completed within 30 calendar days, the President may authorize action without

completing this process and will inform the College Council.

Note #3: If the new or changed position is vital to core mission of the college, the President may authorize action
without completing this process and will inform the College Council.

Note #4: Once recruitment begins, Education Code Section 88003 limits short term or substitute employment to 60

days.

*New and changed positions must be presented to College Council for two readings and approved by the Board of

Trustees. Positions included in MPCEA must be negotiated.

(Approved 8/13/2012)

C1Users\POLSEN\ AppDataiLocaliMicrosoft Windowsi Temporary Internet FilesiContent Outlook!CESSQLDSIBLANK RTF doc




To CC 2-24-15 Information

CLASSIFIED POSITION REPLACEMENT REQUEST

February 2015
Position Title: Custodian, Range 6 plus Nightshift
Dept/Program: Facilities
Submitted by: Facilities-Earl Davis
PT/FTE: Full Time
New or Replacement: Replacement of a budgeted position

Salary/Benefit Costs: $29,064 salary+$8,565 benefits+$ 19,927 health and welfare.
Total Costs: $57,556

Funding Source: Custodial Department budget (District funded)

Are there Salary Savings: Turnover savings of $9,571 (Step 6A vs. 6E+ Longevity)

Description of duties and responsibilities: Perform routine janitorial and custodial
functions, at an assigned work station using methods and materials and
following timelines for each as indicated by Lead Custodian or Supervisor.
Tasks include cleaning classrooms, restrooms, showers, locker rooms,
cafeteria, offices and related facilities as well as clean and maintain a variety
of surfaces such as windows, chalkboards, carpets, floors. Replace light
bulbs, lighting tubes up and perform minor repairs. Report safety and
sanitary hazards. Lock/unlock doors, gates, buildings etc. Pick up debris,
sweep and clean. This position is subject to overtime as necessary.

Special Considerations: This indoor/outdoor work environment may include frequent
standing, walking and lifting or moving heavy parcels, machines or
equipment of up to 50 pounds and working from an 8 foot ladder.

Does Position act as an entry point for the college? Should it be bilingual? As this
position provides very little direct interaction with the public, bilingual skills
would not be considered as necessary.

What would happen if this position weren’t approved? The remaining custodial staff
would have an even larger work load and would be further burdened
whenever illness, or earned vacation time is used. Classrooms and
bathrooms if not cleaned would deteriorate, presenting a poor image to the
public, the community, the staff and students.

Position supports student learning by providing a clean and safe environment
conducive to a learning community open to students, staff and general
public.



