


Monterey Peninsula CoHuge 

Process for Reguestin to Fill Cl2’sified Positions 
(All vacancies, increases in hours/months, and/or new 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, attn:h any documentation and forward 
the packet according to the listed steps. Each person in the chait 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 anil 5 are recommendatory only. 

Note: Temporary (District or agency) employment in the requested area is limited to a mnuximuni of 120 
days following the vacancy. This limit is designed to encourage pn nipt review of the vacancy. (Once a 

position has been opened for recruitment, however, Education C :de Sec. 88003 further limits such 
employment to 60 days.) 

1. Replacement (no changes) or NEW position 

Department: Admissions 	and 	Record Last Incumbent. Dale Adamson 

Position Title: Adm 	& 	Rec 	Specialist Date of vacanc,’: 5/3/10 
Service Class: Class i fied Funding Source 

-- 

budget 

Hours per week: i 

Months per year: Bilingual Requiied: Yes 	or 
12 NO VP-gnature Required 

Days & Hours to 
Mon 	- 	Thurs. 

Night Shift or None) NS 	GY 
be worked: 10:00  AM 	- 	7: 00 	PM 

Graveyard stipe d? 

Friday: 	8:00 	AM 	- 	5:0 PM 

2. Revised position or changed position (complete sectiou above for comparison) 

Department: Last Incumbent  

Position Title: Date of vacanc 

Service Class:  Funding Sourc e!  
Hours per week: 
Months per year: Bilingual Requi -ed: Yes 	or) 

VP signature Required 
Days & Hours to 
be worked: 

Night: Shift or 

I Graveyard stipend?  
None 	NS 	GY 

3. Annual Cost of the Proposal, and source of funds: $25 1 .00 per month: 	$301---;2.00 

per year 	budget: 	01 0050 0 6200 1310 2100000 00 2101 

4. Justification/Rationale, and Consequences of not making the change (use additional sheets as 
necessary: 
This Dosition’s main resDonsibilitv is the cert fication to the Veterans Administrati 

for students collecting Veterans Educational Beefits. 

Reverse this sheet, and use the table for tracking the pro gress of your regue 
(Approved 10/8/08) 	 Revised 8-08 



Classified position 
Cassification/Posjtion: Admissions and Records sp:c Date: 5/3/10 

steps 	REPLACEMENT 

 

I nitials/   steps INE\V 1)R CHANGED Initials/Initials/ 

POSITION 
Date 

 POSITION*  
Date 

1 Chair/manager discusses vacant /[ 1 Chair/ma: ager discusses the 
position with division/area and new/ vaca it position with 
other relevant group(s). division/a: ea and other relevant 

group(s),  

2 Chair/manager discusses with VP. 2 Chair/ma: ager discusses with - 

The VP may authorize short term VP. The . P may authorize short 

help if funds in the budget and no CA  term help if funds in the budget 
additional cost.  and no acilitional cost.  

3 VP discusses request with Vice 3 VP discu;;es request with - 

Presidents and President 

- 

_______ Advisory :roup.  

4 President makes final decision. 4  VP discu:;es request with Vice - 

VP presents to College Council President:: and President. HR 
for information,  informs 	’ PCEA.  

5 HR begins recruitment, takes College Council Reviews and - 

recommendation to Governing I makes a i commendation to the 
Board, or takes other necessary Presideni. 2 R ea dings. * 
steps.  _______  

6 Presideni makes final decision - 

and infor i us VP, Chair/manager. 

O*MPC Presideni: directs HR to process 
request. 	3oard approval, 
recruitmu it, etc.)  

IVtON TEREY PENINSULA 7 HR begin; recruitment, takes - 

recomme ’idation to Governing 
C 	0 	I. 	L 	E 	C 	E Board, or takes other necessary 

____   steps 

President’s Authorization: 	4 V ~n 	� 	DATE: 	11,2 
Dr. Dlas Garrison 

VP’s Authorization for Bilingual:______ 	- 	 DATE:  

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

and the nature of the position. 

Note 92: 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 Cc incil. 

Note 94: Once recruitment begins, 	.n Code Section 88003 lirr its short term or substitute employment 
to 60 days. 

*N ew  and changed positions must be presented to College C o uncil for two readn 	:nd approved by the 
Board of Trustees. Positions included in MPCEA must be neguneeJ. 

(See Reverse) 

(A.rov 	10/ J) 	 Revised 8-08 


