


Monterey Peninsula Collcge

Process for Requesting to Fill Clasified Positions
(All vacancies, increases in hours/months, and/or new positions)

This form can be used to track the request process for filling vac.int 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 chaiii will 1nitial 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 anid 5 are recommendatory only.

Note: Temporary (District or agency) employment in the requestea area is limited to a maximum of 120
days following the vacancy. This limit is designed to encourage prompt review of the vacancy. (Once a
position has been opened for recruitment, however, Education ('rde Sec. 88003 further limits such
employment to 60 days.)

1. Replacement (no changes) or NEW position

Department:

Admissions and Record

L Last Incumbent:

Dale Adamson

Position Title: Adm & Rec Specialist | Date of vacancy: 5/3/10

Service Class: Classified Funding Source budget

Hours per week: | 40

Months per year: ® Bilingual Iéequit ed: | Yes or {NQ}
N

VP-signature Required

Days & H.ours © | won - Thurs. ElghEShlft or ; ? NS GY
be worked: 10:00 AM - 7 00 PM Urav‘;/yard Stlpff 1d?
Friday: 8:00 AM - 5:0? PM
2. Revised position or changed position (complete sectior above for comparison)
Department: Last Incumbent:
Position Title: Date of vacanc,:
Service Class: Funding Source:
Hours per week: 5
Months per year: Bilingual Requi-ed: | Yes or (\ﬁ_l_\l_gfj
VP signature Required |
Days & Hours to Night Shift or None NS GY
be worked: Graveyard stipend?
3. Annual Cost of the Proposal, and source of funds: $25 1.00 per month: $30132.00
per_year budget: 01 0050 0 6200 1310 2100 000 Q0 2101
4. Justification/Rationale, and Consequences of not making the change (use additional sheets as
necessary:

This position's main responsibility is the cert fication to the Veterans Administrati

for students collecting Veterans Educational Benefits.

Reverse this sheet, and use the table for tracking the pri.gress of vour request.

(Approved 10/8/08)

Revised 8-08



. . . Classified position
Classification/Position: Admissions and Records Spic _Date:_ 5/3/10

“weps | REPLACEMENT | mnitials/ [ sieps [TNEW OOR CHANGED | Initials’.

POSITION pae ____PDSITION* bt
_1 Chair/manager discusses vacant ) 3 1 Chair/ma: ager discusses the
position with division/area and 5/ new/ vaca 1t position with
other relevant group(s). ﬁ( division/ai ca and other relevant
| . group(s).

2 Chair/manager discusses with VP. | 2 Chair/mar ager discusses with
The VP may authorize short term 5/3 i VP. The P may authorize short
help if funds in the budget and no o term help if funds in the budget
additional cost. and no acllitional cost.

VP discusses request with Vice &/30- 3 VP discusses request with
Presidents and President Cae | Advisory Jroup.

President makes final decision. 4 VP discusses request with Vice
VP presents to College Council | President: and President. HR
for information. informs I PCEA.

5 HR begins recruitment, takes 5 College Council Reviews and
recommendation to Governing ' makes a r-:commendation to the
Board, or takes other necessary President. 2 Readings.*

| steps . B
6 President makes final decision

5 g and inforias VP, Chair/manager. “
@MP ' President directs HR to process i
( : request. ( 3oard approval,
recruitment, etc.)
MONTEREY PEN INSULA 7 HR begins recruitment, takes '
@S0 &E E recomme 1dation to Governing ‘

Board, or takes other necessary |
steps |

President’s Authorization: {_,V /r;___,____--—' DATE: ,{ {8~ [0
"Dr. D_cy)glas Garrison

VP’s Authorization for Bilingual: DATE:

Note #1: These steps may take more or less time depending upon tim:: constraints (e.g. e-mail vs. meetings),
and the 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 tlie college, the President may authorize
action without completing this process and will inform the College Co incil.

Note #4: Once recruitment begins, i..:.i>+.on Code Section 88003 lirrits short term or substitute employment
to 60 days.

*New and changed positions must be presented to Coflege Council for two readines and approved by the

Board of Trustees. Positions included in MPCEA must be negotiaivd.

(See Reverse)

{Approve. 10/8 38) Revised 8-08



