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Marion Boenheim, Ph. D.

Director of Human Resources

Tel: (760) 355-6212 $ Fax: (760) 355-6211

Email:marion.boenheim@imperial.edu
September 14, 2004

Andres Quintero

Office of Diversity

Evergreen Valley College

3095 Yerba Buena Road

San Jose, CA 95135

Re:
Model Equal Employment Opportunity Plan

Mr. Quintero:

In response to your request to all districts for information and documents, which we have itemized below, Imperial Community College District provides the following:
1. Copies of Diversity/EEO training materials for screening/selection committees and a summary of how the training is done.

Enclosed is IVC’s Faculty & Staff Diversity Plan.  The District currently follows many of the procedures included in the plan, except those that address affirmative action employment.  Revision of the District’s Plan is pending development of the Chancellor’s Office model equal employment opportunity plan.

All IVC screening and selection committees participate in an orientation prior to screening applications.  The orientation is conducted by either the Director of HR/EEO, the Human Resource Analysts, or designee.  Enclosed is the orientation agenda, which includes the many items reviewed and discussed with the committees.

a) How are committee members trained to evaluate the diversity criteria that candidates must show sensitivity and understanding of diverse student populations?
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Committee members are instructed to consider an applicant’s experience in working with students of diverse cultural backgrounds.  Experience may include teaching and non-teaching work experience, volunteer service, or any other experience that involves direct contact with people of different races, ages, gender, disability, ethnicity and cultures.

b) Does anyone have interview questions or techniques that tests effectively for the diversity criteria?

IVC asks all candidates interviewed the following question:

“Describe your experience working with students from diverse cultural backgrounds.”

2. Board policies on Diversity, non-discrimination, hiring and recruitment. 

Enclosed are the board policies of IVC, which include the following:

BP 3410
Nondiscrimination

BP 3420
Equal Employment Opportunity

BP 3430
Prohibition of Discrimination and Harassment

BP 7120
Recruitment and Selection

3. Copies of district/college hiring procedures.

Enclosed are the following:

· Board minutes excerpts regarding Administrative Hiring Procedures, Oct. 11, 2000
· Academic Hiring Procedures, June 9, 1999
· Board minutes excerpts regarding revision to the Academic Hiring Procedures, 
Nov. 14, 2001 
· Copy of Article 6 of the collective bargaining agreement between the District and CSEA, Chapter 472, relating to Employment

Additional hiring procedures followed by the District are found in the enclosed IVC Faculty & Staff Diversity Plan, specifically the following sections:

· Section VI, Elements of an Employment Program
· Section VII, Elements and Procedures of a Search/Selection Process
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a)     How are screening/selection committees formed and who appoints members?

Screening/selection committees are established in accordance with the provisions found in the following:

· IVC Faculty & Staff Diversity Plan, Section VI, Elements of an Employment Program, subparagraph D, Applicant Screening, item 2
· Section VII, Elements and Procedures of a Search/Selection Process, subparagraph B, items 9, 10, 11

· Board minutes excerpts regarding Academic Hiring Procedures, June 9, 1999, section 3.5.5.

· Article 6, Employment, of the collective bargaining agreement between the District and CSEA, Chapter 472

The Academic Area Leader or designee serves as committee chair for certificated positions and selects the members to serve on the screening/selection committee.  
The Superintendent/President or Area Vice President, or designee, serves as committee chair for Administrative positions and selects members to serve on the screening/ selection committee.  In addition, the Academic Senate and classified bargaining unit chooses representatives from its respective groups to serve on the committee.

Department heads, which include Administrators, Classified Managers, Division Chairs, Program Coordinators and Directors, or designees, serve as committee chairs for classified positions and select members to serve on selection/screening committees.  

b)   How does the district ensure committees are diverse?


Please see response to item a), immediately above.

c)   How does the district deal with an initial pool that is not diverse?

The District may extend or re-open a position, or expand the geographic recruitment

area.  
d)   How does the district deal with adverse impact in the hiring process?  What approaches   have worked when monitored groups are screened out of the hiring process and there isn’t a clear reason why?

The District may suspend the selection process and take steps to remedy the problem before resuming the process.  Remedial steps include carefully analyzing the process to 
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determine which aspect of the process created the adverse impact, such as the screening criteria, any locally established qualifications, or procedures.  Corrective actions may include revising the screening criteria, revising the problematic procedures, eliminating the locally established qualifications, or re-opening the position and initiating a new selection process.

e) Any training material on diversity, cultural competence, understanding bias and discrimination, or resources on these topics aside from training done for screening committees.

In addition to the IVC Faculty & Staff Diversity Plan, enclosed is the proposed revision to the District’s Policy and Procedures for Handling Complaints of Unlawful Discrimination Under Title 5 Section 59300 et seq.  The revision is on the agenda for adoption by the IVC Board of Trustees at its meeting on September 21, 2004 (see board resolution attached to revised policy and procedures).
Since the previous policy was adopted by the Board in June 2002, training has been offered to all employees.  The training includes a review of the District’s policy and procedures on unlawful discrimination including sexual harassment, and a discussion on the importance of understanding and accepting the differences in all people.

4. Forms used in the screening selection procedures. 

The District utilizes the following forms, which are enclosed:

Certificated:

· Employment Form #2, Application Screening Worksheet
· Employment Form #3, Application Screening Tally Sheet
· Interview Final Rating Sheet

Classified:

· Committee Screening Tally Selection
· Committee Final Screening Tally Selection

5. Recruitment techniques or approaches that help attract a diverse pool.

In addition to advertising its certificated positions locally (i.e., Imperial County; Yuma, Arizona; San Diego) and with the California Community College Registry, the District 
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distributes job announcements nationwide to colleges and universities whose primary enrollment includes the monitored groups.  
We believe we have provided all the information requested.  If not and you require further information, please don’t hesitate to contact me.
Very truly yours,

Marion Boenheim, Ph. D.

Director of HR/EEO
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Enclosures

