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P6Hx23-2.201
PROCEDURE:  EMPLOYMENT - FULL-TIME INSTRUCTIONAL PERSONNEL
I.
Procedures for Filling Faculty Vacancies

The mission of St. Petersburg College is to provide accessible, learner-centered education for students pursuing selected baccalaureate degrees, associate degrees, technical certificates, applied technology diplomas and continuing education within our service area as well as globally in program areas in which the College has special expertise.  As a comprehensive, multi-campus postsecondary institution, St. Petersburg College seeks to be a creative leader and partner with students, communities, and other educational institutions to deliver enriched learning experiences and to promote economic and workforce development.  A more detailed mission statement is periodically updated and is reflected in Board of Trustees' Rule 6Hx23-1.02.

St. Petersburg College fulfills its mission led by an outstanding, diverse faculty and staff and enhanced by advanced technologies, distance learning, international education opportunities, innovative teaching techniques, comprehensive library and other information resources, continuous institutional self-evaluation, a climate for student success, and an enduring commitment to excellence.

This mission requires the employment of staff and faculty who possess and share the philosophy and values of a college that is dedicated to excellence and equality of opportunity.  In order for St. Petersburg College to serve best the community, it must employ the talents and resources of qualified people representative of diverse segments of its community.

A.
Initiation of the announcement of a position vacancy

1.
The appropriate supervisor will initiate the employment process by preparing a Vacant Position Announcement Form for the vacancy and forwarding it through appropriate channels to Human Resources.  The supervisor will also review the position description to determine applicability.

2.
Human Resources will ensure that the budgeted position exists.  Ordinarily, no announcement may be made prior to budget confirmation.

B.
Recruitment as deemed appropriate

1.
Notify the state applicant pool.

2.
Contact minority organizations and leaders.

3.
Advertise in the Titan News and in local media (including minority publications), national and/or professional publications and journals as necessary.

4.
Advertise in institutions of higher education whose graduates may have an interest in the position.

5.
Employ recruitment strategies that promote staff and faculty diversification.

6.
Execute other appropriate efforts and strategies.

C.
Development, evaluation, and review of the applicant pool

1. Based upon the position description, job requirements and the review of applicant credentials, Human Resources will compose a candidate pool.  
2. The candidates who possess at least the minimal qualifications and/or those with unique qualifications, that through the process it has been determined are appropriate, will be included in the pool.

D.
Screening of the applicant pool

1.
Position vacancies that are subject to a screening committee:

a.
Regular full-time faculty (instructional, counselors, librarians) positions, and 

b.
Administrative and professional positions whose primary purpose is that of instruction or student services.  The President will periodically certify to Human Resources an updated list of those positions requiring a screening committee.

2.
Appointment of a screening committee

a.
Committee structure and organization

(1)
Screening committee members shall be appointed by the President.  The coordination shall be from Human Resources.

(2)
Committee membership shall be composed of College staff in budgeted positions and, in some cases, appropriate persons from the community.  Since staff are employed by St. Petersburg College, the committee membership may be representative of the College’s service area.

(3)
The suggested number of members is six (four faculty and two administrative/professional for faculty vacancies and four administrative/professional and two faculty for administrative/professional vacancies).  At least one cabinet level person will be appointed to each screening committee.

(4)
The equal access/equal opportunity administrator may serve ad hoc on all screening committees.

3.
Committee responsibilities

a.
To become familiar with and follow the screening committee guidelines.  These guidelines will be presented to the committee separately.

b.
To screen applications for the position.  The screening will be based upon criteria emanating from the job specifications.

c.
To develop a list of recommended finalists in non-preferential (alphabetical) order.  Each committee member will have the right to place at least one candidate on the finalist list.
d.
The responsibilities of the committee cease upon the identification of finalists unless there is a need to reconvene to consider additional finalists.

e.
All positions not subject to a screening committee are to be screened by the appropriate supervisor.

E.
Screening and Interviews of Finalists

1.
The director of Human Resources will review the list of finalists to determine that it conforms with search and screen guidelines.  When the list of recommended finalists does not conform to search and screening guidelines and job requirements, the process may be repeated at the request of the President.

2.
If a list of recommended finalists is approved, the appropriate supervisor(s) may begin the interviewing process that in the case of faculty may require a demonstration teaching experience.  The demonstration teaching experience may be by video tape or in person.  Recommended finalists for administrative and professional positions also may be required to give appropriate demonstrations of certain competencies and skills.

3.
The provost will forward the list of the top three candidates in alphabetical order to the President.

F.
Appointment of the Selected Candidate

1.
The Human Resources director or appropriate designee will complete all reference checks on the recommended finalist(s).  The College can make no offer of recommended employment until this process is complete.  Salary computations are determined by Human Resources.  Human Resources will conduct criminal background checks and verification of past employment.

2.
Human Resources will review the supervisor's Interview Form to verify that all recommended finalists have been interviewed.

3.
The President, in conjunction with the provost, will select the final candidate and will transmit recommendation of final candidate to Human Resources on the Personnel Action Recommendation Form.

4.
Finalists for full-time faculty positions shall be interviewed by appropriate administrators and then, to the extent deemed necessary, finally by the President.  Candidates for part-time faculty positions shall be interviewed by program directors or upper-division deans.  Each candidate is also required to write several paragraphs on the application describing his or her philosophy of education.  During the process of reviewing the application and interviewing the candidates, an assessment will be made of oral and written communication skills.

5.
Before the final offer is made for a full-time faculty position, approval of the credentialing for that faculty member must be completed.

6.
When a new faculty member is hired, faculty credentialing information, as part of the employment application, is completed by the program director/upper-division dean and reviewed and approved by the director of Human Resources, provost/campus executive officer, and the senior vice president of Educational and Student Services or the senior vice president of Baccalaureate Programs and University Partnerships or designee.  An electronic database is kept to indicate which faculty members are qualified to teach which specific teaching fields.  If a faculty member wishes to teach in additional disciplines, the Faculty Credential Evaluation portion of the College application is modified and resubmitted using the same process.

7.
Human Resources will notify the recommended candidate and all other candidates as well as the screening committee of the College's decision.

8.
The recommended candidate shall be submitted to the Board of Trustees for approval.

G.
Acting appointments

An acting appointment may be made to a budgeted position; however, it must be clear to the appointee that a search will be made in the future, if a decision is made to fill the position on a regular basis.  At that time, the acting appointee may apply and compete with others as an outside candidate for the position.

II.
Reassignment from Administrative/Professional to Instructional

Any administrative/professional employee who is reassigned to an instructional position will be evaluated based upon academic credentials and length of service and placed on the appropriate grade of the instructional salary schedule.

III.
Special Conditions for Nursing and Other Selective Health Program Faculty

A condition of employment would be a physical examination and immunization documentation with an update on the physical examination every 3 years and an annual PPD (Tuberculin test).  This would be applicable to nursing and other selective health program faculty.

History:
Adopted 10/16/86.  Amended 4/23/91.  Effective 4/30/91, 10/22/91; 5/29/98.  Repealed - Upon the Board's adoption of this year's Salary Schedule or July 1, 1998,whichever is earlier (Salary Schedule adopted 6/15/98).  See Rule 6Hx23-2.202; 6/19/12.  Re adopted – 6/19/12.  Effective – 6/19/12; 4/4/24.  Filed 4/4/24.  Effective – 4/4/24.
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