
				
		
	
	 	 	 	

	 	

	

	 	 	 	

	 	 	

	

	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 																	
	 	 	

 

	 	 	 	 	 	 	 	 	

	

  

   

		 	

ACADEMIC STAFFING REQUEST FORM
 

Initiator: Department: 

Division: 	Phone 	Number: Date: 

NOTE: You do not	 have to complete all sections of this application to have your request	 considered. 

ACTION REQUESTED 

¢ Permanent	 Full-Time ¢ Temporary Full-Time ¢ OTHER: Attach request	 to this form. 

POSITION CHARACTERISTICS 
Job Title of Vacancy: Reason for Vacancy: FTE: 

Department: Division: Needed Start	 Date: 

FUNDING 
GL 	(Org	Number): Grant	 or Categorical (check): District	 Funded: Budgeted Dollars: 

Briefly identify how the funding for the position was generated.

JUSTIFICATION 
Briefly explain the need for the position and how it	 relates to essential services or critical mission requirements. 200 words or less. 
(Criteria	 1 on the Rubric) 

Briefly explain the urgency of the need and the consequences of not	 filling the position within a	 12-month timeline. 200 words or less. 

Academic Staffing Request	 Form (12/20) 



				
		
	
	 	 	 	

	 	 	 	 	 	 	 	 	 	

  
	

	
 

		

	

 

		

	

		

	

	 	

	

  
	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	

 

   

   
	

What	 data	 considerations have influenced this request? Please use the PIPR	 data	 (F1-3) to illustrate this need. (Criteria	 2 on the Rubric) 
JUSTIFICATION (continued) 

Briefly explain why existing staff within the department	 or elsewhere at	 the college/location are not	 available to meet	 the needs outlined in this 
request	 or why your PIPR	 data	 don't	 reflect	 your current	 need. 200 words or less. (Criteria	 3 on the Rubric) 

List	 the required and preferred duties assigned to the position (limit	 300 words). 
Duties and Responsibilities 

STATEMENT OF DUTIES 

SUPERVISION RECEIVED 
Department	 Chair Name: Title: 

Budget	 Office 
APPROVALS 

☐ Disapproved 

☐	 Approved 

DateDisposition Contact and/or Signature 

Phone	 Number: 

	President 

☐ Approved 

☐	 Disapproved 

☐ Approved 

☐	 Disapproved 

Human Resources 

Dean Name: Title: Phone	 Number: 

ADDITIONAL JOB RESPONSIBILITIES (If Applicable) 
Examples Anticipated CostS 

Academic Staffing Request	 Form (12/20) 
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HIRING	RUBRIC	CRITERIA	
DESCRIPTION	 SCORE	

Scoring	criteria:		
In	the	right	column,	give	3	pts.	for	CRITICAL,	2	pts.	for	IMPORTANT	and	1	pt.	for	DESIRABLE.	
1.	Significant	District	Need	(up	to	3	points)	
	

• Unique	accreditation,	state/federal	regulations	or	licensing	standards	
require	a	full-time	faculty	member.	

• This	position	will	eliminate	a	program	viability	issue;	lack	of	a	faculty	
member	means	that	students	will	not	be	able	to	enroll	in	classes	
and/or	complete	a	program	of	study.	

• Need	for	a	full-time	instructor	to	anchor	the	program	(complete	class	
schedules).	

	

	

			Urgency	and	Consequence	(up	to	3	points)	
	
• This	position	reduces	exposure	to	significant	risk	(monetary,	liability,	

litigation)	to	district.		
• The	need	for	this	faculty	member	is	urgent/Immediate.	

	

	

2.	Data-related	Program	Needs	(up	to	3	points)	
	

• Percentage/ratio	of	the	sections	in	the	program	are	taught	by	full-
time	faculty	vs.	part-time	faculty	members.	

• Enrollment	and	productivity/efficiency	data:	enrollment	trends,	
WSCH/FTES,	FTES/Section,	Headcount	or	fill	rate/Section.		

• Labor	market	information	and	workforce	needs.	
		

	

3.	Institutional	Support	(up	to	3	points)	
	

• This	position	has	been	ranked	as	“high”	by	the	division	as	
documented	by	the	division’s	program	review	or	other	strategic	
planning	documents.	

• This	position	serves	a	key	function	in	advising	or	supporting	students	
(categorical	or	other	student	success-based	programs).	

• Retirements/resignations	and	other	losses	have	led	to	instability	in	
the	program’s	offerings	and	schedule.	

• Decreasing	availability	of	part-time	faculty	in	the	discipline.	

	

TOTAL	 	
Other	Comments:	
	
	
	
	

	


	Initiator: Carina Cisneros
	Division: Student Services/Student Support
	Phone Number: 408-848-4772
	Date: 8/13/2024
	Other: Off
	Temporary: Off
	Permanent: Yes
	Job Title of Vacancy: Vocational (Special Education) Instructor
	Reason for Vacancy: Reassignment
	FTE: 1.0
	Needed Start Date: Spring 2025
	Department: Accessible Education Center
	Position Division: Student Services
	GL (Org Number): 600827
	Grant or Categorical (check): Categorical
	District Funded: 0
	Budgeted Dollars: $160,000
	Briefly identify how the funding for the postion was generated: The position is vacant due to a faculty reassignment. The funding is categorical, and when the FTES generated from both the CareerPrep and HOPE Services program fully covers the costs and generates extra college FTES. The Workability III contract also requires 15% of this position's time.
	Justification1-need for the position: This vocational instructor position is split between two non-credit program areas of the AEC department that serve students with intellectual disabilities (ID) and students with autism. The CareerPrep program is on-campus, and the HOPE Gavilan program serves students off-site in Gilroy and Hollister. The Gavilan and HOPE partnership has been successful since 1981. One full-time faculty member is leading all three areas. We need a full-time instructor to anchor the HOPE Gilroy program to support the teaching load. This instructor position also has a15% certified match workload requirement for the Workability III (WAIII) grant.  These non-credit programs directly align with Gavilan's mission, Title 5 and the Vision For Success goals for non-credit vocational programs. The AEC provides support services and educational assistance courses to students with disabilities, so they can have full and equitable access to college courses.
	Justification2-urgency of the need: The urgency and consequences of not filling this position ASAP will put both programs and the WAIII grant compliance in jeopardy. Both the CareerPrep and HOPE/Gavilan programs serve a growing ID population.The WAIII grant is a cooperative program for students with disabilities who are jointly served by Gavilan and Department of Rehabilitation (DOR) in fulfilling their Individual Plan for Employment (IPE). The WAIII program provides vocational assessment, employment preparation, job development, employment retention and follow-up services. This full-time vocational position is part of the required certified match for funding the grant. With only one full-time position in both the CareerPrep and the HOPE Services program, we are unable to meet the required certified match, which reduces the cost reimbursement; therefore,Gavilan  receives less WAIII funding each year this position goes unfulfilled.
	Position Department: Accessible Education Center
	Justification3-data considerations: The fulfillment of the full-time Vocational Instructor vacancy for our vocational courses in the CareerPrep, HOPE programs and WAIII is critical to maintain the level of educational assistance courses and services to our students with intellectual and other disabilities. The combined FTES generated by the HOPE/Gilroy, HOPE/Hollister and CareerPrep programs is over 230 consistently with additional growth potential as HOPE site continue to see additional demand. It is imperative that we fill this vacancy and not jeopardize our partnerships with HOPE Services and Department of Rehabilitation.
	Justification4-existing staff are not available to meet the needs: The AEC is currently understaffed by 3 FT faculty positions, and we have relied on substitutes and part-time faculty for the past 2 years. Due to the specialized nature of the programs and the type of students served, it is  critical to have a FT lead in the HOPE/Gilroy site. The FT instructor at the HOPE/Hollister site is now leading all 3 non-credit areas with one qualified PT instructor to share a small percentage of the teaching load. The DSPS minimum qualifications needed for this position is highly specialized, and the FT faculty that are currently qualified for this position are already teaching full-time and on overload within the AEC department. 
	Duties and Responsibilities: Under the direction of the Dean of Student Support, duties include: create and conduct courses for adults with ID and other disabilities at Gavilan/HOPE Services EMCC program and the Supported Employment (SEP) community settings; create and conduct courses for adults with ID and other disabilities in the on-campus CareerPrep program, so students can earn an Award of Achievement in the 3-year program; represent Gavilan as a member of the interdisciplinary and interagency teams; assess student needs and provide appropriate instructions in job skill, work adjustment, and employment programs; develop student vocational profiles, student-centered plans, and rehabilitation/instructional goals in conjunction with other program staff, community agencies, and family members; perform job analyses in the community; work with job developers and agency or community members to select appropriate job candidates for available employment opportunities; advocate for the student and provide training tools, support and intervention strategies to assure retention; maintain student records and related documentation.
	Additional Job Responsibilities -Line 1: Provides vocational instruction specifically for students/DOR consumers in the person-
	Costs -Line 1: 15% of FTE
	Additional Job Responsibilities -Line 2: centered plan prior to transitioning into the work experience component of WAIII program;
	Costs -Line 2: 
	Additional Job Responsibilities -Line 3: Meets with WAIII counselor and staff to discuss progress on job placement and follow-up.
	Costs -LIne 3: 
	Dept: 
	 Chair Name: Eric Lopez
	 Chair Title: AEC Department chair
	 Chair Phone Number: 831-204-8430

	Dean Name: Carina Cisneros
	Dean Title: Dean of Student Support
	Dean Phone Number: EXT 4772
	Budget Office Approved: Off
	Budget Office Disapproved: Off
	HR Approved: Off
	HR Disapproved: Off
	President Approved: Off
	President Disapproved: Off


