
  

Requesting a FT Faculty Hire



  

Tentative Timeline
● Distribute Form (Mid-Sep)

● Distribute Data (Late-Sep)

● Collaborate with department faculty and deans (Late Sep)

● Requests complete (Early-Oct)

● Score requests (Late Oct or Early Nov)

● Submit prioritization to Administration (Late Oct or Early Nov)

● Administration in consultation with AS President decides which positions to post (possibly 
in two batches depending on the circumstances) (Mid-November)

● AS urges Administration and District Office to post positions promptly (Mid-November)



  

Instructions and Form on Canvas
● Self-enroll using this link:

https://rsccd.instructure.com/enroll/LDWKGR
● Includes a video walk-through for dept chairs
● Includes tips for senior senators

https://rsccd.instructure.com/enroll/LDWKGR


  



  



  

Steps for Dept Chairs



  



  



  



  



  



  



  



  



  

Steps for Senior Senators



  

Preparing for the Ranking Meeting

● Using the Faculty Hiring Request list, click on each of the requests that was submitted
● For each request, click on the PDF link or click on View Feedback to view and 

optionally save/print the pdf. 
● If your division has submitted requests, please be prepared to give an overview of the 

position.  It's usually helpful to check-in with the department chair who submitted the 
request.

● Plan to take notes during the meeting including the scores you will later give to each 
request.  A Prioritization Worksheet Download Prioritization Worksheet is available for 
your notes.



  

During the Ranking Meeting

During the meeting, there will be verbal instructions on how 
senators can score each hiring request.  Below is an overview.

● Click on the Faculty Hiring Request Scoring List
● For each request, click on the name of the discipline that 

corresponds to the request being discussed in the meeting
● To view the request, click on the PDF link or click on View 

Feedback...



  

During the Ranking Meeting
● Click on Show Rubric (although it's not a rubric) 
● After the discussion, enter a score. 
● Write down the score your gave next to the name of the 

request along with any notes that may help you compare it to 
other requests.  A Prioritization Worksheet is available for your 
notes.

● Return to the Faculty Hiring Request Scoring List and repeat 
the steps above for each request



  

● Creating the final ranking list
● After all the requests have been discussed and 

scored, the scores will be averaged by request
● Department chairs will be able to see their 

average score
● The final sorted list will be displayed and 

discussed for approval by the senior senators



  

Tentative Timeline
● Distribute Form (Mid-Sep)

● Distribute Data (Late-Sep)

● Collaborate with department faculty and deans (Late Sep)

● Requests complete (Early-Oct)

● Score requests (Late Oct or Early Nov)

● Submit prioritization to Administration (Late Oct or Early Nov)

● Administration in consultation with AS President decides which positions to post (possibly 
in two batches depending on the circumstances) (Mid-November)

● AS urges Administration and District Office to post positions promptly (Mid-November)



  

Next Steps
● Departments decide whether to submit a request
● Dept chairs self-enroll

https://rsccd.instructure.com/enroll/LDWKGR
● Dept chairs review video walk-through
● Senators remind dept chairs of deadlines and 

provide support

https://rsccd.instructure.com/enroll/LDWKGR
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