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#: 2020-04
_______________ 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST
 2020-2021 

Requester Name: ________________________Division Name: ________________________ 

__________________________SUMMARY INFORMATION_________________________                   
Title of Position Being Requested:   (Note: Please also attach a current or proposed district job description) 

Position Will Reside in Division/Unit: 

Indicate To Whom this Would Report: 

Indicate if this position or a similar position has been presented to RAC previously and in what years: 

The position is: 

☐ New

Number of Hours per Week: _____________ 

Number of Months per Year: _____________ 

☐ Increase for an existing funded position

From:  ☐ 9  ☐ 10  ☐ 11 Months 

To:  ☐ 10  ☐ 11  ☐ 12 Months 

OR  From:  ______ %  to ______ % 

Name of Person Currently Holding Position: __________________________________ 

☐ New Categorically funded position (information only; position not ranked)

Number of Hours per Week: _____________ 

Number of Months per Year: _____________ 
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http://www.clpccd.org/HR/SEIU%20MOUs/ClassificationCompensationStudy_000.php


SECTION 1:  PROGRAM NEED________________________________________________ 

What key responsibilities would this person assume? 

List other Personnel in the Unit (i.e. with shared or similar responsibilities): 
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SECTION 1:  PROGRAM NEED (contd)__________________________________________ 

Give a historical perspective of the changing demands on your unit’s staff over the past 3-5 years (refer to 
your program review relating to human resources.)  You may use narrative or relevant data. 

And/or provide additional information supporting a need for this position and resulting impact on 
students or program: 
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SECTION 2:  STUDENT LEARNING AND SUCCESS______________________________ 

Explain how this position will contribute to and/or support student learning and success: 

Explain how this position will have a positive impact on Accreditation or strengthen the college’s 
adherence to the ACCJC standards: 
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LPC MISSION STATEMENT: 

Las Positas College provides an 
inclusive, learning-centered, equity-
focused environment that offers 
educational opportunities and 
support for completion of students’ 
transfer, degree, and career-technical 
goals while promoting life-long 
learning.

LPC PLANNING PRIORITIES: 

SECTION 3:  LPC MISSION AND PLANNING PRIORITIES 

Indicate how this position supports the College’s mission and/or planning priorities: 
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• Implement the integration of all ACCJC standards throughout campus structure
and processes.

• Establish a knowledge base and an appreciation for equity; create a sense of
urgency about moving toward equity; institutionalize equity in decision-making,
assessment, and accountability; and build capacity to resolve inequities.

• Increase student success and completion through change in college practices and
processes: coordinating needed academic support, removing barriers, and
supporting focused professional development across the campus



SECTION 4:  PROGRAM OUTCOMES, INITIATIVES, and PLANS 

Please check one.  
[  ] This need was described explicitly in a Program Review (Year__________).  

[  ] This need was implied in a Program Review (Year__________). 

[  ] This need was not included in a Program Review, but has become a need since that time.  

Explain, including language from Program Review (if available):  
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SECTION 5:  SAFETY (if applicable) 

Explain how this position will improve safety on campus or within your unit: 

SECTION 6:  COSTS* 

$ ______________________ 

$ ______________________ 

$ ______________________ 

Estimated Increase or Proposed Annual Salary Cost: 

Estimated Benefits Cost:  

Total Cost for Position: 

NOTE: Full Time = 20-40 hours per week or 50% - 100% 
Regular Hourly = 18 hours or less per week (<50%) 

For accurate costs, contact the College Administrative Services Technician in the LPC Office of 

Administrative Services email to SDavidson@laspositascollege.edu 

SECTION 7:   SIGNATURES
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Requester Administrative Services Technician

Date - click for drop-down 

Division Dean Vice President

Date - click for drop-down 

Date - click for drop-down Date - click for drop-down 

8/31/2020

8/31/2020

wgarcia
Stamp










	Purpose
	Process
	CLASSIFIED & ADMINISTRATIVE POSITION REQUEST
	ADP38FE.tmp
	Classified and Administrative Positon Request Checklist


	Requester Name: Tamica Ward
	Division Name: Enrollment Services
	Number of Hours per Week: 
	Number of Months per Year: 
	From: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	This need was described explicitly in a Program Review Year: 2019
	This need was implied in a Program Review Year: 2018
	Title of Position: Admissions & Records Assistant II (see attached approved job description)
	Reside:  Enrollment Services Division/Student Services Unit
	Report To: Tamica Ward, Dean of Enrollment Services
	Previously Requested: This position was been previously submitted to RAC during the 2019-2020 Academic Year.
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: The Admissions & Records Assistant II would be responsible for overseeing the Shop Iron Workers apprenticeship programs that require specialized training and specific duties to be done in compliance with established agreements or contracts with external entities.  Las Positas College just added the Shop Iron Workers apprenticeship program in fall 2020.  However, Las Positas College has received firsthand information and feedback from Chabot College that has apprenticeship programs that receive significant clerical and student support services from an Admissions & Records Assistant II will be required.The Admission & Records Assistant II would be responsible for conducting residency determination, working with the Career and Technology Education Management Application (CATEMA) program, processing repeat and overlap petition tracking for the 320 Apportionment Attendance Report, working with Nelnet payment plan, processing excused withdrawal petitions, and tracking Assembly Bill (AB) 540 files at Las Positas College.  Las Positas College does not currently auto award certificates and associate degrees and it is anticipated that the Admission & Records Assistant II would be responsible for helping implement proactive awarding of certificates and associate degrees.  However, with the passage of the Student Centered Funding Formula (SCFF), the need to produce additional certificates and degrees will become ever more important to help with maximizing revenue beginning with Fiscal Year 2022-2023.
	Other Personnel: While the Admissions & Records Office employs three full-time Admissions & Records Assistant II, the Admissions & Records Office does not have the personnel capacity to take on additional duties due to the resignation of an Admissions & Records Assistant II in August 2020.
	Historical Perspective: The Admissions & Records Office has had a number of new federal laws and state regulations it has had to implement and enforce during the past five years.  During this same period of time, the Admissions & Records Office lost various employees some due to attrition, retirement incentive, and resignation.However, the Admissions & Records Office remains short two full-time, permanent Classified Professionals while its workload and expectations have significantly increased.Las Positas College currently implemented the apprenticeship program in fall 2020 and we have learned from Chabot College and other California community colleges that adopting such programs would require significant support from the Admissions & Records Office.The Las Positas College Academic Senate and administrative senior leadership team approved the proactive awarding of certificates and degrees in spring 2019.  However, the initiative has not been initiated in part due to lack of human resources within the Admissions & Records Office.
	Additional Info Supporting Need: With the adoption of Shop Iron Workers Apprenticeship Program, it is anticipated that Las Positas College will be able to generate additional full-time equivalent student (FTES) and be positioned to better place graduates into the workforce earning a regional livable wage to maximize the potential revenue from the Student Centered Funding Formula (SCFF) beginning in Fiscal Year 2022-2023.With the adoption of proactive awarding, it is anticipated that Las Positas College will be able to award additional certificates and degrees to eligible students and position the college to maximize the potential revenue from the Student Centered Funding Formula (SCFF) beginning in Fiscal Year 2022-2023.
	Contribute to Student Learning: The Admissions & Records Assistant II will contribute to and support student learning and success by supporting students enrolling the soon to be created and approved apprenticeship programs at Las Positas College.  All students need to apply for admission to the college, grades need to be recorded, certificate and degrees need to be issued, and verification needs to take place for employment and transfer purposes.The Admissions & Records Assistant II will contribute to and support student learning and success by helping students achieve academic accomplishments with the issuance of certificates and degrees without students having to submit graduation petitions early in the academic semester.  Students do not often recognize or realize the importance of certificates and degrees along their educational path to the four-year university.
	ACCJC Standards Adherence: The hiring of an Admissions & Records Assistant II will have a positive impact on accreditation efforts and help strengthen the college's adherence to ACCJC standards as follows:Student Support ServicesAccreditation Statement: "The institution assures equitable access to all of its students by providing appropriate, comprehensive, and reliable services to students regardless of service location or delivery method."Response: The hiring of an Admissions & Records Assistant II will enable Las Positas College to remain compliant with providing all students equitable services while enrolled in an apprenticeship program similar to regular credit and noncredit students.
	Mission: The hiring of an Admissions & Records Assistant II will support the college's mission by providing equitable service and support to students enrolled in an apprenticeship program while supporting the external entities that have entered into agreement with the college to support hands-on and on the job training and skill acquisition.The hiring of an Admissions & Records Assistant II will support the planning priorities by helping students identify a path, enter a path, and remain on a path as it relates to Guided Pathways.  Las Positas College has recognized that not all students want to transfer to a four-year university and may want to learn new knowledge, skills, and abilities as it relates to career technical education.
	Program Outcomes: The need to hire an Admissions & Records Assistant II is paramount especially given the new Student Centered Funding Formula (SCFF) and the need to implement best practices now in order to prepare for its implementation beginning in Fiscal Year 2022-2023.The need to identify academic programs to maximize the full-time equivalent student (FTES) to better position the college and the college district with the new Student Centered Funding Formula (SCFF is vital especially with the loss of the Sheriff's Academy.  That is why Las Positas College is actively pursing apprenticeship programs.The need to begin proactive awarding certificates and degrees is important to position the college and the college district to maximize the potential revenue from the Student Centered Funding Formula (SCFF). However, this work cannot be done without additional human resources.
	Program Outcome 1: Yes
	Program Outcome 2: Yes
	Program Outcome 3: Off
	Safety: Not applicable.
	Costs 1: 48350
	Costs 2: 26593
	Costs 3: 74943
	To: 
	Admin Services Tech: 
	Division Dean/Admin: 
	Requestor: 
	Vice President: 
	Date: 


