
Process 

 Submit a complete form with all sections complete and a job description attached. 
 RAC will prioritize submissions based on criteria outlined in the rubric below; 

o The committee may chose not to score incomplete requests. 
 RAC will make hiring recommendations to the College President, who will make hiring decision thereafter. 

 
Please Do Not Submit this Page 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST: 2025-2026 
THE FOLLOWING INFORMATION WILL CONTRIBUTE TOWARD A QUALITY REQUEST 

 
DEADLINES 
November 5, 2025: Final day to submit Cost Calculations (Section 6) requests to College Administrative 
Services Technician  
November 12, 2025: Request due to Division Dean with College Administrative Services Technician Signature  
November 19, 2025: Request Presented at Division Meeting  
November 21, 2025: Request due to Administrative Office by 5:00pm with Division Dean and Vice President 
signatures send via email to Andrea Anderson - aanderson@laspositascollege.edu 

 
 

 

Scoring Rubric 
 

Criteria Strong Evidence Adequate Evidence Limited Evidence 
Program Need 
(10 points) [Section 1] 
 
 

Ranking Scale 

Clear and compelling evidence/data
supporting a need for this position 
and/or suggesting strong impact on 
students or program(s). 
 

8-10 

Clear evidence/data supporting a need 
for this position and/or suggesting 
impact on students or program(s). 
 

4-7 

Limited evidence/ data supporting a need for 
this position and/or suggesting limited impact
on students or program(s). 
 

0-3 

Student Learning 
& Success 
(10 points) [Section 2] 
 
 

Ranking Scale 

Clear and compelling evidence that 
this position will widely contribute 
to and/or support student learning 
and success in support of college 
accreditation standards. 
 

8-10 

Clear evidence that this position will 
contribute to and/or support student 
learning and success in support of 
college accreditation standards. 
 
 

4-7 

Limited evidence that this position will 
contribute to and/or support student learning 
and success in support of college accreditation 
standards. 
 
 

0-3 

Mission and Planning 
Priorities 
(10 points) [Section 3] 
 
 

Ranking Scale 

Clear and compelling evidence that 
this position strongly supports the 
College Mission and/or Planning 
Priorities. 
 

8-10 

Clear evidence that this position 
supports the College Mission and/or 
Planning Priorities. 
 

4-7 

Limited evidence that this position supports 
the College Mission and/or Planning 
Priorities. 
 

0-3 

Program Outcomes, 
Initiatives and Plans 
(10 points) [Section 4] 
 

Ranking Scale 

Clear and compelling evidence that 
this position will support the 
program above and beyond current 
capability. 
 

8-10 
 

Clear evidence that this position will 
support the program above and beyond 
current capability. 
 

4-7 

Position provides little or no impact on the 
program above and beyond current capacity. 
 
 

0-3 

Safety and/or 
Organizational 
Effectiveness  
(3 points) [Section 5] 
 

Ranking Scale 

This position will greatly enhance 
campus or program safety and/or 
organizational effectiveness. 
 
 

3 

This position will enhance campus or 
program safety and/or organizational 
effectiveness. 
 
 

1-2 

This position has negligible or no impact on 
campus or program safety and/or 
organizational effectiveness. 
 
 

0 



Classified and Administrative Position Request Checklist 
This checklist is your cover page to your request (pages 3-9) 

Incomplete forms will be returned. 
 
 

Action Item Action Required 

 Review Purpose Submission of the following request to the Resource Allocation Committee (RAC) is 
required for the following: 
1. Requesting a new position; 
2. Requesting increased hours for an existing position; 
3. Informing the committee of the intent to hire a temporary grant-funded position. 

 
Non-Instruction position requests are not required for: 
1. Temporary positions supported by general funds; 
2. Positions currently funded, but vacant for less than 24 months; 
3. Approved positions, but with a failed search. Approval is extended for 12 months 
only. 

 Section 6: Costs Costs associated with this position request must be calculated by College 
Administrative Services Technician, Sharon Davidson before submitting to your 
Division Dean. 

 Calculation requests must be made no later than November 5 to meet 
November 12 deadline for Division Dean submittal 

 Send requests via email to Sui Song 

 Division Dean 
Signature 

The Division Dean will review the Classified & Administrative Position request 
form for completion and confirm job description is attached. 

 Vice President 
Signature 

The Vice President will review the Classified & Administrative Position request 
form for completion, and required signatures. 

 College 
Administrative 
Services Technician 

The College Administrative Services Technician will verify the Classified & 
Administrative Position request form Section 6: Costs, and forward for scanning. 



3  

☐ 

☐ 

☐ 

☐ 

 

 

 

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST 
2025-2026 

 

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 

To: 10 

10 11 Months 

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:    

 

☐ 

☐ 

☐ 

☐ 

☐ 

Internal Use 

#: 2026- 
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SECTION 1: PROGRAM NEED 

What key responsibilities would this person assume? 

List other Personnel in the Unit (i.e. with shared or similar responsibilities): 



5  

 

 

SECTION 1: PROGRAM NEED (contd) 
Provide a historical perspective of changing demands on the unit over the past 3-5 years. (Refer to your 
program review section related to human resources.) You may use narrative or relevant data. 

 

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: 
 Equity: 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. 

 Student Success: 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.  

 Health and Wellness: Establish a knowledge base and appreciation for health 
and wellness in the workplace; create a sense of urgency about wellness; 
prioritize wellness in decision-making, assessment and accountability; and build 
capacity to support wellness. 

 

SECTION 3: LPC MISSION AND PLANNING PRIORITIES 
 

 
 

Indicate how this position supports the College’s mission and/or planning priorities: 
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[ ] 

[ ] 

[ ] 

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): 



SECTION 5: SAFETY and/or ORGANIZATIONAL EFFECTIVENESS 

Explain how this position will improve safety and/or organizational effectiveness 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 SSong@laspositascollege.edu 

SECTION 7: SIGNATURES 

Requester Administrative Services Technician 

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

Division Dean Vice President 

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

9 

\

*job description is in the final stages of review
at the Chancellor's office, with the expectation
it will be approved at November board.

130,197
84,273

214,470

11/13/25

11/14/25Nan Ho


	Requester Name: Paula Marie Checchi
	Division Name: STEM
	undefined: MANAGER, WINERY AND VINEYARD OPERATIONS
	Position Will Reside in DivisionUnit: STEM
	Indicate To Whom this Would Report: Paula Checchi 
	The position is: N/A 
	Number of Hours per Week: 40
	New: On
	Increase for an existing funded position: Off
	New Categorically funded position information only position not ranked: Off
	Number of Months per Year: 12
	9: Off
	10: Off
	11 Months: Off
	10_2: Off
	11: Off
	12 Months: Off
	From: 
	to: 
	Name of Person Currently Holding Position: 
	Number of Hours per Week_2: 
	Number of Months per Year_2: 
	What key responsibilities would this person assume: The Manager, Winery and Vineyard Operations will provide full operational leadership for Las Positas College’s instructional winery and vineyard, ensuring safe, compliant, and sustainable operation of one of the region’s most visible applied learning programs. Core responsibilities include:

1. Oversee all winery processes—crush, fermentation, stabilization, blending, bottling, and storage—ensuring compliance with federal (TTB), state (ABC), and county (DPR) regulations to protect institutional licensing and revenue streams.

2. Direct vineyard operations, including pruning, irrigation, pest control, canopy management, and harvest scheduling aligned with instructional needs and academic calendars.

3. Maintain regulatory and safety compliance, facility sanitation, and chemical handling standards; safeguard students, staff, and the public through strict adherence to industry regulations.

4. Manage inventory, budgets, and reporting for the winery and vineyard; reconcile sales, track costs, and coordinate with the Viticulture & Enology Foundation to ensure fiscal transparency and operational sustainability.

5. Supervise classified staff, student workers, and interns, embedding work-based learning that strengthens student employability and regional workforce readiness.

6. Support faculty instruction by coordinating lab activities, maintaining equipment readiness, and integrating production tasks into curriculum outcomes and accreditation standards.

7. Serve as liaison with state and federal agencies, community partners, and advisory boards to sustain compliance, expand partnerships, and enhance the college’s visibility in the regional wine industry.

This position ensures uninterrupted operation and regulatory compliance of the bonded winery and vineyard while advancing student success, community engagement, and institutional effectiveness.
	List other Personnel in the Unit ie with shared or similar responsibilities: 1. Brianna Lopez, Instructor, Viticulture & Winery Technology (Contract Faculty, Year 1): Responsible for teaching and curriculum coordination within the VWT program. Her assignment focuses on instruction, assessment, and student learning outcomes. She is not responsible for operational management of the winery or vineyard, regulatory compliance, or fiscal oversight.

2. Damian Bramlett, Laboratory Technician (20 hours per week): Provides limited instructional lab support and assists with basic facility setup and maintenance. The position does not include management, compliance, or production responsibilities.

3. Student workers and interns (seasonal/part-time): Participate in vineyard and winery tasks for instructional purposes only; they are not trained or authorized to perform compliance or management duties.

No current personnel hold responsibilities overlapping with those of the proposed Manager, Winery and Vineyard Operations, which is needed to provide dedicated operational, regulatory, and fiscal oversight beyond the scope of instructional and part-time support roles. The absence of dedicated management currently limits the program’s capacity to maintain compliance, sustain operations, and expand student learning opportunities.
	program review section related to human resources You may use narrative or relevant data: Over the past several years, the Viticulture and Winery Technology (VWT) program has expanded dramatically in instructional scope, facilities, and external engagement. The opening of the Viticulture and Enology complex (Buildings 3600 and 3700)—which includes the bonded teaching winery, crush pad, and instructional vineyard—represents an $8.5 million investment and has more than doubled the program’s operational footprint and regulatory oversight. 

Program demand has grown in parallel, reflected in increased student enrollment, expanded industry partnerships, and the program’s vital role in regional workforce development. During this same period, the program’s staffing model has remained largely unchanged: one full-time faculty member, one 20-hour-per-week laboratory technician, and, from Summer 2025 onwards, a temporary, 5-hour-per-week compliance contractor providing limited administrative support. With the retirement of founding faculty member David Everett and the onboarding of new full-time instructor Brianna Lopez (August 2025), instructional continuity has been preserved—but operational capacity has declined. The new faculty role includes a 25% reduction in reassigned time, leaving significantly less bandwidth for tasks outside classroom instruction.

Both the Viticulture & Enology Foundation Board and the VWT Advisory Board have consistently recommended establishing a Manager, Winery and Vineyard Operations position to ensure compliance continuity, operational safety, and consistent student access to high-quality applied learning environments. The convergence of expanded facilities, stricter regulatory demands, reduced faculty reassigned time, and the visible investment in campus infrastructure (which supports community engagement and local industry connection) has created a critical staffing gap. A dedicated manager is now essential to maintain compliance, protect institutional assets, maximize return on the $8.5 million facility, deepen community connection, and allow instructional faculty to focus on teaching and student success.
	students or program: The Viticulture and Winery Technology (VWT) program operates the Campus Hill Winery, one of only four bonded teaching wineries in the California Community College system. Peer institutions—including Napa Valley College, Allan Hancock College, and Santa Rosa Junior College—all maintain either management or specialized classified positions responsible for the daily operation of their instructional wineries and vineyards. Las Positas College is the only program of its kind operating without such a position, relying instead on instructional faculty and part-time staff to coordinate production, facilities, and instructional activities.

The District's $8.5 million investment in the new Viticulture and Enology complex (Buildings 3600 and 3700) expanded instructional space, production capacity, and community engagement opportunities. However, the absence of a dedicated operations manager limits the program’s ability to fully utilize these facilities, sustain consistent scheduling, and expand community and industry partnerships. Establishing a managerial position will provide the leadership needed to oversee day-to-day activities, maintain vineyard and winery readiness, and support instructional and public use of the facility.

For students, this role ensures sustained access to applied learning, internships, and industry engagement central to the program’s workforce mission. For the District, it protects a major capital investment, strengthens community ties, and aligns operations with the structure and best practices demonstrated by other leading California community college programs—advancing institutional priorities in educational excellence, workforce development, and organizational effectiveness.
	Explain how this position will contribute to andor support student learning and success: The Manager, Winery and Vineyard Operations will directly enhance student learning and success by ensuring that the instructional winery and vineyard operate safely, reliably, and in full alignment with course outcomes. This position will coordinate the day-to-day functions of the Campus Hill Winery—harvest scheduling, equipment readiness, vineyard maintenance, and production activities—so that students have consistent access to hands-on learning opportunities tied to the curriculum.

By maintaining stable and well-prepared instructional environments, the position enables faculty to focus on teaching, mentoring, and assessment rather than operational logistics. The manager will also support work-based learning by coordinating internships, student employment, and project-based experiences with local wineries and vineyards, strengthening the program’s connection to the regional wine industry.

For students, these efforts translate to:

1. Greater access to structured, real-world learning experiences.
2. Improved scheduling reliability and safety during production and lab activities.
3. Expanded internship, employment, and transfer pathways into the wine industry.
4. Enhanced learning continuity through well-maintained facilities and equipment.

This position directly supports student engagement, retention, and success through consistent, high-quality applied learning experiences.
	undefined_2: Establishing a Manager, Winery and Vineyard Operations strengthens LPC’s adherence to multiple ACCJC standards by aligning people, programs, and facilities to student achievement.

For example, it supports institutional accountability for achieving mission and goals (Standard 1.3) by ensuring the instructional winery and vineyard consistently enable students to meet program outcomes and by informing continuous improvement with operational data. It helps design and deliver academic programs that reflect relevant discipline and industry standards (Standard 2.2) through specialized operational oversight of applied learning in viticulture and winery technology (paired with appropriate breadth/depth under 2.1). It ensures qualified personnel are in place to support and sustain educational services and improve student success (Standard 3.1). It provides stewardship of the new winery and vineyard facilities so they remain safe, functional, and effectively used to support instruction (Standard 3.8). And it improves institutional risk management for production activities, facilities, and events (Standard 3.10).
	Indicate how this position supports the Colleges mission andor planning priorities: This position directly supports the Las Positas College Mission to foster student learning, equity, and success by ensuring that the instructional winery and vineyard remain fully operational, safe, and accessible for applied education. The Manager, Winery and Vineyard Operations, enables the College to deliver high-quality, hands-on instruction that connects classroom learning with real industry practice—advancing students’ Degree, Certificate, and workforce goals.

The position aligns with the College’s institutional planning priorities by (1) supporting educational excellence through reliable, high-quality instructional environments, (2) advancing workforce development by expanding partnerships and applied-learning opportunities in the regional wine industry, (3) strengthening organizational effectiveness through consistent management of a major capital facility, and (4) ensuring long-term sustainability and responsible stewardship of college resources. 

In addition, the position reflects District and presidential goals to increase community engagement, protect institutional investments, and enhance pathways that prepare students for meaningful employment and transfer.
	undefined_3: 23, 24 & 25
	This need was described explicitly in a Program Review Year: On
	This need was implied in a Program Review Year: Off
	This need was not included in a Program Review but has become a need since that time: Off
	undefined_4: 
	Explain including language from Program Review if available: The need for this position has been explicitly identified in consecutive Viticulture and Winery Technology (VWT) Program Reviews:

2023–2024 Program Review:
“A Winery Manager position to oversee the winemaking, facility infrastructure, tasting room hours, wine sales, winery compliance, and work with instructional faculty is needed.”

2024–2025 Program Review:
“A Manager of Winery Operations to oversee the winery compliance, facility infrastructure, instructional equipment, winemaking, tasting room hours, wine sales; align vineyard production and winemaking with instructional offerings; work with instructional faculty to best utilize program equipment and resources in instruction; and supervise the part-time Lab Tech is desperately needed. A recommendation to hire this position immediately was voted and approved by the Las Positas College Viticulture and Winery Technology Advisory Board in 2023–24 and 2024–25 and the Las Positas College Viticulture & Enology Foundation Board in 2023–24 and 2024–25.”

Additionally, both our VWT Foundation and VWT Advisory boards have also formally endorsed the creation of this position. 
	unit: The Campus Hill Winery and instructional vineyard involve complex activities—equipment operation, chemical use, fermentation management, public events, and year-round agricultural work—all of which require consistent oversight to ensure safe, compliant practices. Currently, these responsibilities are divided among one full-time instructional faculty, a part-time technician, and short-term help, creating gaps in safety coordination and operational continuity. The Manager, Winery and Vineyard Operations position will significantly enhance both safety and organizational effectiveness within the Viticulture and Winery Technology (VWT) Program and the College as a whole. A dedicated manager will:

(1) Maintain and enforce safety protocols for equipment, facilities, and student labs.
(2) Ensure compliance with institutional, local, and state safety requirements.
(3) Oversee scheduling and supervision during crush, bottling, and community events.
(4) Coordinate with district facilities, campus safety, and environmental health offices to prevent accidents and maintain proper documentation.

Organizationally, this position establishes clear accountability for winery and vineyard operations, streamlines communication between instructional and administrative units, and protects institutional assets through proactive maintenance and risk management. The result is a safer, more efficient, and more sustainable program that supports the college’s broader commitment to operational excellence and student well-being.
	Cost1: 
	Cost2: 
	Cost3: 0
	Date3_af_date: 10/31/25
	Date4_af_date: 
	Date7_af_date: 10/31/25
	Date8_af_date: 


