
Selection Committee EEO Training

Developed by the Cultural Diversity & 
Student Equity Committee 

Serving as the Equal Employment 
Opportunity Advisory Committee



Cuesta College assures the integrity and 
quality of College programs and services 
by employing personnel who are qualified 
by appropriate education, training and 
experience to provide and support these 
programs and services and to support the 
College’s mission, vision, and values.

(WASC Accreditation Standard IIIA)
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College Mission
• Cuesta College is an inclusive institution that 

inspires diverse student populations to achieve 
their educational goals. We effectively support 
students in their efforts to improve foundational 
skills, transfer to four-year institutions, earn 
certificates or associate degrees, and advance in 
the workforce. Through dynamic and challenging 
learning opportunities, Cuesta College improves 
lives by promoting cultural, intellectual, and 
professional growth. We prepare students to 
become engaged citizens in our increasingly 
complex communities and world.
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College Vision

• Cuesta College is dedicated to accessible, 
high‐quality education for the support and 
enhancement of student success, 
professional development, and the 
community we serve.
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College Values
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Federal Laws

• Title VII of the Civil Rights Act of 1964 
prohibits discrimination on the basis of 
race, color, religion, sex, or national origin.

• Title VI of the Civil Rights Act of 1964 
prohibits discrimination on the basis of 
race, color, or national origin in any 
program receiving Federal financial 
assistance.
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• The Americans With Disabilities Act of 
1990 prohibits discrimination against the 
disabled in employment and public services.

• Age Discrimination in Employment Act of 
1967 protects certain applicants and 
employees 40 years of age and older from 
discrimination in hiring, promotion, discharge, 
compensation, or terms, conditions or 
privileges of employment.  
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State Laws

• California Government Code Sec. 11135 
through 11139.5 prohibit discrimination 
against any person or denial of benefits 
on the basis of race, national origin, ethnic 
group identification, religion, age, sex, 
sexual orientation, color or any mental or 
physical disability under any program that 
is funded directly by the State or receives 
any financial assistance.
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• California Fair Employment and 
Housing Act, Calif. Government Code 
12900, et seq., prohibits discrimination in 
employment on the basis of race, gender, 
religious creed, color, national origin, 
ancestry, physical handicap, medical 
condition, marital status, sex, and age.

9

State Laws



WASC Accreditation 
Standard IIIA

• The institution demonstrates through 
policies and practices an appropriate 
understanding of and concern for issues of 
equity and diversity.

• The institution regularly assesses its 
record in employment equity and diversity 
consistent with its mission.
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College Policy

• Board Policy 1565 Unlawful 
Discrimination
– The policy of the San Luis Obispo 

County Community College District is to 
provide an educational and employment 
environment in which no person shall be 
unlawfully denied full and equal access 
to the benefits of or be unlawfully 
subjected to discrimination.
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College Policy

• Board Policy 1570 Nondiscrimination in 
District College Programs  
– All programs and activities shall be 

available to all qualified persons without 
regard to race, color, religious beliefs, 
gender, national origin, ethnicity, age, 
mental or physical disabilities, veteran 
status, sexual orientation, or marital 
status.
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College Policy

• Board Policy 1575 Sexual Harassment
– The policy of the San Luis Obispo 

County Community College District is to 
provide an educational and employment 
environment free from unwelcome 
sexual advances, requests for sexual 
favors, verbal or physical conduct or 
communications constituting sexual 
harassment.
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College Policy

• Board Policy 7100 Commitment to 
Cultural Competence
– The San Luis Obispo Community College District 

defines cultural competence as the ability to 
embrace diversity. 

– This is demonstrated throughout the college and 
is reflected in employees’ ability to respond 
respectfully, effectively, and inclusively to diverse 
ideas and disparate individuals, acknowledging 
that to do so strengthens the learning and 
working environment. 
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College Policy

• Board Policy 7100 Commitment to 
Cultural Competence
– Exercising cultural competence includes 

developing one’s understanding of people’s 
differences, recognizing one’s biases and seeking 
not to be limited by them in one’s thinking and 
one’s actions, and challenging institutional 
systems and policies that sustain inequalities. 

– The Board is committed to staff development, 
Selection processes and a campus environment 
that embody cultural competence.
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College Policy

• “No Place for Hate” Designation
– Cuesta College is recognized by the 

Anti-Defamation League® as a school that 
promotes respect for individual and group 
differences while challenging prejudices.  
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Selection Committee 
Conflict of Interest

• As a member of the Selection Committee, it is your 
responsibility to acknowledge potential biases or 
conflicts of interest. 

• Examples:  
– Candidate is a relative or close personal friend;
– You have “inside” knowledge that would influence 

your attitude about an individual - from a prior work or 
social setting.

• Disclose potential conflict of interest to the EEO Officer 
prior to the selection of candidates. Solutions could 
range from pledging to remain fair and impartial to 
stepping down from the committee.

• Not revealing a conflict of interest could result in removal 
from the selection committee. 17



Preparing to 
Conduct Interviews

• Remember:
– Candidates are interviewing us with the 

same level of interest.

– Candidates should leave feeling that the 
process was handled professionally and 
that they were treated respectfully.
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The Selection 
Process

• Human Resources announces vacancies 
in various publications to draw a diverse 
pool of applicants.

• Human Resources acts in an advisory 
capacity to all committees to ensure 
fairness and adherence to all state and 
federal laws and local policies and 
procedures.



Confidentiality
• The selection process is a highly sensitive and 

confidential process. 
• Committee members will be required to sign a 

confidentiality agreement.
• It is critical that all selection committee 

members, and those associated with this 
activity, maintain the highest degree of 
confidentiality in order to preserve the integrity of 
the process.

• Failure to maintain confidentiality may result in 
removal from the selection committee. 20



Confidentiality

• It is a Breach of Confidentiality to:
– Unofficially contact college colleagues for 

applicant information.
– Answer any questions from curious 

colleagues regarding characteristics of the 
applicant pool.

– Divulge any information about the applicants 
or the dynamics of the hiring committee 
process before, during, or after the process.
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The Selection 
Committee

• Meets to Identify/Clarify Screening Criteria
• Develops Interview Questions
• Selects Candidates to be Interviewed
• Interviews Candidates
• Recommends Finalist(s) for Selection
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Selection Committee 
Members

• Fully participate in all stages of the 
selection process.

• Attend all selection meetings.
• Evaluate candidates with relation to 

qualifications for their respective positions 
and support for the College’s mission, 
vision, and values.

• Give attention to fair and consistent 
application of evaluation criteria.
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• Maintain confidentiality before, during, and 
after the process has been completed.

• Sign a confidentiality agreement.
• Notify the EEO representative or the 

Executive Director of HR if you discover 
breaches of confidentiality or bias practice 
occurring.
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Committee Chair

• Guides, directs, facilitates and oversees 
committee meetings.

• Maintains compliance with all district policies 
and  procedures and state and federal laws.

• Reviews committee responsibilities with 
members.

• Diligently monitors the overall process for 
fairness.

• Creates a climate of trust to ensure full 
participation by all committee members.
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EEO 
Representative

• Monitors the selection process to ensure 
that it is unbiased.

• Ensures full participation of all selection 
committee members.

• Reports allegations of noncompliance to 
the Equal Opportunity Officer (Executive 
Director of Human Resources).

• Halts the process when/if appropriate.
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Screening 
Applicants

• Each committee member is responsible for 
thoroughly reviewing the application and 
corresponding materials submitted by each 
applicant.

• The screening of applicants shall be 
conducted without reference to, or 
consideration of, perceived or actual race, 
ethnicity, religion, disability, sexual orientation 
or other protected characteristics pursuant to 
State and Federal laws.



Screening Process

• Prior to screening, clarify the knowledge, 
skills, and abilities needed for a particular 
position.

• Screen applicants for required and 
desirable qualifications reflected in the 
position announcement.

• Consistently apply a point system or a 
rubric for assessing the extent to which 
candidates meet qualifications.
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Screening Process

• Application materials should remain free of 
personal notes.  

• Application materials should not be copied 
or shared outside the selection committee.

• Wait to discuss candidates during a 
regularly scheduled selection committee 
meeting.

• Maintain confidentiality of all applications.
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Developing the 
Interview

• It is recommended that:
–The committee should be able to distinguish an 

applicant’s ability to do the job from their ability 
to interview for the job.

–Look for job performance in a former position.
–Look for specific accomplishments and place 

less emphasis on years of experience.
–Past performance is the best predictor of future 

performance.
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Effective 
Interviewing

• Review the qualifications and duties as stated in 
the job description.

• Review the point system or rubric used to identify 
traits a successful candidate should possess.

• Create questions that ask the candidate to 
describe specific work-related accomplishments.

• Avoid asking questions that might exclude some 
candidates on the basis of District-specific 
information (e.g. proprietary software such as 
Banner) or cultural-specific knowledge.
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Interview Questions

• Each question should help the 
committee to distinguish between 
candidates.
– Traditional Question: Describe your 

experience.
– Results Based Question: Reflecting on your 

experience as it relates to our position, please 
describe your most significant 
accomplishment(s) in a recent position.
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Unlawful 
Pre-Employment 

Inquiries
• Questions related to the following may not 

be asked:
– Race/ethnicity
– Religion/creed
– National origin/ancestry
– Sexual orientation
– Gender
– Mental/Physical Disability
– Age (40 or over)
– Marital status
– Veteran status
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Unlawful 
Pre-Employment 

Inquiries
• If applicants offer information related to 

race, gender, disability, etc., committee 
members need to redirect the candidate.

• If the committee becomes aware of an 
applicant’s disability during the selection 
process, the committee may not ask about 
its nature or severity. These questions can 
only be asked by HR after a job offer is 
made. 34



Importance of 
Equity & Diversity

• As appropriate to each position, an 
effort should be made to evaluate 
candidates on their demonstrated 
ability to: 
− Understand the demographics of our student 

populations and the unique challenges they 
bring to us.

− Respond effectively to issues such as: 
academic preparation, culture, gender, race, 
ethnicity, sexual orientation, socioeconomic 
circumstances and disability.
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First Interview
• On the day of the interview, the 

committee should collectively:
− Review the job announcement.
− Assign questions to committee members.
− Briefly review the candidates’ applications.
− Establish interview ground rules with regard 

to interview time frame.
o Time allowed to answer each question.
o Will there be a timekeeper assigned?  
o How will the committee respond if the 

candidate runs short on time?
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Guidelines for 
Interviews

• Be fair, consistent, and impartial in your 
assessment and scoring.

• Record as much specific information as possible 
that weighs into your score value.

• Do not write down non-relevant information that 
does not relate to the candidate’s ability to do the 
job.  Your comments become a permanent part of 
the applicant’s file.

• Be professional, courteous, and attentive at all 
times recognizing that you represent the College.

• Stay on time.
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Using Follow-Up 
Questions

• Committee members may only ask a 
follow-up question for clarification if it 
meets the following criteria:
− One: The question is directly related in some 

way to the original question; or
− Two: The follow-up question is directly related 

to something contained in the candidate’s 
answer; or

− Three: The follow-up question is related to 
information in the application, but which the 
candidate did not reference during the 
interview.
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During & Between 
Interviews…

• Do not voice opinions in favor of or against 
candidates.

• Do not compare candidates.
• Shared dialogue about candidates happens only 

after committee members have finished scoring all 
candidates.

• Never share personal or professional experiences 
involving candidates. This can create bias and 
influence the judgments of other committee 
members. You may also subject yourself to personal 
liabilities.
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Questions from 
Candidates

• If candidates ask questions of the 
committee, responses to these inquiries 
need to be consistent from candidate to 
candidate.
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Selecting 
Finalists

• Determine how the committee will rank the 
finalists.

• Assess the extent to which the applicants 
meet the established criteria for the specific 
position.

• Remember:  Given your committee 
assignment, in some cases you are making a 
final recommendation; in others, you will 
recommend the finalists for second interview 
and selection consideration.
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Maintaining the 
Integrity of the 

Selection Process
• If you become aware of acts that violate 

confidentiality, fairness, or equal 
opportunity, immediately notify the 
selection committee Chair or:

William Benjamin
Executive Director of Human 

Resources and Labor Relations
805-546-3129 42



EEO Training 
Quiz

• To take the Equal Employment 
Opportunity Training Quiz, click here.
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https://docs.google.com/spreadsheet/viewform?formkey=dHdxT3c5d3NiaEpTc3Y5RU9iR0JrNVE6MQ
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