CLASSIFIED & ADMINISTRATIVE POSITION REQUEST: 2023-2024

THE FOLLOWING INFORMATION WILL CONTRIBUTE TOWARD A QUALITY REQUEST

Please note the following deadlines when submitting your Classified and Administrative Position Request

October 31, 2022: Final day to submit Cost Calculations(Section 6) requests to College Administrative

Services Technician

November 8, 2023:Request due to Division Dean with College Administrative Services Technician Signature
November 15, 2023: Request Presented at Division Meeting
November 17, 2023:Request due to Administrative Office by 5:00pm. with Division Dean and Vice
President signatures send via email to kzieker@laspositascollege.edu

Process

Please Do Not Submit this Page

e Submit a complete form with all sections complete and a job description attached.

e RAC will prioritize submissions based on criteria outlined in the rubric below;
0 The committee may chose not to score incomplete requests.

¢ RAC will make hiring recommendations to the College President, who will make hiring decision thereafter.

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
land 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
(3 points)
[Section 5]

Ranking Scale

This position will greatly enhance
lcampus or program safety.

This position will enhance campus or
program safety.

1-2

This position has negligible or no impact on
campus or program safety.




Classified and Administrative Position Request Checklist

This checklist is your cover page to your request (pages 3-9)
NOTE: Non-Instructional Position Requests are required for Classified and Administrative positions only
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.

e  Calculation requests must be into Sharon no later than October 31 to meet
November 8 deadline for Division Dean submittal
e Send requests via email to Sharon Davidson

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

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

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

Services Technician



mailto:SDavidson@laspositascollege.edu

CLASSIFIED & ADMINISTRATIVE POSITION REQUEST

2023'2024 Internal Use
#.2024-

Requester Name: Nadiyah Taylor Division Name: BSSL

SUMMARY INFORMATION

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

Lab Tech, ECE

Position Will Reside in Division/Unit:

BSSL/Early Care and Education Program

Indicate To Whom this Would Report:
Lyndale Garner and Nadiyah Taylor

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

The position is:

@N ew

Number of Hours per Week: 0cx 15 hours
12

Number of Months per Year:

Olncrease for an existing funded position

From: 09 Olo Oll Months
To: Ow On (D12 Months
to

OR From: % %

Name of Person Currently Holding Position:

ONEW Categorically funded position (information only; position not ranked)

Number of Hours per Week:

Number of Months per Year:



http://www.clpccd.org/HR/SEIU%20MOUs/ClassificationCompensationStudy_000.php

SECTION 1: PROGRAM NEED

What key responsibilities would this person assume?

The Lab Tech, ECE will work in both the ECE Program faculty area and in the Child Development
(CDC) lab classrooms.

1. Work with the lead lab faculty and ECE Specialists (lead teachers in the CDC classrooms) to pry¢
laboratory demonstrations, including gathering and set up of materials for implementation activitieg
student compliance with the CDC's laboratory policies, procedures and safety precautions.

2. Stock, prepare, and maintain the teacher/ECE student work station in the 2300 office area.

3. Maintain a clean and safe environment in the observation rooms - maintain, clean and test assi
equipment; ensure safety of laboratory and stocks; perform security inspection.

4. Support the ECE Specialists and aides to maintain a clean and safe learning environment in the
classrooms by clearing materials after demonstrations or implementation activities, and cleaning fl
table tops if needed.

5. Help to maintain the stock of materials, and their organization, in the stock room in the CDC and
ECE office area.

6. Help students, ECE faculty and ECE Specialist to prepare displays.

7. Patrticipate in the ordering and maintenance of supplies, materials and equipment; store, discard
materials according to standard procedures.

8. Respond to inquiries and requests for information; answer phones; relay messages for faculty a
9. May assist in the design and implementation of new laboratory equipment.

10. Perform related duties as required.

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

At this time, these duties are shared by the lead lab faculty, the ECE specialists and the Director of




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.

The ECE program has never had a lab tech. Historically, the tasks for this position have been split
several people, limiting their time for other tasks that require more direct early childhood education
CDC management skills.

The ECE program is currently participating in several grants aimed at increasing the pipeline of ed
overall, as well for special focus on multilingual and African-American teachers. In 23-24 we have
Workforce Pathway Grant aimed at Spanish speaking teacher candidates; an Inclusion Grant to i
ability of educators to support children with special needs; an MOU with Pleasanton Unified to he
instructional aides earn ECE units for a chance at higher pay and better support in the TK classrod
district, and an MOU with the SF Children's Alliance to increase the pipeline of Black early childho
educators. Each of these populations will be using lab materials during the course of their studies.
not include our existing population of ECE students and their use of lab materials. Having one per
can coordinate and maintain the stock of equipment, as well as set up materials for student use, W
effective way to support our students' lab experiences. It will also reduce this work for the faculty,
specialists and Director so they can focus on instruction.

And/or provide additional information supporting a need for this position and resulting impact on
students or program:




SECTION 2: STUDENT LEARNING AND SUCCESS

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

One key outcome of all of the ECE certificates and degrees is connecting classroom knowledge t
applicability when working directly with children and their families.

From the LPC Catalogue: “The Early Care and Education Program is designed to educate studer
principles of child growth and development, preparing engaging, developmentally and culturally
appropriate curriculum and environments, and experience with applying these principles into dire
with children and their families. The program reflects the current and projected needs of the early
childhood profession. Courses are designed to satisfy CA Department of Social Services licensin
regulations and the Commission on Teacher Credentialing for work permits. Educating and carin
young children requires study, personal and professional integrity, self-reflection and critical think
This program prepares students to: apply theories of child development and educational pedagog
children birth to eight, create enriching educational environments and curriculum, utilize child-cen
emergent and developmentally appropriate approaches to learning, make meaningful connection
families, support children’s understanding of diversity and inclusion, and support children’s
social-emotional well-being.”

This position will contribute to students’ learning and success by:
1. Creating and supporting a consistent lab environment.
2. Giving more time for instruction, supporting the depth of skill attainment needed for today’s tea

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

The Lab Tech, ECE will have a positive impact on the ACCJC standard #2, which focuses on aci
support and achievement. This position will allow the lead ECE lab faculty and the CDC team to
more directly with student learning, rather then using so much of their time with maintenance of
lab-related materials and equipment.




SECTION 3: LPC MISSION AND PLANNING PRIORITIES

LPC MISSION STATEMENT: LPC PLANNING PRIORITIES:
e Implement the integration of all ACCJC standards throughout campus structure
Las Positas College provides an and processes.

inclusive, learning-centered, equity-

focused environment that offers e Establish a knowledge base and an appreciation for equity; create a sense of

urgency about moving toward equity; institutionalize equity in decision-making,

educational opportunities and assessment, and accountability; and build capacity to resolve inequities.
support for completion of students’
transfer, degree, and career-technical e Increase student success and completion through change in college practices and

processes: coordinating needed academic support, removing barriers, and

goals while promoting life-long - -
supporting focused professional development across the campus

learning.

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

By providing a consistent and up-to-date source of lab equipment and set up, this position suppo
college's mission in the following manner:

1. Teachers are in high demand throughout the Bay Area and United States and this position will
smooth the path for teacher preparation.

2. Early Care and Education is consistent with the college’s mission of providing both career tech
education, multiple work-based certificates, and transfer degrees.

This position also supports planning priorities #3. The Lab Tech, ECE, will help to remove acade
barriers to supporting students’ use of instructional lab equipment, access to this equipment and
demonstrations of use of lab materials (PP #3).




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 (if applicable)

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

This position will ensure that the observation rooms in the CDC are clear of hazards to observerg
maintaining a clear and clean system of materials’ management.

SECTION 6: COSTS*

. 22,720
Estimated Increase or Proposed Annual Salary Cost: $ 18,0460 5
Estimated Benefits Cost: $ x 1684 x0x $22,292
Total Cost for Position: $ x31x993:0K $45,012

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

Requester Administrative Services Technician

Wacdiyad Taylos

Date - 10/30/2023 Date - click for drop-down

click for drop-down Vice President
Division Dea
W Mo
Date~ click for drop-down Date - click for drop-down
11/14/23
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	Requester Name: Nadiyah Taylor
	Division Name: BSSL
	Number of Hours per Week: 10
	Number of Months per Year: 12
	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: 
	This need was implied in a Program Review Year: 
	Title of Position: Lab Tech, ECE
	Reside: BSSL/Early Care and Education Program
	Report To: Lyndale Garner and Nadiyah Taylor
	Previously Requested: N/A
	Position: Choice1
	Increase From: Off
	To Position: Off
	Key Responsibilities: The Lab Tech, ECE will work in both the ECE Program faculty area and in the Child Development Center (CDC) lab classrooms.


1. Work with the lead lab faculty and ECE Specialists (lead teachers in the CDC classrooms) to prepare for laboratory demonstrations, including gathering and set up of materials for implementation activities,  ensure student compliance with the CDC's laboratory policies, procedures and safety precautions.

2. Stock, prepare, and maintain the teacher/ECE student work station in the 2300 office area.

3. Maintain a clean and safe environment in the observation rooms -  maintain, clean and test assigned equipment; ensure safety of laboratory and stocks; perform security inspection.

4. Support the ECE Specialists and aides to maintain a clean and safe learning environment in the CDC classrooms by clearing materials after demonstrations or implementation activities, and cleaning floors, table tops if needed.

5. Help to maintain the stock of materials, and their organization, in the stock room in the CDC and in the ECE office area. 

6. Help students, ECE faculty and ECE Specialist to prepare displays.  

7. Participate in the ordering and maintenance of supplies, materials and equipment; store, discard and rotate materials according to standard procedures.

8. Respond to inquiries and requests for information; answer phones; relay messages for faculty and staff. 

9. May assist in the design and implementation of new laboratory equipment.  
 
10. Perform related duties as required. 

	Other Personnel: At this time, these duties are shared by the lead lab faculty, the ECE specialists and the Director of the CDC.
	Historical Perspective: The ECE program has never had a lab tech. Historically, the tasks for this position have been split amongst several people, limiting their time for other tasks that require more direct early childhood education and CDC management skills. 

The ECE program is currently participating in several grants aimed at increasing the pipeline of educators overall, as well for special focus on multilingual and African-American teachers. In 23-24 we have a Workforce Pathway Grant aimed at Spanish speaking teacher candidates;  an Inclusion Grant to increase the ability of educators to support children with special needs;  an MOU with Pleasanton Unified to help instructional aides earn ECE units for a chance at higher pay and better support in the TK classrooms of the district, and an MOU with the SF Children's Alliance to increase the pipeline of Black early childhood educators. Each of these populations will be using lab materials during the course of their studies. This does not include our existing population of ECE students and their use of lab materials. Having one person who can coordinate and maintain the stock of equipment, as well as set up materials for student use, will be an effective way to support our students' lab experiences. It will also reduce this work for the faculty, ECE specialists and Director so they can focus on instruction. 
	Additional Info Supporting Need: 
	Contribute to Student Learning: One key outcome of all of the ECE certificates and degrees is connecting classroom knowledge to applicability when working directly with children and their families. 

From the LPC Catalogue: “The Early Care and Education Program is designed to educate students in principles of child growth and development, preparing engaging, developmentally and culturally appropriate curriculum and environments, and experience with applying these principles into direct work with children and their families. The program reflects the current and projected needs of the early childhood profession. Courses are designed to satisfy CA Department of Social Services licensing regulations and the Commission on Teacher Credentialing for work permits. Educating and caring for young children requires study, personal and professional integrity, self-reflection and critical thinking. This program prepares students to: apply theories of child development and educational pedagogy with children birth to eight, create enriching educational environments and curriculum, utilize child-centered, emergent and developmentally appropriate approaches to learning, make meaningful connections with families, support children’s understanding of diversity and inclusion, and support children’s social-emotional well-being.”

This position will contribute to students’ learning and success by:
1.	Creating and supporting a consistent lab environment.
2.	Giving more time for instruction, supporting the depth of skill attainment needed for today’s teachers.
	ACCJC Standards Adherence: The Lab Tech, ECE will have a positive impact on the ACCJC standard #2, which focuses on academic support and achievement.  This position will allow the lead ECE lab faculty and the CDC team to engage more directly with student learning, rather then using so much of their time with maintenance of lab-related materials and equipment.
	Mission: By providing a consistent and up-to-date source of lab equipment and set up, this position supports the college's mission in the following manner:
1.	Teachers are in high demand throughout the Bay Area and United States and this position will help to smooth the path for teacher preparation. 
2.	Early Care and Education is consistent with the college’s mission of providing both career technical education, multiple work-based certificates, and transfer degrees. 

This position also supports planning priorities #3. The Lab Tech, ECE, will help to remove academic barriers to supporting students’ use of instructional lab equipment, access to this equipment and demonstrations of use of lab materials (PP #3). 

	Program Outcomes: 
	Program Outcome 1: Off
	Program Outcome 2: Off
	Program Outcome 3: Yes
	Safety: This position will ensure that the observation rooms in the CDC are clear of hazards to observers by maintaining a clear and clean system of materials' management. 
	Costs 1: 15146
	Costs 2: 16847
	Costs 3: 31993
	To: 
	Admin Services Tech: 
	Division Dean/Admin: 
	Requestor: 
	Vice President: 
	Date: 


