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Job Description:  Every job description shall provide a general statement of job duties and 
responsibilities. 
  



Page 4 of 7 
 

members as appropriate; include a diverse membership when possible; do not include 
applicants or persons who have written letters of recommendation. 

 Every screening and selection committee includes an individual trained to monitor 
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 If the complainant, a student or an employee, files a formal complaint, the responsible 
District officer must also forward a copy of the complaint to the state Chancellor’s 
Office. 

 A formal complaint not involving employment must be processed if it is filed within one year of 
the date of the alleged unlawful discrimination or within one year of the date on which the 
complainant knew or should have known of the facts underlying the allegation. 
  
A formal complaint alleging discrimination in employment must be filed within 180 days of the 
date of the alleged unlawful discrimination, unless the complainant first obtained knowledge of 
the facts of the alleged violation after the expiration of the initial 180 days. 
  
The complaint must be filed by someone who alleges that he/she has personally suffered 
unlawful discrimination, or by someone who has learned about unlawful discrimination in 
his/her official capacity. 
  
When a proper complaint is received, the District will begin an impartial fact-finding 






