

May 1, 2008 

EEO Staff Policy Division Media Bureau 
Federal Communications Commission 
445 12th Street, S.W. Washington, DC 20554 

RE: EEO PROGRAM RANDOM AUDIT 

This letter and accompanying documents are in direct response to your letter dated April 2, 2008 in accordance with the provisions of 47 C.F.R. § 73.2080(f)(4) of the Commission’s Equal Opportunity (“EEO) rules. Each area will be addressed separately.

(a) The Unit’s two most recent EEO public file reports, described in 47 C.F.R. § 73.2080(c)(6).  For any stations in the Unit that have websites, provide each web address.  If the Unit’s most recent EEO public file report is not included on or linked to each of these websites, in violation of that subsection, indicate each station involved and provide an explanation of why the report is not so posted or linked.  
Attached are KCSM’s two most recent EEO Public File Reports as described in 47 C.F.R. § 73.2080(c)(6). Our web address is www.kcsm.org and we post our EEO Public File Reports on our employment page on the site annually, located at http://www.kcsm.org/info/employment.php. 
 
(b)  For each Unit full-time position filled during the period covered by the above EEO public file reports, or since your acquisition of the Station, if after that period, dated copies of all advertisements, bulletins, letters, faxes, e-mails, or other communications announcing the position, as described in 47 C.F.R. § 73.2080(c)(5)(iii).  Include copies of all job announcements sent to any organization (identified separately from other sources) that has notified the Unit that it wants to be notified of Unit job openings, as described in 47 C.F.R. § 73.2080(c)(1)(ii).

(c)  In accordance with 47 C.F.R. § 73.2080(c)(5)(v), the total number of interviewees for each vacancy and the referral source for each interviewee for all full-time Unit vacancies filled during the period covered by the above-noted EEO public file reports.
 During the time period August 1, 2005 through July 31, 2007, KCSM filled two open positions, Underwriting Representative and Accounting Technician. The information that follows is in accordance with 73.2080(c)(5)(v). The hiring processes adhered to the District standards. The position Underwriting Representative was posted on the websites for organizations and listing services that are commonly used by the District as a means for announcing job openings. It was also promoted internally throughout the three colleges and District Office. The position of Accounting Technician was posted and filled internally, adhering to the district’s in-house recruitment policy. 

Underwriting Representative position: 

The job posting bulletin announcing this position is attached in accordance with 47 C.F.R. § 73.2080(c)(5)(iii). Six applicants responded to the job announcement. It was determined through “paper screening” that 3 of the applicants were qualified to continue to the interview process. The interview panel was made up of 3 District employees. They found 1 finalist out this group who was forwarded to the KCSM Director of Development who conducted the final interview and selected the one candidate for the job offer. 

The interview panel was made up of the following individuals:
James Ball, Hiring Committee Chair, KCSM Business Operations Manager
Katherine Russell, KCSM Production Services Manager
Chris Cortez, KCSM FM Announcer/Producer


The opening was listed in the following as recruitment sources:
KCSM Website (www.kcsm.org/jobs.html)
SMCCCD Website (www.smccd.net/hr/jobs.htm)
Craig’s List (www.craigslist.org)
Cal Jobs (www.caljobs.ca.gov)
Corporation for Public Broadcasting (www.cpb.org/jobline/)
Association of Fundraising Professionals (www.afpnet.jobcontrolcenter.com)
Chronicle of Philanthropy (www.philanthropy.com)
Higher Education Recruitment Consortium
EDJOIN (www.edjoin.org)
KCSM Employee Referrals
SMCCD Employee Referrals


The candidates that applied for this position identified the source of their discovery of the position as follows: SMCCD.net, 2; Employee referrals, 2; Craigslist, 1; Unidentified, 2. 

The College District has found these sources to be a reliable method of announcing any job openings available within the District, as well as consistently garnering a diverse candidate pool that reflects the rich diversity of the Bay Area. 

Accounting Technician position: 

One internal candidate responded to an internal email job posting. It was determined through “paper screening” that the applicant was qualified to continue to the interview process. The interview panel was made up of 4 District employees. They determined that the applicant was qualified and forwarded to the KCSM Business Operations Manager who conducted the final interview and selected the candidate for the job offer. 

The interview panel was made up of the following individuals:
Sinclair Crockett, Hiring Committee Chair, KCSM Development Director
Sam Haun, KCSM Accounting Technician
Jeanne Stalker, KCSM Accounting Technician
Maggie Ko, Accountant, College of San Mateo Business Services

(d)  Documentation demonstrating performance of Unit recruitment initiatives described in 47 C.F.R. § 73.2080(c)(2) during the periods covered by the above-noted EEO public file reports, such as participation at job fairs, mentoring programs, and training for staff.  Specify the Unit personnel involved in each such recruitment initiative.  Also, provide the total number of full-time employees of the Unit and state whether the population of the market in which the stations included in the Unit operate is 250,000 or more.  Based upon these two factors, determine and state whether the Unit is required to perform two or four initiatives within a two-year period, pursuant to 47 C.F.R. §§ 73.2080(c)(2) and (e)(3). 
 KCSM has 32 full time employees and serves the San Francisco/Oakland/San Jose market with a population more than 6 million.   We are proud to list the following activities that discuss employment opportunities in broadcasting for the last two years: 

Participation in at least 4 events sponsored by organizations representing groups present in the community interested in broadcasting employment:

Cub Scout tours and career awareness (15 over the two year period)

Boy Scout tours and career awareness (6 over the two year period)

Girl Scout tours and career awareness (6 over the two year period)

SMPTE- SF Chapter meeting (annually)

American Women in Radio and Television Career Day (annually)

Establishment of an internship program (job flyer attached)
Internships for 4 college students (2 FM production, 2 TV production)
Participation in at least 4 events sponsored by educational institutions:

College of San Mateo ASCSM Student government awareness meeting (annually) College of San Mateo New Faculty Orientation Meeting (annually) 
Annual Career day ( Serra, Aragon, Woodside, Sacred Heart, and Carlmont High Schools 
Shadow day (San Mateo High School Junior and Seniors shadow KCSM employees) KinderCaminata (Outreach to Hispanic kindergarteners letting them know about the
     power of attending college and the career that a college education can afford) 

 The College District and KCSM recognize that the quality of its educational offerings and services is enhanced by the professional growth and development of its employees. The Classified Staff Development Program is intended to provide opportunities to attend classes and workshops that will promote outstanding District departments, program and services, while fostering the creativity, personal growth and advancement of our employees. Through our staff development opportunities we hope to create a positive climate of open communication, mutual respect and appreciation for the advantages of a diverse community.  The District offers both conference reimbursement and tuition reimbursement for all of the KCSM full time staff (attached form). In addition, all of the full time KCSM staff are encouraged and budgeted for at least one educational opportunity each year.  KCSM management encourages areas for training for each employee to try to increase that employee’s skill level to prepare them for growth in the station and at the colleges in the district. 

Approximately 75% of our staff take advantage of the development program each year, with roughly 30-35% of the skills and training attained attributable towards upward mobility in job position within the organization. 

(e)  Disclose any pending or resolved complaints involving the Station filed during the Station’s current license term before any body having competent jurisdiction under federal, state, territorial or local law, alleging unlawful discrimination in the employment practices of the Unit on the basis of race, color, religion, national origin, or sex.  For each such complaint, provide: (1) a brief description of the allegations and issues involved; (2) the complainant and other persons involved; (3) the date of the complaint’s filing; (4) the court or agency before which it is pending or was resolved; (5) the file or case number; and (6) the disposition and date thereof or current status.  Note that all complaints must be reported, regardless of their status or disposition.
 There have been no EEO complaints filed.
 
(f)  In accordance with 47 C.F.R. § 73.2080(b), for the period from March 10, 2003 (or from the first day of the Station’s current license term, if after that date) until the date of this letter, describe the responsibilities of each level of Unit management to ensure enforcement of Unit EEO policies and describe how the Unit has informed employees and job applicants of its EEO policies and program.

The College District sets policy for recruitment of employees and verification of diversity in each employment pool.  If they notice that the pool is not diverse, or limited in numbers they work with college departments, like KCSM, on where additional postings could be to attract more candidates.  This process is reviewed continually by the District.   The applicants are advised of our EEO policies by seeing them on each job announcement.  KCSM’s management views the District’s job pool information and monitors where candidates claim they saw the postings and helps the District improve where it announces its job openings. 
(g)  In accordance with 47 C.F.R. § 73.2080(c)(3), for the period from March 10, 2003 (or from the first day of the Station’s current license term, if after that date) until the date of this letter, describe the Unit’s efforts to analyze its EEO recruitment program to ensure that it is effective and address any problems found as a result of such analysis.
KCSM’s management views the Districts job pool information and monitors where candidates claim they saw the postings and helps the district improve where it announces its job openings. 

KCSM has found no problems to be resolved.
(h)  In accordance with 47 C.F.R. § 73.2080(c)(4), for the period from March 10, 2003 (or from the first day of the Station’s current license term, if after that date) until the date of this letter, describe the Unit’s efforts to analyze periodically its measures taken to examine pay, benefits, seniority practices, promotions, and selection techniques and tests to ensure that they provide equal opportunity and do not have a discriminatory effect, and if the Unit has one or more union agreements, describe how the Unit cooperates with each union to ensure EEO policies are followed for the Unit’s union-member employees and job applicants.   
 
Most of the KCSM staff belongs to the California State Employee’s Union.   College District and the Union negotiate multiyear contracts.   As part of the contract, the College district is required to survey the salaries of job families at least every four years.   The union and district agree on which job in each job family will be surveyed as well as which other organizations participate in the survey.
Other activities-- KCSM works directly with the College of San Mateo faculty and staff to update and keep competitive it’s broadcasting instructional program to include digital broadcasting and all of the equipment, staffing and process changes necessary to meet the new broadcasting requirement in a digital age. KCSM also provides extensive engineering support to the Broadcast Arts program at College of San Mateo. This adds a crucial element to the broadcasting curriculum that is unavailable in many of the other broadcasting programs in our area, not only because of the added support, but also to help round out the students experience beyond that of producing/directing. 

KCSM Engineers work with the College of San Mateo Broadcast Arts students on an almost daily basis. By providing tech support to student productions and instruction and mentoring in technical areas not covered in the department's general curriculum, students become aware of technical careers in Broadcasting and Multi-Media. KCSM engineers have also designed and built a new studio production control for the students and will instruct faculty and students in the proper operation of the new equipment. 

KCSM Production staff and FM staff also work with students. There is a Production department intern program open to Broadcast Arts students. Students can assist FM staff in many production activities. The Programming and Membership departments employ several students on a part time basis. These opportunities provide students with a "behind-the-scenes" experience of the operation of a radio and TV station 

In partnership with the College of San Mateo and the Broadcast and Electronic Media Department, we launched a new program to recruit young filmmakers to encourage them to pursue careers in producing and directing. “Spotlight!,” an annual video-making festival and competition is open to all Bay Area high school students. Winners in best directing, best script or story adaptation, best special effects, best editing and best sound categories will receive scholarships to College of San Mateo. The possibility of having their production broadcast on KCSM TV is another benefit. 

If you have any questions or require further information, please feel free to contact me at 650.524.6905 or marilyn_lawrence@kcsm.net. 

Sincerely, 

Marilyn Lawrence, 
KCSM General Manager

Enclosures 

SAN MATEO COUNTY COMMUNITY COLLEGE DISTRICT 

EMPLOYMENT POLICIES 

Policies on Equal Employment Opportunity 
1 The San Mateo County Community College District is committed to equal employment opportunity and full recognition of the diversity of cultures, ethnicities, language groups and abilities that are represented in its surrounding communities and student body. The District shall demonstrate its commitment to the cultural competence of its employees and students through policies, procedures, training programs, services and activities which promote diversity and mutual respect within the District work force and student body, without regard to gender, ethnicity or ability.

2 The San Mateo County Community College District is an equal opportunity employer that shall provide an educational and work environment in which no person is denied access to, or the benefits of, any program or activity of the District on the basis of ethnic group identification, national origin, religion, age, gender, sexual orientation, race, color, or physical or mental ability. This includes District decisions about employment, retention, compensation, promotion, termination and/or other employment status.

3 The District shall monitor the success of equal opportunity in its recruitment, selection, retention and 
promotional policies and procedures by monitoring outcomes to assure no adverse impact against any person 
or group of individuals, due to ethnic group identification, national origin, religion, age, sex, sexual 
orientation, race, color, or physical or mental ability.


4 The District complies with the spirit and law of the Americans with Disabilities Act of 1990 by providing equal opportunity for persons with disabilities. The District shall make reasonable accommodations so that persons of all levels of ability enjoy equal access to all aspects of employment and education in our District, including but not limited to educational services, selection procedures, retention and promotion.

5 The District will not tolerate discourteous, offensive or abusive conduct or language including jokes, slurs, derogatory comments, or behaviors or language regarding a person’s race, color, religion, national origin, age, gender, disability, marital status, sexual orientation or medical condition relating to other employees, students or the public.“Cultural Competence” refers to the skills and ability of individuals to act in a sensitive, inclusive and respectful manner in interactions with persons who are different from themselves.

AMERICANS WITH DISABILITIES ACT 
Pursuant to the spirit and law of the Americans with Disabilities Act, the District provides accommodations which are reasonable, in order to assure full access by applicants, students and employees to all District programs, services, employment activities and essential functions. 

IMMIGRATION REFORM AND CONTROL ACT 
All persons employed by the San Mateo County Community College District are required to provide proof of identification as well as authorization to work in the United States of America. A valid Social Security card is required of all individuals who are employed by the District. 

OTHER EMPLOYMENT POLICIES 
In-house recruitments will be posted for five (5) working days and all District employees will be notified by e-mail. In-house applicants will be given first consideration (prior to consideration of external applicants) and if selected, the public recruitment will be immediately cancelled. In other cases, the recruitment will be internal only. 

INTERNAL APPLICATION PROCEDURE: Current Classified employees may apply for in-house 

positions within the In-House posting period by submitting applications to the Office of Human 

Resources on or before the stated deadline date. 

For additional information or assistance you may contact Debbie Carrington, Human Resources by 

phone at (650) 358-6804, by fax at (650) 574-6574 or by e-mail at [ mailto:yancey@smccd.net 

]carrington@smccd.edu 

New District employees are required to be screened for freedom from tuberculosis and are required to provide proof of freedom from tuberculosis every four years, at no cost to the employees. 

All new employees are required to be fingerprinted. 

Contact the Office of Human Resources: 

Automated Service Line (650) 574-6555 

E-mail -smccdjobs@smccd.net 
APPLICANT SELECTION PROCEDURES SUMMARY 
GENERAL APPLICATION INFORMATION: all applicants are required to submit a packet of specific materials in order to be considered candidates for a particular District job opening. 

The specific list of required application materials is on each job announcement. One of the items that always appears on the lists of required application materials is the standard District employment application form. 

Faxed materials will be accepted by the Office of Human Resources; however, you will be required to submit the originals of your application packet as soon as possible, preferably before the stated closing date of recruitment. 

During the selection process, you may be contacted either by telephone or by mail. Please notify the Office of Human Resources immediately, and in writing, of any changes to your current address or contact telephone numbers. 

Please note: If you are selected as a finalist, the three individuals whose names you provide on the District application form as Business References will be asked to discuss details concerning your applicable previous training, job duties and applicable job responsibilities as they relate to the vacant position. Please provide only those persons as references who will be able to fully participate in such a discussion. 

DISTRICT SELECTION PROCESS: application packets are received in the Office of Human Resources until the stated closing date. Job announcements that do have specific closing dates, but instead state "Open until Filled" are subject to close at any time. 

Following the close of recruitment, application packets are forwarded to the hiring manager and Screening Committee for the start of the selection process. Screening Committees are comprised of individuals who are familiar with the position and its requirements. 

The basic District selection procedure consists of a Committee review of the application packets received; an interview for those candidates who most closely meet the stated qualifications (meeting the minimum requirements does not guarantee an interview), and a "final interview" for those candidates who are selected for the next step in the process. Candidates are often asked to demonstrate their job-related skills. 

Applicants who have disabilities may request that special accommodations be made in order to complete the selection process. Accommodation request forms and a copy of the Americans with Disabilities Act applicant procedures are available in the Office of Human Resources. 

SUBMISSION OF APPLICATION MATERIALS: Copies of job announcements, standard District application forms and other materials may be obtained from, and must be returned directly to: San Mateo County Community College District Office of Human Resources 3401 CSM Drive, San Mateo CA 94402 Telephone: (650) 574-6555 FAX: (650) 574-6574 The Office of Human Resources is open Monday through Friday, from 8:00 a.m. to 4:30 p.m. 

Contact Us 24 hour job line - (650)574-6111 E-mail - mailto:smccdjobs@smccd.net"smccdjobs@smccd.net_ 
 
KCSM Productions

Internship Positions
Assistant Producer (2)
At the direction of a producer, the Assistant Producer will support producers in various areas related to the production of television programs.  These include research, log tapes, set up and transcribe interviews, location shoots and other production related tasks as needed. The candidate should be proficient in Microsoft Word and Excel.

Minimum of 10 weekly hours required between Monday and Friday from 8:30 AM to 4:30 PM.  

Graphics Assistant (1)
At the direction of a producer, the Graphics Assistant will develop graphic elements required for the production of a television program, web site or printed material.  The candidate should be proficient in Adobe Photoshop, Adobe After Effects and Adobe Illustrator. 

Minimum of 10 weekly hours required between Monday and Friday from 8:30 AM to 4:30 PM.  

Editing Assistant (1)
At the direction of a producer, the Editing Assistant will log and create rough cuts of television programs that are in the post-production face of production. The candidate should be proficient in the use of non-linear editing systems, including Media 100 and Final Cut Pro.

Minimum of 10 weekly hours required between Monday and Friday from 8:30 AM to 4:30 PM.  

Production Promotions Assistant (1) 
At the direction of a producer or executive producer, the Production Promotions Assistant will develop promotional material related to television projects that are in production. These include but are not limited to printed material, on-air teases and promos, radio spots and web material.  The candidate should be proficient in the use of Adobe Illustrator, Quark Express, Microsoft Word and Dream Weaver and/or HTML code.

Minimum of 10 weekly hours required between Monday and Friday from 8:30 AM to 4:30 PM.  

 
