
MT. SAN ANTONIO COLLEGE 
Human Resources

REQUEST TO FILL -  POSITION
**This form is used to gain approval prior to recruiting for a position. 

Instructions for completing this form are located on the back. 

Position: _________________________________________________________________

Department:  ____________________________________________________________ 

Time (FTE): _____________Term (months/year): _____________ 

Work Schedule (Days, Hours):  _________________________________________

Salary Schedule (Range):  _______________________________________________ 

Background and Rationale (use back of form if additional space is 
needed):  

Please list any changes in the budgeted position as described above 
(i.e., title, time, term, etc.).  

Please list the Account Number(s) and Budget Amount(s) that is/are being used to fund this Position.  This section MUST be completed in 
order to provide budget for the position. 

Account Number(s): _____________________________________________________________ _______%   Amount $_________________________ 
Account Number(s): _____________________________________________________________ _______%   Amount $_________________________ 

Funding:  (check all that apply)  General Fund Unrestricted  Restricted Funds  Categorical   Grant Temporary
Annual renewal of this position is contingent upon the College’s receipt of continued funding 

Duration (if grant/temporary funded):  Beginning date: ____________________ End date: ____________________ 

Comments: __________________________________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________________________________________________ 

Signatures: 

____________________________________________________ _________________________ __________________________________________________ _______________________ 
1. Requesting Manager Signature Date 4. Human Resources Signature Date 

____________________________________________________ _________________________ __________________________________________________ ________________________ 
2. Division Vice President Signature Date 5. Vice President, Human Resources Date 

____________________________________________________ _________________________ 
3. AVP Fiscal Services Signature Date 

Funding available     Funding not available  Position Number:  _______________ Contract Number: _______________

Comments: _____________________________________________________________________________________________________________________________________________________________________ 

Reviewed by President’s Cabinet, the following action was taken on the above request: 

Approved to fill immediately Denied Modified

If position does not have funding, provide funding directions:_________________________________________________________________________

Rationale:  ____________________________________________________________________________________________________________________________________ 

_________________________________________________________________________________ _________________________ 
6. Signature of President/CEO Date 

Continued Funded Position (ex. Vacancy)
Former Employee (if applicable):  

  Last day of employment: 
 (Attach Existing Job Description) 

 Newly Funded Position    Fiscal Year _____________ 

  No Existing Job Description 
 (Attach Draft of New Job Description) 

**For Temporary Special Project Administrators only

  Temporary Special Project Administrator 
 (Refer to AP 7135) 

Temporary Special Project Administrators can only be hired through 
the end of the current fiscal year.  These positions can be renewed each 
fiscal year, for up to five (5) years maximum with a status change form. 

Funding From: 

______
22-23

__

X

_______ Tech

Nursing Program Support

_____
CCCBO

X CA9326

37,092

N/A

August 9, 2022

cnelson
New Stamp



EZ Salary Projection
(Less than 50%

FY 2022-23
FTE)

FTE less than 50%
Description Input
Select employee group UA
Enter salary range 95
Enter months of employment 12
Enter FTE percentage 47.50%

Total Annual Cost (Salary and 
Benefits)

$37,092

For Salary Ranges, please refer to the Human Resources

Website/Salary Schedules:

http://www.mtsac.edu/hr/salary-schedule.html

For questions, contact Christine Lam at Ext. 5428 or clam@mtsac.edu

Revised 3.7.22



The Board of Registered Nursing (BRN) allows up to 25% of non-direct patient care clinical 
hours to be completed in a simulation setting. Likewise, up to 50% of clinical hours for
Geriatrics and Medical-Surgical as well as 25% of clinical hours for Mental Health/Psychiatric 
Nursing, Obstetrics, and Pediatrics can also be non-direct patient care conducted in simulation 
settings.  HCRC simulation hours have increased accordingly, more than tripling over the past 
five years.  This increase necessitates additional support from a Simulation Lab Specialist who 
can assist with simulation operation and maintenance of high fidelity simulators.  

The EMT and Paramedic Programs have also increased their number of simulations per 
semester.  They previously conducted 15 simulation days during primary semesters and no 
simulation days during intersessions; now they have 39 simulation days during primary 
semesters and up to eight simulation days during intersessions.   

There are additional simulation days when a clinical class unexpectedly cannot go to a facility, 
and the instructor requests a simulation day in lieu of going to that facility.  

The Simulation Laboratory Specialist salary is funded by a Nursing grant which has allocated 
$37,096 specifically for this position.  Although the grant is valid for one year, it is considered 
stable as it has been renewed annually for more than 20 years.   







Any combination of training and experience, which would provide the required knowledge, skills, and 
abilities, is qualifying. A typical way to obtain the required qualifications would be:






