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Employment Procedures

I. Definitions

1. Full-time Employee – any individual who occupies a College designated full-time
position working 37.5 hours per week. All full-time positions are classified as either
faculty or staff and exempt or non-exempt.  

2. Part-time Employee – any individual who is employed less than 30 hours per week.
All part-time positions are classified as either part-time faculty or part-time staff.

3. Full-time, Temporary Employee – any individual who is employed in a full-time
position (i.e., 37.5 hours or more per week) but the job is temporary (i.e., less than
one (1) year except in extraordinary situations). All full-time, temporary employees
are classified as exempt or non-exempt. For purposes of the Affordable Care Act,
any full-time, temporary employee who is anticipated at the date of hire to work
in excess of three (3) months during the academic year is considered a full-time
employee for purposes of an offer of health insurance.

4. Part-time, Temporary Employee – any individual who is employed in a part-time
position but the job is temporary (i.e., less than one (1) year except in extraordinary
situations).

II. Guidelines
The College shall use the following employment procedures when hiring new
employees and creating new employment positions.

1. Verifying Staffing Needs. Verifying the need for new positions or the need to fill
vacant positions will precede filling any position.  To meet the College’s needs,
the President may transfer, promote, reassign or demote any College employee.
Reclassifying and/or reassigning position responsibilities may be the most
appropriate method in a particular situation to satisfy the College’s staffing needs.
  
A reclassified and/or reassigned position does not necessarily constitute a position
vacancy.

2. Employment Positions. All employment positions shall be included in the
preliminary budget. During the fiscal year, any new positions (or need to fill a
vacant position) shall be approved by the President.  

3. Position Descriptions. All positions must have a position description. The salary
range for each position will be determined according to the College’s approved
salary scale. Position descriptions shall be reviewed periodically and updated to
reflect changes and adjustments in duties and responsibilities. 

III. Full-time vacancy procedures

1. A hiring manager must establish that a need exists to fill a full-time position. The
hiring manager must submit a request to post with justification through the applicant
tracking system for approval.

2. Once approvals are granted, the Human Resources office will review the request
and prepare the position vacancy announcement for advertising and distribution.
Positions may be advertised internally and/or externally depending on the
President’s authorization.  
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3. A recommendation of potential selection committee members will be made to the
Director of Human Resources from the hiring manager.  The committee should not
consist of less than five members unless approval is received from the appropriate
Vice President and must reflect a varied campus representation.  

4. Recommended guidelines for committee members: 
a. Chair:  Hiring Manager
b. Departmental employee:  employee from the department of the vacant position
c. Other employees:  employees from different departments that work closely

with the vacant position or employees knowledgeable of the skill set needed
for the position

5. The Human Resources office will contact the committee members to request their
participation.

6. Committee members will be instructed of their responsibilities and expectations
prior to the hiring process.  A representative from Human Resources will attend all
committee meetings and interviews when possible.

7. All applicants must submit required documents electronically through the
application tracking system by the end of the business day on which the position
closes. Open until filled positions will accept completed application packets until the
position is filled.

8. Applications will be reviewed initially in the Human Resources office. Candidates
with completed electronic application submissions and who meet the job
qualifications are forwarded to the committee members for review. Committee
members will review the completed applications independently. The committee
members will determine, by consensus, those applicants to be interviewed.  The
Human Resources office will contact the candidates to be interviewed and notify
committee members of the interview schedule.  

9. Once interviews are completed, the committee will provide a consensus
recommendation to Human Resources of their top two candidates. The top two
candidates will meet with the President’s Executive Council member. Following the
meeting, the name of the top candidate will be submitted to Human Resources.

10. The College will require reference checks and background checks on all internal
and external candidates recommended for employment. In addition, the college
may conduct credit checks, motor vehicle checks and/or drug tests. If the college
has previously conducted a background check on a candidate, the results may be
valid for 12 months.  

11. The authorization form for background checks will be shared with a third party
vendor. If the consumer and/or investigative report reveal that there are no
convictions, no further action is required. If the report indicates that there are
criminal convictions, the Director of Human Resources will review the report
and determine if the issue(s) warrant additional review by the appropriate Vice
President, President and/or legal counsel.

12. Reference checks will be forwarded to the committee chair to review once any
issues regarding the background checks are resolved. The committee chair will
proceed with a recommendation to hire or convene the committee.  

13. The salary offer will be calculated based on the Salary Plan and Human Resources
will contact the top candidate with the salary offer.

14. All applicants will receive notification upon acceptance of an offer.
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IV. Part-time vacancy procedures

1. Hiring managers must secure approval through the appropriate chain of command
to fill temporary positions.  

2. The hiring manager may review the active applications on file or solicit for
applicants based on the need of the program or service area. All potential
applicants must submit an application through the applicant tracking system.  

3. The supervisor will interview the potential candidate(s) and conduct reference
checks on potential employee(s). It is the responsibility of the supervisor to verify
credentials.   

4. At least two (2) reference checks must be made prior to submitting a hiring
proposal to Human Resources.  

5. The College will require reference and background checks on all internal and
external candidates recommended for employment.  In addition, the college may
conduct credit checks, motor vehicle checks and/or drug tests. If the college has
previously conducted a background check on a candidate, the results may be valid
for 12 months.    

6. Offers of employment may be extended by the hiring manager, and all offers of
employment, oral and written, shall include the following statement: “This offer
is contingent on the college’s verification of credentials, appropriate background
checks, sufficient enrollment and/or availability of funds.”  

7. At least five (5) business days prior to the potential start date the hiring manager
will submit a hiring proposal, reference checks and authorization form for
background check to Human Resources through the applicant tracking system.

8. The authorization form for background checks will be shared with a third party
vendor. If the consumer and/or investigative report reveal that there are no
convictions, no further action is required. If the report indicates that there are
criminal convictions, the Director of Human Resources will review the report
and determine if the issue(s) warrant additional review by the appropriate vice
president, president or legal counsel.

9.  The Human Resources department will contact the supervisor and employee to
confirm offer and schedule a time to complete new employee documents.

Exceptions to the procedures may be allowed by the President of the College.
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