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2.4.1 PERSONNEL SELECTIONS

A. Selection

Except for the President, treasurer, legal counsel and auditor, employees of the college District shall be
appointed only upon the recommendation of the President, with the approval of the Board. Should a
person be rejected by the Board, it shall be the duty of the President to make another nomination.

It shall be the duty of the President to ensure that all candidates recommended for appointment meet the
qualification established by the Board of Trustees and by statute for the positions recommended.

The following guidelines will be used in the employment of all personnel:

1. Job descriptions will be developed for the positions being advertised.

2. Wages must conform to adopted salary schedules. Salaries for administrative positions must be
within a range adopted by the Board of Trustees.

3. All positions will be advertised to professional staff at the same time they are advertised to
placement bureaus and other professional placement services.

4. All letters of inquiry will be acknowledged and application forms forwarded for open positions.

5. When necessary, confidential papers will be requested from placement agencies and other
sources.

6. Interviews will be scheduled with deans, department or division chairpersons and faculty, when
feasible.

7. References will be carefully checked by mail, and confidential telephone checks of key references
will be made.
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8. Final candidates will be recommended to the Board of Trustees for employment.

9. As a condition of employment, Physical Plant and Campus Police new employees will be
required to present evidence of physical fitness to perform duties assigned and freedom from
communicable disease(s). As a minimum, this will include a physical examination by a licensed
physician, and other tests necessary to indicate freedom from communicable disease(s).

B. Expenses of Candidates for Positions

The college President is authorized to reimburse candidates being considered for professional
appointments for reasonable and necessary travel expenses incurred in visiting the campus for interview
purposes.

C. Promotions from Within the Staff

1. When an opening occurs within the same sub-unit (that is, classification of administration,
clerical, or support staff), the administration can/may recommend a current, qualified staff
member to the Board without advertising the position.

2. When an opening occurs and involves a change from one sub-unit to another sub-unit (e.g.
faculty to administration, support staff to administration, clerical to support staff), the
administration has the flexibility to promote a qualified employee to the open position.

3. When an employee completes a request for a position review, and the position review is approved
for a change from one sub-unit to another sub-unit (e.g. support staff to administration, clerical to
support staff), the current employee holding the position will be appointed into the upgraded
position. The administration will recommend the creation of the new position to the Board for
approval and at the same meeting, recommend the current employee be placed into the position.

4. In the event the administration does not identify a current staff member to recommend for the
open position, the open position will be advertised according to the personnel policies of the
College.
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5. When advertising an open position, anyone presently on the staff may apply for the position.
College employees will undergo the same screening process as any applicant. In the event that
contractual agreements with employee groups specify other arrangements, those employees will
not be affected by this policy.


