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(new material is underlined; material amended by deletion
is marked as JAMER)

EAC 174-112-430 Employment of Exempt Persomnel
{1) Authorized Position. Exempt positions must be authorized before any
proposed employment can take place. All new exempt positions must

qualify under existing HEP Beard guidelines and require authorization

from the Administrative-¥iee—President President or the respective Vice

President.
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new The President and the Vice Presidents have the‘@refzgﬁftvE*ﬂi—ﬁomh:ﬁ&ng
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and/or ehﬁnging the scope of all administrative exempt positions for

economy and efficiency of operation, or in recognition of functional

changes and capabilities of current exempt administraters. 1In filling

a vacant, expanded, combined or new position, procedures for recruiting
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and selecting administrative exempt employees must be emPloFEditiﬁdﬁlgdﬁb il
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new If new positions result from combining of jobs during Reduction in

Force (EAC 174-112-850, 855, 860), the selection process is to be

restricted to employees within the college. 1If it is determined after

internal selection procedures have been followed that there are no

acceptable candidates internally, there must then be an open competitive

search.
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new p Recruitment and selection for positions other than those resulting from

Reduction in Force (EAC 174-112-850,855,860), the decision on restricting

the search to internal and/or external candidates is at the option of and

must bear approval of the President and/or the respective Vice President.

whole new (2) Recruitment and Selection
section {see attached)
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new (2) Recruitment and Selection. The following general procedures for recruitment

and selection of exempt administrators will be followed. Prior to initiating

the recruitment process, the employing official is to send to his/her senior

official

for concurrence and to the Affirmative Action for approval of the

process a statement covering: 1) specific details in the process and 2) any

proposed

modificarions or exceptions from the general set of procedures,

{(a) The

plan for recruitment will include the following components:

a job description, including requisite qualifications, salary

level and whether job is open internally only, etc.

a description of sources and means of identifying candidates

Ti1.

including:

means of notification of campus employvees.

names of national or regional journals, professional

organizations, professional contacts and agencies in

which notice is to be placed.

an indication of dates for receipt of applications and announcement

(b} The

of appointment

plans for selection will include the following:

i.

a description of the mechanism(s) and criteria to be used in

screening the applications to identify the final list of can-

didates (e.g., outside consultant, a DTF, an ad hoc advisory group).

description of the mechanism(s) and criteria to be used in

screening the final candidates (e.g., interview schedule, interviewees, etc.)

public announcement of the selection to include a statement of

justification in the form of the particular strengths the

candidate has for the position.
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(replaces (2) {3) Appointment. Recommendations for appointment below the level of Dean
of original}

or Director sheuld are to be forwarded to the Administrative respective

Vice President for approval. The recommendations shewid are to be made

by memorandum and include the applicant's name, title of the position

and salary to be offered with a copy of the application attached. Offers

to pay relocation expenses must be approved in advance by the Admimistrative
respective Vice President. Approval or disapproval of the request for

appointment and for payment of relocation expenses will be indicated on

the copy of the memorandum returned to the employing official. 1In the
case of approval the employing official will make the offer of employment

in writing.

(replaces (3) {4) Terms of Employment. When a reporting date is established and other
of original)
pertinent Information is available, the employing official will notify
the Adminiserative respective Vice President-—-The-dAdministrative Viee
anbl
President and will initiate action 1) for a letter of appointment and

alse-initinte-apprepriate-aetion 2) to place the new appointee on the

payroll.
Fodedede e dede ke ek e ok e o
Recomnendation Regarding EAC 174-112-440 Salary Review

In view of existing salary policy (EAC 174-112-550), I suggest the following

section be deleted:

Annually, prior to July 1 of each fiscal year, the status and performance

of each exempt employee will be reviewed by the appropriate administrative
officers in conjunction with the Administrative Vice President for considera-
tion of possible increases in salary. Except in cases inveolving a permanent
and substantial change in scope or level of duties and responsibilities,
recommendations for increase in salary.will be acted upon only at time of

annual review.







