DOCUMENT RESOME

ED 187 234 HE 012 700
. AUTHOR Bouchard, Ronalid A.
TITLE Personnes Practices for Small Colleges.
INSTITUTION College and Univ. Personiael Association, Washington, .

D.C.: Nationali Association of Coll. and Univ.
Business Orticers, Was.ington, D.C.

PUB DATE 30 ‘

NOTE 195p. o

AVAILABLE FROM WNa:ional Association of College and University
Business Oificers, suite 510, One Dupont Circle,
dashiagton, DC 20036.

EVBS PRICE 4F01 Pius Postage. PC Not Available from EDRS.
DESCRIPTORY Coiiective sargaining: College Administration:
. *Compensation (Remuneration): Contracts: *Employar

Zaployee Reiationship: *Employment Practices: Pederal
Legislation; Federal Regulation: *Pringe Benefits:
srievance Procedures: Job Analysis: Labor Market:
Leaves of Abseuice: Letters (Correspondence) :
Personnei Data; Personnel Directors: Persoriel
Evaluation; Personnel Needs; *Personnel Policy:
ReCruitaent: Released Time: Retirement Benefits:
Salary Wage Differentials: Seniority: Staff Kola:
Staff Utiiization

ABSTRACT

Personne. administration in higher education is the
focus of this "nands-on, now-to-do-it" guide that provides
fundasmeatal mater.als for developing and maintaining a sound
personnel program. Part One (Empioyment) examines governasent
regulations, emp.oyee recruitment znd selection, pre-employment
inquiries and screening, post-empioyment process, transfers and
proaotions, and separation. Part Iwo (Compensation) discusses such
azeas as wvage aund salary program, job analysis, pay structure ani
pricing and compensation plaa, maintenance and control. Pact Three
(Benerits) focuses on communication of berefits, non-insured and
insured benefits, disability insuraace, retiresent prograas,
statutory programs, aand Sociai Security. Part Four (Training and
Developsent) exaaines traianing pcograas, performance apprairsal,
factors and traits to be evaluated, and the validity of performance
appralisals. Tke final section (Poiicies and Procedures) deals with
policy and procedures maaua.s, esseatial policy and procedure
Stateaeats, personnel records ana information, and collective
bargaining. The guide 1s intenued for use by: (1) business officers
who are resporsible for personnei function in small colleges: (2)
directors of personnel in smail .nstitutions: and (3) members of \
personnel departments in larger institutions. Over U0 exhibits are
provided, including sample ampioyee control forms, telephore
questionnaires, job surveys, "“how to set up a manual," and
Procedures. A gloss»ry and bibliogyraphy are also provided. (LC) \

.“““‘i““‘.“...".‘l“.v“.“.““.“.“...‘....““ﬁ".‘..#‘##.‘.

* Repr:ductiors suppiiea by EDES are the best that can be gade . \

* from tne original document, *
t‘t““‘tll‘l‘l“ttlt‘tl‘t“l“l#‘mt#tltt‘t‘tttttt#‘t‘tt#lttt‘t‘ttt‘ltt




personnel practices

for
small

1 § colleges

“PEAMISSION TO REPRODUCE THIS
MATERIAL IN MICROFICHE ONLY
HAS BEEN GRANTED BY

—NARCubg

TO THE ECUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)."

VS OEraRTMENT OF HEALTH,
EDUCaATION weELFane
NATIONAL INSTITUYE OF

E0UCATION

115 DOCUMEwT nag BEEN WEPRQ.
DUCED ExACTLY AS RECEIVED FROM
THE PERSON OR ORGANIZATION ORIGIN:
ATING 1 POINTS OF viEw OR OPINIONS
STATED DO NOT WECESSARILY REPRE-
SENT OS¢ 'CIAL NATIDONAL INSTITUTE Of
EDUCATION POSITION OR POLIC Y

M




ERIC

Aruitoxt provided by Eic:




personnel practices

for :
small
colleges

by ronald a. bouchar,;d

national association of college and university
business officers, in conjunction with the
college and university personnel association




Library of Congress Cataloging in Publication Data
Bouchard. Ronald A
P'ersonnel practices ;or small colleges.

1 Small colleges  Uinited States - Personnel management. 1. National Association
ot College and University Business Ottcers 1. Tatle.
1.B2328.) Bos 78 11 80-11808
ISBN 0-915104-08-0

Copyright 1980 by the National Assaciation of College and University Business Officers
All nghts reserved

I'ninted 10 the United States of America

tdited and Designed
By lanora Welzenbach




contents

Exhibits vil
Foreword , ix
Preface xi
- 1. Employment 1

Government Regulations |
Title VII of the Civil Rights Act of 1964, as Amended 2
Tisle IX of the Education Amendments of 1972, as Amended 2
Equal Pay Act ~ 2
Executive Orders 11246 and 11375 3
Federal Contractors 3 _
Age Discrimination in Employment Act of 1967, as Amended 3
The Rehabilitation Act of 1973, Sections 503 and S04 3
Fmployee Recruitment and Selection 4
Position Control System 4
Personnel Requisition  §
Position Description and Job Specifications §
Job Relatedness lest: Criggs Decision 6
Adverse Impact o
Recruiting Sources 7
Internal Candidates 7
Walk -in Applicants 8
Referrals from Faculty and Staff 8
High Schools and Other Schools ¢
U.S. and State Employment Services 9
Private Employment Agencies 9
Higher Education Administration Referral Service (HEARS) 9
Other Employers 9
Advertising 9
Other Sources 10
Preemployment Inquiries and Screening 10
Employment Applications 10
Affirmative Action Information 11
Screening and Interviewing 11
Testing 11
Physical Examinations 12
Reterence Checks 12
Secunity and Background Cherks 13

iti -
ERIC | v




iv

tv

personnel practices

Employment Referral 14
- Selection of Successful Candidate 15
Postemployment Process 16
Appointment Processing - 16
Postemployment Information 16
Probationary Period 16
Transfers and Promotions 17
Job Posting 18 ‘
Separation 18
Resignation 18
Discharge 19
Separation Process 19
Exit Interview 19
Statt Turnover 20

C ompensation 63
Objectives of a Wage and Salary Program 63
Support for Pay Plan 64
Responsibility tor Compensation Administration 64
Reason for a Formalized Program 64
Jobs to be Included in the Pay Plan 65
Public Policy Considerations 65
Job Analysis 65
Methods of lob Analysis 66
Position Descriptions 66
Job Analysis—Position Description Shortcut 67
Job Evaluation 67
Ranking Method 68
Classitication Method 70
Point Method 71
Factor Comparison Method 75
Market Method 75
Selecting a Job Evaluation Method 75
Pay Structure and Pricing 76
Salary Surveys 76
Waye Rates and Pay Ranges 77
Scatter Diagram 78
"Red Circle” Rates 78
High Entry Salary Maximums 79
Automatic and Merit Progression 79
Step Rates and Open Range 79
Across-the-Board Adjustment 80
Minimum Wage 80

7




contents v -

Salary Increases fcr Promotions 81
Communicating Compensation Policy and Procedures 81
Compensation Plan; Maintenance and Control 81
3. Benetits 101
Communication of Benefits 101
Individual Benefits Statements 102
Noninsured Benefits 102
Holidays 103
Vacations 104
Sick Leave 105
Personal Leave 107
Funeral Leave or Bereavement Leave 107
Jury Duty and Court Witness 107
Declared University Closings 108
Leaves of Absence 108
Educational Assistance Plans 110
Ancillary Benefits 110
Insured Benefits 110
Contributory vs. Noncontributory 111
Mandatory vs. Voluntary Enrollment 111
" alth Insurance 111
Busic Hospital-Surgical-Medical Insurance 112
Major Medical Insurance 113
Health Maintenance Organizations 114
Disability Wsurance 114
Short-Term Disability Plans 114
Long-Term Disability Plans 115
Life Insurance 115
Miscellaneous Insurance Coverages 116
Retirement Programs 116
Detined Benefit Plans 117
Detined Contribution lans 117
Preretirement Planning ’rograms 117
Statutory Programs 118
Worker's Compensation 118
Unemployment Compensation 118
Social Security 119

122

4 Lraining and Development
Training Programs 122
Identification of Needs 123
Training and Development Objectives 123
Employee Orientation 124




Elements of a Training Program 124
Types of Training Programs 12§

On-the-job Training (OJT) 125

Vestibule Training 125

Programmed Leaming 126

Internship Programs 126

'‘College Courses 126

Apprentice Programs 126
Performance Appraisal 126
Performance Standards 127
Conducting Performance Appraisal 128
Pertormance Appraisal During Probationary Period
The Appraisal Interview 129
Appraisal Pittalls 130

Halo Effect 130

Severity Tendency 130

Leniency Tendency 130

Central Tendency 130

Recency Error 130
Factors and Traits to be Evaluated 131
Validity ot Performance Appraisals 131

. Policies and Procedures

Policy and Procedures Manual 152

Essential Policy and Procedure Statements 153

Probationary Period 153

Pertormance Period 154

Employment of Relatives 154

Rest Periods or Breaks 155

Working Hours and Schedules 155

Overtime Pay 156

Wage and Salary Policies and Procedures 156
Work Recall 157
Shift Premiums 157

Layofts and Recalls 157

Grievance Procedure 158

Kules. Regulations, and Disciplinary Action 159
Progressive Discipline 160

Personnel Records and Information 160

Manual vs. Computerized Informaticn 161

Collective Bargaining 161

What to Expect if Unionization Occurs 162

Why Employees Iin Unions 163

Glossary
Bibliography

129

personnel practices

152

176
179




1A,
1A;
1B
1C,
1D
1E
1F,
1F,
1G
1H

exhibits

Position Control Form

Position Control Form

Employee Control Form

Personnel Requisition

Personnel Requisition

"How to Write a Classified Advertisement"”
Preemployment Inquiry Guide

Application for Employment

Application for Employment

Preemployment Information

"How to Conduct an Employment .interview”
Written Reference Check

Written Reference Check _
"How to Conduct a Telephone, Preemployment
Reference Check”. '

Telephone Reference Questionnaire

Personnel Referral Form

Applicant Referral Form

Letters to Job Applicants Who Were Not Accepted
Change of Status Form

Personnel Action Form

Supplemental Personnel Data

Position Vacancy Announcement

Resignation Form

Exit Interview

Exit Interview

Job Analysis Questionnaire

Job Analysis Classification Questionnaire
Position Description

Position Description

Classification Specification

Classification Specification

“How to Conduct a Salary Survey”

"How to Keep Classifications Current Through
Regular Review”

New Position Description Questionnaire

vii

B

-~V
]

GEsEgruBuNBNER

&

R R

2889

S2888RE

8 &




vili

JA N

JA,;
3B

4A
4B
4C
4D,
4D,
4E

SA
58

sD,

rY
i

personnel practices

Total Pr;oiected Compensation Analysis Sheet
Employee’s Statement of Personal Benefits
Leave Request Form

“"How to Determine Training Needs"

“"How to Orient New Employees”

“How to Start an Apprentice Program”

Pertormance Appraisal Form

Performance Evaluation Form

“"How to Conduct a Performance Appraisal Interview”

"How to Set Up a Policy and Procedures Manual”
Personnel Information Bulletin

Staft Complaint Procedure

Rules, Regulations, and Discipline Procedures
Discipline Procedures

Verbal Warning Form

Notice of Written Warning

Notice of Disciplinary Suspension

120
121
121

132
134
137
140

145

149

165
168
169
170
172
173
174
178



7 e
s
"'

o

-

P Al

foreword |

This book was written to address the needs of (1) business officers who
are responsible for the personnel function in small colleges, (2) directors
of personnel in small institutions, and (3) members of personnel depart-
ments in larger institutions. The book underwent a comprehensive
review and consensus process, resulting in a publication that the Na-
tional Association of College andmvmily Business Officers NACUBO)
and the College and Uriversity Personnel Association (CUPA) are
pleased to offer as representative of good personnel practice. The Small
Colleges Committee of NACUBO set forth the objcctives for the project,
with CUPA providing professional expertise—a joint effort to put basic
information on personnel practices within easy reach of anyone respon-

* sible for this operation.

The idea for such a publication had its genesis in work for a manual on
planning. budgeting, and reporting that was prepared under the auspices
of a grant from Th= Ford Foundation in 1968. As a result of that effort,
members of NACUBO's Small Colleges and Personnel Committees deter-
mined that there was a need fus a guide to personnel administration in
small institutions. J

Leaders ot CUPA expressed interest in cooperating in this work and in
1978 a Steering Committee was appointed to be responsible for oversee-
ing the bo. k. The Steering Committee was composed of members of the
NACUBO Small Colleges and Personnel Committees and of CUPA rep-
resentatives. The manuscript was circulated for review among more than
40 business and personnel officers, including members of the CUPA
Research and Publications Advisory Committee. :

Ronald A. Bouchard. who prepared the original manuscript, served as
administrative assistant to the president for personnel services at Ball
State University and later as director of personnel and employee rela-
tions at Calitornia State University-Northridge before becoming assis-
tant vice president tor personnel administration at the University of
Virginia. Bouchard. who also contributed extensively to NACUBO's
Federal Regulations and the Employment Practices of Colleges and Uni-
versities. is president ot CUPA for 1980-81. Leonard D. Harper, director

.ot personnel at the University of Oklahoma, worked with Bouchard on

ix
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Chapter 2, “"Compensation,” which renlaces Wage and Salary Adminis-
tration for Smaller Institutions of Higher Education. published by
NACUBO in 1974.

The sample torms in the exhibits used to illustrate this book were con-
tributed by a number of colleges and universities and CUPA gave per-
mussion for reprinting ten articles from its “How-to" series. The Steering
Committee is gratetul tor this generous assistance in compiling material
ior the exhibits. .

Statt merabers associated with the project were Frank Mensel, former
exe.utive director ot UPA: David Roots, public affairs associate,
CUPA: M. |. Williawss, director ot sp:cial programs, NACUBO:; and
Lanora Welzenbach. stact associate for information and publncahons,
NACUBO.

DEAN H. KELSEY
Chairman, Steering Committee

Steering C ommittee
[ ]

Dean H. Kelsey. Chatrr wan Alan Heyneman
Vice President tor Business, Associate Treasurer-Administration
Ementus The University of Rochester

Albnight College

Alice C. Baker Eugene Johnson

Personnel Otticer Comptroller

Frances Marion College Hampton Institute

Glen k. Brolander Marwin Wrolstad

e Premident tor Financial Vice President tor Business Attairs
Attairs and Treasurer

Auguastana College Lawrence University

Leonard 1. Harper
~ Darector ot Personnel
Liniversity ot Oklahoma




preface

The need tor a practical guide to personnel administration in higher
education —one that would provide fundamental materials for develop-
ing and maintaining a sound personnel program—has frequently been
expressed by administrators in higher education, especially by those in
small colleges, where both staff and expertise for the personnel function
may be limited. The need for such a rganual has become intensified
because the 1960s and 1970s brought to 3: campus growing numbers of
* government regulations, which have direct impact on the personnel prac-

tices of all institutions. ' el

Personnel Practices for Small Colleges has been written expressly to
addeess this need. It is intended to be a “hands-on, how-to-do-it” guide,
describing practical applications of personnel policies. It is not a book on
theory, nor does it cover in detail all aspects of the personnel function.
The book deals with statt employees and includes only indirect reference
to taculty or to student employees. .

Sample torms, contributed by a number of colleges and universities,
are included; these may be adapted for use by any institution, regardless
ot size. The torms are intended as samples only: their use will necessarily
vary trom one college to another. Further, while the forms were chosen
with care, it is not possible to insure that they comply in all respects with
the many tederal and state laws and regulations that affect employment
practices and the privacy ot information. Institutions should carefully
review their personnel torms for such compliance. ' :

It is virtually impossible to write about personnel management in
higher education without including extensive reterence to various laws
and regulations. However, such reterences in this book have been kept to
a minimum. In addition to these sources, the reader is reterred to other
publications that provide detailed analyses of government regulations
and their implications: a primary source for this is Federal Regulations
and the Employment Practices of Colleges und Universities. published by
NACUBO. For general eterence on personnel topics, a briet bibliog-
raphy is provided on page 179.




1. elﬁployment

Modern, centralized personnel programs are rooted in a period imme-
diately tollowing the industrial revolution when industry recognized the
advantages ot centralizing its workforce procurement responsibilities.
Thus, trom the employment tunction grew the entire field of personnel
management, which presently includes wage and salary administration,
benefits administration, training and development, organizational plan-
ning, labor relations, satety, and others.

In general, colleges and universities did not begin to centralize campus
employment tor staft personnel until the mid-1940s, which was a rapid
growth era in higher education because of the numbers of World War i1
veterans attending college with government assistance. Since then, cen-
tralizat:ion has proved to be an efficient organizational strategy for the
procurement ¢f employees.

In small cofleges that do not have a personnel director, - the responsi-
bility tor the/personnel tunction is typically assigned to the chief business

otticer. Thig places related tunctions such as payroll, benefits, position .

budgeting. /and personnel under one manager. _

/A successtul personnel program is one in which all personnel activities
are related: each is integral to the whole. Position descriptions are an ex-
ample, as they may be used for recruiting employees, for assignment and
training. tor pertormance appraisal, tor compensation decisions, and if
necessary, as criteria tor administration ot disciplinary action in the case
ot poor pertormance.

Government Regulations’

The comprehensive term “employment,” as used in this book, includes
practices tor recruiting, selecting, assigning, retaining, and separating
employees. Each ot these activities has been seriously affected by laws
and regulations designed to eliminate discrimination on the basis of race,
religion, color, sex, age, national origin, or mental or physical handirap.
“In addition to tederal laws and regulations, many states, countier .nd
municipalities have enacted similar legislation.

Following are some laws and executive orders that require change in
traditional personnel practices.

1 10
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Title VIl ot The Civil Rights Act of 1904, as Amended

This is the primary tederal law wiih respect to discrimination in em-
ployment. It specitically prohibits such discriminatior on the basis of
race, color, religion, sex, or national origin. Furthermore, the law bars
any practice which (1) resuilts in a failure or refusal to hire any ivdividual
because ot such person’s race, color, religion, sex, or nation2, origin;
(2) results in discharge ot any individual because of such person’s race,
color, religion, sex, or national origin; (3) ditterentiates between individ-
ua's with respect to compensation, terms, conditions, or privileges of
employment because ot such person's race, color, religion, sex, or na-
tional origin: and (4) limits, segregates, or classifies employees or appli-
cants tor employment in any way which would deprive or tend to deprive
any individual ot employment opportunities or otherwise adversely
attect such person’s employment status because of such person’s race,
color, religion. sex. or national onigin.

The Pregnancy Discrimination Act, which became effective Octo-
ber 31. 1978. amends Title VII ot the Civil Rights Act and makes illegal
any employment policy or practice that denies equal employment oppor-
tumity to applicants or employees because of pregnancy, childbirth, or
related medical conditions. It also requires disabilities caused by preg-
nancy. childbirth, or related medical conditions to be treated in the same
manner as are other disabilities under any health or disability insurance
or sick leave program.

Litle IX of the Education Amendments of 1972, as Amended

This requires that no person in the United States shall, on the basis of
sex, be excluded trom participation in, be denied the benefits of, or be
subjected to discrimination under any education program or activity re-
ceiving any tederal tinancial assistance. The regulations require each in-
stitution to conduct a selt-evaluation ot its policies and practices in this
regard.

Disputes have arisen concerning the applicability of these regulations
to employment matters. The tirst, sixth, and eighth Circuit Courts of Ap-
peals have ruled that Title IX regulations do not cover employment. The
Supreme Court has denied review ot appeals ot these decisions; thus
those decisions remain law tor these three circuits.

tyual PPay Act

This was enacted 1n 1963 as an amendment to the Fair Labor Standards
Act. It requires equal pay tor males and temales who pertorm equal work




\
\
employment 3

2
v

\
on jobs that require equal skill, ettort, and responsibility, and are per-
torme«l under similar working conditions. The 1976 U.S. Supreme Court
decision in the case ot Nutional League of Cities v. Usery did not exempt
colleges and universities trom the provisions of this act.'

A
Execative Orders 11240 and 41375

These require tederal contractors to take affirmative action in employ-
ment with respect to minorities and females. Atfirmative action under
these executive orders requires results-oriented steps to eliminate barriers
tor protected: classes through the use of preestablished goals. Small col-
leges \nay or may not be tederal contractors, but they can hardly escape

the social pressures tor adopting attirmative action as a part of institu-
tional policy.

tederal Contractores

This reters to an institution with a tederal contract (not grant) of
$10.000 or more, and requires institutions to adhere to Executive Orders
11246 and 11375, bt it does not require a written atfirmative action plan
unless the tederal contract is tor $50,000 or more and the institution has
50 or more employees. Although written attirmative action plans are not
required tor tederal contracts ot less.than $50.000, the Department of
Labor and the Equal Employment Opportunity Commission (EEOC) rec-
ommend written programs. Some states also require that specified em-
plovers maintain written attirmative action plans.

Ape Disc smunation i Fmplovment Act of 197, as Amended

This makes it unlawtul tor an employer to tail or retuse to hire, or to
discharge. or to ditterentiate among individuals wit)s respect to their
compensation, terms, conditions, or privileges ¢t employment because
ot age. The protected age range, initially 40 to 65, was expanded to age
70 by the 1978 amendments. These amendments include a specific provi-
sion that hmats the protection ot this law tor taculty with tenure to age 65
until 1982. '

Lhe Rehabihitation At of 1973, Sedtions 303 and 504

Section 303 ot the Rehabilitation Act requires tederal contractors to
take athirmative action to employ and advance in employment qualitied,

Natiwomal Leapmue of ities v Usery 420 1S, 833 (1970)
’
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handicapped individuals. Sectiore 504 requires tha: .. stherwise quali-
tied handicapped individual be solely by reason ot handicap excluded
trom participation in, be denied the benetits of, or be subjected to
discrimination under any program or activity receiving tederal financial
assistance. Section 504 alse includes a requiremen: tor selt-examination
and maditication ot poss:bie discriminatory policies and procedures in
education programs and activities.

Each ot the laws and regulations described above is explained in detail
i NACUBO s Federal Regudations and tise Fmployment Practices of Col-
leges and hnceraties '

Employee Recruitment and Selection

Employee recruitment involves a variety of tasks .ed skills, including
personnel requesitions, the preparation ot position desciiptions, : « a-
sideration ot recrmting sources, and preempluyment S e, -
viewing. and reterence checks. The tirst consideration in tie recra. « =
of new emplovees is the establishment ot a position control system.,

Position Control System

Etticient management and utilization ot human resources . essential
tor any orgamication, but especially tor colleges and univ ersities, which
are labor-intensive, committing up to 720% or 80% ot their operating
budgets tor human resources. Most  colleges  utilize a “position
budgeting * <o~ pt tor identitication and control of personnel. This
identitication s .tem lends itselt to a logical “position control” system,
which can be maintained manually on a visible index system or on a
computer.

It an institutional budgetary position control system does not exist, it
would be beneticial to develop one tor the personnel operation. To create.
a visible index hile. a separate card with a separate position control num-
ber is used tor each position. The position title or classification and the
incumoent employee s name are the basic intormation required. As a
position is vacated and subsequently retilled, that intormation is re-
corded. thus providing an employment history of the position. The use
ot color-toded cards or labels provides an etticient method through
which tull-ime. part-time. and temporary positions can be identitied: -

The pay level ot the job and any changes can be recorded, providing a
classithication history ot the position. Other pertinent information can
also be included. such as starting and termination dates ot employees in
the Job. The position control system can serve as an excellent source for
the development of statistical intormation, (See Exhibits 1A, and 1A,)

153
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Employee control torins may also be used. These provide pertinent in-
tormation about a given employee that is casily accessible to the person-
nel ottice. Such a torm is typically a continuous historical record, even if
an employee changes positions. (See Exhibit 1B.)

The position control system is equally valuable for identifying and
maintaining a record ot positions, whether the employment function is
centralized or decentralized. However, it is recommended that employ-
ment be centralized and coordinated through one office. Duplication of
ettort and expense can be ininimized through centralization and a valu-
able service can ¢ provided » the entire campus community. Centrali-
zation ot the emplcyment tunction assists the college in controlling its
unemploymeat compensation costs and insures' coordination of “new
hires” with employees “laid ott.”

Personnel Requisition

Centralization requires organization to be etfective. A basic compo-
nent of such organization 1s a “personnel requisition” or “employment
requisition.” a torm that serves as the basis of an orderly protedure -
whereby departments and ottices can notity the employment office of the
need to till a vacant position. Even it a college has limited personnel turn-
wer. the use ot such a torm may prove advantageous because it-pro-

s a detailed history of each pusition. (See Exhibits 1C, and 1C,.)

" ersonnel or employment requisition is recommended for initiat-
“toyment activity. since it indicates to the office responsible for
o ot sudhiintormation as title of job, name of interviewing super-
Vo v his to be tilled. special job requirements or qualifications,
i virae o jebas to be tilled on a continuing, part-time, or tempor-
BT llege lacks pusition descriptions, a personnel requisition
-t o ditied to incorporate basic job duties and responsibilities

: i placement purposes.

iption and Job Specitications

Vet sang personnel. the terms “job description,” “position des-
Dy ob dlassibication. " and “job specitications” are trequently used
<7+t ably. They all reter to the same general activity of describing
4+ aaties, responsibilities, and qualitications. but technically each of
" our have ditterent nuances whick. distinguish one from the other.
The reader may reter to the Glossary ™ on page 170 tor individual detini-
tions ot these terms. For the purposes of this buok, discussion will be lim-
ited tothe position description and job specitications.
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A position description describes the duties required in a job or position
and sometimes the qualifications or specifications required to perform
the job. The latter, or job specifications, are typically expressed as
minimum acceptable qualifications, such as education and experience,
and sometimes as additional desirable qualifications. A position descrip-
tion, including the minimum qualitications, should be used as a basic
reterence document (dr recruiting and screening prospective staff
members. This is essential to the employment y.ricess. (A detailed expla-
nation of position descriptions is presented in Chapter 2.)

Job Relatedness Test: Griggs Dedision

In 1971 the U.S. Supreme Court handed down the "Griggs decision” i; >

the Griggs v. Duke Power Company case.’ The case was filed under Title
VIl of the Civil Rights Act of 1964; out of this decision evolved the so-
called “job relatedness” test. In essence, the Court stated that an
employer might be unlawtully discriminating against applicants if it
establishes. as a condition of employment, any job requirement that can-
not be shown to be signiticantly related to successful job performance.
For example. the requirement of high school gradldation for a custodial
position would probably tail to meet the job relatedness test.

The job relatedness criteria have significantly altered the traditional
listing ot minimum qualitications for jobs, specifically through the elimi-
nation ot unnecessary qualitications. For example, experience qualifica-
tions are usually expressed as requiring fewer years of experience and
educational requirements tend to be more pertinent. £

Those responsible tor establishing minimum qualifications should
scrutinize them caretully against the Griggs criteria. Many supervisors
are likely to list mavimum rather than minimum job qualifications;
theretore, those responsible tor ultimate personnel decisions must care-

tully evaluate recommended qualitications to insure compliance with the _

job relatedness criteria.

Adverse Tmpact

In 1978 tour tederal agencies, the Equal Employment Opportunity
Commission. Department ot Justice, Department ot Labor, and Civil Sery-
ice Commission adopted the Uniforin Guidelines on Employee Selection
Procedures thus unitying tormerly diverse tederal positions, College ad-
ministrators should become tamikiar with these stringent guidelines
because they embaody the criteria that the regulatory agencies will use to
measure adverse impadt.

Corgps v Dube Poser Company 401 1S 42401071

Y
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Adverse impact occurs when there is a substantiallv difterent rate of
selection in hiring. promotion, or other employment decisions which
works to the disadvantage ot members of a race, sex, or ethnic group.
The guidelines otter a rule o thumb tor determining such adverse impact,
The rule states that adverse impact is present when the selection rate for
any race, sex, or.ethnic group is less than tour-tiftths or 80% of the selec-
tion rate tor the group with the highest selection rate. (Groups con-
stituting less than 2% ot the available work torce need not be included in
this measurement.) 3

To illustrate. an adverse impact determination tor a particular job (or
group ot jobs it the duties are similar) would begin with a tinding of the
selection rate tor the jobis) being considered. It 100 Whites other than
Hispanics apply tor a job and 00 are hired, the selection rate would be "
60 100 or 00 . To continue with this example, it the hiring rate for
Blacks it S0 and tor Hispanics, 20% — Whites having the highest rate at
00 - the impact ratio is computed as tollows: Blacks 50760 or 83%:
Hispanics 20 00 or 334 . In applying the tour-titths or 80% rule, adverse
impact 1s indicated tor Hispanics since their selection rate is less than
80% (ot the Whites).

Technically. adverse impact could be measured on a job-tor-job, or
decision-by-decision, basis. However, it is more likely that the regula-
tory agencies will be concerned primarily with the “bottom line” for all
employment decisions. (The tormula would otherwise be hardly mean-
ingtul tor small numbers ot decisions by smaller mployers.)

It adverse impact is tound. an employer must eliminate or modity the
selection procedures which caused the adverse impact. It an employer
decides not to do this, it must justity the use of the procedure on grounds
of business necessity. This means that the employer must show a clear
relation between the selection procedure and pertormance on the job. In
ettect, the emplover must validate the procedure.

Fhe impact ot these guidelines is ditticult to assess; actual case ex-
perience with tederal agencies in the application and interpretation of the
published guidelines and regulations is very limited at the time ot this
wrting. However. the guidelines: will probably result in signiticant
changes in commonly accepted selection practices and procedures.

Recruiting Sources

A number of recruting sources are available to colleges. including
those described helow

Drterai Candidate - Current employees of the college are an excellent
recewiting source tor job vacancies that occur above entry level. “I’romo-
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tion trom within™ has several advantages: (1) it enhances employee

morale by providing the opportunity tor assuming jobs of greater

responsibilities with increased remuneration; (2) it establishes career op-

portunities and encourages employees to remain with the institution,

while ottering managers a pool ot applicants who are familiar with the_
astitution’s policies and procedures: and (3) it provides applicants whom

managers have had the opportunity to observe firsthand with respect to

pertormance capabilities and potential. The “job posting” process (see

page 18). in which all job vacancies in the college are posted as they oc-
cur, attords interested employees the opportunity to apply.

Woee o aie e The traditional, “walk-in” applicant pool-is an in-
expensive source of prospective employees. However, a college that
receives a high number ot walk-in applicants must analyze this ponl to be
sure it contains an acceptable balance ot protected-class individuals. If
protected classes are underrepresented in the pool —that is, if it lacks suf-
hicient numbers of minorities and temales as compared to the availability
ot these groups in the appropriate recruiting market—efforts must be
made to develop a more representative applicant pool. Outreach pro-
grams may be required in which the college undertakes affirmative
recruitment to attract minorities and temales.

Netorne de o b ond sty The referral of prospective employ-
ees by members of taculty or staff can be a good source of applicants.
This source is often productive because a satisfied employee typically
mahes positive comments concerning the college to relatives, neighbors,
and triends.

Generally. a current employee will refer only a well-qualified person,
since a poor reterral could reflect negatively on the employee. Lack of
such reterrals may indicate a dissatisfied work force or previous actions
by the employer that have discouraged referral. A direct appeal or sug-
gestion to taculty and statt will usually increase the applicant flow from
this source. As with walk-in applicants, care must be taken to insure ap-
propriate representation ot the protected classes.

AN v scaeon . Many technical, clerical, and secre-
tarial support positions require no experience or limited experience; con-
sequently. local high schools are often sources of prospective employees.
Most business teachers and counselors will gladly share employment in-
termation with students. A college can make itself known to high school
students through participation in job fairs and through volunteer activi-
ties such as explaining to students how to apply for a job or prepare for
an interview. College participation in work-study programs, such as of-
tice internship programs, also generates applicants. If some students are
exposed to the campus and tind it a good place to work, they will carry
the word back to others.

9.
v
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Ut State Focgslcvment —en ong s These employment services,
which are operated on a unified basis in many states, are a poten' ! re-
cruitment source. However, colleges must be explicit about their job re-
quirements or they may be confronted with many prospective employees
who lack necessary qualifications and skills.

A representative of the college employment function should meet with
an employmei.t service representative and explain the procedure that the
college desires to follow. The college should develop this contact so that
one employment service representative can become familiar with the in-
stitution’s needs. It may be necessary to ask that referrals be limited to
specitic job requests filed by the college. If these methods are used, an
employment service can be an excellent source of applicants without cost
to the college, since the services do not charge a placement fee.

Private Boscloieint Ao These are another potential applicant
source. Currently, it is common for an employer to assume the place-
ment tee. With some agencies, the employer may decline payment of this
tee and transter it to the applicant, but this approach may restrict the
number of reterrals. It an institution’s policy is not to pay placement fees,
this should be indicated to the agency and to all persons who are re-
terred. The level of service received from private employment agencies
can be enhanced by working with one representative of the agency, who
can become tamiliar with the operations and needs of the college.

Hiviwn Do Vbeonsiration: Reterval Sevene (HEARS) The
Higher Education Administration Referral Service (HEARS) at One Du-
pont Circle. Washington. D.C. 20036, is an excellent source of adminis-
trative applicants tor colleges. The HEARS service is currently sponsored
by 19 higher education associations and actively recruits female and mi-
nority candidates.

e e To recruit candidates for higher-level professional
and administrative positions, one may approach selected persons who
occupy the same position- at other institutions, announce the college
vacancy. and request these individuals to refer qualified candidates for
consideration. Such contacts generally refer other candidates and often
apply tor the position themselves.

“Lior 0 Classitied advertising is another primary source of
employment recruitment. Through caretul selection of the media and its
circulation audience, including protessional and trade publications such
as the Chromcle of Higher Education. a college can obtain maximum
results trom attirmative action recruitment eftorts. However, advertising
can be expensive: thus, care should be exercised in selecting the vehicle.

There are three basic types of advertising tormats in publications:
(1) classitied. in which the type size is standard. and the advertisement
s i paragraph torm. and the charge is generally by word or by line;
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(2) classitied display, in which the type size is standard and the advertise-
ment is in paragraph torm. using standard column width with a border
around it, and is usually charged by column inches (column width times
the length in inches): and (3) display, in which choice of type style and
tormat is provided, with a border around the advertisement, and the
charge is by column inches. (See Exhibit 1D.)

Other Sources These include social service and religious organiza-
tions, churches. and college placement oftices. Such sources are inexpen-
sive and can also assist the college in its aftirmative action recruitment
ettorts. Billboards in the community or advertising space on buses or
taxicabs should not be overlooked; they provide considerable exposure
tor limited cost. Administrators should be alert to any other potential
recruitment sources available.

Preemployment Inguiries and Screening

Preemployment intormation trom applicants is generally solicited on

_employment applications and during preemployment interviews. Such
~inquiries have undergone drastic changes in the last ten years, since
many that were used previously are now illegal because they are discrim-
inatory or not job-related. The illegality ot certain questions applies
whether they are presented on a written employment application or
orally during an interview. (See Exhibit 1E.)

“Empiovinent Appheations Most employment applications can be lim-
ited to one or two pages: no questions should be used that do not relate
to the job applied tor. Employment applications generally include the
tollowing major areas: (1) personal information; (2) employment
history: (3 knowledge, shills, and abilities; (4) references; and (S) a gen-
eral statement concerning misrepresentation ot information and the fact
that this could result in disqualitication or dismissal trom employment.
(See Exhibits 1F. and 1F.

Most employers struggle with the perennial problem ot keeping appli-
cation tiles up-to-date. There is no toolproot method tor this, but there
are several ways to increase the accuracy ot the tiles. One is to request
that apphcants notity the college it they are no longer interested in
employment there. Also. one may indicate that an application will be
maintained as active tor only two or three months. At the expiration of
that period. a postcard can be mailed to the applicant advising that the
card must be returned or a telephone call placed to the college if the ap-
phicant i still interested in employment there,

A college should retain application forms tor at least three years. This
penioad contorms to the records retention regulations ot most tederal and
state agenaies. However, colleges should review the records retention re-
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quirements ot their state, county, or municipal jurisdiction in order to
comply. Application torms must be retained indetinitely if 2 complaint is
- tiled by. an applicant.

Attt e ANction [itormation Any college with an affirmative
action plan may be required io collect data on the sex and race of appli-
cants. This intormation can be obtained legally during the preemploy-
ment process by two methods: (1) visual observation or (2) solicitation of
voluntary intormation trom the employee (orally or in writing), There
are advantages and disadvantages to both methods. The visual method
tends to be less accurate, but it does not require seeking the information
directly trom the applicant. While the second approach is usually more
dccurate. some employees may be reluctant to volunteer information.
However, many employers prefer the latter methad, (See Exhibit 1G.)

Whichever method is used. the intormation gained must be kept .
separate from the general preemployment intormation and must not be -
available to those responsible tor making the employment decision.
Since most central employment tunctions of colleges serve only as
screening agencies, with tinal selection made by the hiring department,

this intormation is best solicited and maintained in the central employ-
ment otlice.

horcvrigand et e iie As a general rule, the more exhaustive the
screening process, the more likely the best qualitied candidate available -
will be matched to a job vacancy, It is recommended that initial screen-
ing ot applicants be assigned to the centralized employment function.
the individual assigned this responsibility uses appropriate interviewing.
techniques, and screens against the position description, unqualitied ap-
plicants can be eliminated and qualitied candidates can be referred to
campus ottices and departments tor turther screening. Questions asked
during interviews are subject to the same legal constraints as are those
appearing on the employment application torm. (See Exhibit 1H.)

v Prior to establishment of the EEQC guidelines and the U.S.
Supreme Court s subsequent Griggs decision, the testing ot applicants -
was a widespread screening device used by most employers. Since then,
however although testing has not been outlawed, technical validation
criteria have been established tor all testing. As with the use of minimum
qualitications, any test used as a screening or selection device must
demonstrate or predict successtul job performance. Specific details for
test validation may be tound in the Uniform Guidelines on Employee
Selection Procedures issued in 1978 by the EEOC. the federal agency
charged with entorcement ot the Civil Rights Act. The concept ot

adverse impact (see p. 6) is particularly applicable to testing.
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The validation requirements have prompted most employers to elimi-
nate testing altogether or to limit it to skills testing, such as typing and
shorthand. Aptitude tests and tests of general mental ability are some of
the-maost ditticult to validate and should be used only atter proper valida-
tion. It is recommended that small colleges consider administering only
skills testing because ot the high costs associated with validation require-
ments. A basic skills testing progrosn is a valuable service for depart-
ments seeking clerical applicants. but it should be administered centrally
to insure umitorm test administration and evaluation standards.

I'hystcal Framanations Preemployment physical examinations are still
widely used. particularly tor occupations involving physical labor, such
as custodian or groundskeeper. Since colleges are liable for worker’s
compensation, sic.. ieave, and sometimes disability insurance, it is pru-
dent to determine whether a prospective employee can physically per-
torm a job.

Many employers have expressed concern that an initial reading of the
Section 504 regulations concerning the handicapped seems to indicate
that they prohibit preemployment physical examinations. However,
such examinations are not prohibited by the 504 regulations, provided
that they are administered to all applicants and not only to those who ap-
pear to have a physical disability.

A literal reading ot the 504 regulations suggests that physical examina-
tions cannot be administered selectively by occupation, such as tor jobs
involving physical labor but not tor clerical positions. Common sense,
however, establishes a distinct ditterence between the two occupational
proups. Each institution-must decide this issue tor itseli, but it seems
reasonable that a justitiable case can be presented tor selection based on
occupation: it could remain tor the courts to ultimately decide this issue.

Colleges with health center tacilities have a definite cost advantage in
administering physical examinations. It these are properly administered
to apphants prior to employment, many worker's compensation and
disability insurance benetits can be saved.

Keterenoo heck - Both employment and personal reterence checks are
anuther step i a thorough preemployment screening procedure. Employ-
ment reterences. although not always entirely accurate, are generally the
most reliable and revealing check on an applicant’s work experience,
work habits. and work traits. The reliability rate ot these reterences is
probably close to 00 or 70, a tigure that also relates to the solicitor’s
trequent tatlure to ask pertinent questions.

Former employers are otten reluctant to write about or even discuss a
tormer employer unless they know personally the solicitor ot such intor-
mation. A cardinal rule ot employment and personnel protessionals is to

RUT
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say very little in responding to references and not to offer information

+ that 1s not solicited. More reliable references usually can be obtained if

the reference check is conducted by telephone, since nothing is commit-
ted to writing, especially if the solicitor and former employer are per-
sonally acquainted. If the former employer is not known personally,
employment reterences ideally would be obtained from the person who
had direct supervision over the applicant. However, if this person is
unavailable or preters not to provide a reference, an alternative ap-
proach may be required. A representative of the personnel function
should contact a person in a similar position at the applicant’s present or
tormer place ot employment. Personnel representatives tend to be candid
with one another because of the inherent expectation that shared reference
information will be given confidential treatment. ' :

Although the latter approach—through the personnel representative —
has the disadvantage of not receiving information that is obtained from
direct observation ot the applicant, it can still be valuable. Most person-
nel oftices aintain written performance evaluations on all employees;
these can be consulted by the company personnel representative for
reference information.

Personal reterences also have their place in the employment process,
although a tavorable bias is usyally inherent, since the applicant has
selected the individual trom whom the reference is to be solicited. Occa-
sionally, a personal reference check will result in a candid, even negative,
recommendation. The reliability of personal references can be enhanced
it the questions are carefully phrased for a written check or carefully
prepared in advance tor a telephone check. (See Exhibits'11, and 11,.) In
telephone reterence checks, one may “read between the lines,” noting
voice intlections, pauses. and so on. (See Exhibits 1), and 1},.)

Supervisors ot the employing department may be used to solicit refer-
encts on applicants tor technical positions, sifice they are usually better
qualihed to ~eek and ultimately evaluate technical information received.

erd Bucsvriond Clechs These checks, including credit
chechs. are no longer used as much as previously. This decline can be
traced to vanous laws that have restricted the availability of such infor-

‘mation, and .o other laws that require the disclosure of public records in-

tormation. Furthermore, in most occupations, evidence of a conviction
«annot in and of itselt serve as a bar against egiployment. For example,
convichon tor embezzlement might legitimately disqualify an applicant
tor a position as cashier, but not necessarily tor a position as clerk-typist
Or secretary .

Campus secunity can verity local police records and sometimes those
within a state. but they cannot, tor employment screening purposes, tap

) '~
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the tederal Mational Crime Intormation Center records. Credit references
from a credit bureau or other service can be obtained legally, provided
applicants are apprised on the application for employment that credit
references will be sought. If intormation generated from these reports
becomes a basis tor disqualitication for employment, the applicant hasa .
right to know the name and address of the firm that produced the report
and. under the Fair Credit Reporting Act, the applicant can demand t»
see a copy ot the report trom the company producing it. A further devel-
opment is that employers can no longer discharge an employee for one -
wage garnishment order. _

With the escalating cost ot purchasing credit reports, many employers
have discontinued the use ot such checks. Nevertheless, it is recommended
that police checks be conducted on applicants for key administrative
positions, particularly on persons being considered for employment in
the tinancial areas ot the institution.

Employment Reterral

When the ottice responsible for applicant screening has completed its
preliminary activities, three to tive qualified applicants should be re-
terred to the hiring department. Fewer than three applicants will not pro-
vide the department with a sutficient number for analysis and comparison
ot the applicants’ backgrounds and qualifications. However, an initial re-
terral ot more than tive applicants suggests that preliminary screening
was not sutticiently selective or that the supply of qualified applicants far
exceeds the demands.

Okccasionally, there are instances when more than five referrals should
be made; tor example. to achieve affirmative action objectives. How-
ever, this is not cost-ettective because the hiring department must then,
in ettect, duplicate the screening function. If a department is dissatisfied
with all applicants who are reterred initially, additional referrals can be
made later.

Certain basic intormation should accompany the referral of an appli-
cant to a department. This includes the application for employment for
new employees and. it a skills testing program is maintained, the results
ot these tests. Employment and personal reterences, if already solicited,
may sometimes be reterred to the department as additional information;
however. the contidentiality ot a retcrence may be breached by referral.

An acceptable alternative is to indicate that references are on file in the
central employment ottice tor review. This preserves contidentiality by
making rcterences available to authorized persons only, on a “need to
know" basis. At the same time departments can be advised orally of any
negative reterence intorm‘qﬁup on a referred applicant if the negative in-

~ ()
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tormation hus not already disqualitied the applicant from employment.
0 This method also permits a judgment to be made regarding the validity

of the retetence intormation.

Some colleges have formalized the applicant referral process with a
personnel or applicant referral form. (See Exhibits 1K, and 1K;.) In most
colleges, the employing department assumes a primary responsibility for
insuring that employment decisions have been made in conformity with
equal employment opportunity laws and the institution'’s affirmative ac-
tion plan. The applicant referral form is otten used as a means of obtain-
ing certitication trom the employing department that the decision was
made in consonance with these principles. A copy of the completed form
is returned to the centralized employment oftice and filed with related
reterral intormation on that position vacancy,

It a written referral form is not used, an alternative retention method
must be designed to maintain the record of applicants referred. This in-
formation must be maintained in the event that an unsuccessful applicant
files a discrimination charge with a compliance agency. Position v )cancy
referral files (just as applications for employment) should be maintained
for a minimum of three years, or indefinitely if a discrimination charge is

filed. The referral of present employees to position vacancies is discussed
in the section “Transfers and Promotions."

Selection of Successful Candidate

Following the selection of a prospective employee by the department,
an ofter of employment should be made by a representative of the central .
employment office. There are several reasons why the offer should come
trom this office: (1) most offers are communicated orally and should be
followed up in writing by the person who made the oral offer. incor-
porating any conditions of employment; (2) if physical examinations are
required by the institution, they generally take place at this point in the
process and are coordinated by the employment office (also, the appli-
cant should be advised that the successful completion of this examination
is a condition of employment); (3) consonant with equal pay considera-
tions, beginning salaries must be consistent with those being paid to cur-
rent employees who have similar qualifications and are performing
similar jobs, and departments usually do not have this intormation.

The central employment office also should notify the unsuccessful ap-
plicants that they have not been selected. These applicants should be en-
couraged to retain an interest in employment with the institution. Tactful
oral or written communication can go a long way toward insuring con-
tinued interest in employment and in cultivating good community rela-
tions tor the college. (See Exhibits 1L,-1L,.)
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Postemployment Process

The postemployment process begins when a selected candidate has ac-
cepted an offer of employment and is placed on the payroll. Other pro-
cedures of postemployment include gathering further information and
conducting a probationary period.

Appointment Processing

If the selected applicant accepts an offer of employment, he or she is
placed on the payroll and enrolled in benefit programs. The central
employment office should authorize the appointment and route neces-
sary documents to the payroll office. While this process varies among
colleges, certain basic information is required for all appointments and
an “appointment torm” is an efficient method for processing these,
whether the payroll system is manual or computerized. If the payroll
system or the personnel records system is computerized, the appointment
form can also serve as the source document for such records. A multi-use
“change ot status” form can be used for appointment processing as well

_ as tor other employment steps. (See Exhibits 1M, and 1M,.)

Postemplovment Intormation. Many inquiries considered illegal dur-
ing the preemployment process are legal under postemployment process-
ing. Certain information, such as that concerning racé and citizenship,
must be maintained by employers under affirmative action and equal
employment opportunity laws. Such information is needed for reports
such as the EEO-6 torm and new-hire data for affirmative action plans.
This intormation should be maintained separately from basic personnel
tiles. (See Exhibits IN.) '

Probationars Period

In most colleges. a new employee serves a probationary or trial period.
This may vary trom a tew weeks for relatively simple, repetitive jobstoa
year or longer tor highly technical, protessional jobs. It is recommended
that some reasonable, predetermined trial period be required for new
employees. based on the time needed to learn the duties and responsibili-
ties ot the job. It should be stated in writing, preferably in the conditions
ot employment or college rules and regulations, that dismissal can occur
during this time based solely on the decision of the employer.

A new employee should be advised that the probationary period is
also an opportunity to determine whether he or she finds the job satis-
tactory. The employee should receive adequate instruction on how to
pertorm the job and should be encouraged to ask questions. Periodic

Y,
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evaluation of a new employee should be carried out by the supervisor dur-
ing this time and the employee should be apprised ot his or her progress.

Prior to the expiration ot probation, a supervisor should conscien-
tiously and objectively determine whether an employee should be re-
tained. Generally speaking. an employee is on “best behavior” during
this work test period; thus, it work quality, quantity, or habits are not
* acceptable, the employee should be dismissed. Obviously, these deci-
sions should not be arbitrary or capricious. (Pertormance evaluations are
explained in detail in Chapter 4.)

Transfers and Promotions

Ettective transter and promotion policies, which provide opportunities

tor employee growth, are essential to a sound personnel program.’

Absence ot such opportunities is often a major factor contributing to
poor employee. morale. While employers may boast that they practice
promotion trom within, an objective survey among employees could
reveal the opposite view. Further, so much is said about the mobility of
today's work torce that “job hopping” is accepted as a product of modern
society, and some employers may use this as an excuse for employee
turnover,

4

Contemporary management practices have resulted in job enrichment ~

programs designed to make jobs more interesting and challenging. How-
ever, many ot these programs were developed because of growing em-
ployer trustration with employee turnover or high absenteeism, rather
than because ot the need to make programs more effective.

The challenge to develop an ettective promotion program is complex,

particularly in a college, where departments and offices often function

with more or less autonomy . However, it employees lack real promotion

and transter opportunities, they will seek employment elsewhere or con-
sider unionization. Colleges must attempt to cultivate positive attitudes
toward promotion and transter among their supervisory ranks. When
implementing a “promotion trom within” program, one difficult policy
decision is whether a well qualitied internal candidate should be selected
over an external candidate who may be the best qualified for the job. The
adoption ot clear-cut policies in critical areas such as this is necessary to
the development ot ettective personnel programs, ’

Promotions trom within usua!!, carry a test period analogous to the
probationary period. Department heads may be reluctant to accept a
present employee over an outside applicant unless the opportunity is
provided to test the employee on the job. A common procedure provides
that it an employee moves to a higher-level job, but is not successful, he
or she can return to the old job, to one in the same classitication, or to a
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similarly classitied position. A small college may have difficulty follow-
ing this procedure it an appropriate vacancy does not exist to which a
promoted employee could return. (Alternative programs for developing
career paths by promotion trom within are described in Chapter 4.)

Job Posting

Qualitied employees should be encouraged to apply for vacancies in
the college that attord opportunities tor promotion. An effective means
ot notitying employees of vacancies beyond the entry level is to use a -
“job posting” system, which communicates news of job vacancies
through bulletin boards, “dial-a-job” recordings, or other internal com-
munications. These should encourage applications from employees who
meet the minimum qualitications of the posted job. The central employ- -
ment oftice statt must exercise considerable judgment in referring
qualitied employees tor the vacant position. An ideal “promotion from
within” system would restrict ,application tor vacancies to current
employees only tor the first week. However, this could be contrary to the
institution’s attirmative action plan unless the current work force reflects
proper utilization ot protected classes. .

Since members ot protected classes are underrcpresented in the work
torces ot many colleges, simultaneous internal and external announce-
ments ot position vacancies generally are required (o0 meet affirmative ac-
tion program guidelines. The job-posting system has the advantage of
apprising everyone ot a vacancy when it occurs, thus placing the respon-
sibility on the employee to pursue the opportunity. (See Exhibit 1O".)

Separation

Employees may leave the employ of a college by various means, in-
cluding resignation, discharge, retirement. and death. Resignation is the
primary method ot leaving employment.

Restgnation

Colleges should require written resignations, preferably on an institu-
tional torm. There are three primary reasons for obtaining a written
statement ot voluntary separation: (1) it avoids misunderstanding con-
cerning the reason tor separation, (2) it can be an important document in
challengii:g an unemployment compensation claim, and (3) it can be an
important document if a discrimination charge is filed by a former em-
ployee who alleges that he or she was discharged or forced to resign. The
use ot oral. rather than written, resignation is unwise, and could prove
costly to the institution. :See Exhibit 1P.)

[ 4
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Discharge

A notice ot discharge should always be presented in writing to an em-
ployee, preferably by registered lettes to the employee’s last known home
1 address. The written notice may tollow an oral notitication of discharge
and should explain the reasons for discharge. preterably citing the college
H work rules or regulation that prompted it. Letters ot discharge should be
.-i succinct and clear, and all such notices should be processed through the
,» central employment otfice to insure consistency of tormat. Centralized
processing also maintains unitormity in application of other disciplinary
actions, such as “letter ot warning” and “disciplinary suspension without
pay” (see Chapter 5).° :

S

Separation Process

All separations should be channeled through the central employment
ottice. which should use a check list or other torm to insure that all steps
are taken tor the etticient separation ot employees. An institution’s insur-
ance programs tay contain a conversion provision for direct payment of
premiums to'the carrier subsequent to employment: it so, this option can
be communicated and sometimes acted on prior to separation. College
property maintained by employees. such as keys, unitorms, handbooks,
and identitication cards. can be deposited at the employment office, or

veritication can be obtained that these items have been returned to the
appropriate ottice.

Eait Interview

Employee turnover is costly to any employer, but particularly to col-
leges. which are labor-intensive. The resignation process can be an op-
portunity to deter 1ine why employees are leaving, so that any necessary
corrective action may be taken; the “exit interview” is widely used in
higher education tor this purpose. An exit interview or exit interview
questionnaire elicits the departing employee's reasons for leaving and in-
cludes an evaluation ot wages paid. benetits, and working conditions.
(See Exhibits 1Q, and 1Q,.) ,

N The exit interview can provide valuable intormation that might not be
obtained otherwise. Such interviews ideally should be conducted by a
representative ot the employment otfice who is skilled in interviewing,
Since the employment ottice is generally responsible for assisting the
employee with procedures such as the conversion of insurance benetits,
this process can easily be combined with the exit interview

2 I
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Matl Turnoyer

Statt turnover provides an accepted measure ot the ettectiveness of
screening. selection, and placement ot employees. Although not totally
representative of these techniques, turnover can indicate faulty pro-
cesses. Among ditterent tormulas to determine rate ot statt turnover, the**
simplest is to divide the average number ot employees during a given
period into the total number of separations. Most colleges, under this

- method. should have a turnover rate ot approximately 15% to 20% an-
nually. (This can vary according to geographical areas and other
tactors.) It the turnover rate for a year exceeds 30%, there may be a
serious problem with screening, placement, wages, benefits, working
conditions. or promotional opportunities, This method tor calculating
turnover rate s recommended because it is easy to compute and to read.

s,
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Exhibit 1D
How to Write a Classitied Advertisement
L]
Do T S S O L I TR Attie ate U,
I i B L A A R TT R STy

Phese guestions sheala e answered betore placag newspaper adver:
tising :
EoWhat beading, ob ttier and content shall 1 use to attract a person

with the tvpe ot tackateund thar e halls expenence, education. and
other quahtications | am NERNHIS

. \\Iu'l" --l‘..l” . .I\il‘.t'!tl\t"
VoWhen Shall badsertise”

4 Hons dhonad the v ertisement Jook

What Heading Shall 1L o

Ferbaps voie asbed oo tecomt an instiuctor to teadch the repair and
cperation of cle@ttome eguapment and someone with CXpenence as an
clevtrome specabint wouhd oe tie tor ths position Such anaindividual
would handiv wive a0 second plance at an advertisement  titled

Instractor  tur be or che would certanly read one headed ™ Electronics
Fecbmcan The otticnal iob ttde can be « lanihied later in the advertise-
ment anatderbione converaation o by letter At times it may be desir-
Al o pecensany T cnoss reterence an advertisement under several other
cbotdes roreack the braadest audience of related bac kgrounds.

Experte an thar the earier in the help wanted  wection an advertise-
ment e plic e beeer - Advertisements usually are listed alphabeti.
Gl The o e ooy tor project cootdinator tor vour main-
ancedepar e e advertisement night be set up as tollows:

Ao Y
RN FE NS WIN AT T

St NI

Ut vhe sonat adeimistiative st piaces the advertisement in the

A e Tharn

How Should | Ward the Advertisement (C onteat??

Dortdo i much wore uns with an advertisement For example, o

conld b aeah e tooaate g an apphicant must have at least bve vears

S ~
ERIC Cu
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ob expenence, Pechaps 3 reader has only three and one-halt years of
telated expenence but the expenience s especially good and may be ade-
quate tor the job - Thas persan should not be deterred trom answering the
advertisement through too firm a limitation on qualitications. More de-
tathed screening can be done through correspondence. However, the ad-
vertisement should mention‘any specific qualitications, such as “must be
Certitied Public Accountant.

Dont ey to sell what everyone else has to otter. Benefits, such as re-
trement program and paid vacation, can be mentioned. But perhaps you
also otter benetits which vour competitors do not, such as educational
pravilepes tor the emploevee and his or her tamily, or extra paid vacation
at Chrstmas Be sure to emphasize such items. Also, you may use
phrases such as pleasant campus atmosphere,” “many cultural activi-
ties et Make the advertisement conversational: try to mane the reader
wantt torespond. Remember. you're selling something. So use a sales
approach

How Should the Advertisement Look?

Firet the heading should be in tairly bold type to attract the reader's
attention Lhe body ot the advertisement can be in regular (agate) type.
It the reader s interested  the advertisement wall be read. regardless ot its
sire b competition s Leen tor the talents you're seeking, i' may be neces-
sy e use o display advertisement to make it more distinctive.,

Where Shall 1T Advertise?

Consider the areas where a person with the type of background you
are seek ime s most fikeiy to be tound, For example, areas where large air-
coatt eanutacrurers are located typically are good sousces of persons with
crsareet e saibds

Distance trom the institution should be kept in mind when considering
advertiadue media An castern institution mav have ditticulty negotiating
with an applivant on the West Coast because of problems in interview-
iy relotation and <o torth

Cencrally ditban newspapers produce the largest responses. Also,
vich newspapers enerally cover more than the metropohitan areas, How-
ever onhy ene goed applicant reading a - small town™ newspaper is nec-
e~ to blban opening A'number of advertisements can be placed in
smatler nowspapers tor g price comparable to that ot one advertisement
T metiopelitan newspapet
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When Shall | Advertise?

Sundays are best tor urban newspapers These are distributed to
homes throughout the state and otten they 1ne lude a teatured classitied
section on emplovmert However the daily urban newspapers often do
notoarey dassitied advertisemend i ther rural editions For daily news-
paper . the catlier in the week the better tor placing advertisements Job
sechers do not seem to be as active in their search toward the end of the
wevk

Lair F mployment Practice Laws

The tederal gesernment and most states have'laws that prohibit “dis-
caminatory advertising, These laws make it flegal tor “help wanted” ad-
vertiements to speaty race creed. national ongin sex. or age (unless
Sevor e s o tude o cupational qualification tor the job adver-
tsedr The ieclusion ot the tollowing statement at the end of the adver-
tsement s seppested  An Fgaal Opportunity Attirmative Action Em-
[']\'\('l

A Sample Advertisement

Personnel Aseistant

. Opening at __ College in the employee per-
sonnel department. Experience in personnel work or relatad areas preferred,
plus bachelor's degree or equivalent. Many liberal benefits, includiyv;, educa-
tional privileges for you and your family. Pleasant college town in a zrenic
part ot the state, with excellent hunting. fishing. camping. and other recrea-
tional tacihities Wreite to-  (address).

‘ An Equal Opportunity / Affirmative Action Employer

Advertisement Chedk st

ot et commnnicate”
YW hy e he e
VoWhere ot
boWSaShocldapphc Y cpeaal shills expenence, et
Sonelhng pornts what makes vou an attractive cmployer?) v
e Hew does one apply tor the job?
Docsbe advertiement violate any tederal or state antidiscrimina-

O deyiaaton 't

ERIC
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Exhibit 1E

FREEMEPTOYNMENT INQUIRY GUIDE

Purpose ot the Guide ' -

Fhere ate a vanets ot tederal laws and execative orders requiring,
cqual croplovment opportumty and athirmative action. Under these laws
certain prachices relating to emplovment on the part of employers, labos
umiess emplovment apencies and others are considered illegal if such

o Practices discominate avainst persons because of race, sex, age, religion,
volor handicap ance try orarrest and court record. The s ope ot these
Lises has been expanaed by recent court Jdecisions

Phese s and cowirt rabimgs make nt necessary lor employers and
other< who hire workers *o take precautions concerming the content of
thew emplovment application torms as well as questions sometimes
ahed ot ob apphoants This pade s provided to assist in understanding
and apphyme the Law and to help avord asking questions in the pre.
empiovment proces that would give patentially prejudicial intormation,

It heuld be andersteod deatly that this ptide is not a complete defini-
tion ot what can and (annot be acked of applicants. 1t s illustrative and
Attempts te ananer the guestions mest-trequently asked concerning the
bea s Foped thatan most cases the yaven rales, either directly or by

Aoy e de adt personnet mvolved i the preemployment pro-

cevecc et rect e irtenviesang and selection Thig gaide pertains only

vt adveriisenents etc directed to all applicants prior to em-

plovment Brosvason requited tor records such as race, sex, and

vaesbe ot deponds ot ey be requested atter the apphcant s on the
o) proncded aach Drotmation s net used tor dany xuhwqut'nl
arrtroatien e apyrading o Lavolt
Peareat oea cane vot intended to prohibit emplavers trom obtaining
draent cboreated intormation about apphicants as long as the gques-
Corede oo mimenation that could be ased tor discnmunatory pur-
peses i s raaid not be encotitaged to volunteer mlnrmdllun
cerbrdder e e Phese s do ot restioct the nghts of employers o
A e cecessary Lo satistactory job performance. but re-
qree bt edanec o quabiications tor hinng be apphied equally to all
adered ter emploviment
Corecos sk homere routime adberence to law will pot accom-
Srte e eresded by the courts and Congress Fmplovment

ot e e b eimmrnated onbo i the lave s and reyulations are tol

conet e et s hich they were concenved This paide can assist ¢

Tttt s gl cenloy ment opportunity at any college.

ERIC &<
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o PREEMPLOYMENT INQUIRY GUIDE

Subject

Permisible Inguirwes
1 Name

Have v waothed tor thys company under a ditterent name®
o ehbnopsl intormation rebative to o Mange of name  use
Shar assaened rare o nickname necessany to enable o chedk

ceent werkoand educational tecord * i yes expuan

2. Mantal and Varerees e s e et apeaitined waerk o hedules or has
- '

Lamily Status B ey ety G responsibuities st masy hider the
LA AR SO L SN Y .l'frlnf.mn' tegurenent .

e nte e gies and temades Wke s o g duration ot

S b e e abenaoes
Y Age ! et etarean the tot ot a work pernig o
[ Cte s
AUV E .l,:\T Byobeth certitoate arter beay hired
b e nerte s ot the appiicant sieets the ounimuan
e et et s e by law and endication that on hiring
ot e e camitted i the torm o g baerh cortiti ate
P e T et o e
Bt orteguement b hued can s ou turnsh proet of
Vie ottt e hire s subgest ooy et ation of e
ol e AP e et an apphicant s vaunger than the
. I AT e nt e
4. Handicaps oot vt st tethe provisions o the Rehatalitation
\ Sy vty beomedited oondieate boss and to
o e et andicappad The anplhover must imdi ate
4 U e L Lemphance watk she imyatation s olun
' oot an s beng seught only to rereds Jis
AN o evide appaatanites b the h.mdu.lpprd
O

Inquiries That Must Be Avoided

Inquirtes about the name that would indiate applicant s .

hneage ancostry, national onigin or des ent

Inguiry into previous name of applicant where it has been
changed by court order or otherwise

Indicate Miss Mes M

Anvanguiry indicating whether an apphcant 1s married single.
divorced engaged et

Number and age ot children

Inturmation on child are drfrangements

Ay questions concerning pregnancy

Ay sirnilar question that directly or indirectly results 10 hmita-
tion of job opportunity in any way

Requirement that applicant state age or date of birth
Requirement thar applicant produce proot of age n the torm
ot a birth certiicate or baptismal record

YThe Age Disonmunation i Employment Act of 1967 torbids
discnmmation against persons between the apes ol 40 and 70.)

Phe Rehabilitation Act ot 1974 jorbuds employers tromasking
b applicants peneral queions about whether they are
handicapped or asking them about the nature and severnity ot
their handw aps

An emplover must be prepared to prove that any physical and
nental reguirements tor g job are due to business necessity

¢4d

Judwnoydus




S. Sex

6. Race or
Color

7. Address or
Duration of
Residence

8. Birthplace

Q

Permissible Inquiries

. a s e kept cortcde i a4 retusing
Pl e e gt e i ot reent o e hverse treadment
Ny e ar ot nhed Gt ey are gt o ey ot all
Ve ey ert s an g e, g sate imannet
L L S T B Y A C L W T
. St bang bide occupatonal guahtication
. : U et iy sttt d Ve, tarrondy by
f ] taR
o T et e e prone that the
(R TEAY ot alb e e Gtected e are
1,0 o L e 1N
v . R N T S F R I TR
| , , .
feoend e oy arenc and proyaeas
P e S I R 'L LI N I TRV R
AR Cempieved by E s ieattion s van oy
e e e o ot proct o bS crtizenship

¢

Inquicies That Must Be Avolded 8

and the spte performance ot the job
Paept i cases where undue hardship can be proven,
emplosefs must mabe  reasonable sccommodations  tor the
phy wicalfand mental hmitatons of an emplovee or apphcant.
Keawapible accommads noanddudes glteration of duties,

ateratipn of physcal settmg and provision of ards

Sev ot ipplicant

Am other ingquiry: which would indicate sex

nout 4 BECOQ because g job involves physical labor (such
as beavy Iintng beyond the capacity of some women. nor can
cinpios ment b restracted just because the job s traditionally
labeled men s worh o women s work

Sevas

Sexcannot be ased as g tactor tor deternuneng whether or not
anapplicant will be satistied ina particular job

Avuid guestions concernimg applicant s heght or aeght unless’
Vol can prove they are neessary requirernents tor the job to be
perdermed

Apphoants race
Color ot apphaant s shin eves han or other questions directly
or mdirectly indicating race or cojor

Specitic angquir s anto toreen addresses shich wogld indicate
natienal orgn

Names ot rclationship of persons waith whom applicant resides
Shether applicant osne o rents home

Bisthplace of apphcant
Birthplace of apphicants parents spouse or other relatives.
Requirement that applicant submit o buth certibicate or nat-

saonyovad jpuuossad

uraization o baptismal record betore employment.
Any other inquiry into natwnal argin




ot b adsed comvereg notmal hodars amd
fode b et o pose b conthio wath

LR TE Y

10. Military Record T YRR Lo reban s to

11. Phologuph : R T et ateet i ation

12. Citizenship’

S torennn
=]

.

LN Y Qv arniingy

Sttt e .

e vy b regaared vo cgbreye

13. Amcestry or
National
Origin

. Eduation . ' o S e b edaeation

speak ey amd

ERI
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Apphaant s religious denomination o attihation  church,
pnsh o pastor or religrous hohdavs observed

Appieants mas not be told that any particular religious groups
are requited to work on thear relpuous hohidavs

Am oinquiny toaindicate on wdentity rebigious denonunation or

Customes

1\']'(' ot Jdischange

Kequirement that apphcant athe a phetograph to his or her
.||';']h aion

Request that applic it at his or her option submit photograph.
Kequireiment ot photograph atter interview but before hinng.

Ot swhat ceuntry are vou o atizen?

Whethee applicant or lis or her parents or spouse are naturahzed
vt native born U'S Gitizens

Date when applcant o parents ot spouse acquired U
Gticenshup

Requitenient that apphicant produece bis or her naterahization
[RT

Wheder applioant s parents or spouse are citizens of the IS,

e ante apphoant s hneage ancestry national ongin
descent burthplace  or mother tongue
National aripan of .lm'ln ants parents or spoyse

A mguirs askhing speaticalhy the natienality racial er
telnueus athhation of a scheaod

Ity s o hons torcen language abibits was acquired




Permiwible Inquiries

Iaquiries That Must Be Avoided

W
15. Experience L e L LTI d s coa b addresaes of ¢ N
Pt g N N A T B T o R T PO I S eay iy
RN '
ey . LN B
lo. Conviction, o LT NuIIOnS Lt e cgaonabiy to Ay oquary rlating to arrests
Arrest, amul . T ! Ash o chedk into VPIsen s arrest court o cons i tion record
Court Record Hound gty © o A it s et substanttally related to tunctions and responsibilities of
RS N OIS the particabar ob i Guestion
tooaileygad
17, Relatives RN TN e i ot aved ey b Nare or address o any felatiye of adult appinant other than
: wone e ploved by this company
R R L N N T U T I e
18. Notwe in oo R T L O T TR I T Naae and padress of relatives to be notitied an\.N;()'/auldtnt
(‘* “' . ' i Ve aeny "
Evtergeny
19, Organizations o oVtene e et b e applcant gs g List alf orgamizations Olabs, socigties and ledpes 1o which
et e o e N L A R N PRI LI I ST crdAngzation Vo lulnm‘, +
R Vet e e eh ol o ancestry o the The pames of organizations to which the appheant belangs o
e e pressromal v gt oes to which v ou such ntarmation would indicate through chazacter or name
AN es ot bend? the race rebigion color o ances 'ty of the membership
h]
0. Reterences T e eterned g posizaoen ey Regutre the sabmission o g refitious retorence 3
N v Wl te proacde protesoenad and o Request reterence trom applicant s pastor 8
Ve e e e gt §
. 2
21. Miscellaneous [ [ EUT NI AR IS e e s G o aatona of A ]
vy Taoarplaton ey be o cdase tor dismieag! - E
. ‘ o
Any inguiry should be as vided which, althvugh not specitically listed among the above, is designed to elicit information as to race, color, ancestry, age, sex, A
religion. handicap, or arrest and court record unless based upon a bona fide occupational ualification. b

o G0

ERIC
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Exhibit 1F,

Application For Employment
Please Read '
AN EQUAL OPPORTUNITY EMPLOYER
Betore completing this application you are advised that work schedules and duties may be
- maditied from hime to time at the convenience of the coliege You are further advised that

diternats simiar jub TuNCioNs Mdy be assigned durning those periods when school 18 not In
session Compigtion ot this torm indicates an acceptance of these conditions.

Please Print ¢

Last Naime ’ Firat Middie | Soc Sec No. -

Address No & Street City State 2ip Code "Telephone i

Length of Time at Rresent Adiress "Previous Address ' B T ..

Notity in Emergency . Name B
-4 [,
S Adaress Phone R
o - o
Q Have You Any Functional Disabi+ties That Could Atfect Your Performance in the Job You Have Applied For?
w
a

No ot bays Lost from Work +n Past Year Due to lliness of Othec Reasons  Explain

Have You Been Convicted ot a Serrous Crime Within the Last Five Years? (A conviction record wilt not bes
bar 10 employment yepending on such tactors as your age at the ime of the crime. seriousness of the
cume and nadture of the cnme in relation to the position you are applying for )

Pusition Desired Salary Expected (Per Month) _ 'Date Available
w Other Positions fur Which Qua!* ed : CT
[¥2]
[Y¥]
E‘ Who Interested You in Us or Who Relerred You to Us? v
—
2 Name of Relatives Enproyed by Coitege tindicate Location Where Employed)
D
J o
" Have You Bver Been Empio g by Thes Colleg? Have You Ever Applied for Employment With This Col-
It Yes When & Where’ lege:? If Yes, When & Where?
Circde Highest Grade Compieted n Each High School ' College -
Category 9 10 11 12 ) ' 2 3 4
ANdme & Location ot High Schou Course Year Grad Class Rank
2 Name & Location of Cottege ‘Degree Major "Year Grad "Class Rank
O . . . - =
w Name & Locatan ot Business Apprentice or Course Year Grad Class Rank
O Vocdational School }
3 A vou Studying Now Ahar? Where?
a .
Other Training or Skins Typing apm Yrs Expetience Shofthand wpm Yrs. Expenence
Chech o Ay Bguipment You Are Now Capable of Operating
Typewrniter Dictaphanre Key Punch Machine Adding Machine Calculating Machine
Electrome Data Processing Equip (Specify Type Betow) Other Machines (Specify Below)
E B'd"“fl LI US Sen ce Sertvice Schools of Spec:al Expenenéo -
L4 v, . . .
*: Seiective Senvice Numper § Classihcation  Local Board No & Aq(ﬁess Reserve of National Guard Status
-3

ERIC
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EMPLOYMENT HISTORY :
List all smployment for 148t ten years Begin with most recent fist and sccount lor any tapses in employment.
Name of Empicyer Address o Dates
, From To

Job Titte Department 'Name of Supervisor
Describe Major Job Duties '
Monthly Salary "Reason For Leaving
Starting Final
Name of Employer Address " |Dates

: From To
Job Title Depariment ) IName of Supervisor

1
Describe Major Job Duties
Monthiy Salary " Reason For Leaving T oo
Starting Final R
Name of Employer {Address les
o . |From To
Job hitie Departinent ;Namo ol Supervisor
Descrnbe Major Job Duties o
Monthly Salary { Reason For Leaving ’
Starting Final - -
May We Contact Your Present Employer?
REFERENCES

List the Names of Three Personal Helerences Who Know You Well:
0o Not List Former Employers, Relatives of Close Friends.
Name Street and City Address i Telephone Occupation . How Long Has He or
! She Known Y@?

. H :

» [} .
i

DU,

. ] . . - —

Remarks (Use This Space to Provide Any Additional Information You
Feoel Will Assist Us in Evaluating Your Qualifications For Employment)

| hereby certity that, to the best ot my knowledge, the answers to the loregoing questions and
stalements ate true and correct It anything contained in thig apphication is lound 10 be untrue, |
understand | will be subject to disfnissal at anytime during my employment. | furthgr understand that
employment may be contingent upon my passir.g a physical examination (o the satistaction of the col-
lege medical examiner it employment s obtained under this application | will comply with atll (uies
and regulations of the college | also authorize my tormer employers o release any information they
may have regarding me | understand this apphication 18 vahd lor one year only.

Signature of Appuicant This college does not engage m IsCINMINGLOn 1n s
Programs. activities. and poiicHes sGaINSL S1uCeNts, O
Date spactive adents DIOYees. Of P omploy-

®e8 on account of race, COolr. rehgIon, SIhMC of
nationai urYIn, 59¢. Personal handicap. of sen  Such pol
. ICy '8 10 comphiance with the requirements of Titles Vi
Do Not Write in this Space 8nd Vil of the Cevil Rights Act of 1984, Titie IX of the Edy-
Comments cation Amendments o! 1972, the Aehabilitalion Ast of
1973 and ait other applicabie tederal. Siate. and local

statutas. ordinances. and reguiations

o tnters ewed By 4 1§ ] Date L.

ERIC
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L Mo ey
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\ Ot O Area Conte
Naine
Sedesit e Mo
v Tt T e e e ol Gl Dage dhphied (o?
Ot Agangtile tor Work
RO I PRI RS B SPRIPY RN ARTA T O
Hate of puy eape ted
o Hetdtionship
sy gt Hetationstup
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Apphcation for Employment A
Ll

oaab s ity N

ottt et G P L tory s yout age ot the time of the

TR e e e hoahind yau e applying ton
ey T e R LINTIT . ypm
v : vetlichbhoand
. et Tyjnng wpm
B Other
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Recotd of Educatin

Moa My, 0 gy Liat
- ey LATHTAN Yeoar [t rou iptoma
[ T e e e Mady At bt oeted radudte? of Dogres
. . . . .
Yoy
| SRITITL T by M
No
Yes
Yoyn LA
No
. t
Yes
Coe HE R
No
Yoy
LA SO 4 ‘) ? .‘
e oty No

Mnln:w Eapenence

B b POt Bl by

N TN e vy , \ ' ;
et At o e far o At e
Moy, I
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List below slt present and past employment Deginning with your most recent

Weeer g ey Name of
Mot At T o e e Cat oy Lt Heaesn tor Suptervisor
L I e A gy i, Leanny ang Titie
- .
.
i
.
!
e, e e sttt
Ny oA AT K L . et el bty et ACh OB Yol 10 nOt wish us 1o
Ly ,
gt e ] f 1 S ettt e gt mipiete C understaed that it eenployed,
R T I ! ' ' vt B XL T R L Y IR TS RTINS PEN TIPRY|
]
Sigeature of Apphcant
el Lo v
i e, , R v s e by e a et Sea Ddbiongl ang age, of
ety . s, “. Vo T e a0 ton S04 ot the Hehgtalitation Act of
AR I T TR Y Voo [ ' A e b e

ERIC Ua

Aruitoxt provided by Eic: ‘




38 personnel practices

Ay, 1cant 00 nul witie un this page
For Interviewer s Use

Tt

For Test Admuusiiatorn s e

A . ) o e vt Pt Aveg petperpretgtion
[T gt Date
W e ) ‘l,"n» ‘i,|' N
Rete/ence Chech
[ Th o - -
A , . . Houuits O Heterence Cheon
. Lt
I8
Y
&,
(V) Ay

ERIC

Aruitoxt provided by Eic:




Q&

employment

Exhibit 1G
Preemployment Information

Dear Applicant:

In order tor this college to comply with Equal Employment Opportu-
nity and Attirmative Action regulations, we are required to compile
summary data on the sex, ethnicity, handicapped status, and veteran
status of all applicants. The intormation solicited o~ .he reverse side of
this letter is collected tor the sole purpose of providing data to be used for
statistical analysis; therefore, y6u should not identify yourself on this
torm. 1t should also be clearly understood that you have the option of
supplying or not supplying the intormation requested.

This intormation, it provided, will neither enhance nor detract from
your opportunity tor employment at the college. Furthermore, informa-.
tion provided on this torm will not become a part of any personnel file, .
nor will it be made available to those making employment decisions.

Director of Personnel

Applicant Information
Sex: Male Age . .
Female Date

Ethnic Background:

Enter Most Appropriate Number:

1. Negro-Black. Atrican descent. Rican, Cuban, Latin Ameri-
2. Asian American — Japanese, can, Spanish descent

Chinese, Korean, etc. descent. 5. White—Caucasian, Indo-Eu-
3. Other non-White--Aleutian, ropean descent.

Malayan, Eskimo, Polynesian, 6. American Indian

ete. descent. 7. Filipino.
4. Spanish surnamed - Puerto 8. Mexican.
Veteran Status: Yes Period ot Service: From

No To

Handicapped Status:  Yes. Nature ot Handicap __

No. _ (contmued neat puge)
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B e o T personmet p‘mrim-’s‘“ .
AN

What Prompted You to Appiv tor Employment at the College?

I. Advertisement Source e e
2. Announcement Source .l
3. Advised to apply by Faculty or Statt Member _Friend ____
Relative = Other ____
4. 24-hour Employment Opportunity Recording O
5. Other e
For Personne] Ottice Use Only: Type of job
A Evecutive Adminis.ranve. Managenial b Technical and Paraprotessional
B Faculty b Shilled cratt
C Protessional nontaculty . G Service or Maintenance

D Clenical or Secretanial

Exhibit 1H )

1.
How to Condudt an P mplovment Interyview

. B . R AN
i U : L N YT IR TN

¥
Purpose Q.

L Y R TR T ATWR T TY ceplovment interview are to

e abeene e e devermime the gualiticatiens of the applicant.

el teece e e e dnaet the institution and the emplovment it of
rerc b e e o Caneder mplovment interviews are:
B S Y B et
g v ‘e RN
) Lo ' sy e,
' Eu'“.«_.n A R AT RO

Intervicwer Shalls

Viovettectine s ewer can be charactenized by the possession ot the

«;".t; NN RO Vel A.i( ¢ !ll'('l] l‘('lt\\\

cocambenten of an obechive viewpomnt with an appreciation of

b HAANY AR SRR AN

oRroendt oy

VoV posaenal appearance and mannet

CHooh ey d treedon trom strong preconceptions and biases.
A

N h o G otk evpression and corprehension.

vy * ’

[
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o Protesional expernience i contacts wath people of varving back-
sroundsand personal Charae tersticos

Lrasmine momten ew iy te hmques

P

Fuii andecstandinye ot institutional structure the tvpes ot work per-
Srormed theonebeat and the quahbications o cplovees required to

cmplement waork aeagnments

Uy pes of Interviews

Interviews may be cateponzed according to purpose. intensity, and -
vesetaye Frve o YO es ourtent use are .

Eomelmreen 0 A Creeming, device used to determine
whether omore extersive ntenvies s worthwhile or necessary .

Toaned erer o0 A iy, methund tor the new interviewer; it
provadesc o den e plas of action to tollow

SOl e e 0 Acombiation ot direct and indirect question -
sy the corversation o sanded by the interviewer, but the apphcant is
cecenraed o speak reefy abeat relevant tojis,

oot e 0 T most intensive method. which attempts to
coverthe compiete Bosory o the apphicant 1oindudes questions about

|

ceperene edacatier and bealth as they relate to the job

T e

e Requires several interviewers to see

o ot AR

1 . .
PO ant et v ey

R AL R L ST R TS
b [

I et et et
Vo e O ob ey and facts pertinent to Jdepart-

e e e ey oal arangement

et e Pl the intervacw tconcerning, objectives

At eetene ey the apphaant Study the application,  test

et e checks o attained in advances ob description and

b e e e o povacy Kise to prect the apphicant an

A g e e sy e mtrodizoe vourselt

o e e Bt Pomnt out that it s te the advantage

Chetpptoae and nsttution tebe sure that the rght person s se-
cte e plie that by reviewaing: the iob duties and the apph-
i Back cenend o be desermined whether the 100 s one in which .

» .,
vuJ
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he o she will be able to pertoam successtully Explain the yob in terms of
its duties toture hours pay speaal attractions and ureCesirable fea-

tures Dontceersedl A candid, veabistic approach encourages the apph-

cant to discuss his or her goals problems, and background. At this
point the apphoant may aither withdraw voluntanly or can be pohtely
Teje ted ,

Coser add bachground arew The imterview starts with the expected
questiens concerming work history and education It s easy at this point
o establish i triendhy tormal - relaved relationdhip. With rapport
established  bewin to probe the more personal aspects of the apphicant’s
backperound

Lot thewpedcans doooost ot talkong The cardinal rule of the inter-
view s toeciet the apphoant talk treely et the apphcant volunteer max-
imum antosmation  An interview an which the interviewer does more
than 2o e ot of the tathang s poorly conducted. Long silences can be
4 part ot theanternvies but not to an extent that the applicant becomes .
uneomtort; "

Lake adegaate time Aninterview should not be hurped Depending
on the applicant s backaround and the posttian, . satistactory interview
may be compicted in W minates Some may take longet

e cncevationai wanner: Phrase questions conversationally, but
word thein caretuliy to el below the surtace tacts: never accept loose
seneralizations An adeguate apprasal nterview may include personal
mtermatior abeat the appiicant However any personal information
chvted vt be related totbe joboan question I s importane that all
Guestions be relevar to the ol

Voot e e oo Tearhing qﬁrstmn\ are those that can be an-
swered withorsenpie ves or no Thevave a due to what s expeeted
and provide the appicant soth ready made answers Questions begin-
Greoaweth Wy Whoo When Where o How  encourage de-
aded ped How e anasers Never tell an apphcar: to hold intormation
GO o g e Jppropriate pomt in the mterview Change the
et e o o the apphoant s order of response

Vo e diceicr The interviener « porsonal teehnggs minst be
mept budden Thoemplosrrent intervies s ot g ounsehing session, nor

aphace toeceonne o admonition
Neocar oesesddate s Make notes on theantervien 1t i not posa.
Bl rorremoebes eveoe detad Intervien notes put istormation 1n an or -
wed e whice permts later objpoctive analvas Develop usetul
atieciaten s N vap ot mere than o menth i the apphoant © record and
Thecaetab b peneds b aremplovment must be questioned
ceos e canctidly When dcontradiction an the date s
rored o o he apphioant s attentionan a toendly noncntical man

~
vi)
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ner This will usually brng torth a correct answer. It the applicant isn't
truthtul. he or she becomes involved in turther and more obvious contra-
dictions .

Ordinartly serious resistance to questions will not be encountered: i,
however  the applicant does object to questions  there are two ap-
proache: to obtaimng the necessary intormation while maintaining good
will The aumplest method s to drop the question and return to it later
when the applicant may have become less resistant. The second ap-
proachis more direct Fxplain that these questions are asked of everyone
to determime Guahitations tor the position. Such assurance as the
tollowimg s then wiven  Bat it you have some vahid reason for withhold-
iy this intorm ttion naterally D won't inast. - A pause atter this state-
ment otten induces the apphicant to speak up. The applicant is then in a
position where he or she munt provide the desired intormation or explain
why he or she retuses to do o ‘

Croate xood wedl chwen s o lading mterveae 1t is certain that the ap-
phcant s ot Gualitied Condlude the interview at any logical stopping
poant A simpie explanation to the ettect that no openings are available
whih ht the apphcant s background. or that other applicants came
hearer teomecting the overdil job requirements, is generally all that is
necessary A thank vou tor coming in s always given.

It the apphicant s qualibed however, he or she may be reterred imme-
diately o be aaked to return tor another appointment. Regardless ot
whother or not the applicant 1~ hired it s extremely important to retain
rood il by Closiae the irterview praciously.

A

re
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Exhibit 11, Written Reference Check

laddress)
Sir or Madam:

i . ——— has applied for a position with_____-
In order to assist us with the best possible placement of

" this candndate. please fill out the form below and return it to us. We will

appreciate receiving your early reply in the enclosed self-addressed
envelope; information which you furnish will be kept in strict con@dence.

. S S Personnel Specialist

The candidate gave us the information below:

Position. = . -

Supervisor: . e .

Period of employment From R To

(month/year) (month/year)

Is above information correct? () Yes ( ) No
If no, please correct . .

‘" - o . S—— e —
Were services satisfactory? ( ) Yes ( ) No
Would you reemploy? ( ) Yes ( ) No
Reason for leaving o o e e

Excellent Good Fair Poor
Character , ( ) ( ) ( ) ( )
Ability ( ) ( ) ( ) ( )
Initiative ( ) ( ) ( ) ( )
Reliability ( ) ( ) ( ) ( )
Punctuality ( ) ( ) ( ) ( )
Attendance ( ) ( ) ( ) ( )
Popularity ( ) ¢ ) ( ) ( )
Remarks:

(Please use reverse side if necessary)

Signature: Title: ...
Date: . o



conprloument

Exhibie 11,

Wﬂlkn Reference Check

Date:
Re:
Dear Sir or Midam:
The above named applicant has applied to this college for a position as
and has given your name as a
reference. The applicant states that he or she was employed by your firm
from - to We would

appreciate your answering the following questions:

Position Held

Was termination voluntary? Yes ‘No lfno, explain __

What is your assessment of this person in the following arezs:

Skills

Attendance

Ability to work with others

All information furnished will be held in confidence. If you wish to
make any additional comaments about this applicant, please use the
reverse side of this sheet. ‘

Thank you very much for your cooperation.

Sincerely yours,

Personnel Administrator
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Exhibit 1), !
1
How to C onduct/a lelephone,
‘ Preemployiment Reference Check

Phe Geta e v v ey Cam e MY ot iln.l Kay I bortunato of the Pennselioanig
Male davr e e Fres e peee el b e e llege and Une oraty Porsonned
\ haloor 3
Purpose

A preemplovment teterence check s intended ta discover any undesir-
able ta torsin ajob applicant < background prior to making an employ-
ment comnutment )

Phe most desicable way to conduct such a check would be by personal -
vistt However atelephone check 1s adequate and is less expensive. Let-

Jersortorm etters rarely ehat intormation that is satistactory. People
hesitate te put in writing intormation they would give either in person or
by telephone Because ot the stylized approach of the torm letter, the
necessarvantormation nught not be elicited. The telephone check can be
pided into ditterent avenaes to gain intormation, depending on how the
person javing the intormation s reacting to the questions being asked.
Fhis provides much more texibility.

Preparation For the Telephone Call

U The orgunal interviewer should make the reterence chec k. This per-
son s probably the most tamihar with the applicant and will have the
backpround to do the necessary probing. - )

2 The telephone interviewer should make a check list ot questions
bearing on the particalar appheant and the particular job he or she holds
et held swath the emplover being interviewed

U Besure toobtin permission trom the applicant it there are plans to
callapresent emplover: You cannot attord to jeopardize his or her pres-
ent employ ment

Conducting the C all

Call the person who had direct supervision over the applicant. Don't
attempt to et the imtormation secondhand, that is trom someone in a
satt ielationship tsact as the personnel department) unless no other
channel e avadable: The personnel ottice or accounting department can
verity dates ot emplovment and termination: but these employees are not

bu
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asual’v ana posrion to ave valuable mtormation regarding the job
apphaant’s tormery ek habits personal habits. pertormance, et Some
Dos and Donts to conader are '

oDontleave a call back it the individual vou dre tryang to reach is
not available: You mav recove the return «all when youre unable to
discuss the apphcant

Doldentiy vourselt immediately explam vour position with your
crsanization and tell the party why you are calling sbout the apphicant,

VoASsure vour contact that any Jdiscussion vou have will be held in
conbide noe

AoAK it the ddivadual s free to discuss the situation.

5 o Trv toestablish rapport with the party vou are calling. Intorma-
ton otten can be exchanged more treely when the individual you are call-
g wdentities with vour oanization  vour posihion, or some other
mutual point of interest

o Otter to have the party call back collect of you sense that the legiti-
macy ot vour call s doubted

4 Gave the party a thorough explanation of the position tor which
the applicant is bang conadered  The evaluation will be better it made in
relation t g speatic ob ,

$OASK apen ral question such as What s vour opinion of how the
apphaant would tt into our vacance?”

9 Let the person talk treely and answer without interruption. Often
Lquestion trom v ou at the weoang time will shut oft turther intormation
that could be bener il

I Feeltree to tollow up and probe when vou teel that the contact is
reluctant to discuss certain tactors, Many times, turther explanation will
chict the mtermation desired A reterence chedk benetits the applicant as
much as o prospective emplover g placement in the wrong job could lead
to ultimate unbappiness or even dismissal.

PE Be alert tor obvious pauses in answerning questions. Otter these

are e that turther Guestions mav bring additional intormation that

might oot otherwise have been receved.

P2 Dont be concerned swith time needed tor the conversation, A few
dollars ror ctoll call Could save untold amounts in « pense in making the
Wi ‘”}" h”('

Vo Denthame up antd vou re sare that vou know the opinion ot the

Cpesoncallod Frequenth vou will receive ambiguous answers. The per-

won caticd man ave voy Bittle usetal intormation A techmique that tre-
GEent otk s to summanse the conver sation by making either of the
Podon e e Shatemenss,
a brakeat that vou don t recommend the apphicant very highly
tor the poation or
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b Daake st that vou recommend the applicant very highly tor the
prosition
v Chedk vour e ot questions to be sare everything has been
‘l‘\('l('\!
. Py Ao s close the call by asking: the party with whom yvou are talk
my. - Woule vea reemploy the apphicant™ Otten this question brings -
torth intornutnion that vou were unable to et by other questions.

ie Be wwe te thank the contact tor his or her help
\

Supgested Questions tor the C all

Atter proveding back around imtormation to the telephone contact on
the vacanay "o be billed ask apenerai iepon ¢ question Guch as No 8in
the hist abane thensie tomore speatic questions, tor example:

P How did the apphoant get along with others with whom he or she

worked™ .

Hoss did the applicant pet alony with supervisors?
S e applicant have any personal habats that you consider to be

e ative”
o How swas the applicant s health?
cobud vee cons er the apphicant to be rehabie?
e ind e appin ant meet comnutiments;

Wi hid the apphicant leave vour company?
Sobna the apprcant payv his or her bitla?
o o know ot aey comunal record” |
TSR s e natire of the apphoant s work wath von?

Pl re appicant been bepassed an promotions with vour com-
L e o reermploy the apphcant”

Voo ate appe antcstrenpeths Y Weak neases”

b e el vord Bke to el me aboat the applicant?

ERIC
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Fahibat 1,

R

TELEPHONE REFERENCE QUESTIONAIRE

C(ANDDATE § namt

POMNON  APPLRD +O8

NAME AND *iTLE 00 REPONDENT

GEPONOENT 4 (COMPANT 08 HRM

“The above naomed Condidate hos stoted thot he/she wos

employed o3 o 5
from & o 7
"Can you confierm > yeos " no

“What were some of his/her responubilites 7'

“Mow would you rate Hus person ?"

Quality of work learning abdity
Quantty of wark Congeniolty
Anitude Amendonce
Skrong poink

Weak poinny

“Would you rehire?" yes no

EMIRAL OBV A 1Y

HONATL Y ‘okn

by your company

RATE AS ABOVE AVSIAGH (AAY
AVISAGE (A),
MLow avinaoe ma)

49
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ot - Exhibit 1K,
Ottice of Persenne! Services
Personnel Reterral An Equsl Oppertwnity Employer Oete
Oepertmenisl Aeprosentative ” " Roguisition Dote | Requisition Number
'W|Nlm ' Pesitien )
» 'W‘ *
L] . '
[} s boing. wp.m
" retered 1o you 8 2 candidate ler the requisitionsd pesitien | Acewrscy
Specitied” en Whis relerrsl ot 1he rate indicated.”” AN om %
ployment offers will bo made by the Employmont Office. ~ »
- Sherthend
— wpm.
& spenmng
. 1
Condidete is 2
FROM: muouuuumcu. former . . curront colloge employse
Depariment
‘ < f,z]UuMMM"mm
Zz . OO | W schesl yeer are:
w D
p ] "
- B ! K': \
S S s

TO EMPLOYING DEPARTMENT-
1. WHEN HIMNG DECISION IS MADE, PLEASE ADVISE PERSONNEL SERVICES IMMEDIATELY.

2. This form must be compioted, signed by deparimeniel represantative, and returned 1o Porsennel Sorv-
198 onCO 8 hiring docision Nes boon made.

IF APPLICANT 18 ACCEPTED. compiote soction | below, sign, dete and retum iwe yellow copies to Por-
sennel Services 28 an sHachment 10 1he appeiniment form of the individual hired.

4. IF APPLICANT 1S REJECTED. complete saction 2 belew, sign, (410 snd relum hwe yellow oopios to Per:
sennel Services. .

ACCEPTED CANDIDATE MUST compiete preampioyment papers in the Peyrell Oftice helers this ap
poinimont can beceme sftective

' Applicant is sccepied snd will repert 10 work on stusaleryot 3
POt hour por menth P your

2. Applicant is rejecied.
Plosse dolinivively onpiein
your reseen for rejection in
terma o! he specilic

strengihe and weaknesses of
the candidete.
Boyend the ueusl soerginetion with Persennel Servioss (1.0., Neting Yeo | FVES, PLEASE
stoll vasancios, ote) ¢id you 030rcioe other siirmelive sction recruit: EXPLANN ON THE
mont sfterts in on otlompt to have minorities or fomales apply? Ne AEVERSS 8108

MY SIGNATURE ON THIS FORM SIGNIFIES THAT THE APPROPMATE COLLEGE *AOCEDURES NELATIVE
7O EEO MAVE TAKEN PLACE

Dete of Interviow "Date of Agtion Tohon Emmutmwm' -
. i -

Retum To Persenne! Services
Q 6)(1
ERIC

Aruitoxt provided by Eic:
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Exhibit 1K, Applicant Referral Form

Date: Applicant's Name

TO: , Position Applied For:

FROM:

I have referred the above-named applicant and the attached employment
papers to you for your evaluation. Please check the appropriate response
beiow and where applicable, please add your comments.

Your comments are useful in determining the extent to which we have
been able to assist you in reviewing applicants. Please write your com-
ments below while the interview is still fresh in your mind.

This form and application should be returned to us shortly after your in-

terview. Upon request. all applicant referral forms will be made available
to you to help in your firal selection. '

Please advise the appiicant to return to Personnel Services after the inter-
view.

1. ¢ ) 1 wish to hire this candidate. Please call me to discuss starting
date and salary.

2. ( ) | may want to hire this candidate. Please refer others before |
make a decision. My Comments Are Written Below.

3. ¢ ) This candidate is not suitable for this job. My Comments Are
Written Below.

(add lines as necessary)

(VSig'l_\at;a;é ;)t_-[‘)-epart;\;nt Inverviewer) {Date)

(For Personnel Office UseOnly) . ... . .. ... . ...

(Employment Source!

(S ¢ IR ( JE ( WV ( )EO ( H () ¢
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Letters to Job Applicants
Whae Were Nt Selected

i oo i'."‘. cthg st { LA AR ] I. "\l"” -|“"{;( Lo reae "l'tl
P vt s W b g ob vavancy ot thas
vt e acagtennd Hesvesor owe will retain

o e

Sinwerely voars

Petwonrel Aduanistrator

St e ent Detoetenaton at this hime we Jo not

coce s adcationgl and work backpround

o ekt Le tor cre cear We appreaate sour interest
. R Corvean chipng g positien
SISO o
Ve A nestnator
S . -
H N [
. )
ot Lo e b P et v Gaete
o Coer Vo ate v o interest
. oy TR
LN} M .
4
TR W TR AT AN

Co
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Exhibie 10,

T vor et ned intoroione onpldy tor

Vi e e e e e tequuements
.
' N RN L L R IV e AT PP
' v Y Lty -
e AN
D A L O L A TR e
Exhibu 1L, ‘
. . v [ N R A A AT
.
. b [T I B I n!:';’ft*\"l”f bacl
R B B S AP
K o e e s and e cdaoationgl
Voo T s we will ve
Pt e e s aar gquahih
o . Rl e atiog,
[ ‘
v N e
.
-
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personnel practices
r v

-.-r

Change of Status

Supportive Operating Stat! Personnel

Namae (A3 Signed For Checa Signatutey Department

Chech Action Desited and
Complete Seclivn indicated

1 Mire

Q 2 Rate Change
3 Funge Benetits

4 lranster or Promotion

5 Leave 0! Absence

. 6 Termingtion

7 Miscelanesuus

8 Remarky

Approval

Distabution \

" Ettective Date

Hiue t 2.2

Classitication Change 4, 2
Transte! Promotion 4, 2

New Employee
Rehire

Return to Work
Reintated

Probationary

Mot

Prowmnotion

Annual Review '
Other

Engidie tor
Group Lite insyrance
Medical Insurance

CONFIDENTIAL
"Employee Number B

' Account Number
I

Termingtion of Mlon S, s

Rats Change 2
Job Title o . —-.
Classification Grade L ¥
Hours Pef Work Week . S
FLSA Exempt
Sonexempt
0Oid Rate Now Rate
< Mourly - PR
" Biweekly [ - —
' Monthly R
i Annual I
| o
Tota! Disability Program

Retirement Program

Empioyee Request From To
University Transter Department -
New Position Job Titie

Other Ciassitication Grade

Medicp With tull pay Without pay

Other With part pay

Leave Period trom through e e
Leave extended ———— -

Reason for ieave

(Aftach doctor's statement it sicx lsave)

R tired
Voluntary Resignation
Layott

Last Day Worked
Pay through

Reason for Termination
Engibie for Reemployment

Department Head bDllo
Payroit

2 Department HeawDirector

3 Personnel File
4 Employew

days through _ . _

Military

Discharged
Deceased

Em_munmw»Vu No
Days VacationPpy ____ C—
Days Sick Lewve

Yeos No

.
Business Manager
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Exhibit M,
«
PERGINIIL ACTION PORN
| ACCOGNEN " ChaNgt " LEAVE OF aSRSNCE v O0PARATION
’ | AP Oveent PEMIONAL DA fa LABSENCE Wi THOUT PAY U] memamarion
. 1oV at " CnANGE POR MOAE Ta® TWO W RS l L) muceass
{ U A eStATEMANT 2-‘-“-:»:‘2:2‘ UJusave agouvest
-u
. REASON 20R LEAVE a { MITRM 10 ¥
W 10N ! ATTACH SUPLOYER LETTS!
- . 1ILadY Bame oF R
Rl - . S
. (3 LAYOP? iLash ot wars)
w MO MO 18 Thg 110y Same e O netmgmant
! spiovee asrLaCimy UAGINT 8 HpmE O oearm
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NOTE  This supplementat statt «rformation I8 required to prepare var 10us
Senniits, smargency and public information needs of the University.

SUPPLEMENTAL PERSONNEL DATA

NAME (LAST, TINST, WIDOLE!

- e
LOCAL ADDAESS

U...I..‘: -

s0CIAL STCURITY NUNBER [ MANITACTTAY

[DAYE OF WilVi " TNAWE OF SPOUSE (AR, FIAEY, ibBLE;

LOCAL PHONE NO,

vEs NO

DO VOU RAVE A PHYSICAL OR MENTAL DISABILITY

AFFECTING YOUN EMPLOYMENTT (17 vEL, SRTIFY)

reports {including Aftfirmative Action) and to serve Staff

PLAL! LT

s 'S OCCUPATION

| cawpus aooOnEss iNOOM, 8LDG,) | CAMPUS PHONE NO,

~ HISPANIC (Menican, Pusrio flican, Cuban, Cont. or 0. Amernican of other Spanish Culture! ulo;no.voudbu of race,) 1 :
ASIAN OR PACIFIC ISLANOER (Origing in eny of origine! peopies of the Far East, Southeast Asis, the Indien [! | Netive U.B.A.
Sub<continent, or the ®ecilic Islends. Inciudes Chine, Jegen. Rores, Philipping Islends snd Semoe .} 1

8 AMIRICAN INOIAN OR ALASIAN NATIVE (Origing in any of onginel seupies of No. AMSrics and who me ntein
~uit 081 1dOnti 1ication theough triB81 a1 118t10n of communily 18Cognition,

\F: (Yhia inTormation 10 needed Tor Univeraily AfTirmative Action Programs] | SUX
WHITE (Nunstiapanic. Origing of Ewope, North Atrice, or Middle East.)

BLACR (Non-Mispenic. Origing in any of the Black Recia! Groupe of Africe,)

FTuu

2 | Neturslized

] PEMALE
CHECK :

! NonCitigen U $.A,

COLLEQE GRMDUATE 8 Becheir’s
W AGE NCY

—

'S Vucaliong! w Business Schootl Credit

8 Mester's 10, Doctor’s
lit!mﬁl! NO.

AD ORt$s

pmee e -
SIGNATURE OF SMPLUYEE

INAWT AND SINTHOATES OF CHILOMEN

EOUCATIONAL LEVEL 1 Gramamr School Credit 2 Gramme: School Grad:amte |3 | High School Cras t 4 | High Schoul Graduate o G.E.D.
$ Vocstional or Susiness Schaol Gradusts ' 7' Cotlege or University Credit
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Exhibit 170"

W S e AW Y W
POSITION VACANCY ANNOUNCEMENT

JOB CLASSIFICATION -

DEPARTMENT
SUPERVISOR
DUTIES

GUALIFICATIONS

EXPERIENCE

~—~~
New posmon 0 reptacement ()
POSITION FUNDED BY () onanrsunos ()
RANGE

POSTING DATE

an equal opportunity /affirmative oction employer
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Exhibit 1P . .
Date: _
Sodial Secunity Number,

Check One:
_Service Statt
. Ottice Statt

.. Managerial ..
' Resignation Form
. Technical
S wish to resign from
Name
- my job, classitied as ____ at

Title

this college tor one ot the tollowing reasons. (Please check one)

. —..To Accept Other Employment — Pregnancy
~ To Be Married ——Return to School
_. Hliness —_Family Reasons
_ Personal Reasons —__Leaving the Area
T.u Enter Selt-Employment .—Working Conditions

~_Military Service

Other

-
-

My last day ot actual work is

Date

Name

Signature

Home Address

FOR OFFICE USE ONLY

U —_1.D. Attached
- Insurance Explained
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" Exhibkt 1Q,

<

(Note that this exhibit is in two parts: in the first section, actual questions for the inter-

Viewer (o use are indicated. This is direct guidance for the line of conversation. The second

section evokes retrospective analysis on the part of the interviewer to gouge the results and
_ further implications of the interview.)

-

Exit Interview

| understand that you are leaving. Before you do, we would like to
discuss your experience with this college.

' 1. Do you haveanotherjob? ___ _ [f yes, Where?
* What is new rate of pay? ____

. What kind of work have you been doing here?
Whatkindof workdo you likebest?___ Why?___
4. When you started here, were you introduced to the people you

worked with?

5. Were you fully trained for yourjob? ________ By whom?
6. How did you and your supervisor get along? :
7
8

. What was good about your relationship?

. What, if anything, was not so good?
9. How do you feel about your pay?
10. How do you feel about your progress at the college?
11. What have you liked best about your job here?
12. What have you disliked about your job here?
13. Why are you leaving?
14. Why at this particular time?
15. Would you want to stay if it were possible to work out some
changes? ____ What changes?

Interviewer's evaluation of real reasons for termination:

Interviewer
Date of Interview
Reviewed by

Supervisor of Employment

(Note: Use reverse side of this form for ‘“Termination evaluation.”)
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Termination Evaluation
Date 19.
Name Supervisor______ Department_________
Dates of
Job Employment _ to

(The points listed below are intended as a guide to the termination inter-
viewer to help in interpreting information recorded on the reverse side of
this form. This is not meant to be a conclusive analysis of dara.)

1. How does wage rate at employee’s new job compare with our rate?
2. Was he or she hired for this particular work?
3. Is there evidence of poor selection?
4. Waj there proper job orientation?
S. Was there adequate training?
6. Did employee have good supervision?
7. Did employee have enough supervision?
8. Does the employee have a reasonable attitude?
9. Has employee been overlooked? '
10. Were college policies made clear to this employee?
11. Does he or she have legitimate complaints?
12. Does the employee have a healthy attitude?
13. Is the reason indicated the real reason for termination? Can termina
tion be avoided? '
14. What is the full story?
15. Are the employee’s ideas for changes reasonable?

Final disposition: Quit Matemity
Involuntary (lliness, family problems, etc.)
Discharge

*Selection Rating (Circle one): 1 2 3 4
*Rating for Rehire (Circle one): 1 2 3 4
Check original evaluation of employment interview.

‘L. Outstanding 2. Well Qualified 3. Marginally Qualified 4. Unsatisfactory
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Exhibit 1Q,

iINote that i thes eduine the questioons simply record the mtormation obtamed by the -

tereiew and procide mdirect Qudanic e for the iteriewer he post intervieuw andlysis s as
inportant as the orderhy procedure o e mter et )

Exit Interview

A. The Job ltselt

~1

8

Did employee teel he or she was under- or over-qualitied for the
job. based on training and experience? _
Underqualitied . Overqualified___ Neither_

Did employee perceive this job as important? Yes___ No
Did job meet expectations and aspirations ot employee? Yes
No

Did employee teel a sense of progress in the job? Yes__ No_ __
Did emplovee teel he or she had sutticient freedom on the job?
Yes . No

Did employee like the work environment (hours, space, equip-
ment, etc.'? Yes.  No. .

Did employee teel that there was opportunity for advancement?
Tes No

Did rmployee teel secure in the job? Yes_ . No

C omments

B, Wage and Salary Fringes

L. D emplovee teel that there was adequate orientation for the
job? Yes No

3 Dud employee teel salary was adequate tor work pertormed?
Yes No

3 Dud employee teel that salary was competitive tor comparable
1ob? Yes No

4 Dud employee teel tringe benetits were adequate? Yes_ . No__
Suppested improvements e

S Did emplovere teel that vacation allowances were tair? Yes _ . No____

o Dud employey teel that sick leave allowances were tair? Yes
No

Comments

I

ERIC
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C. Relationship vath Supervisor

Ihd emiplgyee teel that supervisor was tair and consistent in use
ot authorgty? Yes . No
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2. [Dhd employee teel that there were adequate lines of communica-

tion with supe-visor? Yes . No_

3. Did employe: have any participation in decision making?
Yes . No

4. Did employee teel that supervisor gave adequate assistance and
traiming? Yes.  No_

5. Did employee teel that supervisor took an interest in his or her
weltare and progress? Yes. . . No_

Comments

D. Relationship with Work Group
1. Did employee enjoy working with coworkers? Yes___ No
E. Relationship with Organization
Employee’s rating ot the college, on a 1-10 scale (1 is best rating):
| 2 R 4 5 6 7 8 9 10
What was employee's general attitude?
Interviewer s comments
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2. compensation

A sound wage and salary administration program is essential to the
success ot any enterprise, including a college or university. Yet, many
colleges have tailed to develop tormal wage and salary programs; in-
stead, they use intormal, paternalistic approaches, which treat each
employee individually. Equal pay requirements, external competition,
and internal equity considerations make informal approaches increas-
ingly unworhkable.

A tormal wage and salary program is characterized by uniform, writ-
ten standards that guide individual pay decisions. Such standards should
not be viewed as substitutes tor human judgment, but rather as aids to
consistent and objective pay administration. Administrators should
strive to develop a pay plan that provides for a reasonable balance be-
tween rigidity and tlexibility . The ideal pay plan should be viewed as a
means to an end and not as an end in itselt.

Administrators should not initiate a wage and salary program without
suthient statt or consultant help: the best intentions do not substitute
for expert knowledge. Consultant resources that 'small colleges fre-
quently overlook are wage and salary managers and personrel directors
trom large institutions

Objectives of « Wage and Salary Program

A comprehensive wage and salary program is a principal tactor in at-
tracting, retainung and rewarding employees. This is crudial to colleges,
since thev are laborantensive operations. The tollowing list, while not
exhaustive, incades the major objectives of g comprehensive compensa-
tion program

I Toansure that college compensation policies are consistent with ap-
plicable Lims and regulations, such as equal pay and attirmative action.

2 To keep the institution competitive with other employers and aid in
attracting and retaiming competent vmplnyﬂ's.

A Lo provide niternal equity, which bases pay potential on a meas-
urement ot the duties and responsibilities of jobs.

4 Lo provide inceative and rewards tor good pertormance.

o0l
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5. To toster unity and simplicity of operation so that the pay plan is
easy to implement. maintain. and understand, and can be tully commu-
nicated to employees.

6. To give administrators an objective basis on which to make com-
pensation decisions.

7. To accommodate timely and equitable wage adjustments for in-
creased job responsibility.

When colleges approach wage and salary administration on an ad hoc
basis, they risk grave tinancial penalties and serious employee morale
problems. Sound plans can be implemented and maintained with a mini-
mum ot cost and statt commitment.

Support For Pay Plan

It is essential that senior college officers, including the governing
board. support the compensation plan and its administrators. Exceptions
to established policy and practices can destroy the employees’ confidence
in the plan and thus nullity its value. Accordingly, pay decisions should
be based on reasonable pay plan factors, not on political considerations.
Consistent administration is the key to. employee acceptance.

Responsibility For Compensation Administration

The assignment ot responsibility for compensation administration is
important to any organization. Authority to administer the pay plan
ideally should be vested in the person or department responsible for per-
sonnel services. This does not preclude review from higher levels, nor
should it prohibit participation by deans. directors, and other managers
in determining specitic pay rates for employees under their supervision.
In tact. the ideal plan should require participation by line administrators
concerning pertormance appraisal and pay rate determination, although
not in decisions relative to pay levels (pay grades or classification levels).

Reason For a Formalized Program

Poor employee morale can seriously hamper an organization, and in-
consistent. untair pay practices contribute to poor morale more directly
than any other single tactor. Conversely, a tormalized, equitable pay
plan can do more than any other program to maintair. positive, harmoni-
ous emplovee relations.

. A new employee is generally satisfied with the rate of pay on being
hired and usually remains so unless he or she learns that others doing
comparable work are earning more. If this occurs. dissatisfaction will af-

[ad}
')
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tect morale and productivity and will soon spread to other employees.
Such discontent 1nvites union organization activities.

Jobs To Be Included in the Pay Plan

T'he initial step in devising a compensation plan is to determine which
jobs it will include. Many colleges have separate pay plans tor (1) cleri-
cal. (2) tood service, and (3) maintenance employees, and still another
plan tor (4} supervisory and administrative employees. The first three
groups are gererally nonexempt trom overtime and the fourth is usually
caempt trora overtime. The nonexempt groups typically include un-
shilled. semi- killed. and skilled personnel (those in crafts and trades,
and technicians). A separate plan tor the fourth group, all supervisory
employees, helps to impress on them —particularly first-line administra-
tors - that they are integral members ol the management team.

Public Policy Considerations

P'ublic policy on compensation is expressed in federal and <iate laws
and regulations. The Fair Labor Standards Act (FLSA), more commonly
reterred to as the “Wage and Hour Law,” articulates a national compen-
sation policy through its provisions tor minimum wages and overtime
compensation. Additional national policy is expressed in the Equal Pay
Act, which requires “equal pay tor equal work.” Various state lews
promulgate other regulations covering minimum wages, overtime re-
quirements. and equal pay standards. Employers should be conversant
with the provisions ot these laws and with their applicability to colleges
and universities,

In 1970, the United States Supreme Court, in the Usery v. League of
Cities case, ruled that the minimum wage and overtime provisions of
FLSA are not apphicable to public colleges and universities.' However,
the Court appeared to retain the applicability ot the Equal Pay Act. The
statute 1n ats entirety remains applicable to independent institutions of
higher education. Summary analysis ot the Wage and Hour Law and the
Fqual Pay Act are contained in NACUBO's Federal Regulations and the
Ermplovment Practices of Colleges ond Universities.

Job Analy;is

An carly step in building a compensation program is job analysis, the
collection ot intormation concerning duties. responsibilities, organiza-

Natonal Leaue o Cities v Paery 420 U1S 833 (19700

lad
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tional relationships. and educational and experiential requirements of
jobs. Knowledge ot this intormation is prerequisite to determining the
relative value ot a job. :

Methods ot lob Analy sis ey T

Job tacts are usually gathered by questionnaire and interview. Since
there are advantages and disadvantages to both, a combination of the
two usually produces the most valid results. The shortcomings of a ques-
tionnaire include a wide variation ot responses, inability of some
employees to express themselves in writing. and the possible resentment
ot employees when requested to complete torms. A major advantage of
the questionnaire is that intormation can be obtained from several
employees within a short time. Further, the employee is more likely to
accept the results ot subsequent job evaluation it he or she supplied the
tacts about the job.

An anterview has the advantage of attording personal contact and
observation ot the employee in the work setting. Whether the question-
naire. anterview . or a combination approach is used, intormation solici-
ted should include a description of what the employee does, how it is
lone. why it is done. degree ot independence of action by the employee,
and the skill required to do the work. (See Exhibits 2A, and 2A,.)

Position Descriptions

Once the job analvsis 18 complete, the information must be summa-
rized in a torm commonly reterred to as a “position description” or “job
descriiption The position description provides a standardized format
tor the jobintormation which is also usetul later in the job evaluation
process. (See Exhibats 2B, and 2B,.)

Position descriptions should be clear and concise, and they should be
caretully reviewed tor accuracy and tor appropriate and consistent use of

termuinology that 1s. the terms used to describe work activities. Next,

management should determine that the work assigned is necessary and
that essential tashs are grouped in the most etticient manner. The posi-
tion descniption can also assist the manager in explaining t» new employ-
ces the pertormance standards expected ot them.

Position descriptions should be prepared by employees and checked
by thewr supervisors. This procedure will reduce misunderstandings con-
cerning work asspenments and pertormance standards; it also contributes
tu the accuracy of position descriptions. The position description is to be
distinguished trom a statement on how well the incumbent employee per-

¥V
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torms the job: the intormation in the position description should relate
anly to the job stselt. not to the person who currently holds the job.

I'he tormats tor position descriptions are numerous; there does not ap-
pear to be one in particular that has evolved as the usually accepted stan-
dard. However. these descriptions have common elements, such as
(1) job or position title: (2) a briet summary ot job tunction; (3) a listing
ot Job duties typically required or pertormed: (3) percentage of time for
each duty required or pertormed. using a common basis of monthly,
weekly, or daily: (81 occasional duties (6) minimum qualifications, such
as education. experience. shills. hicenses. o' rtitications: (7) additional
preterred quahitications: (8) explanation ot organizational lines and the
supervision that 1s exercised or received; (9) signature of employee;
(10) signature ot supervisor: and (11) date. Some formats are designed to
elicit additional intormation, but the elements listed above provide the
basis tor developing a comprehensive position description library.

Job Analysis-Position Description Shortcut

The two chronological phases ot gatiering job tacts described above
(ib analysis and position description) constitute the “textbook ap-
proach” to pertorming this task. The textbook approach certainly pro-
vides tall, detarled intormation. but is so exhaustive that it may require
considerable time and statt. Small colleges can employ a shortcut and
still obtain valid job intormation. This shortcut, in ettect, consolidates
the two phases. Under the textbook approach, it the questionnaire
method is used. someone trom the business or personnel office or an out-
sude consultant must design the questionnaire, review the completed
torms. and write the wndvnwd position description from the informa-
tien provided.

Using the shorteut. a tormat tor a position description is prepared. The
employee and supervisor use this form to describe the employee’s job
duties and responsibilities under major headings, including the approxi-
madte percentage ot time each major tunction or activity requires. The
completed descriptions should then be reviewed for clarity and complete-
ness by the person responsible tor administration of the compensation
plan Descriptions mav be summarized to insure unitormity ot terms and
ey tactors preparatory to anitiation ot the job evaluation process.

Job Evaluation

Following the collection ot job intormation and the preparation ot a
position descniption job evaluation can begin. This is essentially a sys-
tematic method or procedure tor determining the tair value ot a particular

&
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job and its ditticulty (complexity or importance) in relation to other jobs.
The process measures job duties against a predetermined yardstick and
assesses job worth: it has nothing to do with an employee’s performance,
ability. potential; attitude, or quantity or quality ot work. Job evalua-
tion is entirely ditterent trors employee evaluation, which is described in
Chapter 4.

Four traditional job evaluation methods are 1n use today: (1) ranking,
(2) classitication, (3) point, and (4) tactor comparison. Each has its ad-
vantages and disadvantages and each varies in the time required for eval-
uation und in the preciseness ot the evaluation, In recent years a new
approach has evolved called the “market method.”

Ranning Method

The ranking method ot job evaluation compares one job to another in
order to determine which is most difficult or important. A distinguishing
characteristic ot this method is that comparison is frequently on the basis
ot an entire job. that is. the job is not segmented or broken down into job
characteristics. tactors, or points for purposes of measurement. In the
last tew years. job tactors have been used in the ranking method to im-
prove its accuracy . I order to ditterentiate between jobs, the evaluator
must learn the inherent and subtle ditterences in jobs through a careful
review of each job dt's(t riphon or job analysis questionnaire.

Atter the evaluator(s) has become versed in the jobs to be ranked, the
job or allocation tactorts) must be selected. The allocation factors are
simply criteria that assist the evaluator in ranking. If only one factor is
used. it is generally ‘job ditticulty,” that is, which job is more difficult to
pertorm or is more important. Generally, more than one allocation fac-
tor is used 1n order to achieve a more accurate ranking. Factors may in-
clude physical ettort required. levels of supervision required, personal
contacts. and others. Using these allocation tactors, comparisons are
made between jobs in order to provide a hierarchy.

Atter the jobs have been ranked. the rankings are converted into dollar
values. which are explained in the section “Pay Structure and Pricing”
later in this chapter. The ranking method is based on the premise that
1obs ditter trom each other and that pay levels and pay potential can be
deternuned by ranbang them in order ot ditticulty or importance.

Following 1s a step-by-step summary ot the ranking method:

L Arrange all jobs by title in order ot their increasing value to the
institution

A Collect intormation about each job.
B Study individual position descriptions.
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S

¢ Rank the jobs based ontA) and (B) above, regarding such fac-

tors as

th Responubility tor atems ot velue or tor consequences ot
ertormance.

12 Bducation. skdls, and training requited.

(3 bxpenewe require !

(41 Level of supervisi wred.
151 Level of supervision. o, .en others.
tor Working conditions, .

2 Establish a pay rate tor each job title around which individual rates
tor the job should cluster. While there should be room tor exceplion, it is
best to discourage wide variations trom the clustering etfect. If wide vari-
ations occursconsider a ditterent placement in the ranking hierarchy.

3 Rates ot pay should retlect judgments ot relative worth to the insti-
tution as well as awareness of competitive 1ates in the labor market from
which employees ore bured.

An example of o partial table ot pay rates tollows:

R T ity Howrl, Kate

~ .t

. .o o e LS

' [ R

Lhe ranking method ot job evaluation is easily understood, requires
hmited expertise and s inexpensive, since it can be accomplished in a
short peniod with limited statt. Untortunately, the simplicity ot the ap-
proach s also s greatest shortcon:ng - An evaluator may judge iob dif-
hculty crimportance on the basi. ot one dominant job characteristic, to
the exclumion o other characteristics. The ranking method may not have
the contidence ot the pmplovees, since it is considered the most subjective
ot.the job evaluation methods. Arother disadvantage of the ranking ap-
proach s that it can determne only that one job is more diftic :It than
another # can not andicate how mpch more ditticult or important one
job s than another

Techmiques devised to remedy some of these weaknesses, by quantify-
iy, the ranking approach, can transtorm several ot the subjective disad-
Lantapes into objecave advantages. The ranking method is practical for
wmall institutions that have a limited nuraber of jobs and limited staff to
adnmunister the compensation plan.
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Classitication Method

The classitication method requires development of a number of grades
or classes ot jobs that retlect overall job ditticulty or importance, and
against which each job is measuted. The federal Civil Service Commis-
sion’s job grade system is an example of the classitication method. In this
method, an evaluator compares each position description with the classi-
tication standard and slots the job into the classification level or grade
that best describe:. its characteristics and ditticulty.

The most problematic element of the classitication method is writing
the classitication level or grade description, sometimes referred 10 as the
classitication standard or specification. The compensable factors for
determining job ditticulty must be reflected in the classification level
description. These tactors tvpically include job knowledge required,
judgment exercised, analysis or decision making required, and education
and experience needed to pertorm the job. The classification method is
easily understood and it is possible for smaller institutions to employ a
consultant to write the level or grade descriptions and then for a small
committee ot college ofticers to assign jobs to the appropriate grade. The
classitication method is an etticient approach to job evaluation for small
colleges. (See Exhibits 2C, and 2C,.) 1

Foilowing is a step-by-step summary of the classitication method:

L. Collect intormation about each job.
A. Study position descriptions so that those describing similar jobs
can be groupeu together. -

B. Analyze the descriptions to identify similarities, based on such
tactors as the tollowing:
(D Responsil :hity tor items of value or tor consequences ot
pertormance.
(21 Education. skills, or training required.
(3 Experience required.
. G Judgment exercised.
(51 Level ot supervision required.
(o) Level of supervision given others.
(70 Working conditions.

2. Wrrte dass speatications tor each grouping ot position descriptions
sharing similar characteristics. '

3. Survey jobsin the local labor market tor each classitication, using
the class specitications as the basic tool tor developing comparative data.

4. Arrange the clausitications having similar rates of pay into common
Pay groups tor administrative purposes

e
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5. Develop a pay range plan to accoramodate the pay groups devel-
oped through the survey and grouping procedure. Use only as many pay
grades (ranges) as necessary to display signiticant difterentials in pay be-

AwWeen one grouping ot jobs having similar rates ot pay and another:
avoud proliteration. While this is a matter ot judgment. arranging the
survey data in a scatter duagram tormat can help determine where signiti-
cant vanations in pay rates ocour.

An example ot a partial table of pay ranges tollows:

Houarly Fhourly
b Mt Mavanam
Vi s [ K Kt Kate
"

A

AN O 1y A
1
’e

Lo -

AN ' [

Pornt Moo

Fhis method subidivides each job into several allocation tactors, each
contaming degrees Each ot these degrees has a numerical value (points)
assigned toatard the evaluator sums the number ot points tor each tac-
tor to arnive at the value ot each job. The ditticulty in the point method
hesain the identiticetion ot tactors that are present in all jobs, and in the
dehinition and weighting ot the degrees. Allocation tactors are not gener-
ally weghted equally as some elements ot a job are more important than
others A tenet ob wage and salary administration holds that every job
can be measured Dy using tour basic allocation tactors: skill, ettort, re-
sponsibihty and working conditions. These tour tactors, not coinciden-
tally _are reattirmed in the Equal Pay Act. which requires equal pay for
b 1obs requining equal skill. equal ettort, and equal responsibility, and
are pertormed andet similar working conditions.

Very tew pomt method plans measure jobs by these basic tactors
alone ratber each ot the tour s turther expanded into subtactors. Skill.

ERIC o
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tor example, could include education, experience, mental skills, visual
skills, and complexity. Ettort could be subdivided into mental or physi-
cal ettort, continuity. and stamina. Responsibility could be subdivided
into contidentiality ot work, monies handled, and consequences of er-
rors. Working conditions could be broken down into inside or outside
assignments, noise levels, travel, and night shifts,

Allocation tactors that can be measured are numerous and should be
adapted to the needs ot each college. One set ot tactors might be appli-
vable tor measuring clerical jobs, another set tor food service, custodial,
and maintenance work, and another tor technical and managerial jobs.
The controlling consideration in identitying factors is that they must be
common to the join being measured. If the tactors are common, they will
no doubt vary in degree. The variance will ultimately reflect the value of
each job.

Most clerical jobs can be measured adequately by using the following
tactors: )

I Job complexity: degree of independent action and the range of difti-
culty ot the tasks to be pertormed.

2. Personal contacts: responsibility for meeting, dealing with, or in-
Huencing other people.

3. Supervision received: degree ot control exercised by the immediate
supervisor, such as outlining methods to be followed, checking and as-
stgning work and handling ot exceptional cases.

4. Supervision ot others: extent and nature of supervisory responsi-
bility.

§. Mental-visual requirements; degree ot concentration and coordina-
tion ot mind and eye. and manual dexterity.

¢ Education: minimum required to do the job.

7 Experience. minimum amount, it related experience is required, to
pertorm the job.

8 Ettect ot errors; their probable ettect on the operation of the depart-
ment or college.

Food service. custodial, and maintenance jobs can be adequately
measured by the tollowing tactors:

1. Skills required.

2 Education or training required.

3. Experience required.

4. Physical ettort required.

§ Responsibility and complexity of the job.

Because the point method permits evaluation of each factor of a job
separately. it 1s generally considered to be more reliable than either the
ranking or t!w classitication method. The major disadvantage of the
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point method is that considerable time and expertise are required to de-
velop a system tor using it. Nevertheless, it is the method of job evalua-
tion in widest use today. Small colleges could acquire a point method
system trom a rehable consultant at relatively low cost, based on the
number ot employees to be covered.

Following is a step-by-step summary ot the point method:

1. Collect intormation about each job.

2. ldentity and detine tactors that are common to the jobs being
measured.

3. Detine the tactor degrees. This step is based on the premise that
jobs vary in the degree to which each tactor exists in a job.

4. Determine the relative value ot the factors. Only rarely are factors
assigned equal weight in determining job values. For example, “entry
gquahtication  will usually be 25% to 35¢% .

5. Assign point values to the tactors and degrees. These are the values
that will be used 1n determining the total point value of the jobs.

6. Rate the jobs.

A briet outline ot a point method plan tollows:

Prrcentape ot
T Lotal Points
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The following tabie is an example of factor weighting:

/
IS
yay
1
[ R}
4
!
+ 5
!
o
.’
é ’ - he o 4
. 7S o el e Bl - ]-
Factor Weighting Applied to Jobs * ,
Factor Pan Washer Pastry Cook
tducation 0 0
Expenence 0 -30
Complexaty 10 -20
Interpersond! Relations 5 5
1 atitude 2 4
Supervision Exercised 0 5
Working Conditions 4 4
Consequence ot Error 10 30
Decmor, Making ) 0 10
Total Pointy  ~ A 108

Pay Grade | = point range ot 0 to 60 points
Pav Grade [1 = poin* range ot o1 1o 120 points,

In this illustration the pan washer obviously belongs in the first pay grade. and the
pastry cook in May Grade [

"NOTE  This example is tor atustrative purposes. only. it does not include a definition of
degree levels

eRlc Co
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Factor Comparison Method

The tactor comparison method requires the identitication ot allocation
tactors as described under the point method. However, it ditters from the
point method through the use ot bench mark jobs, which are then broken
down by tactors Each tactor is compared on a job-by-job basis with the
bench mark job: that is, the evaluator will evaluate all jobs in terms of
one tactor. then on the basis ot a second tactor, and so on until all jobs
have been evaluated against all the tactors. The points assigned each fac-
tor are then summed tor each job, thereby determining the relative value
ot each job.

The tactor comparison method has the strong advantage ot comparing
elements of one job to other jobs to determine relative value. A major
disadvantage 1s the statt expertise and time required to identity bench
mark jobs and compensable tactors. The tactor comparison method
ranks second among job evaluation systems used in private industry;
however, its use in higher education has been minimal, Although other
variations and combinations ot job evaluation methods have evo'ved,
each traces ts ongin essentially to the tour traditional plans that are de-
seribed above

Marhet Methaod

A more recent, nontraditional method ot job evaluation is the “market
evaluation method With the widespread availability ot salary survey
intormation. some employers bypass the traditional evaluation ap-
proaches and determune their salary schedulen. trom rates pad tor com-
parable work by other employers. The method identities bench mark
jwobs tor salary comparison purposes; once the salary levels ot these jobs
are hnown - others are slotted against them on the basis of ditticulty.

[he major advantage ot this method is that the market is embedded in
the program trom the outset, thereby reducing variation. which some-
times occur when converting the evaluation results to monetary terms. A
major disadvantage lies in locating reliable and comparable salary com-
parisen data tor bench mark jobs,

Selecting a-Job Eyvaluation Method

When select:ng a method ot job evaluation, college otticers should
tirst consider the availability and expertise ot statt to implement and
maintain the plan. This directly relates to the complexity of the method
seiected For example. the ranking method generally requires limited

Ev
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time tor both implementation and maintenance, bat its dubious aceept-
ability among emplovees 1s g senous drawbac k.

The dassitication and point methods usaally require greater statt time
torimplementation and maintenance than does the ranking niethod. The
tactor companson method may require still greater statt time and vxper-
tise tor implementation and maintenance and. consequently, is not rec-
ommended tor small colleges. 1t should be emphasized that colleges
should not attempt toinstall o compensation plan without sutticient statt
expertise or the services ol a qualitied consultant.

Pay Structure and Pricing

Once the relative ditticulty ot all jobs has been determined, the next
Step s to ereur similar jobs sthose of comparable ditticulty or responsi-
Bihtvinto pay grades swage grades or salary grades). Analysis of the job
evaluation results usually reveals natural custerings ol jobs that are
valuable i deciding the desrred number ot pay grades: this number
vanes amomenstitutions Colleges should establish only the number ot
pav prades necessary to reasonably represent identitable levels ot dit-
tealty Most wnall colleges, tor example. should linnt pav grades tor
dencalband secretanial emplovees to no more than tive grades. A college
that pernats tutther proliucration o pay grades will encounter ditticulty
i preasely measuning the appropriate grade tor o job. As the number ot
pav srades imcreases the preaseness ot assigning comparable jobs to ap-
proprate pav yrades decreases.

Rates of pav or salaries should not be allowed to intluenee the judy-
ment oban evaluator In most instances when a new salary structure is
installed the salaties ot some employees will not contorm to neswly es-
tabhished rates or tamees 1t the evaluator were to consider the salary ot
emplovees wher evaluating the dithiculty o g job. he or she could unin-
tentienatlye determine ditticulty: based o salaries paid rather than on
Jduties pertormed

Sabacy S,

Tebs wenerads e priced by using existing wage rates or. more com-
moniv by e ase of wage of salary surves intorration. Fhe use of sal-
My survons e se o adiusting wage tates s recommended because
the swvevs reveal rates beng pad tor key jobs by other employers
However ot salary survess are used in setting or adjusting wages and sal-
anescare must be exerased o determine that sarvey resalts actually
cover comparable jobs For example, one custodian may do nothing but
lean buthdings while another mav have watchman duties or mechanical

’
¥
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repair responsibilities The review ot job descuptions rather than job
titles helps insure comparabihity o wage survey imtdrmation.

A small college may lack the nec essary stati to develop and administer
s own salary survey. but this does not precude partiapation in sa.ary
sarveys that are conducted by other lodal emplovers. In most communi-
ties there are several emplovers who make regular salary surveys and
who would welcome addiional emplover partiapation. Telephone com-
panies and other public utilities trequently conduct such surveys. In
many communtties the chamber of commerce administers g salary sur-
vevaand makes the resalts avanlable to its members. Mot salary surveys
are conducted in contidence that s, results are coded o that individual
emplovers are not sdentitied

Most calary survevs have become comprehensive instruments that
solicat data not only on wages and salaries, but also on benedits and per-
sonnel practices  This intormation s indispensible to employers, since it
indicates what competitive employers are providing in salaries. benetits,
and other practices (See Exhibit 202 The Department of Labor regularly
conducts area salary survevs and this intormation is avaitable to all em-
plovers through the local U.S. Employment Service ottice. The College
and University Personnel Assoctation’s annual Admuonstrative Compen-
itton Surecw s recommended as g survey of hey exempt jobs, The re-
sults ot salary survevs should be caretully analyzed and colleges should
use this intornanon in making adjustments to their salary ranges. Each
collece must deternine its position in the local labor market.

Wage Rates and Pav Ranges

Rates and ranpes represent a conversion ot the job evaluation results
Inte monetary ierms Simoly stated . the more ditticult or complex the
lob the higher the wage rate or the pay range There are dearly advan-
tages and disadvantages to both a single-rate pav plan and a range pay
plan The smgle rate pay plan is easier to administer and, in theory, pro-
vides equal pav tor equal work . However, 1t does not provide a means
by which emplovees can be rewarded tor pertormance, length of service,
or other conauderations, It s viewed by many employees as too struc-
tured because it otters no monetary incentive tor doing a better job.

Pav range programs attord the emplovees monetary prowth and
rewards based on pertormance, length of service, ete, |t pertormance is
incorporated as a tactor tor determining pay increases, it requires struc-
ture and consistent adnunistration. Pertormance inereases are subjective
considerations and may be viewed negatively by emplovees it they are
not allocated in a consistent manner,

O
v




ERIC

Aruitoxt provided by Eic:

78 personnel practices

Pay ranges are usually constructed to include a minimum and a maxi-
mum salary  The width ot the pay range  the spread between the mini-
mum and the mavimum  varies by two primary tactors: types ot jobs
and number ot pav grades or levels. In unskilled and semi-skilled jobs,
this variation usually runs trom 15% to 25¢% . In shilled jobs the ranges
vary 209 to 30 and in adnunistrative work, trom 30% to 50'%. These
are peneral guidehnes. however, and actual ranges could vary even
turther

Ruanges are usuallv constructed  to incorporate an “overlapping
teature.  that s, the miaumuon ot range one 1s more than the minimum ot
range two and so on This overlapping teature is used to reward longev-
ity and to mimimaze the pressure tor reclassitication ot a job to the next
higher range solely because the employee’s salary has reached the maxi-
mum ot the range  Most colleges adjust their pay ranges annually,
penerally mamtaining the same range width, which necessitates altera-
ton in both minimum and maxunum ot the range.

Scatter Dhagram

The scatter diagram or scattergram is a graphic tool used in wage and
salary administration to plot pay ranges. It is constructed by designing a
simple graph with horizontal and vertical planes. Pay rates are located
on the vertical axis and points or pay grades on the horizontal axis. Ac-
tual rates ot pav and points or pay grades are then plotted on the chart at
the appropriate location. Atter all jobs have been plotted, a trend line is
drawn through the graph and it is analyzed to construct range widths.

Red €acie Rates

When o new paz plar s installed, existing pay rates, as noted earlier,
will not alwave contorm to the new ranges: some will tall below the mini-
mum and some will exceed the maximum. These are reterred to as “red
crcle rates Rates that tall below the range are usually adjusted upward
to at least the mimimum ot the new range either immediately on its imple-
mentation or over a short subsequent period. Pay that exceeds the max-
imum ot the range may be handled in several ways: (1) the employee’s
current salary may be trozen until the maximum ot the range catches up
with that salary: (21 the employee’s salary may be permitted to remain at
the same dollar or percentage ditterential beyond the range maximum for
the duration ot the employment relationship, so long as the employee re-
mains in the same job or pay grade level. The latter method or some
variation ot it s preterred. because it has less monetary impact on at-
tected emplovees,
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High Eatry Salary Mavmums

In recent years some emplovers have utilized a high entry salary
maximum  concept to protect incumbent employees trom new employ-
ces entening the pay range at rates n excess of incumbents. It, tor
example, a salary range has a spread of 405 that is. the maximum is
0% greater than the minimum . new employees would be limited to a
starting salary not greater than an amount 10 into the range. This 10%
rate represents the high entry salary maximum tor new employees. The
conceept attords an employer the necessary ilexibility to hire new employ-
ces at a rate bevond the mimmum, based on their education and experi-
ence. yet at has the advantage ot limiting the new rate. This tactor has
become an important intluence on employee morale because incumbent
employees may resent new emplovees being hired at pay rates equal to or
N excess of their own

Automatic and Ment Progression

Once pav ranges have been established. employers usually determine
progression through the ranges by two methods. automatic or longevity
progression and ment progression. The automatic progression provides
salary increases at speatied intervals, tor example. on an anniversary
date. based solely on length of service. The merit progression provides
salary increases based on proticiency or quality ot pertormance: the in-
creases serve as anancentive and reward tor meritorious pertormance.

Several variations ot these teatures evolved in the 1960s and 1970s, the
most popular ot which combines the two by providing automatic pro-
pression to the mudpoint o the range and merit progression trom the
midpoint to the maamum

Step Rates and Opon Range

Fhe step rate. sometimes called “lock-step,” has been used tor a
number of yvears Steps become the vehicle tor granting increases within a
range. To use this approach. intervals are strategically selected within
the range and salary increases are skranted in specitied amounts equal to
the steps. For example. 1t a range is trom $3.15 to $3.75 per hour, step in-
creases could be established at $3.30. $3.45, $3.60, and $3.75. The num-
ber and size of steps will vary with the width ot the range. Ranges usually
contain no tewer than three and not more than seven steps. The step con-
cept s equally adaptable tor automatic, merit, or combination progres-
sion plans. (Pertormance appraisal plans, which are prerequisites tor
menit progression plans. are described in Chapter 4.)

Q-
vy
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L he open range approach. as the name implies, permits progression
through the range without regard to the specitic salary increment that
characterizes step plans. When a merit progression concept is used in an
open range. supervisors are generally accorded tlexibility when allocat-
ing salary increases based on pertormance. Merit increases, for example,
could vary trom 4% to 8% with the open range approach, whereas the
step approach would require increases to contorm to designated steps.
Some employers have introduced Hexibility into their step plans by al-
lowing tor double step increases tor outstanding pertormance. The open-
range approach appears to be more suttable tor small colleges because of
its Hexibility duning periods ot high intlation and scarce resources.

Voo wthe Board Ndpe stent

Many compensation plans in higher education incorporate some torm
ot across-the-board adjustment. Usually, salary increases are given to all
emplovees at the beginnming ot the tiscal year. These increases may be
based on a bived percentage tor all employcees or the percentage may vary
by major emplovee group. The across-the-board adjustment is generally
designed to be a partial replacement tor lost purchasing power and has
trequently been used as a substitute tor cost-ot-living increases which are
common in industry

The cost-ot-living concept relates salary increases to upward adjust-
ments in the Consumer Price Index. Very tew colleges use cost-ot-iiving
plans because of their enormous cost. Most institutions otter annual sal-
ary ncreases. which are o partial ottset to the increased cost ot living.

)
Ntovmce 3N

The recent increases in the tederal minimum wage have been costly tor
mdany institutions ot higher education. In addition to the direct dollar
cost of compliance the law has attected the rate-range wage structure of
many collepes. Wage adjustments tor employees whose rates are below
the prescribed minimum may compact the wage rates tor employees
whose rates are above the minimum, ldeally, a wage adjustment should
be given to emplovees whose rates are above the minimam, similar to
that tor employees whose rates are below, but such adjustments would
probably strain an institution’s resources However, it no adjustment is
made. worktorce morale may deteriorate, particularly in light of the
prevailing pattern of making sizable adjustments to the minimum wage
on an annual basis.
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It an institution does not have sutticient resources to adjust all rates
and ranges, there 1s a moditied approach that can be applied on a short-
term basis. The rates at or just above the minimum wage require the
most caretul attention. Employees receiving these rates generally mea-
sure them against the minimum wage. By adjusting these rates on a slid-
g scale. that s, by applying a smaller increase to those tarthest away
trom the minimum wage  the impact is reduced. This approach also pro-
vides employees a paychological benetit because it demonstrates the in-
stitution's concern tor their pay rates. The additional expenditure of
dollars to implement this approach can produce valuable results in
stabihized morale and decreased employee turnover.

SOy e oo

Criteria in pay plans that cover salary increases must be developed
with great care. Above all salary increase policies tor promotions must
be eq table. It employees view such increases as inequitable because
new eniployees pertorming the same job receive higher salaries, they will
become trustrated - Although amounts vary trom ray plan to pay plan
and even within pay plans based on ranges and steps, increases tor pro-
motions should be at least 5% . Increases that tall below 5% generally do
not provide a sathicient reward tor the aszumption ot additional respon-
stbilities and may cause morale problems.,

v \ Tttt i NI ,l(hi |'H'k('tll“\'\

A college should take great pains to communicate compensation pol-
iy and procedures to its employees, including superviiors. A well-
intentioned and equitable compensation plan can be judged inequitable
and tail to win acceptance it its concepts and principles are misunder-
stood by employees. Employee suspicion ot a compensation plan can be
climinated by shaning it openly. Plans, policies, and proceduts can be

distributed to employees through a separate booklet or through inclusion

10 a personnel policy and procedures manual or handbook . Such a publi-
catien need not be lengthy - the essential intormation can be sutticiently
descnibed onten to twenty pages.

Compensation Plan; Maintenance and Control

. Once a compensation plan has been installed, it must be maintained.
Farlure to do this produces many ot the problems that are characteristic
ot anintormal  paternalistic pay plan.
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Posttion descriptions should be reviewed on a regular basis to insure
that compensation 1s commensurate with the duties and responsibilities
anvolved. In a small college. where personnel statting is insufficient to
“permit regular reviews of jobs by a job analyst, all position descriptions
should be subnutted to the compensation administrator tor review once a
year. Each department can be instructed in writing to update the job de-
scrphions ot employees and to submit them to the personnel or business

' othice within one month. The updated job descriptions should then be re-
/ viewed and anaiyzed to determine whether or not the job is properly
assitied  (See Exhibit 2E .1
/ / New positions must be integrated into the compensation plan. Fre-
o quently, supervisors lack the necessary intormation to write a detailed
[ position description tor a new job, which makes it ditticult to determine
/ the appropriate dassitication ot the job. Such intormation may be ob-
tained through the use of a new position description questionnaire. (See
Exhitat 2F
Adjustment ot the pay structure is a necessary maintenance task,
which in colleges s usually annual, coinciding with the fiscal year. The
salary survey process described carlier in this chapter is the primary toe’
available tor evaluaton ot =xternal, or competitive, pay rates. A rev’

ot emplovees salanes by aassitication or pay grade may provide va.

able insight into internal pay inequities that should be corrected. Exit in-
terviews (discussed in Chapter 1) may also reveal pay problems. The
money available. ot course. ultimately becomes the primary constraint
tor adjusting the pay strecture. However, tailure to use other tools sug-
gested hete may mean rbat problems or potential problems will go undis-
cvovered or unresolved

Pav rates are directly attected, both internally 2nd externally, by the
supply and demand aspects of the labor markets. Untortunately, these
aspects are not distnibuted equally among all jobs. Salary surveys. turn-
over analvses exit interviews, and review ot employees’ salaries within
ranges will assist colleges in identitying labor market tHuctuations and in |
making pav structure adjustments.

Fhe intormation an this chapter is a summary ot the wage and salary
options available to college administrators. Implementation ot a formal-
ized compensation plan should be undertaken only atter careful study
under the guidance of o knowledgeable wage and salary practitioner or
ot a consultant
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Exhibi2A, - :
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Exhibit 2A, . R
e
Job Anaiysis Classification Questionnaire - . .
¢ PERSONNEL SERVICES _ L
(Ploase print o type) :

{: REQUEST FOR CLASSIFICATION OF NEW POSITION. (Entire form 1o be p epared by Supervisor or De-
El

L: REQUEST FOR RECLASSIFICATION. (Page 1, 2. and 3 (0 be illed out by employee and page 4 by Supervisor

pariment Head and spproved by Dean or Director)

or Depertment Head with spprovel ol Deen or

e DI'QC'W. _
1. UAST NAME-FIRST NAME-MIDDLE NAME
. . L Y
2 PRESENTIOB TITLE >~ DEPARTMENT
3 LOCATION Buiding ~ " TRoo . 0. ' TELEPHONE

4

4. SUPERVISOR'S NAME " T TTiTtE

5. HOURS OF wORK | REGULAR WORK DAYS [SATURDAY AND SUNDAY HOURS|TOTAL HOURS PER WEEK

.FROM 1O |

6. HOW LONG HAVE YOUR DUTIES AND (7. IN YOUR OPINION, WHAT SHOUGp BE YOUR JOB TITLE?
RESPONSIBILILIES BEEN SUBSTAN.

-

———m— D

___TIALLY AS SHOWN BELOW? . ‘-

8. Using your own words, describe IN DETAIL the work you do. Use additiona! shests if necessary. Under the
Zolumn % OF TIME." dstimate 2pproximately the time you devote lo duties listed. Use great care 10 give s
. Cler ang complete statement. -

« OF
TIME

DESCRIPTION OF DUTIES .

A REGULAR DUTIES (Dures performed darly or aimost dally, such ec typing letters, 1eking dictation, instructing
ofher empioyees. planming menus, stocking shomrm.)
rd

-
-

/

8. PERIODIC DUTIES (Duties performed ai recurring /ixed infervals, such as preparation of ennval bud-
gets. checking .aventory. designing torms, elc.)

e i e

-




.
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Page 2

- .

% OF ' -
TIME | e . DESCRIPTION OF DUTIES , B
'C. OCCASIONAL OR IRREGULAR DUTIES (Duties of a nonrecurring nature, such as designing lorms,
a33130ing at special ovegrs. shoveling snow, e(c ) B

i ’ t
1 » ‘ .
9. LIST MACHINES YOU USE IN YOUR WORK (such as typewriter, caiculator, milling machine, etc.)

10. ARE YOU RESPONSIBLE FOR CASH, EXPENSIVE EQUIPMENT, OR SUPPLIES?
- _Yes (Explain)  No

11. DO YOU ASSEMBLE INFORMATION AND PREPARE REPORTS AND SUMMARIES THEREFROM?
.:.Yos (Explain)  No i

— - . - - . .- _— e ==

. . e
- - -~

12. INDICATE HOW MUCH PHYSICAL STRENGTH AND STAMINA YOUR JOB REQUIRES AND WHAT AS-
_PECTS OF YOUR JOB REQUIRE THEM ARE THERE ANY PERIOQS OF RUSH LOAD?
13, STATE THE TYPE, EXTENT, FREQUENCY OF CONTACT YOU HAVE WITH_ DR OF ASSISTANCE YOU REN-
DER IO, THE FOLLOWING
A. Other Departiments

B. Students - C g —

o R - . - o e e e

"€ Acagemic Stat! ’ ,

D Pubdlc

1. A DO YOU SUPERVISE OTHER EMPLOYEES? -
‘ Yeos (List nu\bor of peopie that you supervise by NAME ang TITLE) . No

} . IR RSO Y




a

7

21

B
DATE SIGNATURE
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-
: . : ... Peged
8. INDICATE THE TYPE OF SUPERVISION GIVEN TOOTHERG  (For example. complele overall su.

pervision. including Miring, salary recommendations, assign work, give ingtructions for handling
’ 8381pned work, verily or ct.echk wolk performed )

.
.

;g - e

~ € WHAT PERCENTAGE OF TIME DO YOU SPEND IN PLANNING OR DIRECTING THE.WORK OF
OTHERS? ’

v 3
L]

’

A FROM WHOM DO YOU RECEIVE INSTPUCTIONS OR WORK ASSIGNMENTS? = .7~
B. HOW FREQUENTLY DO YOU RECEIVE INSTRUCT'.,«S OR WORK ASSIGNMENTS?

C. IN WHAT FORM DO YOU RECEIVE IF;3TRUCTIONS OR WORK ASSIGNMENTS? (Oral inatrue-
tions. penciied iayout. rough drall, I weprnts, etc.) -

HOW IS YOUR WORK-CHECKED TR REVIEWED? For example, al work is chached, spot.checked, o e
viewed lor overa 1 18yits.) \ . __.._ ——

£y
e e e

WHAT KIND OF DEC:TIONS DO YOU MAKE WIHHOU'. REFERRING TO HIGHER AUTHORITY?
¢ [}

ARE ' OU !.}PONSIBLE FOR ORIGINATING OR ADOPTING POLICICS, PROCEDURES, PLANS, AND
PROGRAMS?
Yes (Explan) No

.

DOES YOUR JOB INVOLVE EMERGENY OR ON-CALL SERVICE? T
Yes No /1 dnswe. 13 “yes.” explain whetne: Regular  Occasional . Seasonsl

.

Describe sy estimalg 2mount invoived <

Y

WHAT DO YOU CONSIDER THE 110ST DIFFICUL 7 OR DEMANDING PART OF YOUR Jog? -~

GIVE A BRIEF SUMMARY OF YOUR POSITION -




STATEMENT OF IMMEDIATE SUPERVISOR
2y PLEASE COMMENT ON EMPLOYEE'S STATEMENT. INDICATE ANY MODIFICATIONS, ADDITIONS OR
* ___DIFFERENCE IN EMPHASIS o

>

[}
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23, WHAT DO YOU CONSIDER THE MOST IMPORTANT DUTIES AND RESPONSIBILITIES OF THIS POSITION?
- ‘ .

'

»

684’ HOW ARE INSTRUCTIONS ISSUED FOR ThiS POSITION? INDICATE IN WHAT FORM, IN WHAT DETAIL,
qu FREQUENTLY

H

25 WHAT SUPERVISION AND ATEENTION IS GIVEN THE EMPLOYEE'IN THIS POSITION?
s .

28 ASSUMING A NEW EMPLOYEE POS..ESSES BASIC QUALIFICATIONS FOR YHE POSIYIO“ IND‘CAYE

HOW LCNG A BREAK-IN PERIOD WOULD BE REOUIRED

. DATE

. 4

Emuon Qeneral
‘Education. Special or
Professional

Experience, Length in Years

N Licenses. Cartificates, of
hgmnnonl

Special Knowledge, Abilities

and Skilis

. 28 GENERAL COMMENTS (Use add:tional sheets, il necessary.)

20. WHAT TITLE DO YOU FEEL IS MOUST APPROPRIATE FOR THE ABOVE DESCRIBED POSITION?

DATE

30. GENERAL COMMENTS (Use additional sheets. if necessary.)

DATE

ERIC
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(Pisase return completed qunnonm}n to the Campus Personnel Oftice) ,7
: 4  lo Ie Lami . AS——

“TITLE

"SIGNATURE

SYAYEMENY OF DEPARYMpIY HEAD
27, indicate the quatifications which you Ihml should be required in filling e Fumae ucancy inthis pouuon

-

"SIGNATURE

"HTLE

-

3

'S

+

.

12

DEAN OR ADMINISTRATIVE OFFICER

r

"SIGNATURE

TITLE

bl

7
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Exhibt 28,
. .
Pasition Description
) N adenin Breddosyg
Job Tl TANTTORIAL AWORKER . B
r
The tollowim: descnpron indude the most agmibicant duties per

tormed but docs not excidde other occasional work assenments that are

Yot mentioned Work s pertormed under general supervaion. o .

/

L. Collect trash trom all oy o Lsrooms, and Lavatonies . and remove

trash trom bulding '
2. Clean all Gthices
) Empty wastebaskets and empty and damp wipe ash travs. Dust ali
farniture and honzontal surtaces deshs Ttabsles’ hairs, sotas. ledges,
files. bookcases cabimers hat and coat racks, window alls, base-
boards. raduter covers telephones tire extingushegs | et Clean =
plage doorsand drinking tountains Wipe up splll.u;rzn\urmtun- and
Hoors Dust mop Hoors and vacuum entire carpets SpoYclean turni .
ture. walls and doors , .

3 Clean all Classtooms and Laboratones.,

Empty wastebaskets and conpty and damp-wipe ash@rays Clean
chglkboards and chatk raely, Dust tables. chairs, desks. sills ledges,
radhator covers etc Clean plass doors and doinking tountains Wipe
up sprllage on turmitare and toors l’u\l-mnp entire Hoor, Damp-mop |
as needed Spot-dean turmiture and walls. Strasghten Chars,

4 Clean all Washrooms ,
Sweep or police tloor - intter as present Damp dust and <pot slean

Al dedges walls doors Gl radiater covers, dispensers, stalls,

abimets pywe et Clear nurrors Clean and disantect all sartaces

tops sdes and underneath ot washbgans, commodes urinals, and

Al attached Bardware and ttures and diy chrome hardware to

preventwater spotting Ornoanside of commodes and uninals use aad

bowideaner at egst once weeklv 1o prevens=iuldup of mineral
L depuags Choeck and tl! dispensers. Damgs mop toor

4

S0 Dust aftd damp mop all hal's and staimwas s \

o. hequenthy e 12 wch 13 mch 1 mch and vanch Hoor ma. hine
tor corndor bgttay oo reconditiomimy: and Hoor tish stapping,
Do Washavindow s anside and outr usimg 4 toot tootoot ladder .
8 HPrequently replace eht bulba trom 4 toot to o toot Ladder /
9 Pertorm other duties similar to ar related to the ty pe descnbed above,
-
Q -




4
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Exhibic 28, P osition Description . .
Job Tl GROUNDSKEEPER '
. ~ .

.

N . .
The tofloswang description covers the most sigmiticapt dutes pertogmed
but does not exclude wther occastonal pork assignments not mentioned.

U Dby policig ot campus areas (it thing cach morning ).

20 Grass cuttuyg and fnmming (powgt mowers and hand tools),

3 Weeding Hower bds around shrabs. and any other areas where
weeding s requared _

4 Remgvabot leayes 'lw take or power «qmpmcml .

5 lnmmm;, and shaping ot trees and shid

o. Kemoval of branches swood. and tree stumps trom tampus areas

whep nicessary

7 Snow and e removai thand tools, power equipment, and cherpi-
calst This may requize working overtime, maghts, carly merning,
wevhends or holidavs

8 - Because of indlement weather, may oe required to do other work not
poertaming to prounds. such as belpan maintename work. hauling,
movimg and storia ot turniture, equipment., and supplies. Llc.mln),

coob storage ateas cteanduded.

O Kevp a proundswork log showing work area, date, time started,
nme completed. and o descnption of the job.

10 Pertorm other duties simalar or related to the type desenbed above.

Exhibit 2C, Classification Specification
K
Jlfl'A' \i( l\'l | \l\'\ ] (l'lh‘t' 3
Pooiteon sy Under (e supervision, pertorms weneral, rou-

tine and clementany secetanal daties

Sipnor o esond Divection Kecereed Recenves speditic directions from,
and work s doseiy reviewed by o higher-devel secretary or an ottice or

departinent manaeeer

S aed Doection Faercred Nopee

<

Voo end Barpoerr Ueed Tepewniter, vore recording equip-

-

ment addioy machine calculating machine, ottice copaers,

. .
Popnowd Dt , -

I Recones maf® muabes general sort and distnibutes by department

("“lt ool afeas

~a
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/ \ ) ) .° - . ) .
) £ Dyvpestouniie cifrespotience and § o portstrom recarded dictation, .
1 rough-typed dratt o ranuse npt by pes enties’ on departmenta )
’ torms and the Like . . . ) ) L.
3 Sorts agdd hileoa o sesponidence ‘rr[;‘irh and The like . -
4 May accamulate and recond tepentive miormation and stitstics,
S CAvan occasenal o repulaf adde J{dut\‘ A SCIVe as receptionist. .
seceviy dnnounang and toutThys vistors and hltplmm- alls-
providhng limted intormation and the bie e . . *
o Asaetsan other gengrai and himated othice duties )
. . . ‘ -
Qualitication. . - .
'hlu.'u[,xm; Completion of gk school with Some instrgction in busi- o @
* ness subpects . ) ) - .-
“hapenioce None .
lechnioa The abuiiny o s accuratelyv e 35 1o 30 words per min
ute trom recorded dictarion or handwntten Copy.
OR - a combination ot formal traming and expenence cquivalent to - e .
the abom e
. .
. 4y
Exhibit IC,F Classitication Speditication
) o
Ml SECRETARY U Crade 5
Poctions Sy Wath <peaiti ditection and supervimion. pertorms
routine and nonroutowe ottice duties requinng: general secretanal skalls -
.u»d profidiency Mav concentrate onsecretatial duties ina particalar dis-
aphne involving specabized and complicated termnaley . vocabulary. T
and abbreviations
Stirercren wend Dev g Keccoed Recaves speahic dinection trom
othoe supervisor dt-p.mnu‘-nt head. or hapher level secretanies
Supet creneraed Yo, CFencadd May be tesponsible tor the as-
sament of toutine work e and review ol completed work of other Tny

O

ERIC.

Aruitoxt provided by Eic:

dencal assistants i the ottce wich as hile cheks bemping record

clerhs and s pists N
‘ . ) ’ N -
Macines end Faarenor Used Tvpewater vorce recording equnp
3 . .
ment aadiy o bine caloclating mac hmy othice copers .

Pupeoa Do

U Recennes " opens stans <ot and routes wcominy: matl tor intor

\
10, -

Mmation op responsye
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2 Ivpes and tmrwnhn dictation !ur.ll or u'u\rdul' lypes from
- fough Ium,n.md d:.ms . . ! B

3 Ocaasionally composes and. types nonroutine sorrespomdence for
e aprtotsl and signatyre '
4. Aggimiudates recordg and tvpes standaghzed réports and torms.
Mav set up and tvpe speaial dvp.nrmum reports and torms* ¢+
So Mavpertor de {mrnmnt[--upm-msl dutres in addition % secretar?
.|| duties . ‘L . : v
 As @opelpzed secretily tvpes lfg_m voue 1 corgers aod hand-
s shntten notes a mnm!er.lhlc-\'ulumr ot ‘repogts, Historgs summa-
nes. and reconds invighang spedialved amd complicated tdrm wlogy

vocabulary - and abbrevidtions. e e, ’
7 Mamntains fcencrgloot i tiling systems and may set.up-and main-
tain specral biles . -
8. Orders and controls ottice supphes and matetials. - - .
9. Pertorms other related general sec retarial duties. ot

.

Y 4

Quadthation.

’ -,

.’ -

Fadncat:on: Completion of high school, plus two years ot postsecond-
ary cducation  preterably an secretgpal studies, or equivalent work
prenencg osee below )

Eowenence None wath required education background (sce above),
e hwo veais ot practical secretanial o e othice experience after comple-

tion of hu,h schond :
[ J

Lechnioai The abality ln‘ trom draft or recorded dictation abeu-
rately at 35 words per mmuf@ The ability to operate commonly used
othee machimes ~mh Jds Vo u-wrdm;, cquipment, adding machine,
ottice copiers et Fhe abibity to take dul.mun s desirable bt not
requited : -
OR g combmation o hwﬂ'l o tramang, .|m| expenence s'qul\alvnl to
the abonve
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] How 1o Conduct a Salary Survey :
. . . Y
Ther lcwog w0 w s o, wer e A W 0 gttty oy
ceteity o ding 0t e DT e e e i i e D RO Yooon g
Lios . *
. " )
. R .

A salary surves enablesan institution to uwnp.m' its rates of pay tor
Fhe survey daty can
be of assistance 'm Atermunung re 4um‘d amounts tor peneral salary in-
creases and how uwch the institutiof must otter to he um;wlmvc'lur
partieular skalls '
. The hirst step s tosdetersine the mstitutional salary pulu\ That is.
will the nstitution pay average above .?l' apg or below averape rates in

anilar \smk with other ul’p..llnl.ltlun\ i the area.

its recnanting atea’ .

Wlmh Geographical Arcas Should Be Surw)cd’

CThe salary survey should ancompass llw it or market i \\huh the
mlh';,c recruits  Lhis vanies by type o |nlv, A pood way to determine th
peneral teach of the Tabor market is to screen institutional hinng ruurdg-
tor the last vear to hind where th bulke of new employees are coming
trom by type W ol For example. st recruiting jamitonal workers, the la-
bor arket sveuld bean the intaediate area. On the other hand. ot re-
arut e adirec o ot purchasimge . the markat area nm‘l')vll be the entire
United States

' . . ; :
Which Organizatins Should Be Surveyed? ' .

Identity the crganizations with which the college o umiversity com-

petes i recrnting emplovee: . These organizations must have jobs that
are simlar to those in the inst tation i order to make valtd comparisons,

Fhe ramber of orgamizations survenved largely depends on time and

\ . .
resources aatlable Hovover” ten to bitteen well selected gompames will .

provide vahd statisticai data on which to base reconygnendations

Selection ot

I3

Bench Mark™ Jobs

[t not teasibie to survey eceny job title i an orgamzation. Theretore
bench matk A beach mark job s one that
will provide o representative sampling ot a group of jobs For example,

BEs necessary to seledt jobs.

»

M
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] trom an cntice prersonnel depattment tous jobs might be selected a per-

ST I
. sonnel supervisor acob analvst g seraor heaith insarance derk, and -
. vderk tvpst” These tour sebsprovade o tepresentative sample. Be care-

Ve that ol paced are common te most orgamzations being surveyed

- and that they provide a good cross section ot all types ot jobs. A pertedt

ratch s ot abway SPosaitie but the pobs to be comparead should be simy-

. Barincieost respects Phe arpatance of the selection ot bepch marks jobs -
Cangdt be overemphasied as it has a detintte beaning on the sdacess of
the survey . ‘ '

" oo manmy ob samples will be a burden to those partiapating because

s o ghe ame ad ettort reguired to assemble the necessary intormation. It )
gy catse them e bedeme careless and to provide ineorrect salary deta,

. @t s oueselt to the orher ade of the survey and consider whether vou

Ssould e provide the requested mtormations <20 reply kindly, but nega-
tyely o3 Bren che request @ the wastepaper basket. Nany people
kg o -alary wanvey e detaded and ("nmplt-\ th'i@l most oreanizationd do .

. not bave b requestad Satermation readidy avalable and theretore do .
not pariopate . ‘ .

’ )

” : . .
Preparation ot .Descriptions

. Job mh-‘/- Can be ansicadiny. matchimy them should never be consid-

cred s g mothod of conductmg a salary servey s inorder to compare ap-

©or pleswethappiey and cramees w¥h oranges a bk, conase description ot
he duties and responsibiiities tor vach berwh mark job selected must be .
propated resc desceptions should be prnwda.L {0 cach organization £

. swrvoved order tonsare comparabiiity Theyshould indude those ele-

nents cdod ro e e sncb compansons Far example education and e-

. & . .
proenoe toaniterents ate essentiae n ln.lklm' ductitate compaiisons,
. .

.
’

What Rates Should e Requested?
. 14

Be caretul that the tanes requested are rates commaonty used, Serviee '
ard rades reated o eare rofmally paad onan houth bases derical jobs
SIRTENTTRY REGR ard ~tatt emplovdes may be compensated § n.mnthly'
Dase e aerncpatin optanizationt to choose the toreg ot salary an- .

e corteatioan thes ot suppive This may require aample mathematical con-
. A -

vetoor o o pars et wall lessen thie burden of preparation tor the

' portiop e e pary Sich conversaons chould be based on bours worked

" v . . . LY
o e Cancta i the bty and ey rate are sufti u%iohﬂ U -

¢ and toades taated obs and a numemum . radpomt and unum are
ey nvadgble v Goncal gnd statt cieplovees You may wish to re-

gt e iy rare pand most employ ees vna pathictitar job.

ERIC
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“What Kinds of Contacts kvuuld Be Made?

Tobe mmg chlediive thc survey should be hundiedzor a person-to-per
“son bass. Tele ‘phone is nent best Surveys conducted sofely by il tre-
“quently produce poor results. The survey shogd be mailed 0 advance
and preparation tor vour visit or call should include o List of questions
reduced to winiting such as ’

I How many employees wee an the vanous dassificet ons being sur-
vr)cd' ) ' '
.Mnha( ate the ettedctive dates ot the salary mturm.m( p.uudvd
3 b vou have umien athiliaons? It <o, have vou m',,u".m'd tuture
rates ™ What are they” o
4 What s v g torecast of scheduled wage and salary increases?
S How maws hours sbwork per week are required?

o Hiw many pad hoddavs are provided?

7 What health ana 1o apsurance beretits are provided”

& What paid vacation and sk leave benetits are provided?
9 What tvpe of longevaty imnarenents do vau pregade?

Keep comtantly i mind the person who must gother che intormation,
Don t ask torantormation unless it s absolutely necessary. Keep it sim-
ple' The person mal ing the contadt should have sutticent organizational
stature to have ccess to contidentudl salaries in the organization. thus in-
“uring comparison and transter of reliable data. A per-onal visit can in-
sure conbidentiabity ' ¢

f abulation ot !"sult\

Atter the regalls of the survey have been cabulated and summarized,
the mtormation presented by each partiapant - hould be coded and dis-

wributel to the particpapts aiving them ondy the code letters assigned to

therr orgarmization Normalls v s pernesable (o disclose to cooperating,
ongatizations the names ot those part:apating in the sutvey. but not

their code numbers without speatio written permission A

., :
Fhe satary surves summary should be shared with participants as
pn-mptl\ atter completion as possible’ The summary should induade:

1 A «ndul st o .||l Ir "(h mark jobs surveyed in cach organization
mlh the appitcable rates .

2 Baplanation ot the natarg ot the salary intdrmation presented.

3 Interpretation o the results

4 Note of appieaation tor assistance gaven

3

r
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Exhibie 2E

How T'o Keep Classitications Current Through Regular Review

Phoosdoiimy wrt o e i d vy Reseneth 10 congaid o i lmceraty ot Utahe por

the o L e e e e e dloge aed L ccs ey Do el Nasoaiation

The many benetits o2 a good job dasatication svstem are easily eroded
. . ] .
unless the ustem embodies periodic revies ot the dassibications ot indi-
) <
vidual positions Posatiens otten change A new emplovee may make the
position sotmething it previoushy was nop A new supervisor may realign
work assignments <o that the class to which a position was originally as-
stpned s incorrect ata Later date A regular review ot statt positions helps
focate these situations and provides an opportunity (o keep job descrip-

tions and ot graerstandimg up-to-date
™

The tob Analvst

U eomdividual responabic tor a dassiication review program is deter-
mined by siee M the onediization, the extent to which a dassitication sys-
tem has been implemented and vanieas other tactors, including budget
Bratations A lane university wath a parbally established dlassitication
svater muy ermpion ob analysts who review previoudly cassitied jobs
and also expand the Gassitication system. A smaller college may wish to
assien Rassitgaton revienw tooa current statt member The job analyst
posttion ca beoan entoy levieh posittor tor arecent graduate, il ongoing,
tramnim: soacaiable However more sophisticated personnel organiza-
frons uay sees s oaath previous expernience or specialized traiming,

-

The Use ot Questionnaires

Voisdoan e e propam wetks most ditechivel ot (e employees
whose pocacns are e b reviewed bt complete o caretully designed
it haetinaine Lre arast can better compudre positions Jnd cover more
Crowndan e et cnestionnaires are used  These can be uselul tor the
coronnel dera et when seckimg teplacerents tor appropniate jobs,
A e epert e when franime a rrpl\uvmvnt

P otter decrable o bave ditbarent que-tionngires tor ditterent job
tar hew The Guestoneaues tor jobs of an ottiee nature should empha-
CeREcT e e e ot contact dedision ki requirements, and ac-
conntamd oy Nesettee wibe gaec-toanaires shouldd ask Guestions that
renrte to G ancas as workar e conditions supervisory responsibihities,
arnd g rent ase and care The Last pace of a questionnarre shou'd be

- O 11’().
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reserved tor the wupervisor s comments Questior < may indlude those re-
lating to the supernyor s assessment of an emplovee s statements on the
preceding pages tothe recommendations o qualinications tor the posi-
tion and to the way this position s ranked i relation to others that
are superyised -

A vover letter can be attiched to each questionnaire s letter should
explinn the purpose ot the questionnaire give sue gestions about its com-
pletion and indicate deadhnes tor submntting the completed question-
natie te the saporviser and tor returmmgs it to the personned dtpdrtmcnt
[t also may Beemphasized i the cover detter that the resalts ot the proj-

chwdbim no wav eopardie tne emplovee s current salary cassymung, this
IS ORI ation ponos

Approach to Classibication Review

Planntg swam essentiai part of Cassitication revaew [t mast first be de-
“termined whether the approach should be by department or by tunction
vall tobs huaving Gosely related tunctions such as an accoanting derk
wnes teviewed totandlessor therr location within the organization).
The departmentat approach in whick alt ot the positions wathin a par-
toular unmt are reswewed at the same tme, normally pernuts a better un-
derstandine ot the mterrelationships ot the vanoe s jobs in the umt and >
may regisse tewer on the ol conterentes with the supervisor, The tunce-
tional o pros Tl s she anabust to compare all jobs of dosely related
chasses at the same s ', wtmay require several visits to che same area
as the dittererr campudsiice dasses are reviewed.
froerher approeet he development and use of organization charts
will provide vivna andenstandimgs ot department structure and assist in
estabisbong rele v e Onee the approach bas been determimed. spe-
cibic coans et obvestoes poahd be establisbed A\ calendar showing the
dates o e e s o s department or position dhassitications wildl be

, .
LA L O R SR A L

Process of the Resew

Podfosvioe e gl sy e onamization phue the step by step pro-
CUas Tt Chiset o reven shoald iddude

CoPersenab G e gt superysors o sobiar! thar coope X.I“\‘n .lnd
foclcave e pestereaes tor detnibation amone ther emplovees,
[hese s an van ateo e gaed tor discussiony onob dassiication prin
TR A L wessiens stotind stresschoews the svsteny belps insure mu'rnal

ity amd exvernal compeiitiveness i pay tor em p]u\u-
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2. A specitic date tor chruning the complete questionnaires trom the
" Supervisors N

L] - .

A review of the completon, questionnaites preparation ot job des-
criptions, and evaluation of the positions using the eusting job evalua-
tion method

4. An audit ot the intormation contained on the..uestionnaire with
the appropriate employvee at there is some question regarding the intor-
mation provided on the questionnaire. -

5. A suminary ot the results of the review with the supervisor. This
may be done through dorrespondence. but another visit is suggested it
.. extensive changes in le\\lllk ation are made.

-

o. Updating the pe ‘reonnel records, whete nh.m),t-\ in the job descrigr

tion or position ddassitication have been made. .

Onge all positions en ompassed by the classitication system have been
reviewed. 1t will probably be time to starf aver again! This time it may be
sutticient to request cach supervisor to review the complete job descrip-

~

tiens which are only a year or two old and, make any necessary changes.

. The afalvst can then reviess the changes and make any necessary classiti-
cation adjustments In order tor the review to be ettective, changes that
develop should be implemented in accordance with good personnel prac-
tices and within budpetary limitations.

-

ERIC . |
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Exhibie 2F

[

. ; DO NOT WRITE IN THIS S"ACE
]
Job Title
L * Classitication

New Posliion Description
QUESTIONNAIRE

Salary Grade

SUa'ry Range.
Preapare a sepirate descnption lor sach new position re- . :
quested. Forward original cogy only 1o this department L Recommended 8y

[1 Suggested Joo Title Tl2 Oepartment N Ii Date of Request

|

|

,t Who wilt be the immediate supegyor for um *
| positron? ) a

: Neme: Title '

t 5. SUPERVISION GIVEN TO OTHERS Give the lo“o-mg inlormation sbout othes poomom the incumbent |
L WOUM) EXEICISE SUPEIVISION OV " '

i Attach an additional sheet I more space i1s nesded.

) Title . Name ' Nature of wam

1 [N - e e e ——

; 8 DESCRIPTION OF DUTIES Descnbe the work in wllmonl detail to qtn a clear word ptclm o‘ tho job.

Percent " Describe the more :mportant of Lime-CORSUMING duties lirst. Use separate paragraphs for
of Totsi Time each kind of work In the ielt column, estimate how total working time is divided.
N odd spaice as necessary/

- 7 What quahitications shouid be requited for this postion™
; .

A Minimum Educational Requitements .
Qrammar school youars
High school - YOM'S, MBjoning in

Yocational school with trgining in figld ot

Business college or partial coliege (1-2 years) speciahzing an

.

College (graduate). majoring in

University graduate study for years, majoring in

‘ERIC - B

Aruitoxt provided by Eic:

R T

.
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B. Minimum Experience: (List amounts and type)

C. Essential knowledge, skilis, and abilities. -

»

. Q Uconses:

.

6. Remarks: Submit any othet information not covered above. Attach additions! shee! if needed.

. Date: Title’ /mm: )
_10. Dean, Director, or his r‘oov;;;mm: The above siastements are accurate and compiete. | am sealistied to
have thia position classitir on the basis of the information given.
- rd - -
Date: Title: Signature:
A e .

-
-

NOFE S aitvonts s wocd analusas or desonptiont form tilled ont by a wgperivtan
. . )

cotdd e e todd e New Poation Descnption questioopnaiee o bl the requtre-

trtentts llictrated T e

ERIC ~ . ' -




3. benefits .

. . . ,

Employers have traditionallme‘ntho_nonwagc‘compemtion items
as "fringe benefits.” A trend has developed, however, to omit the term
“fringe” and to refer to such compensation as “benefits programs”; this is
a result of the growing awareness of employers that benefits are an inte-
gral part of their overall compensation program. Employers must pro-
vide benefits that are comprehensive, as well as competitive, in order to
attract and retain competent émployees.

The employer's cost of offering an essential beneﬁts program has in-
creased significantly during the 1970s and will probably continue to rise

in the years ahead. The out-of-pocket cost for benefit programs, that is, -
for all insurance, retirement contributions, and paid time for not work--

ing, (vacations, holidays, etc,) usually ranges upward from 20% of the
salary budget for colleges, dependmg on the types of programs and th-
nature of coverage.
Benefits are usually presented in formal policy statements - -« rriny
vacation and other types of leave; insurance coyerages, such . ..g i 1t
-medical-surgical and life; and retirement programs. Insti’ s s cite
find it necessary to expand or otherwise modify their betw < oy o
to remain competitive. Such a program requires cont’® ' - ¢ s e
review of complex information, reports, and t. ‘nds. ¢ rider . ue
that it is gost-eﬂective and competitive. Many coll s, > . *aisooae dton
to assist 12 benefits planning andprogramming in oid: e B ry
choices an:>  the varicus options and coverages .. - .

‘Commut.kaﬁo;_\_;.s’» Benefits ud

A comprehensive b nefits package includes man, Jd. e ‘
items such as coverages, exclusions, ard regulaticns, wh. :
are not understood hy employees. Eftective communical. ~n o « . i+
there{ore necessary. It is important that emplcyees know th- in.. ¢,
of the various benefits plons ard their costs. Frequently, colkye - uni-
municate the fcemer, but o+ slect the latter.

Information concerning a benefits prog:am should be disseminated

through employee handbooks. bulletiits or letters, and the legal plah’
documents that describe essential details. Employees generally fail to
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-
concern themselves with such details until a need arises, but this does not
indicate that benetits should be communicated only on a need-to-know

. basis.

An excellent means of reintorcing the benehls-commumcahon process
is to cover different eleinents of the program in brief articles in the college
house organ. If there is none, an attachment to a regularly published
calendar of institutional events is a good alternative. Such communica-
tions are generally well read by taculty and statf. and.information on the
benefits and on their cost to the college can be effectively delivered at the
same time. Information on benefits should be presented periodically, to
faculty and statt through written communications, workshops, meet-
ings, or preterably a combinrajion of these.

Individual Benelits Statements

The. “individual benetiis statement,” or “personal annual report” isa
uscful ‘tool in communicating basic benefits and related costs. Such
statements have grown in popularity primarily because of the Employee

- Retirement Income and Security Act of 1974 (ERISA), anc because com-

puter and word processing services have made their production more ef-
ficient and reasonable. Some institutions use a computerized benefits .
statement for each taculty and staff member and mail these annually to’
their homes. Sottware packages for payroll and personnel are available
from various vendors, or statements can be designed by the personnel or
benefits department “in house” with the cooperation of the college com-
puter center.

“An individual benefits statement generally includes salary informa-*
tion, brief explanations of insurance coverage and amounts, pension and
annuity data, and vacation and sick leave balances. The employer’s cost
is also indicated, as a percentage of salary, whirh demonstrates to
employees that benefits equal a certain percentage of salary. It is recom-
mended that intormation ct this type be sent to the employee’s home so
that it can be read by the employee's spouse, to reinforce communica-
tion. Abbreviated benefits statements can be produced manually on an an-
nual basis at minimal cost to the institution. (See Exhibits 3A, and 3A,.)

. This chapter describes a typical college benefits program under three
sections: noninsured benetits, insured benefits, and statutory programs.

'Noninsured Benefits

The typijcal benefits accorded college employees are generally allo-
cated in an institution’s “personal services” budget, since these beefits
relate to compensation and have recurring application. Institutional
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policy stateménts that formulate such programs usually incorporate

“eligibility criteria” and occasnonally restrictions or conditions on the use
of bcndm

Holidays

Paid holidays traditionally have been included as part of the benefits
package for college employees. Specific holidays and their number vary
among institutions, usually based on the academic calendar. Most such

calendars provide Christmas Day, Néw Year's Day. the Fourth of July, -

Labor Day, Memorial Day, and Thanksgiving Day as paid holidays,
.with the total number ranging approximately from six to twelve. The
costs of holidays can be reduced if they are designated during periods
when classes are not in session.

Holiday policies _typically mclude certain eligibility criteria; the
follawing statement is an example. “Employees will be entitled to pay ‘or
college holidays, provided they are in pfy status (that is, receiving
remuneration from the college through working, sick leave, vacation, or

funeral leave) on the workday immediately precedmg the holiday and

the workday immediately following the holiday.” Such eligibility criteria
tend to reduce absenteeism, which can become excessive immediately
preceding or tollowing a holiday.

Sometimes a policy statement is included that requlres an individual to
have been employed at least 30 days prior %o the holiday in order to
receive holiday pay. Another form of controlling holiday pay cost relates
o eligibility tor holidays subsequent to resignation. The following is a
typical policy statement: "It an employee terminates employment, he or
she will not receive pay tor holidays occurring after the last day worked,

‘even though the holidays tall within the penod of projected terminal

vacation leave.”

Most institutions provide some form of premium pay for employees
who are required to work on a college holiday. This may range from pro-
viding pay for the time worked, plus pay or equivalent time off for the
holiday. to double time tor all hours worked on‘a holiday in addition to
the holiday pay (triple pay). Regardless of the type of premium pay of-
tered, it should be stated carefully in writing so that it is understood by
everyone involved.

Another policy consideration is the calculahon of overtime lor a pay
period that includes a holiday. Some employers compute weekly over-
time on the basis ot time worked rather than time paid. Other employers
calculate overtime on the basis of time paid, which could include holi-

seiected, a clear po

days, vacaiion, tikkbl;ave. and funeral leave. Regardless of the options N
li

statement is desirable.

~
N
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A sample policy. which incarporates holiday time as a basis for weckly
. avertime compensation, might state: “Any college holiday for which the
employee receives pay will be counted as a day worked for computing
weekly overtime, unless a holiday falls on an employee’s regular day off,
when e or she will-be given one day’s pay at the regular straight time
rate. In such case, the unworked holiday shall no: be included as hours
worked for the purposesot computing overtime.” Since it is possible that
an employee could receive both premium pay and overtime pay for the
same hours, it is quite common for a policy statement to include a dis-
claimer for the payment of both, such as, “"Whenever premium pay and
overtime pay are both applicable, only the overtime pay will be paid.”

There has been a trend to prorate holiday pay for part-time and tem-
porary employees. When these employees are granted holiday pay, the
2ligibility criteria are usually more stringent than those for regular, full-
time employees. Such a policy is illustrated as follows: “Payment for col-
lege holidays will be prorated dependent on the part-time employee’s
regular weekly work schedule, provided: (1) the employee has been on
the staff at least 30 days immediately preceding the holiday, and (2) the
employee works the last college workday preceding the holiday and the
tirst college workday following the holiday.” '

Vacations

Although vacation allotments vary among employers, there are stan-
dard allocations to serve as a basis for policy development. Two weeks
ot paid vacation are common for nonexempt employees and three weeks
are typical tor middle managers. Four weeks are standard for Fxempt or
. administrative employees. it is also usual for employers to increase paid
vacation for nonexempt employees, based on their length of service with
the institution. This allowance is frequently increased tothree weeks of
vacation atter tive or more years of service and four weeks after ten or
more years of service as tangible recognition and appreciation.

Some caveats should be considered in drafting vacation policies. Vaca-
tion should generally not be given in advance, that is, employees should
be required to earn vacation by working a specitied period before being
eligible to use vacation. A typical policy is to stipulate that vacation
earned in one year (or shorter period) is to be used in the next year (or
shorter period). For example, “vacation will begin to be earned on
employment. but will not be available for use until the beginning of the
month tollowing six months of employment.” The policy should also
clearly state whether employees earn vacation based on their anniversary
date or within a tiscal year and should address the carryover of vacation
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from year to vear. For example, “The vacation year is July 1 to june 30.
All vacation earned in a vacation year must be used by June 30 of the fol-
lewing year.” The absence of such a congrol could impair a department’s
ability to operate efficiently. :
The policy should contain a statement that vacations are to be sched-
juled in advance and at a time agreeable to the employee’s supervisor in
accord with the neads of the department. Holidays that occur dufing an '
en.ployge’s vacation are not usually charged against the employee’s vaca- .
. tion b‘te The policy should also state whether extra pay in lieu of
y . vacation is permissible or prohibited. There may be unusual instances
where such pay js ellowed, but generally it should be discouraged.
The policy should state the minimum and maximum amounts of vaca-
tion that ¢an be used at one time, for example, “vacation may not be .
taken for less than one day. nor for more than two weeks.” In instances
where a vacation preference must be decided.between or among em-
ployees, seniority or length of service is an excellent determinant,
Finally, the policy statement should include a specific statement re-
garding how much time an employee must work during a designated *
period in order to earn vacation. A sample follows: “Employees will earn '
vacation at their appropriate earning rate provided they are in a ‘pay -
status’ for at least 1S workdays during the calendar month, or at one-half -
of their appropriate earning rate provided they are in a pay status for at '
ast 10 workdays, but less than 15 in the month.” Vacation balances -
be centrally maintained in the personnel or payroll office.
A few employers stipulate that an employee forfeits vacation benefits
" o, discharge, or on failure to give two weeks' notice on resignation.
‘However, the legality of these provisions is questionable and they should
not be used without the advice of legal counsel.

Sick Lease

It is traditional to grant employecs some protection against loss of pay
because of illness or injury that is not related to occupation (worker’s
compensation covers accidents occurring on the job). Sick leave pro-
grams that afford employees.paid time off based on hours worked are
common to the majority of colleges. The sick leave earning base varies
but generally ranges from one-half day per month to one day per month, ‘
Some colleges place restrictions on the total amount of sick leave accu- b
mulation. Some offer their sick leave programs as the sole income protec- ‘
tion for illness or accidents of employees: others coordinate sick leave ‘

—e— .= " with either shart-term.or-long-term disability insurance programs. (These - —— - -
programs are described in the “Insured Benefits” section of this chapter.)

‘-
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Most msmunons have historically viewed sick leave programs as “in-
. surance” type programs. that is, programs to be used in the event of ill-
ness or accident;.however, some colleges have modified their programs
in recent years. The standard modification provides a form of payout,
usually at a reduced rate, for sick-leave that has been earned but not used.
The payout does not usually become operable until the employee bas ac-
cumulated sick leave to a certain level. These modified programs are
usqally intended to curb sick leave abuse. Each institution must decide °
the advantages and disadvantages bf such an approach. A more common
. teward for employees who dc not use available sick leave is to provide a
lump sum payment at retitement equivalent to the accumulated balance,
or tQ a percentage of the accumulated balance. :

Despite these reward systems, sick leave abuse has become wide-
spread. Measures such as written warnings and disciplinary suspensions
may be required to check such abuse. Various considerations should be
included in sick leave policy statements. For example, the earning rate
should be clearly stated as well as the smallest unit, if any, in which sick
leave may be used. Employers that permit sick leave to be used in units as
small as one hour or less may find significant abuse, such as employees

" leaving work early. Limiting sick leave to units of not less than four
hours usually controis such abuse. However, there are obvious disad-
vantages to minimum use requirements, and each institution should
weigh such options carefully.

A policy statement should indicate that sick leave is to be used only for
the employee s illness, unless a more liberal use is desired. It should also
staté’ whether sick leave can be used for medical and dental appoint-
ments. To control abuse, some employers require a licensed physician to
verify the illness.

It is also common to base approval of sick leave on the * ‘timely” notifi-
cation by the employee ot his or her supervisor. This is usually estab-
lished as a certain time prior to the beginning of the scheduled work shift
or within one hour atter thebeginning ot the shitt. A sick leave policy
should also provide tor continuing notification by an employee during
an extended illness. Sick leave benefits should be madc available for all
types of iliness as a matter of good personnel practice. Employers, by
 law, must not exclude temporary disabilities relating to pregnancy from
provisions ot a sick leave program. ‘

Colleges should stipulate in the written policy how much hme an
employe¢ must work during a designated period in order to earl sick
leave._This eligibility criterion is usually the same for both vacition and
sick leave. :




* Personal Leave

o’

benefits

A relatively new policy among colleges is to provide employees with
paid personal leave rangigg from one to three days per year. Personal
leave is usually intended to cover one-day absend@ds which occur occa-
sionally for business or personal reasons or for religious holidays.
Employers usually requite advance notice and supervisory approval for
absences,” but generally supervisors are advised to accommodate
employees’ “personal leave” requests whenever possible. Many college
administrators beligve that the existence of a personal leave policy per-
mits them greater control of vacation requests and schedules:- However,

adequate reporting and approval contrcls should be made a part of
such policies.

Funeral Leave or Bereavement Leave

Most colleges provnde funeral leave with pay to employees lollowmg
the death of a member of the immediate family or other relative. Institu-
tions differ in the numbser of days accorded employees, the definition of
immediate family and other relatives, and the purpose’ of the leave.
Many problems can be avoided by ‘having the policy distributed in
writing to the campus community. An example follows: “Funeral leave
of three work days with pay will be granted immediately following the
death of a member of the immediate family or household. (Immediate
family is detined as husband, wife, father, mother- son, daughter,
brother, sigter, father-in-law, mother-in-law, daughter-in-law, son-in-
law, stepfather, stepmother, stepson, or stepdaughter.) One additional
funeral leave day will be granted for funeral services for a member of the
immediate family that-are conducted beyond a 300-mile radius of the col-
lege. Funeral leave of one workday with pay will be granted for the
funeral of the following relatives: grangdfather, grandmother, gran hchnld
brother-in-law, sister-in-law, uncle, aunt, nephew, or niece.’

Although most pylicy statements will not be tfis detailed, they should
be suihc_nengly inclusiVerto permit consistent interpretation and adminis-
tration. Many institutions provide one day off with pay. but.on request
will permit additional unpaid time off. Other institutions charge luneral
leave against an employee's sick leave balance - f’

1

Jurs Duty and € ourt Witness

" Colleges otten provide leave for jury duty without loss of pay. Some
institutions compensate the employee based on the difference between
his or her regular pay and the amount recenved for serving as a juror. A

.~
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fe;nr ln}tltuﬂom have expanded the jury duty provision to include service
as a court witness in cases where the employee is not a party. Submission - -
of a subpoena prior to such duty is usually a condition of compensation. -

Declared Univn.sily Closings

Many institutions have developed compensation policies to cover
declared university closings for inclement weather, days of mourning,
acts of God, etc.dt is advisable to develop a policy in advance to cover
unusual situatiots. Generally, such closings occur on short notice and do
not provide sufficient time to develoﬂ reasonable compenunon policies
for the occasion.

An example of a compcmati&\ policy for a declared collep closing_
follows: “This sets forth the compensation policy for certain college holi-
days or closings, which shal| be only ‘as declared by the board of directors _/
or the president of the college and shall include declared days of moumn-
ing and days set aside to honor a specified person or event. The policy is
applicable to unique, one-time closings that are generally of not more
than one day's duration.

“P, “nanent, part-time, and temporary employees who are scheduled
to work, or who arg in a pay status but do not work due to the closing of °
the college for the reasons indicated, will be paid‘according to the hours
theyavere scheduled to work that day. (In other wdkds, they will not suf-
fer a loss in pay due to the closing.) Employees who are pot scheduled to
work, those whoarg ona scheduled day off, or on temporary or pemu
nent layoft Willgnot receive compensation.

. "Employees who are required to work to maintain euentlal or neces-

sary services on 'the declared day will receive their regular rate of payfor
the hours normally worked plus a:comparable amount of pay or equiva-
lent time off computed at their regular hourly rate for the hours worked. .
"An employee will Be considered to have worked or have been scheduled
to work on the declared day if the majority of his or her regulatly sohql
ulcd shift falls on the declared day.

" “This policy excludes closing or reductions in work force related to
college vacation periods, energy or resource shortages, or o&her condi-
tions beyond college control. (Such clesing or reductions in work force
shall be considered temporary or permanent layoffs, as appropriate.)”

. I B
' Leaves of Absence o . -

Colleges usually have either written or oral policies covering leaves of
absence for staff employees. Such golicie. typically accord the employee

L 1.
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34 continuity of employment and service credit for the period of the leave.

‘Leaves of absenve usually are granted without pay for periods not to ex-

. ceed 3 mopths*for purposes such as education, military service, per-

C . sonal reasons, family emergency, child cace, or maternity: Maternity

. leaves, by law, muit be of the same duration as other leaves and may be
_¢ ' . with pay, that is, the employee can be eligible to use sick leave for a -

' period ofstemporary disability, as determined by a physician,

> A college should have a written policy for-leaves of absence. Many -

.. . such policies use a specific length-of-service condition as an eligibility re-
quirement, for example: “Generally, leavés of absence are not granted
unless the employee hes five or more years of service at the college.”

- Leaves of absence policies usually permit the employee to continue in-

| ’ benefits during the leave and to return to the same job at its ex- -

- J 'pintion.'wﬁ instances, if the college continues its share of the:

L premium cost for insurance benefits during the-leave, an employee will

« . berequired to reimburse the college for these premium costs if he or she

: fuils to return to work for a period of time equal to the leave of absence.

. Another condition may base continuation of the institution’s share of the
premium on the type of leave taken. Many colleges also permit individ-
ual supervisors to authorize informal leaves of absence without pay for
up to two weeks. Requests for leaves of absence should be made in writ-
‘ing and approval should be granted in writing. (See Exhibit 3B.)

Any- eligibility ér contingency requirements for leaves of absence
should be explained to employees in a general policy statement, as in this
illustration: “In determining eligibility for leaves of absence without pay

-~ -in excess of two weeks, the college will review the supervisoi's recom-
<0 mendation, the employee’s \zork record, the employee’s length of serv-
ice, leave previously granted, and the reason the leave is being requested.

. If granted, a leave of absence guarantees the employee the right to return

to the same or similar job at the expiration of the leave-All leaves will be
calculated from the last'day of actual work. An employee may be paid
vacation as of the beginning date of the leave (last day of work), but this

. does not extend the period of the actual leave. An employee's seniority

" continues to accrut during a leave of absence; however, vacation and

“sick leave are not accumulated during a leave of absence. If an employee
fails to return at the expiration of the leave for at least the period of Time
cornparable to the period of the leave, he or she will be required to repay

[

leave of absence. Whenever the circumstances under which a leave is
granted are alte.ed, the leave is immediately cancelled and the employee

must return to work." Some policies also state that failure to return at the *
expiration of the leave is tantamount to resignation. '

the portion of the insurance premiums paid by the college during the . .

/
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Educational Assistance 1’lans

Most 'colleges have deveioped liberal “educational assistance” pro- .
grams for staff employees, in which tuition is reduced or waived. This
benefit should be well publicized to employees and to prospective
,employees since it can serve as an excellent recruitment, retention, and
development tool for the institution.. Usually such programs offer re-
duced or waiyed tees for courses that are (1) related to the empioyee’s
present job, (2) related to the employee’s potential development within
the college. or (3) part of a program leading to a degree us determined

. from an approved plan of study.

., .Frequently, such plans require one year of service with the mshtu'hon
as a condition for program eligibility. Most educational assistance pro-
grams incorporate limitations on the types and number of classes that
may be taken during the employee’s workday. Usvally, an employee will
be allowed one class during work hours, provided that the class is di-
rectly related to improving the employee’s job performance and is not of-

* fered at times outside the employee’s work hours. .

_In additidn to these standard tuition waiver programs, some colleges
extend similar educational benetits to dependents of empibyees. Some in-
stitutions further sweeten the educational benefits for employees
Jdependents by paying part or all of their tuition at another college

1 sually the college limits its tuition contribution to a specified amount.
w4

" Andillary Benefits

There are many other noninsured benefits offered by institutiors of
higher education that should be reduced to writing and communicated to
employees. Examples of such programs are: '

Distounts on athletic and concert tickets
Discounts at college hookstores

Health center privileges »

Librqﬁd privileges

Recreationt'privileges.

Blood banks

Unitorms

Check cash. I

Insured Benefits - K

Programs described in this section typity insured benefits, in which a
college contracts with an mj.\rance carrier to provide certain coverages.

~ 4
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The cost of various insurance programs, particularly health insurance,
has risen dramatically during the last few-years, and the trend continues.
Therefore, prudent management requires continual review, monitoring,
and comparison of cost, coverages, and claims to insure cost-effective
and competitive insurance programs.

Contributory vs. Noncontributory

Whether the college should share premium costs for insurance pro-

grams with employees—or to what level these costs should be shared—is
a subject of controversy. Insurance carriers and employers traditionally

have adhered to the belief that more effective claims control results when

employees share the premium costs. However, the current trend is for
employers to absorb an ever-increasing share of the premium costs of

. various insurance progranis because of a growing need to offer benefits
that are competitive. Unions have persuaded many employers to agree tq,

noncontributory programs and this trend has subsequently crept into the
nonunion environment. Noncontributory coverage today typifies, to a
greater degree, life insurance programs, and tq a lesser degree health in-

- surance programs and long-term disability programs. Short-term disabil-

ity programs are frequently noncontributory.

L

b}

”~

L4

Mandatory vs. Voluntary Enrollment

- In noncontributory programs, enrollment is usually mandatory. In
contributory programs, however, where the employee is required to
share part of the premium cost, mandatory enroliments can provoke

strong objections. An employer cap usually justify the mandatory enroll- .

ment program-if thé employee pays the lesser share of the premium.

Mandatory enrollment occurs primarily as a requirement of insurance
carriers that stipulate participation of a high percentage of the eligible
group as a contract condition. Carriers believe they can reduce the possi-
bilities of “adverse selection,” that is, that only employees with health
problems will- enroll, by having an enrollment requirement.

Health Insurance

Health insurance programs cover aoctor and related medical prac-
titioner care, hospital and related medical facilities use, and prescription
drugs. The two primary types of health insurance plans are: (1) basic
hospital-surgical-medical insurance, and (2) major medical insurance.
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Baste Ho-ptal Surgical Mede al Dsprance The. Well'k'rown ‘Blue
Cross-Blue Shield plans are representatlve of typical basic health in-
surance programs Many other carriers offer comparable plans. Gener-
ally, these plans provide a “schedyle of benefits” that outline the basic
coverages and sometimes the exclusions of the plan. New employees are
usually covered from the first day of employment but there may be a
-waiting penod ora penod of open enrollment, suchas a specuhed ‘month.

. each year.

‘Carriers of “basic™ health insurance generally offer a series of beneht

~ schedules from which the employer selects the level of coverage desired.-

The “usual and reasonable” or “usual and customary” schedule is

~ generally the most expensive because it provides for total payment or fu".

reimbursement of covered expenses. These “usual and customary”
schedules are updated penodncally by carriers in order to k&ep pace with
rising costs.. ..

In addition to the full reimbursement coverage descnbed above. most

' carriers offer at least two other schedules that provide for payment or

reimbursement of expenses based en iimited days of hospital coverage,

‘and have a dotlar ceiling for schedules. Although basic health plans may

provide essentially the same coverages and indemnification schedules,
the premium costs can differ considerably among them because of a’
group's claims experience or the carriers cost of operations.

Following are suggestions for efficient cost-control measures in basic
health insurance;

1. Program rosts can be reduced significantly by not providing hrst
dollar indemnification ot reimbursement.coverage; and by coordinating
the basic program with a major medical plan (see page 113). The contract .
should include 3 “coordination of benefits” provision whereby claims are
coordinated and shareti with other group plans under which an employee
may be covered.

2. The employer's \prem,nu'm contribution can be limited to the
employee only and not applied to dependents. It should be kept in mind,
however, that there are conslderatlons other than cost associated with
this option. i

3. Taculty, staff, and spouses who reach age 65 should be transferred
to Medicare and Medncand supplements. Most programs offer high and
low suppluments that provide benefits similar to basic health insurance
programs at considerably reduced costs. Under Department of Labor
regulations, health benefm by a Medicare 'supplement must be equal to
those provided by an employee benefit program. If the institution’s basic
health plan is expertente -rated, separate claims experience should be

f~
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requested for Medicare supplements, if both ‘these plans are with the
same cartier. ’ ’

4. Claims experience reports and occurrences should be analyzed to
determine adverse claims experience and areas where coverage should be
reduced or expanded. An attempt should be made to negotiate rate in-
creases with the carrier, and to project the cost impact of pronosed
changes in the level and types of benefits. '

S. If ‘coverage of prescription drugs or dental or optical coverage is
offeted, it should be included in the major medical plan rather than in the

, basic plan to reduce initial dollar coverage and premium costs.

6. Take advantage of “pooling” rates, whergby adverse claims above
d certain level are shared with other employers. . ‘

Major Médicaplisuramce _Most colleges follow a two-plan approach
to health insurance, that is, a basic hospital, surgical, and medica! plan

coordinated with a major medical expense plan. As the name implies, - °

major. medical plans were designed to indemnify employees against

‘catastrophic medical expenses. [t is not unusual for plans to have expense

ceilings of $100,000 to $250,000 or higher, A recent trend in major
medical program desigit has been the IitQimion of the deductible, a
feature that limits ap employee's total out-of-pocket expenses to 4
specified amount, usually one thousand or twq thousand dollars in a
calendar year. Most major medical plans reimburse 80% of covered ex-

penses that are not reimbursed in the basic plan.

If institutions place most benefit plan improvements in their major
medical plan, premium cost impact will be smaller than if more benefits
are contained in the oo g ) '

Several major medical plans incorporate dental insurance as an op-
tion. Such plans usually cover, at the level 'of 80% or lower, certain 8fen-"
tal expenses that exceed $500 or $1000. Colleges that are contemplating

- dental coverage should explore limited coverage under the major medical

plan in order to control costs.

Most plans are calendar-year plans, that'is, all covered expenses in- )
curred during the calendar year are combined for purposes of computing
the deductible. A feature of many plans is the “family” deductible, which
provides for reimbursement based on a deductible of $100 per individual
or $300 per family.

*NOTE: Responsibility tor enforcement of the Age Discrimination in Employment Act, as
amended. was transterred trom the Department of Labor to the Equal Employment Op-
portunity Commussion (EEOC) ettective July 1, 1979. The Department of Labor had prom-
ulgated regulstions concerning employee benefits under the Act prior to the transfer.
However, EEOC announced after the transfer that it wouid conduct its own analysis of the
Act's efted on employee benetits and then issue’ guidelines on the subject. As of this
writing, EEOC has not yet revealed its guidelines. :

12;
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Ma'or medical plans are a necessity in health insurance programming;
the catastrophic illness or accident must be indemnified or personal
financial disaster could result.

Health Mavttenance Organizations. In the last tew years, the preven-
tive medicine concept has become popular, and Health Maintenance
Organizations (HMOs) have emerged to provide prepaid, comprehen-
sive medical service, which is offered for a flat premium without regard
to indemnification schedules. Federal regulations govern an employer’s
responnbalmt-s with respect to HMOs; these regulations, which include
«determination of~ the employer contribution, may be found in
NACUBO' Federal Regulations and the Employmenl‘Pracnces of Col-
leges and Umversnhes

= [ .
. Over the last decade, employers haye taken major strides to protect
thﬂr employees against loss of income because of illness or accident.
Disability insurance programs have evolved as a primary vehicle which
provides income continuation during periods of disability. There are two
primary types of disability insurance: short-term disability plans and
long-term disability plans. -
Shart- Ferm Disabniity Plans. The traditional form of short-term assis-
tance at colleges is sick leave. An increasing number of colleges are

replacing or coordinating their traditional, noninsured sick leave pro-

-

gram with an insured short-term plan. Employers have moved to coor-

- dinated plans primarily to stabilize and limit their potential costs. Such

plans usually provide income replacement at approximately two-thirds
of salary for disabilities occurring from either accident or sickness.
Typically, these plans have a one- to two-week waiting period and a
total benefit period of vither 13 weeks or 26 weeks. (On-the-job injuries, -
which are covered under worker's compensation, are generally excluded
from coverage.)

Short-term disability plans provide income continuance for periods of
temporary disability. If employees are disabled for five" months or
longer, they may be eligible for social security disability payments.
Short-term disability plans bffer excellent protection and security to
employees: however, their cost is high. Disability contracts should in-
clude a provision that disabilities be verified by a licensed physician.and
not by the carrier's claims administration personnel. This provides for a

. more objective deteymination and one which ultimately will receive

greater acceptance by employees.
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« Long-Term Disability Plans Long-term diubility (LTD) plam are far
.. morecommon than short-term plans in higher education."The customary
v dividing line between short- and long-term plans is the initial six-month
period. Few disabilities extend beyond six months and many colleges
. provide sick leave for part or all of the first six months of disability.
~ Long-term disability plans frequently are provided to exempt employges
only; insurance carriers are reluctant to extend such coverage to nonex- :
.empt-employees. The benefits from such plans are frequently reduced, -° -, .
- offset by, or coordinated with disability payments from social sécurity -
and other benefit plans, thus reducing direct costs of the LTD plan.
LTD plans gengrally have two periods atwd definitions of disability.
The first period is usually for two years; disability .is determined by a
licensed physician, apd is defined as inability to perform the regular v
- duties of one’s occupation. The second period, which typically com- .
mences after two years or 24 months, defines disability as total inca-
pacity, as determined by a licensed physician; to perform thé duties of
each and every occupation for which one is qualified by reason of train-
~ ing, education. or experience. As with the short-term plans, exclusions
are generally made for occupationally related injuries or diseases, which
- would be covered by worker's compensation. Pregnancy, which had
been a common exclusion from LTD plans, is now included because of
the Pregnancy Discrimination Act requirements. LTD plans offer the
ultimate in income continuance during prolonged periods of disability.

Life Insurance

- Many colleges offer group term life insurance for faculty and staff
‘ (contsibutory plans tvpically require an enroliment of 75% or 80% of the
eligible group as a contract condition). Individual coverage is either a flat
amount or an amount based on a percentage of salary. A common prac-
tice is to offer coverage of from one to two times annual salary. Plans
based on salary provide increased insurance coverage along with increases

in salary. .

Another feature in life insurance programming is supplemental life in-
surance, whereby employees may opt for variable additior.ul coverage in
spécified amounts or increments of annual salary. In addition, employees
may purchase insurance for dependents in flat amounts, such as $5,000.
This optional insurance is usually fully paid by the employee through
payroll deduction. Most group life plans incorporate accidental death

. and dismemberment (AD&D) coverage as part of the base plan or as a ~
supplement. This feature, which is relatively inexpensive, provides
specified indemnification for death resulting from accident or for
dismemberment of certain parts of the body.
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Maintaining coverage for retirees is a sensmve concern for institutions,
Many insurance contracts have no provision for retiree life insurance;
others reduce theface amount of coverage by S0% at setirement and
some reduce the level to a nominal amount, such as $5,000. An institu-
tion that fails to reduce.significantly the face value of coverage for a
retiree will ultimately be confronted with staggering <laims expmence
and significantly higher premnums

Most plans incorporate a “waiver of premium” provision, that is,
premiums are’ automatically waived .for an. employee who becomes

“totally and permanently” disabled. If this feature is not included as part
of a plan it can be added at very little cost.

Miscellaneous’ Insurance Coverages

Accidental death benefits may be provided by a blanket insurance
policy covering employees while off the campus but traveling on cullege
business. The cost of “airport insurance” or personal accident insurance
policies should not be a reimbursable travel expense if a college insurance
policy of this type is in effect.

Colleges should also be alert to the * ‘dread disease” insurance programs
that provide insurance for cancer, diabetes, etc. The coverag~" are very
specific and usually are not justified in terms of the premiums paid and
the probabilities of occurrence. Employees who desire such coverage can
obtain it directly from the carrier.

In addition to typical health, life, and disability insurance prosrams
carriers have developed “mass merchandic.ng,” which is not a true group
program, for automobile and homeowners insurance. These programs
usually do not include any premium contributions from the employer,
However, employers are responsible for payroll deductions of

premiums. The premium costs for the employees are purportedly dis-

counted for group participation. These programs have received mixed
reviews from institutions that have made them available to their

employees because of the risk that any dissatisfaction with claims han- -

dling or costs will refle.. on the college. Institutions should carefully

. revieyhd analyze the experiences of other employers who have tried

the‘.prvnces
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The retirement program probably represents the single largest benefit
investment for any college. A well-designed retirement plan is essential
for the attraction and retention of a qualified faculty and staff. In design-
ing retirement -plans. institutions must consider income options, por-

tability. vesting requirements, whether the plan will be contributory or
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noncontributory, whether it will be based on defined benefits or defined
centributions, whethe# it will be self-administered, and a host of other
factors. Retirement programs must be administered in accordance with
PB';‘I'SW of the Employee Retirement Income and Security Act of 1974
(ERISA). ' — .

* Retirement plans fall into two basic categories: (1) défined benefit
plans, in which the payout for the gmployee at retirement is fixed by for-
mula and (2) defined contribution plans, in which the amount paid into
the pldn is fixed and the payout is variable. ]

Detined Benefit Plans

Under a defined benefit plan, retirement income is fixed asso many
dollars per years of service or as a percentage of salary in the last years or
highest salary years prior to retirement. To be adequately funded, these
- plans require that funds be set aside in advance which will allow, by ac-
tuarial assumptions, for the uncertainties of salaries, life expectancies, in-
vestment earnings, and projected years Jf service. '

Defined Contributior. Plane

Under the defined contribution plan, the fixed factor is the periodic
payment into the fund on behalf of the employée. The retirement pay-
ment or annuity will depend on investment earnings and life expectancy.
TIAA-CREF plans are defined contribution plans. ‘ .

Most college retirement plans are contributory, that is, the collegeand .
the employee share in the contributions. The majority of retirement pro- -
grams are mandatory, usually after one or two years of service,
Variables to be considered in designing a retirement plan are complex; in-
stitutions should thus consuit experts before establishing programs or
modifying existing programs. . '

Preretirement Planning Progrants

While most colleges have retirement programs, most have failed to
provide planning, counseling, or programming for the transition into
retirement. However, in the last several years, institutions have recog-
nized this serious void in their benefit programs and have taken steps to
correct it.

Preretirement planning programs are offered on many campuses to
assist employees to prepare for retirement. Such programs are designed
to provide prospective retirees information on the multiple facets of
retirement. Former retirees, doctors, lawyers, accountants, and recrea-
tional ¢.:thusiasts are used as faculty to aid prospective retirees in the

13;
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. transition; programs are generally offered on a voluntary basis and their
costs are nominal. (A recent book on the subject by Ronald Garrison and
Clark England entitled Retirement—A Time For Fulfillment. published
by CUPA, provides a thorough descriptjon of preretirement planning.)

Statutory Pro;u'_ms

Small colleges can realistically consider the option to self-insure some
statutory benetit programs. including those that follow:

Worker's Compensation

Injuries arising out of or during the course of employment are covered
under state worker's compensation laws. Although such laws vary from
state to state, they have many similarities. In most states, employers may
self-insyre for worker's compensation; however, some states prohibit
this practice. Under worker's compensation laws, employers are*held
responsible for the reasonable medical cate and expenses of an injured
employee as well as tor continuing compensation as specified by indem-
nity schedules tor specific periods of time. Most state laws also require
compensation tor permanent-partial and permanent-total disabilities as
well as tor death resulting from injury. Sinte campus employment
historically has been nonhazardous, college employees suffer few dis-
abling injuries. Because of the limited exposure to risk, many colleges
self-insure their liability under worker's compensation laws. :

Some institutions negotiate a form of coinsurance with a private car-
rier under which the college becomes totally liable for any expenses up to
$10,000. The insurance carrier as;umes liability for expenses in er.cess of
the $10.000 ceiling per injuiy. This type of coinsurance is an effective
hedge ‘against catastrophic claims, yet it significantly reduces premium
costs to the institution. Some colleges purchase comprehensive wosker's
compensation insurance: this truly reassign« the risk to the insurance car-
rier. but the premiums tor such coverage can be expensive.

Unemploy ment Compensation

" General guidelines tor unemployment compensation a.e prescribed for
the states by tederal laws. Each state, in turn, has. its own law which
complements the tederal law. These laws vary somewhat among states,
but generally the difterences rela.e primarily to compefsation amounts
and eligibility periods. Under federal law, colleges have the unique op-
tion of determining whether they wish to pay the unemployment tax rate
on their eligible payroli or be billed for actual charges under the “reim-
bursement method. The tax option is comparable to insurance because

’
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the emp)oyer is limited to the maximum tax rate regardless of the number .

. of claims against the organization. Very few colleges have selected the «

tax method, because the unemployment compensation costs usually are
mudh less under the reimBursement method. Several small colleges have -
found it cost-effective to retain consulting firms, which specialize in
unemployment compensation adminjstration.

Colleges should have an organizel} review process for unemployment
compensation claims. An apathetic approach to claims review can be
costly to the institution. . . . C

The following practices can help to minimize unemployment compen-
sation claims:

1. Maintenance ot detailed records of the reasons for separations. This
‘includes file documentation of the circumstances, carefully worded for
all separations, that is, resignations, discharges, etc. Supervisors respon-
sible for termination notices should be apprised of the need for carefully
- worded statements. .

. 2. Possible use of contract services or temporary help to avoid fre-
~ quent' layoffs in areas ot fluctuating or intermittent employment pat-
terps. .
3. Careful review of probationary employees and early separation of
thase who are unsatisfactory. "
4. Appointrnent of one person to be responsible for knowledge of the
college’s policies and procedures. ' ’ .
5. Yigorous pursuit of appeals and reviews: use of consultants or legal
. ccunsel for assistance in preparing claims, appeals, and reviews.
Under federal law. faculty members are ineligible to draw unemploy-
ment compensation between terms and during summers if they have a
- contract tor the subsequent term. The office responsible for personnel
records is probably in the best position to administer an effective “notice
of claim” review and to file a timely response as required by law.

Social Security

Social security is the basic social welfare program in the United Sates.
The benefits trom social security are substantial and provide financial
assistance not only in retirement but for unforeseen contingencies as
well, such as disability and death. Social security taxes have risen
dramatically in recent years (in 1980 the taxable wage base became
v $25,900, with a rate ot 6.13% for both employees and employers), but so
have the benetits, which .re pegged to the cost of living.
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Exhibit A, Total Projected Compensation Analysis Sheet '

" For

Department
Salary -

(annual equivalent based on 40 hours per week) $

(10% of one’s annual equivalent wage)
Social Security
(6.05% of wages)

Blue Cross '

(provides basic hospital coverage)
Major Medical | b

(after basic medical coverage, reimbursement is ' *
made for 80% of the covered expenses up: to . .

~ $25,000 and 100% from $25,000 to $250,000
after a deductible)

Life lmuunce'

(provides two times one's annual wage
equivalent) - ‘ :

Disability (long term) -

(provides 50% of one’s wage beginning with the -
seventh month of disability)

Financial Aid

(tuition assistance for one's children at 'His

college)

Total Compensation $

Based on the above data, your fringe benefit packagé represents__
percent of your annual equivalent wage. :

Q 18(1
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4. training & development
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Colleges and universities historically have been labor-intensive,. in-
vesting up to 70% or 80% of operating budgets in hufRan resources.
Ironically, administrators in higher education hdve been dilatory in
recognizing that the development of human resources, as well as the
creation of an organizational climate conducive to development, directly
relates (o attainment of institufional mission and goals. Training and
development should pervade the organization. .

Management should prepare staff'to be recepfive to change. Rapid

technological advances may cause obsolescence, and this can render staff .’

ang institution ineapable of responding to the students. In most colleges

and universities, training and development have been dealt with only on '
un ad hoc basis. If .training continues to be viewed from such a'harrgw .

perspective, us a relief for occasional ills, it will be perpetually relesated .

to a low-priority status. An attitude that encourages developmem\is
necessary if training is to (lounsh

Training Programs ) .

n .

Training and development on college campuses range from nothing
more than informal. on-the-job training to’ formalized, comprehensive,
multipurpose programs covering all classes of employees. The breadth
and scope of a program appear to be directly related to institutional slze,
administrative commitment, and program budget.

Some colleges and universities have developed excellent trammg pro-
grams at minimdl cost by using existing resources, such as talent
ayailable on the campus. Basic programs can be developed at little cost.
Examples of available resources include expertise of faculty members,

./!

_, short courses organized by the extension or continuing education divl- -
sion, training sessions by telephone and office machine companies, adult

education courses at local high schools of community colleges.and train-
ing programs through local chambers of commerce and various indus-
trial.associations.

. There are two essential components. in any ‘fective training and
development program, regardless of scope: first, careful idertification
and specitication of training pé€eds and second. definition of objectives
designed to meet identified needs.
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: institutional and individual. Institutional needs are most
through development of a survey instrument circulated
among administrators. The administrator identifies training programs
that should be made available to irprove employee skills and cbilities

_and, ultimately, job performance.

Because training and development programs have not been widely used

for statf employees in higher education, it is possible that supervisors and

adritinistrators are themselves unaware of the kinds of programs that are

" most needed. Therefcio, the survey instrument should list a series of

basic training programs that could be offered. Each supervisor should
select programs that would be most beneficial to employees in his or her
uvnit. In addition; the instrument should be designed to solicit ideas for
other programs that the supervisor beiieves would benefit *™e unit. Basic
ams could include skills development programs such as typing,
shorthand, letter wr.ting, and data entry; apprenticeship programs; su-
pervisory training; sensitivity training; and time,management.
Supervisors should be directed to review their employees’ job descrip®
tions, performance appraisals, and, if they exist, departmental goals and
objectives. Specific employee problems that could be corrected with
training Programs should also be listed on the survey instrument.

Individual training needs can be determined from reference to various’

sources, including employees, who have specific knowledge &n *he sub-

* ject. Empluyees should be encouraged to review their job descriptions

and performance appraisals and the departmental dbjectives in identify-
ing training needs.

Use of a gurvey instrument is time-saving and efficient, and has the ad- -
vantage of demonstrating management's interest in agsisting employee
development. Once the survey ; have been completed! the “wan:s” must

be culled from the real “needs,” and priorities should be eslabhshed on .

the basis of greatest need and avallzﬂf resources.

Lraming and Development Objectives

Training "jectives should be expressed in simple, pragmatic terms
that have common meaning to supervisors and employees. The training
program should be designed to affect what is frequently referred to as

“ferminal behavior,” that is, to improve performance or perturmance
potential. The objectives should describe the skills and behavior that are
expected to result. They should explain what the training will do, how it
wil! benetit ar. employee, how it will help the employee to better perform

o/
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a job, and how it will prepare him or her to do other, related jobs. The
processes for identifying needs and defining training objectives have
necessarily been abbreviated in this book, but the principles are essential
to a sound program.

For a training and development program to be successful,- -college ad-
ministralors must determine the principles of the program. They must
know what the program is intended to accomplish, as well as the pro-
cedures that will best facilitate these objectives. Such objectives'should
be developed both for single training aclivities and for a series of training
programs.

Institutions should begin such programs slowly and gradually develop
their quality. This approach has been successful; it can also facilitate re-
quests for additional programs. (See Exhibit 4A).

Fmplovee Onientation

Employee orientation is one of the foremost basic training programs in
. ’ use today. Unfortunately, many employers tend to devote such pro-
grams primarily to signir,, insurance papers. However, comprehensive
orientation programs can be designed for minimal cost and can acquaint
new employees with their environment, work rules, benefits, and perti-
nent policies and procedures. Such programs can set the stage for a
positive and lasting employment relationship, reducing the turnover of

new émployees by integrating them into the work force.
Since colleges and universities generally recruit new staff employees
- trom business and industry, an orientation program should present the
‘ unique features of higher education. Programs can be easily modnfled to

accor.midate one or two employees.

While the information conveyed in orientation programs may not be
fully retained, these programs have the residual benefit of demonstrating

the institution’s interest in the new employee. They ziso afford the col- .

lege an excellent opportunity to communicate the spirit of the instituticn.
Orientation programs should provide the new employee with reference
material, such as booklets describing policies and benefits, which,can be -
read later at the employee’s leisure. New employees come to a job with
high expectations of doing well, and the institution should encourage this
attitude. ' See Exhibgt 4B.)

cihe s o rarniny Program
tHements ot p Traming Prosra

Three basic elements must be considered in any training the institution
offers:
1. Timetable and Organization of Material. This is essential. How
1~

vy
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much skill is the employee expected to acquire in what period of time?
Both the timetable and the program should be explained so that the
emplpyee comprehends the purpose and benefits of the training. Fre-
‘q of instruction should be predetermined. Instruction material,
training location, y\d equipment should be prepared in advance.

2. Presentation. Learning usually is best acquired through multiple
modes of presentation. The program should be explained and illustrated
by those presenting the program and then, preferably, performed by the
employees being trained. Studies conducted by the Western Electric
Company in the late 1920s revealed that 90% of a person’s job perfor-
mance development was the result of experiences in performing rather

. than of formal classroom learning.* Instruction should be clear, concise,
and complete. ' ‘

3. Follow-Up and Evaluation. Follow-up and evaluation are essential
in determining the progress of the trainee as well as the quality of the'
program. Although imperfect. evaluation remains the best means for
assessing the trainee’s knowledge and deficiencies; it also provides valu-

able information with which to improve techniques and programs.
[ 4 4

Lypes of Lraining Programs

O the sob oraong 107 10 This is the form most commonly used in -
higher education. However, OJT is frequently approached on an infor-
mal basis with little concern for, or application of, sound training prin-
ciples or techniques. Supervisors frequently assign training ' respon-
sibilities to the most senior employee in a unit because this person knows
the operation best. While possessicn of job knowledge is important in

" training, the ability to instruct or to impart knowledge is equally so. On-
the-job training can be more efficient if proper training techniques are
integrated into the program. Job rotation is a variation of OJT that is fre-
quently used and is a relatively inexpensive method of developing em-
ployees’ skills and knowledge.

Vestibulde traione: This is a term applied to programs that simulate job
conditions. Such training is especially useful for training large numbers
of employees in a relatively short period of time, where acquisition of a
few skills is the primary objective. The “role playing” technique is a
widely used form of vestibule training.

m’éfud#sk&nducted by the Committee on Work in Industry of the National Research
Council at j Hawthorne (Chicago) Works of the Western Electric Company. .
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Progranned £ Inthis method, intormation is imparted with
the aid ot a machine. Material -to-be learned is projected on a frame,
followed by a question or problem related to that information. The
trainee.selects an answer; it it is correct, a new frame of information is
projected on the machine. It the response is wrong, the original frame is
repeated. '

This process continues until the trainee masters the tramed informa-
tion. Programmed learning or instruction is very useful as an individual
training aid. and can be purchased from a number of sources at a

relatively modest cost. R

“Intern Snpovoograes These have grown in popularity as a training
medium; they usually begin with a period of textbook instruction, fol- -
lowed by a torm ot on-the-job training in which acquired skills are nur-
tured in the work setting. Such programs combine theory and practice,
permitting the intern to apply what has been learned. They are an ex-
cellent means by which employees can be apprenticed to higher-level

~obs. College libraries are an example of a major area in which ifiternship
pregrams can be used. .

Yieee U e oo Some colleges use regular or spedially desi'gned
courses taught by their faculty as a form of employee training. The cost
ot instruction is reduced because of the availability of this resource. Tui-
tion and fee waiver programs are not only a popular employee benefit, but
also serve as a developmental tool and a useful employee recruitment aid. -

\rioee. oo These are another popular training approach
~for developing skilled crafts, trades, and technical personnel. Many col-
leges have been torced to develop such programs because of the institu-
tion's inability to pay prevailing craft and trade rates. Apprentice
programs typically provide for a minimum of two years and a maximum
ot six years ot apprenticeship. They offer unskilled employees an excel-
lent career ladder. Such programs combine textbook instruction and on-
the-job experience under the instruction of a journey-level worker. (See
Exhibit 4C. ’

Performance Appraisal

Pertormance appraisal is one of the more controversial practices in
personnel administration. The controversy turns not on disagreement as
to whether pertormance should be evaluated, but rather on such basic
tactors as how and when an appraisal should be communicated to an
employee. The “ideal” performance appraisal form has yet to be
developed. Misgivings about .performance appraisal are heightened

.y
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becau.. supervisors are often apprehensive about appraisal inter-
views—the communication of appraisal results to the employee.

Nevertheless, performance appraisal should be an integral part of any
personnel program. The positive aspects of performance appraisal far
outweigh the negative. Such evaluation can provide both the institution
and the employee with various benefits, ‘such as those indicated in the
objectives of performance appraisal listed below:

1. Above all, to-let employees know how well they are performing
their jobs.

2. To improve employee performance through counseling, whlch can
motivate individual development.

3. To provide employees deseryed recogmhon

4. To identify additional training needs.

"S. To justify salary increases, transfers, and promotions.

6. To assist employees in thelr personal and professlonal develop-
ment.

7. .To‘help employees reahze their maximum potential in t}mr jobs,

Performance appraisal results have also been used in determining the
order of layoffs and sometimes as documentation for disciplinary actjon.
A supervisor should use the appraisal process to gain a better under-
standing of the employees’ potential and to develop and train employees
for maximum use of their abilities. From the employees’ perspective, the
process demonstrates how well they are progressing and in what ways
they can improve.

The performance appraisal proce. should stimulate job interest,
because it formally recognizes efficient performance as well as unsatis-
factory performance. Once employees have satisfactorily completed a
probationary period. performance appraisals should be conducted on an
annual basis, usually on the employee’s anniversary date or on a fixed
date for all employees.

)

Performance Standards

A supervisor's most important responsibility is to manage effectively
the human resources he or she is assigned. Effective managenient entails
" meaningtul communication between the supervisor and the employee.
Nowhere in the supervisor-employee relationship is communication
miore important than in establishing performance standards. The super-
visor, at the onset ot the employment relationship, should communicate
to the employee what is «xpected and what will be measured or evalu-
ated. The position Jescription should serve as the basi. document in set-
ting standards. This description should be succinct and accurate, and

1¢;
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". describe what the job requires. Sometimes it is necessary to augment the
. description to establish meaningful standards. Only by following this

basic step can performance standards be established that are jointly
understood by the employee and the supemsof

" -
.

A

Conducting PPertormance Appraisal
. L

To be truly fair and effective, a performance appraisal program should
provide instruction to supervisors on performance appraisal terms,
.hazards, and techniques. The limited availability of training personnel
- makes this difficult to achieve in a small college. If the trainifig cannot be
given, performance appraisal forms should include detailed instructions
and definitions of rating terms. Following are important considerations:

1. The form should stress that each factor to be rated should be ex-
amined separately. Supervisors should not be influenced by their overall
opinion of the employee’s performance, but should consider only the

+ * employee’s performance that relates to the factor beinyg rated.

2. Supervisors should be cautioned against permitting one or two re-
cent or unusual incidents to influence their judgment; their evaluation
should be made on regular, day-to-day performance.

3. The evaluation should be reflective of the entire appraisal period. If ‘
the appraisal period is for one year, the supervisor's evaluation should be
for that length of time.

4. The length of service should not be an mfluencmg factor, except
where it is germaine to the employee’s work. '

5. The evaluation should generally reflect only the supervisor’s judg-
ment of the employee's performance, not the opinions of others.

Most colleges and universities employ graphic rating scale forms for
performance appraisal; these use terms such as “outstanding,”
“superior,” “average,” etc. Unfortunately, these terms mean different
things to different people and thus should not be used, if possible. Many
forms provide definitions of terms and the factors to be evaluated. (See
Exhibits 4D, and 4D,.)

Evaluation of an employee’s performance should be conducted by the
employee's immediate supervisor, who typically assigns and checks
work and is ultimately accountable for it. In order to insure consistency
in ratings, some colleges require the supervisor's superior to.review and
sign the employee’s performance appraisal. This encourages the im-
mediate supervisor to conduct an honest and objective appraisal of the
employee’s performance, and can also improve communication between
the two supervisors. :
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‘The performance appraisal document should be a multicopy form,”
usually of at least three copies; the original should be kept in the central
personnel files. A second copy should be retained in the department or
area of the employee’s assighment, so that the supervisor can use it as a
tool for counseling. The third copy is given to the employee.

[ : ’
Pertormance Appraisal During Probationary Period

Performance appraisals should be conducted frequently dunng the
probationary period. For example, at least two appraisals should be con-
ducted in a period of three months. The primary purpose of performance
appraisals during the probationary period is to eliminate substandard
performers. By conducting more than one appraisal dunng this period, a
new employee aan be apprised of deficiencies that may be corrected prior
to the expiration of probation. _

The probationary period should be viewed as an extension of the sélec-
tion process. Communication between the supervisor and the new
employee through performance appraisal should assist the employee in
adapting to the new work environment and in gradually assuming a full
work load.

The appraisal interview is essential to performance appraisal; without
it, the program is incomplete and incapable of effectively improving job
performance. One cannot improve an employee’s performance by com-
pleting an appraisal form. One may improve an employee’s performance
by offering helpful suggestions aldkadeq'uate instruction and guidance
through the appraisal interview.

" Supervisors often approach appraisal interviews with apprehension,

. particularly if the appraisal reveals areas of unsatisfactory performance.

It is important to deal with this feeling, because more harm than good
can result from an appraisal interview that is improperly conducted.
Prior to conducting the appraisal interview, the supervisor should care-
fully plan what he or she will say and how it will be said.

An appraisal interview should be held in a private setting that is free
from interruption and conducive to candid communication. Adequate
time should be reserved tor the interview and it should be scheduled when
neither the supervisor nor the employee is under great pressure. Prior to
the interview, the supervisor should review pertinent material, including
previous appraisals, and determine wha} he or she wishes to accomplish

~ during the interview. The appraisal form should serve as the basic docu-

ment of the appraisal interview. The supervisor should review in detail

RY-51
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the performance standards and the ratings assigned the employee and
plan specific suggestions for improving the employee’s performance.
The employee should be encouraged to state his or her point of view.

- The sipervisor should anticipate the employee’s reaction to the subjects

to be discussed. and have an opening statement well prepared. It is good
practice to begin the interview by praising the positive aspects of the
employee’s performance. Areas where improvements are required should
next be disc.  d, with specific suggestions on how improvement might
be achieved. 1he interview should be concluded by summarizing the

- positive aspects of perfcrmance, as well as the suggested methods for im-

proving performance. (See Exhibit 4E).

Appraisal Pitfalls . ‘

Certain pitfalls in performance appraisal can affect the validity of the
process. The five most common are:

Haulo Ettect Supervisors may rate all traits or factors the same as one
trait or factor because they are favorably or unfavorably impressed by
performance concerning the one factor. For example, if an employee has
a good attitude, t.ie supervisor may overlook shortcomings of his or.
her performance. '

Seventy Tendency A rater may be overly critical of performance

because he or she has established unrealistic or unachievable perfor-
mance standards. This can produce a “"What's the use?” reaction from
employees. :
*demeny femdenoy A rater may be overly generous and rate all
employees high on all factors, even though some may not have earned
the high rating. This is unfair to employees and removes their incentive
to improve pertormance.

Central Lendero v A supervisor may rate all employees within a nar-
row range, usually toward the middle; Ht or she may be dishonest
becduse ot a tear ot being candid. This often misleads and confuses
employees. :

Receno Moo A rater may base a rating on what is most easily
remembered. that is, the most recent behavior of the employee may
decide the rating. Instead, the rater should consider the most typical
behavior ot the employee over an entire appraisal period. ‘

Though pertormance appraisal is clearly a subjective process, it can be
etfective only where it is administered as objectively as possible: If a
supervisor has erred in a rating and this fact comes to light during the ap-
praisal interview, the supervisor should be honest and change the rating

" accordingly. On the other hand, the supervisor should not be “bullied”

14,
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into altering a rating that he or she believes to be accurate. Objectivity
and consistency are the keys to fair performance appraisal.

Factors and Traits to Be Fyaluated

Factors on which employees will be evaluated should be selected with
utmost care. Generally, “personality” traits should not be used. If ad-
ministrators insist on the inclusion of such traits, they should be kept toa

“minimum. A performance appraisal form should be designed to evaluate

only the employee's job performance. If personality characteristics relate
to job performance, which is sometimes the case, they should be handled
by individual comments from the supervisor.

Some researchers have suggested that performance appraisals should

" be limited to quality of work, quantity of work, and interpersonal rela-

tions. However, most appraisal forms measure from six to nine factors:
(1) quality of work, (2) quantity of work, (3) job knowledge, (4) organi-
zation of work, (5) dependability, {6) attendance and punctuality, (7)
human relations, (8) attitude and cooperation, and (9) initiative.

The ultimate selection of performance appraisal tactors should depend
on the relation they have to the job. There are three criteria an appraisal
trait or factor should meet:

{. Can it be perceived? Can the rater reasonably observe the trait?

2. Is it unitorm? Is the trait a common and an important characteristic
of all jobs to be rated?

3. Is it dlshnchve? Can the rater clearly distinguish this trait trom
others being evaluated? '

It these three qualitications are met, the trait should probably be in-

. cluded on the pertormance appraisal form.

Validty ot Pertormance Ap pr.lis.lls

ertormance appraisals have a hlgher validity when they are based on
actual pertormance tactors and not on personality traits. Further, when
performance appraisals correlate directly to salary increases, their valid-
ity decreases. Apparently, supervisors tend to be less honest in their ap-
praisals ot employee performance it that appraisal is the sole factor in
determining an immediate salary increase. A supervisor may not wish to
desy a low-paid clerk a merit increase and thus may inflate the perfor--
mance appraisal. To use pertormance appraisals fairly as determinants
tor merit sajary increases, an appraisal should be conducted three to four
months prior to the scheduled ettective date of an increase.
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Exhibit 4A
How To Determme [ralning Needs .
Phoov i o e T Y e P e g Mt
Uniarate 0 00 e S Y AN SN RV PIVERE RO Pt e o gt o gy

R RSN

Employees ot the present dav bave many aspirations, expectations,
and needs thayditter trom those of srevious generations. These new em-
ployees are interested curwus and involved. they waneto know ‘why.”

An excellent way to satisty these needs and desires and to provide em-
ployee motivation i through traming programs. The fived to train and
apprade personnel exists in every college or umiversity work area. This
article provides gudehines tor determiming training necas a tirst step in
an ettective traming program - Although it s primanly directed toward
serviee and deticat persoanel the prinaples described also apply to
techmical and seniprotessional personne].

An ettective traiming, prosram sequites mere than a positive attitude

on the part cf sentor management It s essential that one persor be given

the responsibility tor s oordimating ettorts to plan the progiam, adrhinis-
ter it and see that entbusiasm s continuous: this responsibility cannot be
dispersed amony the supervicors and other managers involved, although
thea wholrhearted Ccoopeation I8 necessary to success.

Determining Actual Needs

It cach emplovec s capatilities are to be utilized to the w'most, training
must be based on sl needs s tather than on supposed needs Some
sources tor dete mining w h.ﬂ trarung freeds really are inoanv area of -
operation andiude : ; .

Lo Devomad e carir Ny examples of inethicency or waste are
evident thromh obhaeryvation such as the practice of making extra, un-
necossary copies ot documents. o uang tw o cups of detergent tor a
«Iq-.mm): b when onlv one 1 speatied.

Do Decged i erndovees and sigrer cor. The person pertorm-
g < tob md the supervisor overseeing the b are the experts on any
operation Seek ther thoughts fegardimg: traming needs. a questionragire
mayv be helppul

A Mastenancc oo Not every department keeps mamtenance
records bt does pay bills o process transters o tund~ 1 not ditti-
cult o determime whether anv maintenance eapenses are recurning: it
thev are and this s cased by human talure traening may correct the

probiem ke
1,
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A D Odee oo Diepartments are otter Las an keeping: produ
tion records nsome cees reeping such records rogaires toomuch time
to be worthw hlii’ Fooven er intormationon prodo ion e avatlable trom
supervisors  either e wntten ccooral torm g covers atems such as
number o toant leared S tene pent makang beds o distnibuting linens

Thime requited o the preparatoon of salads o tme to collate papers Hn

Jistnibution ,

S o fobdes v Prese cad be reviewed to tetermune whether cer
e tashs are ey pertoneed g

__ul thi - can indicate traanng needs.

e Mert e Fuens ;\'r\n\'m evaluates emplovees, either tor- 9
matl. orantors alhv AT en of e o aization can ndn ate spealic

emplovecs w oosven et frogm ..vn A amd s also :n\h\ ate \\nrk
{

dreds 1 v B e, s teedeed Voo

Sl e o e wond st Gl cuces In many opera-
BoNs o aceiiese o senversit stadents and stadent ciiplovees die very
oseNte e wors areas and understand seme ot the problems Their

ide s Nay e e e . |
\

' Ve U T vt Terends Mf&'\\l\ tor gost teduction can be

tound Doy ey helpoaath e

N a4 \

I P A B TR N N S LT Ivestibate accde s Lo determine
thetr catses 1), e s Wi otten Become ey adent

PO fraeony w0 e commuttees (um;'nwbl of SUpervisors
or ot supc s sons and empiovees reither institution wade o departmen- |
tab o may beabde o e e ey needs and wark dosely wath the per
SO TS POTSDIE Tt N PTOREAM CO0Tgination

il oo Pscussions with eieplevees eaving thar jobs
Ly ndentty et iy that coudd hadpo o reduce turnover,

V200 e s A revien o these man punpoint areas where
o Ba ceen Lere o gquality o quantin
HE i e o s e Thesemany e Hy area where a Lack

O LnGUES T R, et e ot g e .\. ot ‘h need tor ult.nn

trapesim et s

b i g oot oo erpiovee attitudes may be related
Provcr Gt e e the need tor Shpery ey trainang,

Sa~
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Exhibit 48 . .
How to Orient New Employees .
O L R S I AN Y I IR CEE N R Y Y
The Mot U s G g e et e e Vot

Fhere are many purposes behind the orientation ot new employees,
most ot which Bt well  ader two major headings
I Tor-ovide valuatle standardized intormation
< 2 Tohelp develop atatudes that will enable new employees 1o get ot
to g wood start ’

k4

Phases of Orientation

COnentagon pregramsare t praaliv accony mhvd i three phases:
I Enploy ment ottice bricting
2 Centralie-ed tormai sessions

-3 On the ob ontentation by the imdhividual « supervisor.,

FEmplovment Ottice Brieting

Emploviment interviewers should explain
I Salany !

<

2 "When where and towhom the new emplovee repdits. ?

3 Job dutics aed responsibilities

boGeneral activaties ot the department ain which the new em plu\w
- owill sonve

.

i

Schedute of benernes

o Laencralintermanon on housing and transportation

Foemal Centialized Sesaons g

Formal centianeed enentation programs vany widelv i lenpeth and
e Ustaliv coondimnated by the training section these sesons should
be the beart ot any cniencion process A wipedc agend ot o tvpical,
well onaaned ventialved approach tollows

SO e e
-
@ Programm purposes
Vresiew ot the program

1

Vo lntroductions \
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]
1 / Y . .
' B:10 a.m IVeloomg Aldress
O :
v 1 Presented by a high ranking college or university ofticer.
: 3

21t s suggegted that the ofticer cover

o a The important part the college or university plays in
its service to the local community | state. and nation.
b Traditions that wall lead employees to be interested in
. the organization,
. + Personal teelings o the otticer concerning why thcm-
' sfitution s a de pldw to work., ¢ ,
d tuture prespects ot the college or university
¢ Why eack indwvidual should become an above-
. Javerage employee,
b Other pepta. subjects that'will develop pride in the
X ©angutation as a place to begin a litetime oce upation.
. S 8.3am Fym ‘m.(l Seres ete on the College or Umeersity .
e I Orans of the instituta. .. '
2 All campuses at more than oner. /»
T3 Avalable tield® ot educational specialization,

4+ [leopie and services that provide and support the student
progtams . . S
5 Responsb ities ot the institution
o Tour ol tee buldings and prounds,
QO a me e ational Ovporttonties
A descnption ot avadlable emplovee educational pro-
, prams and those vet to be developed.
‘ TN am oty Breae .-
QA5 am Doborned Polinwes wond Nonpraoed Benetits

.

A
HE AR -
2 Working hours
ToOhvertime

4 Rest periods
3 Hl*lid.l\\

o Vacations

, T OWorker s compen-ation
8L eaes -
9 Promotioes and transters
Loy duty ;
\\'\:‘(k St ht“i&l‘(‘\
Atterdance
Vobmplos e organizations

e

[
v
!
(3R
ia
!
+

Crievance procedueres
& Sk deave

lo (hers

e 14Q
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.
11:00 a.m It stared Benetits _ o
I Medial insurance s
2 Lite msufance ' : -
3. Retirement program :
© 4 thers . ) e
PEAS a m Swvemary wond Craestion sond AAnsieer Perod ) S
12 noon  Adours ment ‘ _ . .
In most (.!\(‘}' ntormation covered an such an agenda does not lend
itselt to the decentralized approach. The supervisor has aipart, but L.
should not be required to explasn all this, ' s
The person responsible tor presenting these sessions.shduldbe notified ..
at specihied intervals revery two weeks or a month) of now employees :
hired, their addresses and their supervisor s name and address. Atter a . ’
certain aumber ot employees have been hired. a Session ‘should be B
organized. andthe emplovees scheauled. by letter. to attend. Necessary-
dearances tor this program must be obtained prwr to sending out letters ) -
tor¥a session . . :
. *
On-The-Job Orientation . v
Loansure that supervisors know their on-the-job orientation responsi-
bilittes cach should be wiven an orwentation checklist,
Such a os might contain ' d ) -*
| R 4 ntl department . : .
a Intreduction to tellow \\nrkt'v . T, "
b Explanation ot activities and operations including a tour ot (ht‘
builditg o plant and a descrniption ot the organization. v
v Locabion of wash rooms, cateteria, bulletin buards. bid sheet : .
boards et ’
2 Genenal Intormatiop .
@ arkaing ,
o b TanSpactation ' e .
¢ Where and how to enter the preguses
: dStaromg and quitting times lunch perods. shitts, et *
e Rate ot pav and mnezeases snduding when, where and how
pand ' t
o Overtime probability anethods, rates ete, :
v Advarcement hines ot promotion, bidding and how  to
PICpPUne tor promotion . A
b Satets polioy reporting and avording acadents and where to )
e ubtain medial atteption " ' ' .
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1. Lodal rules, such as smoking, rest penods. and use of the
telephone ) ‘
i. When and ‘shom o call in case ut sichness.
k. Goad ctnadent contact prinaples
i 3 Work assignment 3
Y a  Arrange tor tirst work assignment. »
b. Provide the necessary traun, o do the job
. Designate person to whom t go tor help
wl Explain how to obtain the necessary tools and supplies.
¢. Check on work perturﬁ.mu- - '
4 Coaching
a. Discuss with the emplovee how well he or she is doing.
b Discuss the enplovee’s adjustment rcgardmg work and wnrk
proup

Lach new employee typically comes to employment ready to do a
goud job. Dunng this early pertod B or she torms important attitudes
. . and develops a stardard concerning quality ind quantity of work, 1t is
mportant that needed mtormation is ettectively provided to' create
posttive attitudes, '

frhibk 6C _ '

How to Start an Apprentice Program

s o e s ca e B Wl £ Heor ko ot the Pennsy finana State U
er e et Vel N o B i limicer aty o e How o weries prublished b
PR T O L N PR S T I

A caretully plar ol and wellexecuted apprentice program in a college
or unn ersits an be g usetul source of skatled workers. Such a program
alsommay srovide Topportunuties tor members of minonty groups to
became proteent in shilled and techmcal hebds

Applicabilit.,

In ite strictest sense an apptentice program is possible only in the

. shllvd tradks it i g structured program of specitied length, usually
) 6 000 8 200 hours uésigned to train an individual to become a skilled .
worker ina cratt or trade. State apprenticeship councils and the Depart-
ment o Labor's Bareau ot Apprenticeship and Training provide certain

JA FuiiText provided by enic |4
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standards to which a program must adhere betore a qualitied apprentice
may “greduate with Department of Labor certitication Some ot the
trades tor which apprentices may be trained are:

Air Conditioning Mechanic Meat Cutter
Automtive Mechanic Machinist

Carpenter ‘ . Maintenance Mechanic
Electrician Painter

Electronic Technician Plumber

Glassblower Sheetmetal Mechanic
Baker Steamfitter

Cook

This 1s by no means a complete list. The tinal determination ot which
trades may properly have apprentice programs rests with the Bureau of
Apprenticeship and Training

Determipation of Need

The tact that a college or university employs. or expects to employ,
workers In g ven trade does not necessarily mean that an apprentice
program s indwated. The department supervisor must be ready to
assume the responsibility for training a beginner and to have experienced
workers spend time 1ninstructing apprentices. Theretore, it is imperative
that wilhing and able supervisory personnel are available betore initiating
an apprentice program  The next step is to determine how many appren-
tices can be accommodated The Department ot ! abor has certain guide-
lines to assist in this matter -

A primary concera may be the department budget and how many ap-
prenticeships at will permiat Also. planning tor the absorption of the ap-
prentices into the college or univers. v work torce, after completion ot
their program must be caretully cons: lered. As a rule of thumb, a desir-
able ratio as tive skiiled workets to one apprentice however, this is only
a gudeline and obviously it must ive wayv when there are tewer than
bive and a tramming need s apparent.

Program Structure

Anmutaal and ditticutt ob s plynnang the apprennce proeram, which
includes two segments  related tratung and on the-job work processes.
I'he related traiming, asually consists ot o speaitied number of hours of
home study and dassroom sessions, covering job related subject matter,
both practical and theoretical. The work processes portion consists ot
structured  packages ot hours that include che bacic duties and responss.-
bihities comprising the total job These processes become the training tor-
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mat tor the supervisor to mllms in the day to day development of the
apprentice insuning, that .\Il segments have been covered when the ap-
prenticeship s completed |

Finally - there shouid lw-vnwtlv«- and regular tollow-up on both seg-
ments of the program IPis includes aceurate recording ot grades re-
cenved onall “book work and monthly reports of progress on the work

Cprocesses together with performance ratings ot the apprentice. These

records should be retained in g central location.

Program Development

Apprentice proyrams can be developed independently or in conjunc-
tion with the Bureauw of Apprenticeship and Traming. However, at there
v an organzed bargpnig unttinan area in which apprentice training is
contemplated atas essential that the union s cooperation and approval be
enlisted crhibication by the 1S, Department ot Labor cannot be at-
tained without wdth approval

A vital contact to make s the state or area apprenticeship council, a
baody that coordinates und approves apprentice programs in a given lo-
cale ddnsome states the burden of consulting and coordinating s fett by
detault to the Navonal Bureau of Apprenticeship and Traming) These
ayenaes have model apprenticeship agreements that indicate the ways
varous amons or compames have orgamzed their programs Available
models can be adapted toomdiddual situations A complete wage sched-
vleabo must be develvped and made a part of the tormal agreement. Fhe
Bureaa can asost wes thas matter although at the institution s union
ced the tate must be reotiated with union representatives. An appren
teestup o aoal can aese owthioe steps that lead to the setting up ot an
appresed appe otcestup progran, from the dratting ot the apree nwnt
and stamdang e e e and tederal certitication

The concioe v ot Bonsthie unon and the apprenticeship counal in
At L s appre e propnam count Beavily anots tavor but thes
does ot secosa s oatantee approval by state and tederal asthorities
it eoc e merc o thecrsnmons represe ited onan apprenticeship coun-
chgaesto ot dea oy ot the prograin s aoprenticeship standards
oy ettt e o approval The backing o the approprate union

Foe g b ot noed peor s Sty g program
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. Performance Appriiul

PITFALLS IN COMPLETING A PERFORMANCE APPRAISAL

Pitfalls

1.

2.

3.

The isolated incident

A rating should not be based on a
few isclated performance incidents.
When this is done, the rating is

unfairly influenced by nontypical in- -

stances of favorable or untavoradble
performances.

The “Halo" Effect

The ""Malo’ effect occurs when one
factor influences ratings on ali fac-
tors.

Examples: An employee's work is of
good quality, therefore, other rat-
ings (such as those on promptness
or work quantity) are higher than
normal. Another empioyee Is fre-
quently absent, with ihe result that
the ratings on other factors are un-
-usually low.

The “Cluster” Tendency

The tendency to consider everyone
in the work group ‘as above average,
average, orf below average. Some
raters are considered ‘‘tough’ be-
cause they normally “‘cluster’” their
peopie at a iow !evel. Others are too
lenient. “Clustering” overall ratings
usually indicates that the rater has
not sufficiently discriminated be-
tween high and low leveis of perfor-
mance.

154

Suggestions
1. Consider the entire appraisal period.

Try to enumerate high points and
low points in performance, then as-
sign & rating that typities the indi-
vidual's normal performance.

Do not attempt to assign a rating to
an element of performance and then
create justification to support it.

Be abie to explsin the reason for
each rating.

. Rate each factor independently.

When rating more than one person
simultaneously, it may be helptul to
rate all employees’ performance on
one factor rather than one employ:
ee's performance on all factors.

Use the overali rating to give weight
to individual factors.

. In a group of people in similar jobs,

parformance is likely to be spread
ove: most performance categories.

Review your own record as a rater.
Check the tendancy to be either "'too
tough” or "“t00 ilenient” in your ap-
praisais.
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4.~8ating the Job and Not the Individual 4. Consider how an individual is per- )
forming in relation to what is ex-

individuals in higher-rated jobe are pected.
often considered superior per- ) .
formers to those in lower-rated jobs. Rate the person’s performiance, not
This normally means that confiision importance of the job. . :
exists between the performance ap- . -
praisal and how the job has been
evaluated.

~

8. Length of Service Bias 5. Recognize that some people may
never achieve top ratings, regardiess

There is a tendency to aliow the of length of service. '
period of an individual's empioyment
to influence the rating. Normalily, Watch ciosely the progress of new:
performance leveis should be higher comers and be ready to recognize
as an individual gains training and superior performance if it is achigved.
experiencs, but this is not always the :

-

case.
PEREORMANCE AND WORK APPRAISAL FORM

Date________19__ Annual Probationary____

Name

Job Title Department _.

How long under your supervision Employment Date

Judge the empioyee on the basis of the work now being done. Be sure that each
characteristic is considered separately, regardiess of where the appraisal falis on
any of the other characteristics. Place a check (X) in front of the phrase that best
describes the individual. The space under each characteristic is provided for addi-
tional comments.

1. Quality of Work

Careful Worker. Works quickly. “hecks
Work. Thorough and neat.

Work is reasonably complete, accurats
and presentable.

—— Quality occasionally unsatisfac.ory. Must
be checked for errors.

Work usually lacking in thoroughness,
accuracy of neatness.

v

Additional Comments:
Strengths:

Areas for Improvement:
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“ 2. Quantity of Wcrk ______Very fast, does exceptional voiume of work.
——__Produces amount of work expected.

. Produces less than normal volume as
compareC with others.in same work.

_____ Amount of work entirely inadequate.
Additional Comments: '

Strengths: ; ‘ '

Arezs for Improvement:

3. Knowledge of Facets ° ——_Thorgugh knowledge of job requirements
of Job ' ; and department. Can work independently
and handie new situations.
_____Good working knowledge of own job. -
——__Limited knowledge. Not compietely aware
of functions of job; needs additional
* training.

Additional Comments:

Strengths:

Areas for improvement:

4. Attitude Towards Job . Puts in extra time when needud, heips
others.

._...—Acceptable lnlOfQSl and enthusiasm,

.._Wastes time and does persongl things
during working hours.

_—____Needs prodding; shows no mtorost and
disturbs others. ;

Additional Comments:
Strengths:

Areas for Improvement:

TSI TSSO s L AT T = e ——

§. Contacts ' .....Cheerful, courteous, and tactful.

(Personal & Telephone) _____Can usyally handle situations requiring
tact, courtesy and cheerfuiness.

. ..___Often offends péople.
__Not Applicable.

Additional Comments.

Strengths:

Areas for improvement:
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8. Cooperation -——.Exceptionally successful in working with
A . and assisting others.

- Generally ‘works well with and assists
others. . -

_____Ditficult tc get along with. Does not coop-
erate well.

—_Fails to cooperate. Unwilling to work with
or assist gthers. -

+  Additional Comments:
Strengths: Y

Areas for Improvement:

7. Reliability : _—__Can always be trusted with confidential
. -information and money, and (o safeguard
propertly and equipment.
L .. Exercises normal care in sateguards.
——__Undependable. Needs constant supervi-
sion. Frequen! errors in judgment.

Additional Comments:

Strengths:

Areas for Improvement:

e e et e e — s -

8. Initiative

Initiates and makes suggestions for im-
provements in work procedures..interest
and ability to think alone.

Keen interest and enthusiasm toward work.
S Does needed jobs without being asked to

do 80. ‘
, —.___Does very littie without being instructed. -
Additional Camments: ———
Strengths:
Areas for iImprovement: I .
9. Altendance _.. _Excellent Recory

.- —_Good attendance record. Rarely late or
absent without calling.

_..... Often fails to conform to work hours.
’
, . .. __Excessive amount of unexcused absences.

Additional Comments.

S —ny

Strengths: e .

Areas for improvement:
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GENERAL COMMENTS

" 1. What suggestions do you have for furthering this employee's advancement?
a. What additional on-the-job training would be heiptul?
. mmmmumumtmmmmmmmv
~ C. What other suggestions do you have?
" 2. In what area can this employes make improvement?
3. Has there been an overall improvement since the last evaluation?
4. Please note below any additional information which has not already been covered. .

Date of review with employee -t
Employee's signature

Ro.vlow made by:
' Agproved by:

’ THE APPRAISAL INTERVIEW -

A. Preperstion
Review the performance and work appraisal form.
Have examples ready
Allow adequate time for the interview.
Rermit no interruptions.
Plan what to say.
' 0 Plan how to say it.
8. The Interview
& 1. Put the empioyee at sase
2. Allow the'smployee to talk at lsast 50% of the tlmo
Some listening responses are:
a. Silence
b. Nod
c. Cas ment .
d. Echo '
¢. Refiective summary
Be sure to listen to what is said.
Be prepared for disagreement.
Have a helpful attitude and build on the person’s strengths.
Discuss specifics —not generalities.
& Avoid universal criticism
‘b. Do not dwell on personality
Talk about the employee~~not you.
Read between the lines.
Do not become emotionally involved.
a. Empathize
b. Understand the employee's point of view
10. Find out what else is on the smployee’'s mind.
tt. Avoid:
' Direct comparison with other empioyees
Arguing .
Soft pedaling major weaknesses
Negative approach to weaknesses
Forcing your ideas on the employee

PN -

Ladh B ol
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Exhibit 4D),

2

Performance Evaluation

Any employee, whether fuii-time o part-time, 1s entitied 10 8 periodic review of his or he! work with his or her su-
pervisor. A very important function of the supervisor is 10 convey 10 empioyses how weil they are doing in their
work and“whst changes or improvements are expected.

The following sppraissl procedurs h‘oloo 10,provide the answers 10 lwo basic questions that are of concern to all
ol vs. :

1. How well am | doing?
2. Where do | go from hevre? ‘
{mmmwmu many colleges is something relativety new. It 1s not intended 10 provide an-

wers 10 sl of the performance-releted Questions that occur in 8 work situation. It is, however, intended 10 effi-
clently address three besic principies. ) .

+ To fecord and communicate the capacities and accompiishments of an ompcgyu cGuring 8 given pe 10d.
2. To assiet in determining merit increases ahd future promotions. ’ ¢

3. To sseist empioyess in pianning futule objectives and realistic steps 10r persona! growth and development

AWI.WWmm_mtwwummn&mmmouﬂnwnumnmw_ lon.

The form is 10 be straightiorward and eesy 10 use. It provides (9) universal traits, with (5) ratings ranging

from outslending 10 inadequate. This performance svalustion tool and approach Is intended to lend objectivity 1o

your evalustidns. Belore conducting your evalustions, ihe following basie rules should be read and applied:

1. B0 oure an 1;p-t0-date job description is availabid. This description shou!d be read 10 be sure you understand
umwmammmm»myounuyumnngmuhummmm
or the employee understands. if the duties baing performed ditier from the description, the personnet services
office shouid be contacted for g job review.

2 Periormance reyiew shouid be conducied at lesst 15) montha, but not less than once sach yesr. The cy:
rent review shouid de compared with previous 0 measure performance change. Reviews should not be
made under time consiraints and should be made far ahead of the annual budge! recommendstions. Last
minuie evalustions mey result in untair and incompiete recollections. )

3. Jots and incumbents of the same title should be evaluated together (or comparative purposes, ¢.9., Clerks
compared 10 clerks, secretady I's to secretary I's, acoountant li's to accountant II's, program directors to pro-
gram diraciors, eic. Since the duties and responsibilities of each ditferent classification vary, it would beq un-
HNM”WQMWMOMMMWM”NM. If no ke jobe exist
in yous organization, performance should be compared against the established job description and mutually
80r00d-0n performance expeciations.

4. 110 job description exists for this job, centact the personne! services OHice 10 receive assistance in preper-
ing one. !

5. in applying the results of the evaluations for purposes of merit increase distribution, 8 number of spproaches

. Can be vsed ranging from a ranking of high 10 low, 10 More sophisticated analytical approaches. Regardiess of
the approach, one basic principle should apply: In a given population, 8 tew people will receive above sverage
8nd below average incresses. The majority will receive an average incresss.

The ranking approsch can be applied as tollows:
A. Por sach of the (5) quality ratings, the lowest rating of inadequate would be (1) point, increasing by (1)
point for sach factor yp to () points for outstanding.
8. Within sach classification, rate sech empioyes, using their total point accumulation as 8 besis for rank ng,
C. Using the principie cited sbove, the budgetmerit resources availsble to you and the distridbution of
points, calegorize the salary increases inlo above average, 8verage, below sverage.

§. Athorough and unrushed appraisal interview should occur between the evalustor and the smpioyes. The ob-
jective of thess interviews should be 107 both parties 10 communicate with each other regarding the job, the
work, the performance evaluation, and (uture goals and objectives relative 10 performance. and the empioyee's
lmn_ndlllo and tuture career '
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7 Management Dy oDjeclives 18 an Incieasingly populsr and ettective management style. This approach sets
torth some specifically enumerated performance or production goals and timetables. it clearly documents
whet I8 10 be accomplished in the (uture and provides an obvious standard on which 10 base huture evelustions.
The last page of the evaiuation provides a space for enumerating mutusily 9reed upon ParfoNMANCe Of Prar
duction objectives. Thesa obyectives should aiso include spacitic gosis fo¢ the ompioyu s personal growth and
nb Moomom hd
A o_g_\pgo_l_m of objectives might be as follows. - -

Performance and Persongl dwob.onnm Objelnyes
) . 190UXX
John Doe, Accountant | . Oimomw. J. J. Kidd
February 1, 19XX . :
Objectives ‘ Time Table
8. Initiate billing torms within (3) days July 1, 19XX
D. Atlond SUPErnViSOry sem s ’ September 1, 19XX
¢. Complete cqurse In r..ansgerial accounting * Jonuary 1, 18XX
0. Emply incoming work basket by end Of day February 1, 18XX
¢. Bacsme thoroughly fam.'‘ar with attirmative action goals immediately

8. Relative 10 tiow or distribution of evaluation forms, budget Instructions, preparation time, etc., this informe-
tion should be availaiiie trom bach depariment head. General information relative to performance evaluation,
ampjoyee counseiing. job classitications, pay plans, e1c.. 18 available from the personnal services office.

ARG .. cmdede e e el o= Tae R T = e o4

Name ,

Division/Department | ' Byet Nombwr
Position Classitication "7 {Position Number
time m"m' 'Yewrs “Months Oate ol"l.ul Performance Evaluaiion iﬁic’.’?ﬁi’rﬁomﬁ"'
w2za s ; \ R o= :.z__._;_,,_--.:.——_-——r SEE mowmra

NOTE Iolqn 1nLating thig review, & job dncnpnon Mould be available lor review. This review should De con-
duclod on the um ol lho voquumnn set torth in the no ducnpuon pmr md 'ov this position.

. e_=r siseco gy [E——

2 QUANTITY OF WORK - '
* {smounl compieted on ime) :

o OUALITV RATINOS e .
. Needs Fully Mosts Elc.un (Must be accompaniad by detailed
! Inubqulo 2 imorovement 3 Munmnll 4 Requirements | $. Outstanding commems of exampies)
@ T Chack OM
: 113 13 O OOMMENTE o
SR S
1 QUALITY OF WORK 1 5 | I
(ex1ent 10 WRICR work 18 done well) : i ! t
¢ SE i : - -
R
| | T S B - -
A '

Lo :
¢ l + 0 . ‘
|

3 DEPENDABILITY :
(attendance. punctuaity, ioyaity — ! {
Wil the job get done in the manner it should?) :

4 JOB KNOWLEDGE
ithe amount of xnowiedge one has aboul the
present |od)

-|

-A(j‘/
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[ R R 4 el owg

COMMENTS

g

1
- .

»
o

"N
. ———

s

8. INITIATIVE i
(acting on own responsidility in carrying out
assignments, learning more sbout Ihe job. etc )

—— i ——— ———

6. ABILITY TO RELATE OR INTERACT WITH OTHERS
(How well sre sssignments which invoive others
accomplished, including matiers of a senyilive
nature?) .

*
-
i

e e e o e i e -

7. CONTRIBUTIONS TO AFFIRMATIVE ACTION ; f T
(decisions or actions that have resulted in resolution | } ! e
ol ynderutiization of women and ethnic minonities.) ' ' .

——— e -
]
€

& SUPERVISION AND TRAINING OF OTHER STAFF ]
(11 spplicabie)— The accomplishment of work assign:
ments and through the work performan:e of
subordinates reaching deaired objective. Also, help-
ing siaff members supervised 10 acquire work re- !

. _lated shilts, knowledge and experience. |

’
e
;

-

|

1

i

i

OISMLAYED FOR GREATER RESPONSIBILITY

“

. i
9. PROMOTIONAL POTENTIAL AND APTITUDL | i
|

WewmTL i TS T AR I i ECRR B RN Y e

. _Describe staft memter's oulsianding accomplishment(s) since lsst review.

\

Recommendations for conlinuing development and improvement

T TERR = .o ERE Y R X

NOTE. Before conducting an appraisal interview with the empioyes. the job description should be read by
both the supervisor and the empioyee and il shov'd be used as the reference for discussion about
work pgrformance

s
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Who Last Evaiuaied Your Performance? T
[When Were You Last Evaiusted? Were you given an opgortunity
)¢ A _ 10 diacues thé evaiustion? LUYes (UNo
For 184, 10 improve my, work performance or quakifications for promotion, | 168l | need:
e, training —“Rands On" SXPETeNnce. Ci0ser supervision, college courses, #ic.)
Plvade L) ¢
A
12
i [ Other Comments TTTTTT/TTTT T - <
o - ]
. SRR . O T AR U T ) - R .
* . “ Employes’s Signature

-~

PERFORMANCE AND PERSONAL DEVELOPMENT OBJECTIVES

List objectives and time commitments for.eech io which the stalf miember and supervisor muthally agree.

OMECTIVES j | ; TIME TABLE
|add space as nveded]| ;
. » ‘
~
- T SR8 Members Signature Date
Supervisor's 8if naivie Dete
L ~
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Exhibit 4E .

Now to-Conduct a Performance Appraisal Interview

Hhhe toiloomg witi o cae prepared b a1 e ot the Calttorma Institate of
Techneiogy fve tonn FEol 0w padashied By the ol e o o L vraty Personnel

Asscecmitnom

An appraisal interview should help improve an employee's job perlur-
mance by

I Intorming the emplovee ot his or her overall pertormance rating
and ot the criteria used in determiming the rating.

Providing open discussion on how the employee can correct any

v.lkm-sws and build on strengths, -

3 C Iant\'m;, anv. misunderstandings about the job and what is ex-
pected ot the emplovee

4. Building o stronger relationship between the supervisor and the
emplovee. ‘

Preparation tor the Interview .

More harm than good can resultat the apprasal interview is improperly
condudcted l’}‘vr\-turv caretul planming is decessary prior to conducting
th interview . The supervisor should:

'*nhm.ulv an app ointment that allows sutticient time, when neither’

thv supervisor nor the emplovee is under Rreat pressure.,

2 Provide tor privacy keep interruptions to a minimum.

3 Review pertinent background intormation, including personnel rec-
ords pertormance and project status reports. and job descriptions.

4 Deade what s to be accomplishedsin the interview. This requires
having dlearly in nund the pertormance eriteria used, then caretully mea-
surtng the reasons tor giving a speattic rating. and determining what im-
provement i needed or s posable. ‘

3 Consider the emplovee s point of viewe. Anticipate what his or her
reaction to the discussion mught be. remembering that cach employee is
ditte rent and cach may react ditterently inan interview.

o Havean opening statement caretully prepared. in order to begin the
discussion satistactonly '

7 Beanagood trame of mind It the supervisor js upspt o angry. the
intervicw should be delaved to a more appropriate time, .

& Have the necessary torms or intormation ready to present at the
proper time searching tor such intormation during an intereiew is dis-
tracting -

«
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Beginning of the Ipterview ' ' .

The supervisor < introductoss remarks otten gt the tage of the entire
. Santerview Ui to evervone s advantage to create atnendls - constructive
.llmmphuv at the outset The supervisor should i
- Be natural The ap Prowac h should be trnendly courteous and busr-
nes. ||h' .
'ut the employee a ease and establish tapport This can be done h\
. a plmx.ml prectimy, and o tnendly statement that s of mterest to the ¢em-
plovee and requires areply . )
3 Explam the perpose of the intervigas and how the emplovee was ap-
praised  The emplovee shoold have a dear underst, uuhm, ot the criteria
used 10 deternuming the tatiage

Discussion ot the Appraisal ’

Thes is the cruy of the process. The supervasor xhnuld be ready to tace
vanous reactions trom the emplovee. Mot employees are doing a satts-
tactory job and are happy to know where they stand and how they«an
improve  Hewever dealing waith employees who are not doing a good
job or avher are sheptical o the ratings 1« more ditticuft. The tollowing
puidelines mav be usetul in dealing with either situation. The '-.up('rvxsur
Should '

I Comphiment the emp'over without going to extremes. Failure to
Técognize pood pertormance mav cause o What s-the-use?” athitude.
However overdomy the comphiments will raise questions about one’s
aneenity and supervisory abulity. . . [~

2OMake cnticsm constiuctive, It pomting out a \wakm-ss otter a
myans to corredt at

-

o Clanty the reasans why the tating was piven, ating \[‘v( itic exam- .
ples ot pettormance Deal iith Lacts and guoid generalities,

4 Be sure the employvee knows what s v\pnh-d ot him or her. The
emplovee may be contused and not realize that expectations are aot be-

o et AR . )

S Ak equestionS and thel Binten. Allow the emplovee to express teac-
tons to vhe evaluation this can result in discovering the umlwl\m,,
causes b nananal pertormance, e

o Dontanterrapt - but make sure the discussion is not \l)h tracked

by irreles ant topacs - .

. .
- -

T ANk the employee tor stggestions onhow gob pertormance can be

unproved Use this opportunity to pade emploveesin such improvequent.
- & Keep the apprasal job centered - Agond discusaon ot pe rsonglity
e hortcomimgs anless they adversely aftect depattmental operations or the
' cmplovee s pertonmance . ’ 'l

Q ’ 1 ¢ ' * ) .
ERIC' - €4
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? Try to maintain obtectivaty: don't show anger or hostility, regard-
less of any hostiie remarks the emploved tay make.

10 1t the employee gets angry. listen Don't expect to convince the
emplovee of anything while he or she s angry.

11 Allow the emplovee selt-respect Nothing is gained by “proving”

the employee wrong being sarcastic, overbearing. or unduly stern.

12. Develop and ebtain the employee's commitment on specitic steps
tor amprovement angd anv tollow up activity. This should be written
down it necessary

Closing the Interview !

I Sumnianze the discussion and plans for improyvement
2. Schedule a tollow up aterview, it necessary.
3 End the interview on g triendly, constructive note.

After the Intcrview

The supervizor should conader the tollowing questions. 1t it is possible
to answer ves to each ot them: the appraisal interview has been suc-
cesstul. )

® Duoes the emplovee <1 arly understand his or her pisition in regard
to the job? .

® Does the emplovee dearly understand the reason tor any unsatisfac-+
tory rating?

® Does the emplovee understand how  improvement should  be
brought about?® b

o |« the empiovee motivated to improve?

® Does he emplovee know what will happen it no improvement oc-
wurs”? A

~® Are plans *or on-the job tollow up clear?
o Did the interview result ina stronger relationship between the em-
plovee and ti .

The supervisor sheuld record the essential points ot the interview and
note anvthing that could have been done ditterently to make the inwer-
view more ettectne |t should be remembered that the interview is part

iperisor? -

of a4 continuing process ot cemmuniaation between seoerviser and em-
plover  The next step s rollew up *

IRIC SR

o



5. policies & procedures

Those responsible tor college personnel administration are confronted
by three challenges: First, they must develop sound personnel policies
and procedures to guide and enhance the recruitment, selection,{compen-
sation, development, and retention of staff. Second, these policies and
procedures must be consistent with and representative of institutional
philosophy. Third, they must satisfy the manv complex federal and state
laws and regulations that atfect the college personnel (unctic:7\. Colleges
must be able to meet these challenges in order to sustain a successtul per-
sonnel program.

An ef‘ective employee commbnications program is integral to a com-
prehensive personnel program,and-a policy and procedures manual is
central to a successtul communications program. The spectrum of em-
ployee communications ranges from short, periodic memoranda to ex-
tensive newsletters issued on a regular basis.

Policy and Procedures Manual

A policy and procedures manual or an employee han book is a stan-
dard vehicle for communicating institutional poiicies arid procedures to
employees. Although there is lfot a uniform format, style, or approach
for such manuals, they all should include several major sections: ~wa,

1. Welcome and introduction, which is usually a mpssage from the
chict executive otticer of the institution.

2. Basic intformation about the college, including purpose, size, type,
history, and other, similar topics. \ 4

3. Employment policies and procedures—a comprehen\ ive account of
general working conditions, policies, work rules, and progedures.

4. Employee benefits, which includes detailed information bn benefits
such as insurance, retirement, vacations, sick leave and other leaves, and
discounts.

5. Employee services, including information about such items as
facilities; check cashing, and parking. ‘

The tnanual or handbook should serve as a basic tool for'new em-
ployee orientation as well as a useful reference for continuing e loyees.
Supervisors should be thoroughly familiar with the manual to insure

consistent administration of college policies and procedures. (See Exhibit

\

‘ |
152 !
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5A.) Such a manual need not be an expensive undertaking. Production
costs can be kept to a mimimum by using campus duplication equipment.

Personnel policies .nd procedures tend to change frequently; thus,
there should be established avenues to inform emp.ivyees regularly about
such changes. One means is through a ‘Personnel Information Bulletin.”
Employees readily identity intormation with the personnel function
when the communication carries its own distinctive letterhead. (See Ex-
hibit 5B). An effective employee communications program incorporates
the following objectives: (1) to intorm employees in advance of a policy
or procedure change, (2) to give employees the facts, that is, to discour-
age unfounded rumors, (3) to inform employees why something has hap-
pened or is being done, (4) to communicate the bad news along with the
good, and (5) to encourage response from employees.

' N
Essential Policy and Procedure tatements

The number ot personnel policies and procedures varies among institu-
tions, based on the philosophy of each. However, in every college, some
ot these should be reduced to writing for the benefit of both supervisors
and employees. The tollowing examples typify statements that should be
incorporated into any institution’s personnel policies and procedures
documents. These can easily be adapted to fit any institution.

Probationary Period

The probationary period, an extension of the sclection process, is
described in Chapter 1. A sample statement from an empics ee handbook
on a probationary period tollows: “In order to become a continuing full-
time employee, you will be required to successfully complete a pro-
bationary period ot three working months. During this period, your
supervisor will observe your pertormance to determine if you have the
required abilities and qualitications to attain continuing status. Tk pro-
bationary period also provides you the opportunity to determine how
well you like your job and the college. Prior to the expiration of the pro-
bationary period. your supervisor will evaluate your work performance
on the ‘Employee Pertormance Appraisal’ form and indicate whether or
not you will be awarded continuing status.” .

Once an employee has received continuing status, dismissal or dis-
charge usually depends on a finding of “just cause,” which requires
documented evidence ot rule or regulation violations that would warrant
disciolinary action. In addition, due process procedures must be taken
into consideration.

16:
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Many colleges require that an employee who is moved to an entirely
ditterent job demonstrate satistactory pertormance in the new job during
a “pertormance period” ot 30 to 45 days. Continuing employees who
transter or are promoted to ditterent jobs serve a pertormance period.
This practice attords the new sujrervisor an opportunity to “try’ an
employee in a job without compelling the supervisor to retain the new
employee it pertormance is not satistactory. A sample pertormance
period statement tollows:

“An employee who s transterred or promoted to a ditterent job classi-
tication will be required to ccinplete a pertormance period ot 45 work
days. During this period, your supervisor will ubserve your pertormance
to determine it you have the required abilities and qualitications to attain
continuing status in the job classitication.”

Colleges with sizable statts will trequently permit an employee who
does not successtully complete a pertormance period to return toa job in
the classitication trom which he or she was transterred or promoted.
Smaller colleges otten lack the position vacancies to aftord employees
this type ot security. In such a situation, a general policy could be
adopted which commits the college to attempt to place the unsuccessful
employee in ahother position in the college.

Where this kind ot policy is not feasible, institutions should provide
some other assistance tor employees who are promoted and are not suc-
cesstul in their new jobs: otherwise employees will become reluctant to
apply tor promotions. Caretul selection criteria and realistic performance
periods can minimize instances of unsatisfactory performance by pro-
moted employees and can enhance a policy ot “promotion trom within.”

Employment of Relatives

Most colleges have policies that restrict the employment of relatives,
but there is a trend to liberalize antinepotism policies. An employer can
restrict the employment ot relatives, in situations where one would be
supervisor ot the other. without violating equal opportunity and affir-
mative action regulations, provided the policy is administered in a non-
discriminatory manner. Following is an example ot a standard statement
that 1s consistent with equal opportunity and attirmative action regula-
tions: “Dersons related by tamily or marriage may be employed by the
college. provided such individuals meet regular college employment
standards. However. taculty or statf members shall not initiate, par-
ticipate in,” or exercise any intluence over departmental or institutional
deasions involving a direct benefit to a member related by tamily or
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marriage (such benetits include initial appointment, retention, promo-
tion, tenure, salary, leave ot absence. and grievance adjustment). In
situations where a contlict of interest might occur under normal
operating procedures, the responsibility for the decision will pass to the
next higher administrative level. For purposes ot this policy, persons
related by family or marriage are defined as a spouse, parent, child, in-
dividual for whom a taculty or staft member has been assigned legal
responsibility in a guardianship capacity, sibling, grandparent, grand-
child, aunt, uncle, niece. nephew, and in-laws.” :

Rest Periods or Breaks

Rest periods at the work place are common, with one break usually
granted in the tirst half ot the work shift and another in the second. Some
employees have a tendency to “stretch” a rest period of ten or fifteen
minutes into twice the time. A policy statement cannot, in and of itself,
reduce abuses ot the rest period, but it can and should serve as the basis
tor supervisory entorcement. Foliowing is a sample rest period policy
statement:

“A rest period ‘ot 15 minutes is granted in the first half of the
employee’s work shift and another rest period is allowed in the second
halt ot the work shitt. Rest periods are limited to 15 minutes of absence
trom the job. These periods are intended to be preceded and followed by
an extended work period: thus, thev may not be used to cover late ar-
rival to work or early departure, nor may they be regarded as cumulative
if not taken. Rest periods are to be scheduled by the supervisor and may
be standardized or staggered among employees. A rest period of 15
minutes will be permitted at not less than two-hour intervals for work
occurring immediately prior to or immediately tollowing the regular
work shitt.”

Working Hours and Schedules

The concept ot a workweek tor pay purposes evolved as public policy
in the tederal Wage and Hour Law. The previsions of this law remain ap-
plicable to independent colleges. However, the U.S. Supreme Court ex-
empted public colleges trom provisions of the la.., except tor the Equal
Pay Amendments. (A comprehensis e explanatiop of the Wage and Hour
Law is included in NACUBO's Feuieral Regulations und the Employment
Practices of Colleges and Universities.)

The law requires every employer to define a workweek for its
employees. The workweek must consist ot seven consecutive 24-hour

1€;
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periods (168 hours) that need not coincide with the calendar week; the
workweek may begin on any day and at any hour of the day. A typical
workwevk statement is as tollows: “The workweek for staff employees

begins at 12:01 a.m. Sunday and runs continuously until 12:00 midnight -,
Saturday.” The workweek becomes the prime deternvinant for calculat-

ing overtime. Many public colleges, although exempt from the Wage and

lHour Law, tollow its overtime provisions because to do otherwise would

probably be interpreted as denial of a benefit that is expected by

their employees.

Overtime PPay .

It is extremely important tor colleges to detine the conditions under
which overtime pay and time off will be computed. The Wage and Hour
Law only requires payment at the rate of time and one-half the regular
rate of pay for hours worked in excess of 40 hours in a workweek. It does
not require overtime pay for hours worked in excess of 8 hours in a
workday or for hours worked on a recognized holiday. Frequently, how-
ever, prevailing practice or institutional policy requires such payment. A
sample overtime policy statement follows:

"“The statements in this policy are intended only to. provide a basis for
calculating straight time, overtime, and premium payments, and should
not be construed as a guarantee of hours of work per day or per week. A
workday is defined as a period of 24 consecutive hours, commencing
with the beginning of the employee’s regularly scheduled work shift.
Overtime or premium pay at the rate of one and one-half the regular
hourly rate will be paid tor hours worked as follows:

A. All hours worked in excess of eight hours in any workday.

B. All hours worked in excess of forty hours in any workweek, pro-
vided that no pyramiding of overtime shall be applicable, that is, no
employee shall be paid both daily and weekly overtime for the same
hours worked. ,

C. All hours worked on a recognized college holiday. ‘

D. Any recognized holiday tor which the employee receives pay for.
not working will be counted as a day worked for computing weekly
overtime.”

Wage and Salary Polidies and P'rocedures

Employees naturally have an interest in the wage and salary policies
and procedures ot the institution. Colleges should provide information
to employvees covering the schedule of paydays, trequency of wage
adjustments. compensation tormulas for promo:ions, salary ranges for

1,y
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jobs, work recall compensation arrangements, and shift premiums, if ap-
plicable. Wage and salary policies and procedures are described in -
Chapter 2, except for work recall and shift premium provisions, which
are treated below.

. Work Recall Many employers provide additidnal remuneration or &
guarantee of a minimum number of hours of compensation if an
employee is called back to work outside scheduled work hours. This ad-
ditional remuneration or guarantee of hours compensates the employee
for inconvenience. A sample “work recall” statement follows:

“If an employee is called back to work outside his or her scheduled '
hours, necessitating an additional trip to and from work outside his or
her normal workday, the employee will be paid a minimum of three
hours for any service rendered of less than three hours on-the-job time.
‘Overtime will be paid if such recall hours qualify under the overtime pay
provisions.” '

Some work recall policies automatically compensate work recall hours
at the overtime rate. The premium rate usually insures the availability of
necessary personnel. .

Shatt Premuins These generally serve to compensate inconvenience
and to efficiently staff undesirable shifts. A sample shift premium state-
ment follows: g ‘

“A shift premium will be accorded employees who are regularly
assigned to the second and third shift as follows:

Second Shift: $.10 cents per hour. Second shift is any regularly -
scheduled shift starting between 2:00 p.m. and 10:00 p.m.

Third Shift: $.20 cents per hour. Third shift is any regularly scheduled
shift starting between 10:00 p.m. and 5:00 a.m. -

The shift premium is not applicable where tke assignment occasionally
varies or tor temporary assignments of less thalt 30 days’ duration.”

Layotts and Recalls

An equitable policy and procedure for layoffs is esscntial to a compre-
hensive personnel program, Most colleges experience some layoff of
umployees between academic terms or during the summer months. A
sample layot! policy tollows: -

“One of the continuing benefits of employment with this college has
been the stability. of our emplayment patterns, which have shown a
steady but controlled increase in the number of jobs. This has insured
tull-time, continuing employment for the majority of our employees. We

. have historically been able to predict the necessity for partial or tem-
porary layotts between academic terms or during he summer months. If

‘ .y .
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it becomes necessary to reduce the work torce, the tollowing procedure
will'be followed:

A Probauonary and temporary employees will be laid ott tiist, pro-
vided the empluym retained can pertorm the available work.

B. Continuing employees will be laid ott by job classitication in re-
verse order ot their length ot service within the department or area in
which they are employed. provided the employees with greater length of
service pussess the abilities dnd qualifications to pertorm the available
work.” .

It is also common 0 state procedures tor recalling employees trom lay-
ott, as in this sample statement: “Recall ot employees trom layott will be
in reverse order ot their layott. That is, the employee with the greatest
amount ot service who was laid otf last will be récalled tirst, provided the
employee is qualitied to pertorm available work.”

Grnievance Procedure

Every employer should accord employees an organized method tor ad-
justing grievances. .~onunion employers are trequently reluctant to do
this. usually out ot tear that they may relinquish management authority,
However, one Sateguard ter retaining nonunion status is to accord em-
ployees a tair, impartial method for presenting and adjusting grievances.

"Grievance procedures should provide tor timely reviews and for
adjustment of grievances at the lowest possible level. Usually, a fair and
workable procedure can be developed with as few as two or three levels
ot review. Such procedures can provide tor tinal resolution of a
grievance within the college or tor an advisory review by an outside third .
party. A sample grievance procedure tollows:

"We recognize that problems involving employer-employee relations

_will arise trom time to time. We believe that it is in the best interest of
both the college and the employee to resolve these matters as soon as-
possible at the lowest possible level, In order that emplcyees may be as-
wured Rair consideration of their problem(s) a means ol review and ap-

peal. without prejudice, to higher levels ot authority has been established.
Emplovee problems or concerns regarding college rules. regulations,
working conditions. or their application <hould be taken up in the tol-
lowing manner:

‘The emplovee should tirst attempt to adjust the grievance intormally |
by discussing 1t with his or her immediate supervisor. |t the matter is not
adjusted to the emploves s satistaction through intormal discussion, the
emplovee may proceed to the tormal grievance stage by presenting the
grievance in writing to the immediate supervisor, describing the adjust-
ment desired. The grievance must be presented to the immediate super-

-

Fal




policies and procedures ‘ 159

visor within 45 days ot its occurrence. The supervisor will have five
calendar days in which to provide the employee an answer in writing.

“It the employee is not satistied with the answer trom the immediate
supervisor, he or she may take the grievance to the second level of
review. The grievance must be presented in writing to the second fevel of
review within tive days trom the tim. the answer was given or due by the
immediate supervisor. The second level @t review will be the next im-
mediate level of authority, that is, the immediate supervisor's superior.
The second-level reviewing otticer will have tive calendar days in which
to provide the employee an answer in writing.

“It the employee is not satistied with the answer received trom the sec- -
ond level ot review, he or she may take the grievance to the third and
tinal level ot review . The grievance must be presented to the third level of
review within tive days trom the time the answer was given or due by the
second-ievel reviewing otticer. The third level ot review will be the vice
president ot the respective area. The vice president will have.ten calendar
days in which to provide the employee an answer in writing. The deci-
sion ot the vice president will be tinal and binding on all parties.”

The number ot levels ot review and the reviewing ofticers must be
determined by each institution. (See Exhibit SC). Such a policy provides
an internal, administrative remedy; it does not, ot course, preclude out-
side action in the courts, ‘

¢

Rules, Regulations, and Disdiplinary Action

Should the institution publish rules governing employee conduct? The
correct answer may be either yes or no. An overwhelming majority ot
employers that are unionized have rules and regulations that are in
writing. This 1s not because unionized employees need more guidance,
but because of a basic labor relations principle: A unien contract will
normally include a grievance procedure that provides for binding ar-
bitration tor disputes arising between the parties. All matters related to
disciplinary action are subject to the grievance procedure and, conse-
quentiy, to eventual arbitration. One ot the tirst considerations ot an ar-
bitrator n a disciphnary case is to determine it the employee had
knowledge ot the rules he or she is alleged to have violated. Manage-
ment s best evidence to persuade the drbitrator of the employee's knowl-
edge ot rules is to demonstrate that they were issued in writing.

Nonunion employers trequently choose not to publish an extensive list
ot rules and regulations because they do not want to appear overly
autharitarian or punitive to their employees. However, it an employee
can be disciplined w'iulaliun ot a rule, that employee can reasonably
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expect to be apprised ct the rule through written communication. This is
an area where the choice must be made individually by institution. (See
Exhibits SD, and SD.).

Sroxnesseec Deoping: Disciplinary action should be imposed only
when absolutely necessary. Each incident that might require distiplinary
action should be examined caretully to insure veritication ot the facts and
consistent application of any disciplinaty measures.

A usetul approach to disciplinary action is that ot “progressive disci-
pline.” This principle®ntails imposing increasingly severe torms ot disci-
plinary action tor repetition ot an otfense. For example, in a case where
an employee is absent an excessive number ot times, the supervisor might
tirst warn the employee orally. It the pattern continues, the employee
would receive a written warning. It the pattern still persists, the
- employee would be given 4 disciplinary suspension without pay for three
days. It the abuse is not corrected, the employee might be given an addi-
tional suspension without pay tor ten days. Finally, if there still is no
improvement. the employee would be discharged. Progressive discipline
may include tewer or more steps than this example. (See Exhibits SE,,
SE.. and SE ).

The principle ot progressive discipline evolved from the labor relations
environment. Arbitrators, in addition to considering whether or not an
employee was aware ot the rules, also consider whether or not an
‘employee had advance knowledge ot penalties that would fesult from
violations.

Progressive discipline is not applicable in every instance where
disciplinary action is warranted. The violation ot some rules is so ex-
treme that outgight discharge is the only reasonable remedy. These viola-
tions would include. but not necessarily be limited to, thett, intoxication,
willtul destruction ot college property. and unauthorized possession ot
tirearms on campus.

Personnel Records and Information

Federal and state la vs requize the collection and retention ot detailed
personnel intormation The specitic data required and the retention
schedules are generally includéd within the laws and supplementary ex-
planatory bulletins. ‘

Personnel records should be maintained tor intormation that (1) is
employment-related, (2) relates to wages and salaries, including benetits,
(3 concerns disciphinary action, and (4) provides general personnel data.
Most employers maintain separate tile tolders, or “employee personnel
tolders.” tor each employee. The intormation thus maintained varies
amoeng employees, but generally includes a chronological tile ot torms,
letters, pertormance appraisals, etc., pertaining to the employee.
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There is a growing trend in personnel admlmslranon to permit

~ employees to have access to their personnel tolders; it likely that
~  tederal legislation will'be enacted, comparable to the Family €ducational
/ Rights and Privacy, Act ot 1974 —which attects sludenls—lhal would

make such access mandatory. Colleges should thus include only relevant
information in personnel tiles. Since much of the personnel intormation
maintained by employers is also applicable tor payroll processing, col-
leges should ‘be aware ot potential costly duplicgtion of records.
Although payroll is primarily an accounting tunction, payroll and per-
sonel intormation should be coordinated for. cost-etfective management.
Small college administratars lradlllonally have not separated the per-

- sonnel tunction trom the payroll functioh. However, internal control is
considered to be better it the two tunctions are separate. whereby per-

sonnel is the authorizingsagent and payroll the proc@ssing agent. The

. paperwork required tor authorization can be combined with other
elements in-the “change ot stafus” form. The “change” fort is a compre-
hensive document that includes information tor all status-rate changes.

(See Exhibits 1M, and' IM.).

M.m'u.ll vs. Computérized Intormation . ’
Intormation on payroll and personnel lends itself well to computeriza-
tion, since these tunctions possess many common “data elements” tha
permit the design or purchase of comprehensive software packages for
both at minimal cost. Many retail sottware packages for payroll and per-
sonnel provide “report generator” capabilities, including that of produc-
ing various management intdrmation reports (for example, payroll and
personnel reports) while omitting the traditional computer programming -
routine. Many gmployers are also using “computer output microfilm”
(microtilm or microtiche) as an inexpensive means ot maintaining and
, retrieving personnel and payroll intornation.

Because many institutions maintain computer tacilities on campus, the
conversion ot payroll and personnel intormation trom the manual to the
computerized mode can be accomplished at reasonable cost. Some em-
ployers have purchased minicomputers in order to process payroll and
personnel records.

-

Collective Bargaining

Employees in higher education are unionizing at an increasing rate,
which suggests that this trend may attect any institution, regardless ot
size, type, or location. Since 1970, independent colleges and universities

»y ..
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mth gross annual revenues in excess of $1,000,000 have been subject to
‘the jurisdiction ot the National Labor Relations Board (NLRB). This
bodrd is responsible tor the administration and interpretation of national
labar policy as stated in the Labor Management Relations Act (Taft-
Hartley Act). The NLRB has the responsibility to promulgate procedures
undet which union representation elections may be conducted. While
publid colleges and universities are exempt trom the jurisdiction of the
NLRB.\ many states have enacted laws that accord state employees, in-
cludlng\college employees, the right to bargain collectively.

In mdpt instances in which a union is the exclusive bargaining agent, it
bargainsiwith the employer on all matters relating to wages, hours, and
other terms and conditions ot employment. In othér words, almost any-
thing is a potential subject tor the bargaining process.

What to Expect it Unionization Occurs

Collective bargaining does not mean that productive work will grind
to a halt, but it does bring with it a detinite reduction ot management's
authority. Management's capacity to govern unilaterally will probably
be impaired and tlexibility in assigning, transterring, and promoting em-
ployees probably will be restricted. The institution’s cost for supervisory
statt and paperwork is likely to increase. Additional payroll time and
costs will be inrurred because of union dues checkotts. Care must be
taken that personnel records include documentation of incidents that
result in disciplinary action. The institution will have to share some of its
managerial decisibn making with the union and to bargain with the
union on changes ot shitts and working schedu'es, assignment ot work,
transters and promotions, layott procedures, and wages and benetits.

The college may\become enyaged in arbitration cases, each of which
can cost many hours ot supervisory time, attorneys’ fees, and arbitrators’
tees. The institution's right to discipline employces may be seriously im-
paired and it may occasionally be required to reinstate a discharged
employee with back pay because of an arbitrator’s decision. The college
may lose its unrestricted right to use the most qualitied employee on a
specitic job ds well as the right to assign or require employees to work
overtime. Many ot the items mentioned above are typical content issues
in union contracts. !

An evaluation should be made ot institutional conditions that could
lead to unionization. What does a union organizer look tor when plan-
ning an organizational drive? Some considerations are obvious: low
wages, wage inequities, noncompetitive tringe benetits, arbitrary lay-
otts, arbitrary disciplinary action, shaky job security, and nonexistence
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of grievance procedures. Many colleges are vulnerable in these areas. A
sound personnel program can correct these problems and assist a college
to remain union-tree.

-

Why Lmployees Join Unions

Following are the most common reasons why employees join unions:

1. Lack of job security. This appears to be a prime motivator for
unionization; it includes failure to recognize seniority, arbitrary layoff,
insufticient warnings betore discharge, lack of grievance.procedures, and
arbitrary assignment and transfer practices.

2. Noncompetitive wages and benefits. This ranks high on the list.
. Unions generally have knowledge of competitive compensation packages
ottered by other employers and they may promiise college employees that
unionization can provide the sar: for them. Failure by the college to
supply employees intormation . .sification levels, salary ranges, and
general wage intormation als o tui -..to this category. The most damaging
teature of all is wage tavoritism, that is, different employees receiving
ditterent wages tor comparable work. Unions will usually criticize any
pay plan that provides ditterent rates based on employee performance.

3. Failure to advise employees what is expected of them. This inclucles
inconsistent pertormance appraisals by supervisors; untair or inconsis-
tent pertormance standards: and lack ot uniformity in rules regulations,
and job assignments.

4. Poor working conditions. Lack of air conditioning, inadequate or
expensive parking, and inadequate training and supervision are included
in this category.

5. Poor personnel policws and inconsistent administration of policies
and procedures. This ircludes tailure to communicate policies or to state
them in writing.

6. Lack of adcancement opportunities or favoritism in promotions.
Most employees wish to progress. They want to be rewarded tor pertor-
mance and tor demonstrated abilities: lack ot opportunity to do this may
be a strong motivator toward unionization. N

Fatlure to consult employees on matters affecting their jobs. Thls
includes ignoring or discouraging suggestions trom employees. It man-
agement doesn't listen. a union organizer will.

8. Fathure to heep employees informed. Lack of communication has
been the catalyst tor many cases ot unionization.

A major reason employees join unions is because ot a need to “belong”
and because each person must teel important as an individual. If a college
tails to provide an environment that recognizes these basic human needs,
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+ its employees will seek other sources ot satistaction, Employees perceive
that unions wilk provide them recognition, opportunity for participation,
* and a teeling of security. It has’_been said that unions don’t make trouble:
they: find it. '
The tield of labor relations is extremely complex; dealing with it re-
L qu'fres the expertise of a competent labor attorney, labor relations con-.
sultant, or personnel professiomal. At the first indication of labor
discord, colleges should secure the services of a qualified labor relations
profesgional if such expertise does not exist in the institution. Sound
labor selations_practices can reduce the severity of confrontation be-
tween an institution and unions. - B
Employees join unions because they perceive that unions will help to
satisty their needs; such pesds:are basic to human aspirations and en-
deavors, regardless of whether or not a union is involved. An effective
personnel program, which is concerned with the needs of employees, is a
key requirement for harmonious employee relations and for good college
management. - P '
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Exhibn SA

How To St Up a Policy and Procedures IManual

The t Howomg aren le was prepared by Bettye H o Galloc ay o0 e Uinceraty of Misasaynu
for thv Flow to seres pubisshed by the Colivge and Urmicerty Dersonn & Assoaton

The primary purpose ot a policy and proced:-es manual is (o present
an institution’s pohicies. to describe in detail the ru'es and regulations
governing an institution. and to indicate pracedai s tor imp! menting
these. The manual should cover policies and procedires adopted by the
institution, edicts issued by the governing board. anid applicable tederal
and state laws..

.

A policy manual generally ditters tro: 1 a handbook in that the latter is
usually smaller and summarices policies. whereas a manual Jescribes
them completely. For example, where a handbook would indicate that
otticial travel is reimbursable, a manual would not only detine “otticial
travel,” but would include the entire travel poliNogether with instruc-
tions and examples on when and how to request travel, to have the trip
approved, to receive a cash auvance, and to tile the reimbursement
vouches. '

A manual should be organized with the policy statement tirst, tollowed
by the procedures tor implementing the policy: in many cases. the torms
used 1in implementation are included tor claritication. When policies and
procedures are combined in one volume, cross-reterences are casily et-
tected. afid chances of error are reduced.

A policy manual serves as a central source tor otticial reterence and 1t
should be printed in a locseleal torm to accommodate periodje supple-
mentation. P'rocedures may (han,,v more nttcn than thc puhcies them-
selves and they should also be kept uo-to-date. )

Respons‘ibilily for the Manual

An instituticn's certral pereonnel ottice is most often the recipient ot
inquiries concerning rules and regulations governing an institution and
thus should be assigned the respensibility tor preparing and maintaining
a policy manual. Most ot the tunctions ot the persor~el olfice come
ynder the auspices ot adop*sd policy; theretore, this oftice is intimately
acquainted with administration of the policies and is fhore likely to be
aware ot a1y changes or additions.;

o 1':1 y
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Securing the Intormation

A collection Sbonid B ade ot all the teles and reyalations that pov
cromsthe emploscesand b opeation ot the astitatien This intormation
should be crouped iote o a7 sechions tor compihing the manaal. When
exactcopies ot ottioal cegeanons have been obtined intensive iesearch
shoud be conducted o deternmne exactiv Boss the polioy e properlyaim
Alemented Copres o tores Shonld be secured and o stepe by step proce
date tor amplersentog the padiy should e ootbned Drepaning the
material tor the caal inveives stating the cttical policoy presenting
completed ampies G tbe tore ased tor implementin the peliov, advis-
i where tosecire the toros and presenting instractions tor routing,

daind toiion Lt P e es

.

Orpanizing the Intormation

Ponor manrad sectens bocld mddade proupings such o Emplovment
olicies "HBeoetits and anetal Poli s H‘.t‘w \ht‘ulxi be harmoni-
ous swaththe  Shviaons and veneral operations ot the institution-

poelictes Jditte Aeparment to department o trom campuas to cam.
PUS R Cratior shouid be giver s to their prhoation in each
aintt A\ e o tollow -

Employm: :.& olicies
Anr aal leave
" Vacation
Sick Leave
Yiaconity Leave
Leave Without i ...
Cldss ficdtion 1laa
Dcmnmj\s '
Employ hent of Relaiv -
Equal Opportunity
Faculty Saiary lev.ls
Gnevances
Hours of Work
Layolts
I'reemplovmert Physal
Examina 1o0ns
|'usl‘]u'(tur.|l Research Avociates
Recrintment
Separation ti.m Employment
Tenure

Benelits
Business Pursuits Liability Insurance
Disability Income Protection
Further Education P

i&)
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Group Life Insurance

Health andd Hosputalization
Insurance

Scholarships for Children of Facuity ¢«
and Statf

Social Security

Tax-Sheltered Annuities

Worker's Compensation

General Policies
Academic Regulations
Campus Speakers
Cash Receipts and Reports
Commencement
Committees

Y

Faculty Meetings

Fair Labor Standards Act
Housing

Research Grants and Contracts
Trattic Regulations

Travel

The table ot contents should he atems in sequential order, and an in-
dex ~hould be devised tor quick reterence, with a view to the ditterences
in terrminology among emplovees. Forinstance. " vacation™ should be in-
devee as well as annual leave " and “nmunimum wage” and “pay rates”
shouid be hs naddition to salary scales.

Distributing Changes in the Manual

A svstematic procedire should be adopted tor reviewing and supple-
menting the manual Sivcmonth antervals usually suttice, and December
and Juiv are usuallv excellen: months tor issuing supplements -Decem-
Ber vor assuwny changes occurning eitective with the new calendar vear
and Julv tor the begimnming ot the new tiscal vear. However, policy
changes requining immediate action should be arculated as soon as they
occur One manual should be set up as a control volume and changes
should be noted as thev occur by a person assigned this responability . At
the end of November or fune these changes should be organized. writ-
tenn and printed tor distribution,

Each page of the supplement should be dated and the pasie numbered.
Should the replacement section be longer thar the exicting section, the
numberinyg should run to subsections, tor ex aple pages 24 25 25a
and 25b

A memorandum should accompany each mailing vith appropriate in
structions such as Delete page 22, dated March 1979 and insert page
22 dated July 1930 Delete pages 28 and 29, dated Julv 1979 and insert

18-
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.
pages 28 29 29y and 290 dated Tl 1980 In addinon to providing in-
structions toransertion this memorandam serves as g transmittal record
and allows cach person responsible tor maintaiming the manaal to make
sare that b ot the nesw pages have been recerved .
At the tme o imtid pubhication and distribution 4 st of names
should be compiled ot those persons who receive a manual. usually,
these are sdeparement heads Supplements are addressed to individuals
rather than to othices 10 this way one person s responsible tor the main-
taiiainee of dha manual ineach ottice )
Supplements should be issued i the came tormat as the manual, that
v the polioy staterent should appear tirst tollowed by the procedures.

Exhibit 5B

. MPLOYESS' TDNE OFF TO WOt

The Celifornie Stete llo:llo- Code, Sectiom 14150, ,. ovides for the following:

- ]
"1t o voter dose sot have sufficleat time outeide of workiag hours
to vots st o stetevide slectiom, the voter mey, without loee of
poy. taha off enough working time which vhen edded to the woting *
time svellebly oute1de of vorking hours will eaable the voter to
vote.

- “No sore then tpo hours of the rime teken off for wvoting ot.il be
withaut loee of pay. The time off for voting shall b wnly et thw
beglaning of end of the teguler working ehife, vhichever ollove the
wet free time for voting and the lesst time off From the renular
working ohift, unless otherviee autuslly egreed.

“1f the empioyee vn the third working day prior to tha day of
slection, kmows or has ressqn to belisve that tims off vill be
necesesry to be sble to vote on electiom dey, the ®wployee shall
give thq-employer ot leset two wotking daye’ notice thet time
ofl for votiag le deeired, in eccotdsnce with the provieions of
thie eection.” . o

The sbove sectica requires that ssployses be given peid time off to vote

only {f *he semploves doas not have sufficlent ¢ime to vote outeide of

vorking houts.  Siace the polls ere normally open tros 7:00 s.m. to 8:00 p.m.,
{n swet coses emplovess of thie univereity vill de sble > vote outeide of
worhing houre snd, thus, ehould not be given time of’ te oniy in speciel
cooes, such os vhen en oaployee is required to wrk se...wr, the polle ere
open only {or o linited time, or some other equally good reseon, thst e=-
Plovees would need to be given peld time off to vots. However, vhen o good
resson does seimt, on vsployes ie entitled by lgv to be neid time off to
vote. -

It you have eny questions, Plesse contact the Personnel Office.
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Exhibie SC °

‘o

STAFF COMPLAINT PROCEDUA €

% the purpete of the Stett Complamnt Precsdure 1o estabinh ¢ method whersby complaints of staf! members will
rosived promptly The hiing of o complamt will in no way propudice the service of -status of the smif member.
100 the Focuity end Stalt Menus! for o tull description of ths wocedure. [

Noll Momber = = . Dete . 2

Job Employment
Dégprtmemt . . e o Tl .. . __._ .. ODete . . . o

A
Hatament of Complaim; Bechground/sctivity lessding to complaint, including detes:

.

a Steft Member's Sigrature .. .o . . * Dete _

1 Oecnion - S e :::m.'.,.-_-._m.__._

°

R IR LT, e e ——

Complaint Rewoived Yoo .
No, .  SwettMembe . .. ._. . . __Dete _.._.._ ____
Requent Appsel Yoo '
No ' Suwperwwor . . B —— 1)
: Mearing
2 Oecison R . T

]

- - - - PR, .
L]

Cin;.b-m- Resolved Yes

Request Appesi Yes

. Heoring
3 Deasion . e . L . Dete ... _.

Complaint Resolved Yes .
No = St Member _ . e ¢ 11
Request Appesl Yoo Oweetor

No imttutionel Serviess = ... . . . _ __ Dste ...

Hesring
‘4 (FINAL) Deciion . R, —_— . .. ... Dt __._ .. .

N .
o
P - ce - e e e e e e e e e e e e e

F l{llc"“m:’ - T T e e l%—-““ Onte e T

.
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. Exhibit 3D, .

hs evampete oo b g umonzed s nitatog

Rules, Kegulations, and Discipline Procedures

In order to maintain and operate the college in the best interest ot all
concerned. it s necessary that all employees adbhere to certan standards
of conduct _ mplovees who violate these rules and regulations will be
subject to disaiplinary action that includes (but 1s not limited to) the tol-
lowing, ‘ -

o 13 . :
I Vebal Warmng 3 Three-Day Suspension

2 Wnitten Warmny 4 p to and Including Discharge

These penalties may vary  at the sole discretion of the college, where
there arv extenuating arcumstances, indluding prior unhke violations.

Exarmples ot violations and the probable penalties tor such violations
are set torth as toltows

¢ EXAMPLES OF VIOLATIONS
Stepr Step Stepr Step
e 1 ] mn . - 1v
I Excessive tardiness 1 2 3 4
2 bExcessive absenteeism . ! 2 3 4
GoCareless  or substandard  work '
manship resultin i waste, spoil
age or delay ] 2 3 4
4 Powing  detating or removing 4
" noties trom college bulletin
boards or other pubdic places ! J $ 4
S hadure to report tor vaceepted
everfime worlowithout a justib
able reason or tadure to promptly ,
notdy the college ot such absence ] 2 3 4
o Enpaging in horseplas o wcutthng, | N ) !
T Leaving the work Jocaaon during
work shitt without-authonzathon ! 2 } i
8  ldhing, loahing, or intention dur
ing work hours ! 2 4 4
9O Fatlure to properly niny time cdock i 2 ¢ 1
10 Fadure to nbtily supervisor on
cach dav ot unscheduled absence. J 2 3 4
1! l‘\l;\g profane ar obscene lanpuape
or gestures., ] 2 3 4

. 18y




policies und procedures 17

S Step Step Step Step

T Ottere l I n v
12 Violations of minor ~atety rules .
. and proctices by 2 3 4
13 Misusing  damapging  or destroy
inp college property 2 3 4
14 Gambling o1 possession ot gam
bling devices on college property 2 3 4
[5. Insubordination : . R} 4
16 Violatwons of major satety tules
. and practies, 3 4
17 Sleeping or giving: the impression -
ot sleepiny duning work hours, 3 4
18 Ringing another emplovee s tme
o card ) k) 4 v
19 Falsitying or altermy, time cards or -
other records 3 4

20 Reporting towork while under the
mtluence ot alcoholic beverages or

NArLotiE s O possession or yse of

these on college property 3 4
21 Immoral conduct or indecency. 3 4
22 Fythting assault attempted  as .

sault. or threateming anvone on

college property B
2V Unexcused absence o three con-

secutive davs 4
24 Convichioron a oivil o coiminal

coLirt ot \i('.:'.'mu‘n by law entorce

ment authonties without a reason

acceptabic to the colleve 1
25 Thett ot emplovee or college prop
« erty 1

2o Uniuthonced possessica of weap
ons or eaplosives oncollege pron
erty 4

27 Ay other conduct winchas incon Penalty to be assessed on
ststent wath proper behavior. Circumstances.

28 Multiple victations whether ar - Penalty to be assessed on
not ssmuitaneous of the torepoiny,.  arcumstances
rules and regulations -

29 Falwihcation ot emplovment apph aalty to be assessed on
Gition, arcumstances,

ERIC ' . 18; '
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-
EM ’D; A erdample s trom g nonumion sttt

Di-cipline Procedures for Buildings and Grounds Employees

Employees will be subject to disciplinary action tor any ot the follow-
ing oftenses.

1 Thett ot college property First ottense, discharge.
2. Unreported absence ot three or more days. First otfense, discharge.
3. Immoral conduct or indecency. First otfense. discharge.
4. Falatying employment application. First oftense, discharge.
S. Drinking alcoholic beverages during work hours, or on campus at
any time Fust ottense. discharge. .
6. Insubordination. First oftense, one week suspension without pay:
second ottense, discharge. :
7. Reporting to work under the intluence ot alcohol or drugs. First ot-
tense, one week suspension without pay; second ottense, discharge.
8. Falsitying time cards or work records. First ottense, written warn-
ing; second oftense. discharge.
9. Punching out a time card tor someone else. First ottense, wrmen .
warning. second ottense, discharge.
’ 10. Sleeping on job during work hours. First oftense, one week suspen-
sion without pay. second ottense, discharge. '
11. Fighting or horseplay . First ottense, verbal warning: second oftense,
written warning, third ottense, one week suspension without pay.
12. Excessive absenteersm or tardiness. First ottense, verbal warning;’
~continuation, written varning; turther continuation, discharge.
¥ - 13 Viddating a satety rule or practice. First ottense, verbal warning;: sec-
ond ottense, wnitten warning; third oftense, one week suspension
without pa.
Other ottenss that violate standard ot honesty and cthical relation-
ships  which are especially necessary 1na college community - will also -
be subject to disciplinary action.
The tojlowing policy 15 applicable st an employee in this department
teels that a disaplinary action has been untair:

1 FEirst. the employee must discuss the reasons tor disapline with
the superintendent ot buildings and grounds. This discussion
must take place within three days after the disciplinary action.
It still not satished: the employee may appeal the dedision to the
vice president tor business, who shall conduct a hearing. Any
party shall be entitled to present witnesses or documents in sup-
port ot his or her position. The decision of the vice president for
business shall be tinal, but he or she shall consult with the presi-
. " dent ot the college in appeals trom discharge decisions.

t9
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Exhibit SE,

DEPARTMENT OF PHYSICAL PLANT
Verbal Warning Form

<

" Date of Warning .-
I have today given verbal warning to employee(s)

¢

Classification

Persons present

Reasons for warning:

(Use other side if necessary)

Date and hour of violation_

(Date) (Hour)

>

Supervisor's Signature

Q 1’8';




9

Notice of Written Warning

’ TO ——— -_:*_.._:_c.:_- e
Employee's Name | Title

Reason for Warning

You have been issued this written warning for violation of a college
rule or regulation which reads as follows:

The violation occurred on (date) at
(time) _ at the following location

Facts Related to Violation (Be Specific Regarding Circumstances Involved)

. \ e e e s m e e e et e . e ———————— e e s
Please note that your file contains previous warnings for violation of
college rules or regulations as follows:
. ) ; / :
Date Type of Warning Date Type of Waming Date Type of Warning
Future violations of college rules or regulations will result in disciplin:
ary suspension or discharge.
Distribution o
Orgmal  Employee Supervisor's Signature
1 Copy  DPersonnel Services
1 Copy - Department Title
Q 1 8 d
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Exhibit SE,
Notice of Disciplinary Suspension -
B Date

TO: __ & __ S .

- Employee's Name Title
Disciplinary Suspension

You are hereby suspended without pay for workdays ettective

—— until
Date Time Date Time

Reason for Suspension

“You have been issued this disciplinary suspension for violation of a
college rule or regulation which reads as follows:

The violation occurred on (date) _ at
~(time) - at the following location
Facts Related to Violation (Be Specific Regarding Circumstances Involved)
. (o]
Future violations ot college rules or regulations will result in further
disciplinary suspension or discharge.
A
Distribution -

Onginal - Employee Supervisor's Signature

1 Copy - Personmel Services .
1 Copy - Department Title

18y




‘glossary

Central tendency In performance appraisal, a tendency to rate all em-
ployees within a narrow range, usually toward the middle (page 130).

Change of status form A form used to record and implement changes in
an employee’'s work status, such as changes in salary, position, leave
status. and others (page 16).

Class A group of positions that are similar in their responsibilities and
in duties performed, require essentially the same education and experi-
ence, and can equitably be placed in the same pay grade and rate range
(page 70). '

Class specification A description of the typical responsibilities, duties,

. and qualification requirements of a class (page 90).

Demotion Movement to a position in a lower pay-grade (page 166).

Employment requisition A form used by a department to communicate
to the centralized employment office the desire to fill a vacant position
(page S). -

Exempt A term used to describe jobs that are exempt from the overtime
pay requirements of the Fair Labor Standards Act (page 65). '

Halo effect In performance appraisal, a tendency to rate all traits or
factors as equal to one trait or factor because the rater was favorably
or unfavorably impressed by performance concerning the one factor

" (page 130). e

job An assignment of work that has responsibilities, duties, and tasks
different from other work assignments (page 6S). _

job analysis The procecs of collecting and analyzing information con-
cerning the responsibilities, duties, organizational relationships, and

- educational and experiential requirements of jobs (page 65).

Job classification - The process of assigning jobs to pay grades through
the use of job evaluation (page 5). . _ .
Job description A listing of the responsibilities, and duties assigned to a

job and the qualifications to perform same (pages 5,66).

Job evaluation A systematic method of determining the fair value or
difficulty of a particular job in relation to all other jobs (page 67).
Job relatedness test A result of the Griggs v. Duke Power Company
case, which requires that any qualification used as a condition of em-
ployment must bear a significant relation to successful job performance

(page 6). ' -

1oye
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Job specitication A specialized job description. otten emphasizing per-
sonal qualitications, which is used to tacilitate recruitment and selec- -

tion (page S). ‘ '
Leniency tendency  In pertormance appraisal. a tendency to rate all em-
ployees high on all tactors (page 130 -

Nueeds assessment  In the personnel context, the identitication of train-
ing and development needs (page 123).

Nonexempt A term used to describe jobs that are not exempt trom the
overtime pay requirements ot the Fair Labor Standards Act (page 65).

Pertormance period A working test period commencing with the pro- s
motion ot an employee to a new job and usually terminating 30 to 60
days later (pages 17.154). '

Position A group ot responsibilities and ot duties to be pertormed by
one emplcyee. When several persons are doing similar work, each has
the same job but a ditterent posi’ion (page S).

Position control system A manual or computer system designed to
identity and record personnel history tor each budgeted position (page 4). -
Position description A listing of the responsibilities and duties assigned ¢
to a position and the qualifications required to perform same (pages 5,66). '
Probationaiy period A working test period commencing immediately
on employment and usually terminating 60 to 90 days later (pages 16,153).
. Progressive disapline - The administration of increasingly more severe
torms ot disciplinary action based on repetition of an otfense (page 160).
Promotion  Movement to a posit‘on in a higher pay grade (page 17).
Recency error  In pertormance appraisal, a tendency to base a rating on
that which is most easily remembered—usually the employee's most
recent behavior (page 130). ‘
Red circle rates A term used to déscribe a wage rate or salary that talls
below the minimum or above the maximum ot a wage-salary range
(page 78). ': )
.Salary A term generally used to describe a monthly , ate of pay (page 63).
Salary grade iwage grade)” A grouping ot jobs of comparable responsi-
bility or ditticulty, as determined by job evaluation (page 76). .
Severity tendency  In pertormance appraisal, a tendency io be overly
critical of pertormance because ot unrealistic or unachievaole pertqf-
mance standards (page 130). : T
Shitt premium ditterential Additt«nal compensation paid to employ-
ees who work night shifts (page 157).

I'ranster—_Movement to a position .in the same’pay grade (page 17).

. 19;
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\ .

Turnover rate A measurement referring to the number of employees
separated trom the payroll during a stated period (page 20).

Underrepresentation  In applieant pools, lacking a sufficient numbet of
females and minorities as compared to the availability of these groups »
in appropriate labor recruiting markets (page 8-15).

Underutilization  In a workforce, lacking a sufficient number of females
and minorities as compared to the availability of. these groups in ap-
propriate labor recruiting markets (page 8-15). . ‘ 3

Wage A term generally used to des‘cribe an hourly fgte of pay (page 63).

‘Work recall (call back pay) Guaranteed cq'mpens"ation. usually at a
premium rate, fo. employees who are called to wo. k outside of their
normal shifts (page 157). :

Wurkweekh A contiuous period of 168 hours (7 days of 24 hours each)
used primarily as & basis tor calculating overtime pay as required by
the Fair Labor Stahdards Act (page 155).

R %]
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