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PURPOSE

These statements deal with both personnel management philosophy and functions of the SAt Lake
Community College. Their purpose is (1) to provide a foundation for personnel policy
development, (2) to provide supervisorsand employeesastandard of expectations, and (3) to help
the departments and the College meet their gods.

These statements are a collection of "attitude’ and "value" satements of the College that gpply to
al pad employees and department personnd functions. The term “"employees’ includes dl
categories of paid employees including ingructiona, non-ingructiona, and student employees as
applicable. Where the term "supervisor” is used in the Satements it refers to those persons in
indructiond, non-ingructiond, and student employment, as applicable. The term " department”
refers to any College organization or work unit with employees. Each statement isto stand alone,
to be used independently, as well as together to form the tota personnel philosophy of the Salt

Lake Community College.
The statements are as follows:
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POLICY
Philosophy Overview Statement Summary

The Personnel Services Office of the Salt Lake Community College serves the College by
providing counsel and assistance in personnel matters. However, each supervisor is responsible
for effective personned management.

Employees are an asset and an investment to help achieve organizationa goals. They should
receive greater condderation than physical assets, particularly when programs are introduced or
atered. Effective personnd management at every level depends largely upon recognizing and
enhancing the persond worth and dignity of each employee. This concept of employee vdue
underlies al personnd management.

Supervisors should develop a highly competent work force, offer equal opportunity, and ensure
that each employee abides by the policiesand regulations of the College. A morehighly competent
work force should be the result.

Employee performance should dwaysbe at ahigh level and compensation should ideslly be based
on performance. As the competence of the work force increases, the supervisor's responsibility
for higher performance increases dso. Each employeeisresponsblefor hisher performance and
each supervisor isrespons blefor employee performancein hisher organization. Supervisorsand
employees are to establish written measurable performance objectives jointly, in writing, and are
to review progresstogether in periodic performance gppraisas. Employeeswho are exempt from
the overtime policy are expected to perform their responsbilities regardiess of the hours required.

Employee training and growth is considered necessary to meet future human resource needs and
to help develop individua employee capabilities. Therefore, career employment opportunity is
important to each employeeand to the College. Therespongbility for education, employeetraining
and growth lies firg with the individud, and then with the supervisor, with gppropriate asssance
fromthe Personne Services Office. Asemployeesbecome qudified, they may be considered for
promaotion. However, some vacancies will be filled from outsde when required innovative or
gpeciad skills are needed.

A. Employees are an Investment. Employees at Sdt Lake Community College are an
investment, not an expense. They should receive greater consderation than physicd
assts, particularly when introducing or dtering programs.  Supervisors should judtify the
invesment in personnel by the results produced and should use the work force to (1)
minimize capital and equipment expenses, and (2) improve the qudity and timeliness of
services.

Recognizing and enhancing the persona worth and dignity of each employeeis essentid.
Thiswill simulate employeesto improvetheir productivity and help meet department god's
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and objectives. The development and utilization of employee potentid is paramount in
meeting the expanding ingtructiona needs of the citizens of the State of Utah.

B. Employee Performance. Supervisors at Sdt Lake Community College are to set high
employee performance standards and to maintain a high standard of excellence in each
department. Measurable objectives are to be agreed upon by supervisor and employee.
These objectives areto be reviewed and updated during periodic performance appraisas.
Performance appraisads should be thorough and performance should be rewarded
equitably. As a minimum, supervisors are to use the performance appraisal program
outlined by the College.

Improved performance should be rewarded by promotion, increased compensation,
praise, etc. Substandard performers must improve their performance or be demoted,
transferred, or terminated according to appropriate personnel policies. Substandard
performers will be given the opportunity and necessary help by the immediate supervisor
to meet minimum standards of performance as outlined in appropriate personne policies.

Employees who are exempt from the College's overtime policy are expected to perform
thar responsbilities regardless of hours required. Employees who are subject to the
overtime policy are restricted to a 40-hour work week except when a supervisor has
approved overtime in advance as stated in the appropriate personne policy.

C. Personnel Policy Formation and Interpretation. Personnel policy and procedureformation
a St Lake Community College is a joint responsibility of vice presdents and thelr
supervisors, employee representatives, designated committees, or councils, and the
Personnel Services Office. The Personnel Services Officeis responsiblefor interpretation
of personnel policies and procedures affecting the College. Thesepoliciesarerequired to
achieve higher employee performance, to comply with the growing body of |abor laws, and
to ensure that proven personnel practices are followed.

The designated committeesand councils, the President, and the I ndtitutional Council review
and/or approve the policies before they are made effective.

The policies are postive and are broad enough to permit al departments to fulfill their
sewardship while maintaining fairness and consistency among departments.

D. Employee Training and Growth  Employee training and growth at SAt Lake Community
College isintended to meet the Collegel's commitment to individua employee growth and
development and isto hel p the departments meet future human resource needs. Thismay
enhance employee morde and productivity, develop talent for internd promotions, give
employees the opportunity to develop, and help departments meet their objectives.

Indl training and growth programs, employees prepare their individua plan and have it
approved by the supervisor. The employee must make the effort, both on and off the job,
to grow and develop, and is respongible for the results produced by higher plan. The
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Personnel Services Office providesass stance and resourcesto hel p meet both department
and employee needs where possible.

The College will provide skills development and sdf-improvement courses for
non-supervisory employeesto help them in their present duties. With approva from their
supervisor, supervisory development programs funded by the College may be taken to
help qudify for promotion. Sdlf-improvement, supervisory, and management devel opment
courses will be offered to supervisors to help them become more effectivein their present
dutiesand to help them qualify for promotion. Department supervisorsare responsiblefor
goproving technicd development programs unique to thelir department.  Supervisors will
approve dl training activities within gpproved budget guiddines and with an approved
training plan for the employee.

E Human Resource Planning. Human resource planning a Salt Lake Community College
consgsof identifying the staffing requirementsto meet College objectives. Thisisessentiad
for effective human resource management.

Human resource planning is necessary to provide talent required for (1) replacement of
employees lost because of attrition, (2) replacement of retirees, and (3) saffing changes
caused by new, expanded, or dtered programs or assgnments. Most important, human
resource planning helps departments achieve their objectives by ensuring that qudified
personnel are available when needed.

Humanresource planning includes (1) Human Resource Needs |dentification(determining
the number of personne and the skills required to meet organization needs and to create
a «ills inventory), (2) Organizational Development (assessing each organization and
determining whether the human resources are being used effectively and ensuring that
organizationd structures are appropriate to their functions), (3) Job Title Adminigtration,
and (4) Employee Performance Appraisa.

Department supervisors are accountable to identify and manage human resources to
achieve thar approved objectives. Department human resource planning and human
resource management include (1) identifying departmenta human resource needs, (2)
planning and providing  replacements for employeeslost through planned and unplanned
attrition and through retirement, (3) developing current employeesto fill future needs, (4)
maintaining appropriate organizations, (5) coordinating job titles with the Personnd
Searvices Office, and (6) administering an employee performance appraisa program.

The Personnd Services Office will assst the departments in human resource planning and
human resource management in the following ways. (1) Take the initiative in providing a
commonemployeeperformanceappraisa program, ensuring that job descriptionscoincide
with employee tasks and respongbilities, ensuring that department job title
recommendations are gppropriate, and advising departments to comply with state and
federal labor laws and regulations. (2) Ass<, upon request, in ensuring that personne
policiesand proceduresare administered properly, organi zation structuresareappropriate,
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daffing levels are appropriate, replacement planning is effective, employees are prepared
for promotion through training programs, and employees are identified for potentia
promotion.

F. Pay and Benefits. The Salt Lake Community College can better attract and retain
motivated and productive employees by providing fair pay and benefitsand acompatible
work environment in which performance is measured and excellence is rewarded.

Employees have been atracted to College employment to help it meet its misson and
gods, to work in a postive College environment, and to enjoy the other benefits that
College employment provides.

Itisthe objective of the Collegeto provide pay and benefits comparableto smilar colleges
as permitted by available resources.

The Personnd Services Office asssts department supervisors in following established
policy and proceduresand assistsin administering pay and benefitsthrough al departments
and throughout al employees.

G. Equa Employment Opportunity. The Salt Lake Community College supports the concept
of equa employment opportunity as well as labor laws and employment programs that
support this concept. Anintegra program is affirmative action. The Personnel Services
Office assgts supervisors in complying with applicable State and Federa labor laws.

All gpplicants and employees will be treasted fairly with regard to recruiting, hiring, pay,
benefits, and promoation.

Traditiondly the best quaified applicants have been hired and promoted. However,
Federd Affirmaive Action guiddines/interpretations now provide for hiring from a top
group of applicants. Therefore, supervisors are encouraged to hire and promote
gpplicant(s) from among the qudified finaists. The sdection supervisor shal kegpinmind
the Colleges godsto correct under utilization of minorities and/or women in the College
work force. The purposeisto help departments and the College meet their Affirmative
Action gods.

H. Interna Promotion. Departments of SaAt Lake Community College will list dl vacant,
regular positions with the Personnel Services Office. The Personnel Services Office will
post these pogitions on selected bulletin boards for five working days except where a
promotionwithin the department fillsthe open position. The Personnd Services Officewill
review candidates for internal promotion for digibility and acceptable skill qudifications.
Department supervisors will make the final selection after the Personnd Services Office
certifies the candidates qudifications.

In filling open positions, the best qudified candidates will be considered firg from the
employing department, second from other College departments and last from outside
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candidates. Thisprocedurewill encourage employeegrowth and career development, and
will help meet present and future staffing needs.

Supervisory and technical applicants outside the College work force may be recruited
when needed innovative or kill requirementsare not avalablein acurrent employee. The
employing department will determine whether acurrent College employeeisqudified after
the Personne Services Office hashel ped identify potentia candidatesand reviewed them
withthe employing department. Thisgpproachwill providefor interna promotion, but aso
bring new ideas and skills from outside.

Employment Advertisng. Employment advertisng will be used to recruit gpplicants from
outsde Salt Lake Community College when no qudified or gppropriate employees are
available. The Personnd Services Office, will coordinate al advertisng after consultation
with the hiring department, which may be directed to (1) college and university placement
officesand departments, (2) selected newspapers, (3) selected trade journds, (4) state
employment services, and (5) sdlected organizations that are effective in identifying
minority, female, and other protected categories of gpplicants.

J. Recruiting, Hiring, and Termination  Salt Lake Community College employee recruiting
will bedirected toward finding the best applicant where no present employeesarequalified
or appropriate. Applicants must meet gpplicable immigration sandards. The Personnel
Services Office will assg the departments in - complying with State and Federd Equd
Employment Opportunity laws and College Personnd Paliciesand Procedures. Therewill
be equa opportunity for dl candidates. The Personnel Services Officewill coordinatedl
advertisng with the employing departmen.

Departmentswill list al vacant, regular openings with the Personnd Services Office. The
Personnd Services Office will coordinate dl recruiting to fill these openings. The
employing department and the Personnd Services Office will jointly develop a recruiting
planfor each teaching, technicd, professond, and adminigtrative postion. The employing
department is expected to hep with recruiting, particularly higher level technicd,
professond, or adminidrative postions and teketheinititive in dl faculty recruiting. The
department supervisor and the Personnel Services Office will cooperate in locating
goplicants and the two will inform each other about al gpplicants and recruiting activity.

The Personnd Services Office may make reference checks. However, where teaching,
technical, and supervisory skills are involved, the department supervisor should complete
these checks. The two are to inform each other on dl reference checking.

The employing department is responsible for find applicant sdection. The Personnel
Services Officewill confirm dl sdary and wage levels according to gpproved policies and
procedures and coordinate dl job offers with department supervisors. Letters of
gppointment will be issued by the gppropriate College officer. All rgjection letterswill be
issued by the Personnd Services Office.



PERSONNEL PHILOSOPHY STATEMENT PAGE 7 OF 7

Upon termination, exit interviews may be conducted by the Personnel Services Office or
a department supervisor. This will include verification of the date and reason for
termination by the employee. Appropriate exit interview information will be shared by the
two offices. All "terminationsfor cause" will be reviewed first with the Personnd Services
Office for compliance with College policy and appropriatelabor laws. Thisreview will be
done by the supervisor before discusson with the employee.

K. Position Titles. The Personnel Services Office of the SAt Lake Community College will
help determine pogtion titlesin consultation with departments on the basi's of established
guiddines and with fina approva of the Job Title and Classfication Committee.
Department preferenceswill be selected when possible. Position titles should describethe
position as accurately as possible. Supervisory and management titles should reflect the
level of the pogition in the department Structure.

L. Retirement. Employees of Salt Lake Community College may retire asearly asage 57 if
the retirement is qualified under one of the retirement programs. The College encourages
retirement at the normd retirement age which is 68, or earlier.

The Personnd Services Office will provide retirement counsdling and administer the
retirement benefit program.

The law forbids discrimination between the ages of 40 to 70 but permits discharge of an
employee for cause or incompetency. Each supervisor should use the performance
gppraisal program and condder involuntary termination when discharge becomes
necessary. Each supervisor isresponsibletoidentify employeeswhose competencebegins
to deteriorate and is to provide positive assstance to help the employee meet an
acceptable performance standard before involuntary termination is required.

M. Employment L awsand Regulations. The Sdt Lake Community Collegewill obey Federa
and State employment laws and regulations.

The Personnd Services Officein consultationwithlegal counsd, asnecessary, will interpret
labor laws and regulations, provide counsel, and coordinate al legd opinions relative to
personnel matters.

Each supervisor should ensurethat his’her department complieswith gpplicablelabor laws,
College Personnel Palicies, and should seek counsel from the Personnd Services Office
when necessary. The Personnd Services Office will review the compliance of
departments labor law compliance. The Personnel Services Office prepares policiesand
proceduresto facilitate lega compliance.

N. Safety and Hedlth  Safety is an individua employee responsibility.  However, each
department of St Lake Community College at Sdt Lake is to provide a safe working
environment that is free from hazards that could cause injury or illness.




