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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

EMPLOYMENT OF SUPPORT STAFF

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
It is the intent of the Allen County Community College Board of Trustees to employ the most qualified support staff possible.

1.02
An equal opportunity for employment shall be afforded to all persons seeking support staff positions.  Every effort shall be made to provide access to positions

2.00
SPECIFIC STATEMENTS

2.01 When support personnel are employed, the direct supervisor of the employee shall

present to the personnel officer the information necessary to advertise the position.  The personnel shall assume responsibility for advertising the position.

2.02 The Announcement of vacancy shall include the title of the position, responsibilities, qualifications, salary, starting date, closing date for applications

To be received, information on where to send the application, brief information concerning ACCC, and a statement of equal opportunity.

2.03 When resignations or other circumstances cause positions to become vacant with very little advance notice and when the continued smooth operation of the college

Will be impeded by a delay in seeking a replacement, the President may temporarily fill the position from applicants from existing applicant pools.  This policy is intended to ensure that essential college functions continue in an orderly manner and is not designed to circumvent normal employment policies and procedures.

2.04 Persons seeking employment at ACCC must complete a job application form.  This form may be obtained from the personnel officer.  The completed application form becomes a part of the applicant’s personnel file in the event the applicant is employed by the college.

2.05 All applications for employment received at ACCC shall be immediately sent to 

the Personnel Office.
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2.06
All degree requirements, regardless of level, must be from a regionally accredited      institution.

2.07
Official transcripts must be submitted before employment is considered final.  Applicants will have 30 days from date of notice of employment to obtain official transcripts and submit them to personnel office.

2.08
A high school diploma or G.E.D. is normally required by all full-time support

            personnel.  The Associate or Bachelor’s degree is desired.

2.09     Support staff who desire to change positions within Allen County Community

College must submit a request in writing to the Personnel Officer stating the  request.

2.10    Because of growth, change in procedures, or for other reasons, it may be necessary

to employ support staff whose specific duties and responsibilities are not directly covered in this manual.  These employees are to conform to the policies as stated in this manual until such time that an amendment can be prepared which will directly relate to the new position.

II.
PROCEDURES

3.00
SELECTION PROCESS

3.01
Prior to employing an individual for a position, a determination of the need for the position will be conducted and the position description reviewed.

3.02
A proposal to advertise the position shall be presented to the Board of Trustees, when feasible.

3.03
The position shall be advertised in a manner to insure widespread knowledge of the vacancy and to encourage applications from minority candidates.

3.04
After the closing date, the direct supervisor, the affirmative action officer, and the personnel officer or their designee shall assume responsibility for reviewing the applications in the applicant pool and for scheduling and conducting interviews.  When appropriate, additional members may be appointed by the personnel officer.  After the interview process has been completed, the screening committee shall make recommendations to the president.

3.05 The following criteria shall receive emphasis in selecting an applicant for

            recommendation:

a. Special skill, training, and experience that relate to the requirements of the 
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     position;

b. References concerning character and loyalty which would affect ability to

Perform the duties of the position; and

c. Overall health and physical condition as related to ability to perform required

duties.

3.06 After the selection process is completed, the direct supervisor shall:

a. Notify the applicant who has been selected;

b. Notify all applicants in the applicant pool who were not selected;

c. Return the applicant pool folder to the personnel officer.  A master list of all applicants with a copy of the notification letter should be included; and

d. Submit the application and/or resume of the successful applicant and any other pertinent information to the personnel officer.

3.07
The direct supervisor will assume responsibility for advising the new employee of job performance responsibilities and providing as well as reviewing with the employee appropriate sections of the Allen County Community College Board of Trustee Policies and Procedures Manual.
Adopted:  1988
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