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PROCEDURE: EMPLOYMENT - ADMINISTRATIVE/PROFESSIONAL PERSONNEL

I.
Position Description Requirement

A.
A classification description shall be written for each class of administrative and professional position(s) and approved by the President.

B.
Requests for new positions must be approved by the President prior to the preparation of classification descriptions.

II.
Reassignment of Administrative/Professional Personnel

A.
As part of a reorganization plan the President may reassign personnel to different sites and different positions as needed to provide for the efficient operation of the College.

B.
When an instructional employee is reassigned to an administrative/professional position as a result of applying for the position, such employee's salary shall be adjusted to an amount within the salary grade approved by the Board.

III.
Temporary Appointment to Fill a Vacant Position

A budgeted position may be filled on an acting basis; however, it must be clear to the appointee that a search will be made in the future if a decision is made to fill the position on a regular basis.  Unless there is a compelling business reason, the acting appointment will not last more than one year.  If the position is advertised in order to fill it on a regular basis, the acting appointee may apply and compete with others for the position.

IV.
Classification and Reclassification of Positions

A.
A classification study is a formal procedure in which all administrative/professional positions within the College are audited and evaluated.  This occurs as a result of a major reorganization of administrative functions or assignments.  The President may request this review, as required.  Administrative and professional personnel may appeal to the President concerning collegewide classification determinations.

B.
Reclassification review is a formal procedure of determining whether a new position should be added or a current position(s) should be increased in grade, decreased in grade, left in the existing grade,  or eliminated.  The reclassification procedure is set forth in Board of Trustees' Rule 6Hx23-2.023. 

C.
The President shall approve all titles for College positions.

V.
Administration of the Classification System

A.
Human Resources has the responsibility for maintaining and updating the classification system.  This includes responding to requests for reclassification of present positions, preparing new position classifications, recommending levels of classification, and performing periodic audits of all classifications.

B.
A report of the classification work performed by Human Resources will be submitted periodically to the President.

History:  
Adopted – 6/19/12.  Effective – 6/19/12.
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