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INTRODUCTION & PREFACE

Equal Employment opportunities are designedlitminate discrimination by ensuring that the
employment process will operate in a manner igh&dir to all candidies regardless of race,
color, religion, national origin, geler, age, veteran status, osability. The Equal Employment
opportunity process does nmuvide special benefits to protedtelasses that are not provided to
non-protected classes. Rathegqugl Employment Opportunity ptesses ensureahsubjective,
nonessential criteria will not worlo exclude anyone, particukapersons in under represented
groups.

Washington State Community College will ii® part to provide Equal Employment
Opportunities through various methods. Howeites, still incumbent on the nation as a whole
and its individual members to make the commitierequality. We, as a society, have come a
tremendous distance in achieving diversitywNee must go one step further and evolve
diversity into equaémployment opportunities.

Prohibition on Discrimination, Harassment,
Sexual Misconduct, Stalking, and Retaliation

Washington State Community College is coittea to providing an environment that
emphasizes the dignity and worth of every mendbéis community and that is free from
harassment and discrimination. Such an envirommsarecessary to a healthy learning, working,
and living atmosphere because discriminatiod harassment undermine human dignity and the
positive connection among all people at the College.

Consistent with state and federal law, andlég@ procedures and guidelines adopted by the
College’s President, the College prohibits adtdiscrimination, harassment, sexual misconduct,
stalking, and retaliation based upon race, color, religion, national origin, creed, service in the
uniformed services (as defined in state and feéd®ng, veteran status, sex, age, political ideas,
marital or family status, pregnancy, physicahwntal disability, geetic information, gender
identity, gender expressi, or sexual orientation.

Furthermore, consistent with state and feldesa, and College procedures and guidelines
adopted by the College’s President, reasonable accommodation will be provided to persons with
disabilities.

The Board directs the College’s President teettgp procedures and glglines (applicable to
Faculty, Staff, and Students) appropriate foplementation of this policy. The President shall
also ensure compliance with this policy atsdmplementing procedures in all actions.
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INTERNAL DISSEMINATION OF
EQUAL EMPLOYMENT OPPORTUNITY POLICY

It is the commitment of the administration &sare that college personnel, administrative, non-
administrative and faculty are aware of the pohaes of the Equal Employment Opportunity
Policy. The policy will be publicized tarnally through the following methods;

1. The college’s Equal Employment Opportunity Policy Statement shall be posted
on the bulletin boards throughout the college;

2. A reference to the Equal Employme@nportunity Policy will be added to the
college’s policy and proceduresanual and the faculty handbook;

3. The Office of Human Resources will &eailable to employees for answering
guestions regarding the Policy;

4. The college will annually reaffirm its commitment to the Equal Employment
Opportunity Policy.

EXTERNAL DISSEMINATION OF EQUAL
EMPLOYMENT OPPORTUNITY POLICY

The College presents its practices and beliefts tetaff and students as equal opportunity
employer by publicizing its polices extally through the following methods:

1. Printed, verbal, and electronic media advertisements for open positions of
employment, shall contain the Eqiahployment Opportunity Statement;

2. An Equal Opportunity Statement whié included in the student catalog.

3. The College will annually reaffirm its commitment to the Equal Employment
Opportunity Policy.

AUTHORITY AND RESPONSIBILITY
WITH REGARD TO EQUAL EM PLOYMENT OPPORTUNITY

General

Every executive and admstrative employee of the collegdavexercises hiring is responsible
for encouraging employment of qualified indluals including individual in protected groups.
They are also accountable for maintainingaamosphere conducive to sound relations through
practices and personal example. All executive @iministrative personnel are encouraged to
take an active and supportive role in btitd planning and implementation of the Equal
Employment Opportunity PolicyAt Washington State CommuniGollege these individuals are
the Vice Presidents, Deans, Directors, Facaifigt other personnel winave a part in the

November 17, 2006 E-6 Washington State Community College



Policies & ProceduresManual Appendix E

appointment, promotion, recommendation, reappantisalary setting, and recruiting, as well
as those who make judgments concermewuitment and retention of students.

Establishment of Responsibilities

The college’s goal is to secure full supportEgual Employment Opportunity Policies. This
goal is communicated to all levels of supervisso that responsibilés are clearly understood.
Individuals are encouraged to esise every effort to ensurét@nment of the College’s goal.
The overall responsibilities of implementingual employment opportunity are shared between
the Office of Human Resources, executive adstiation, and other lelsof administrative
management.

Responsibilities of the Director of HumanResources with regard to Equal Employment
Opportunity

1. GeneralDuties

The primary function of the Director éfuman Resources is to provide human
resource administration, andjial Employment opportunity Policy
administration. The director functioas the human resource officer for the
college, is a member of the Presider@abinet and of the Executive Committee,
attending at the request of the President.

2. SpecificDuties

A. Developing recommendations for mfyaing policy statements and updating the
policies and procedures maal following board approval;

B. Obtaining voluntary information frompplicants to verify protected status;

C. Serving as one of the college’s repred@rda in its dealingsvith federal, state
and local enforcement agencies;

D. Serving as a liaison between the apiend private and public employment
services for recruiting members of thtected groups, as well as a liaison
between the college and minority onggations, women'’s organizations, and
community action groups concerningettmployment opportunities of these
groups;

E. Advising the administrain of the latest developments in the area of equal
employment opportunity;

F. Assisting in identifying problem areas;

G. Periodic audit of hiring and promotiongtterns to remove impediments to the
attainment of goals and objectives;

Washington State Community College E-7 August 17, 2015



Appendix E

Polatiemardures Manual

H.

Reviewing the qualifications of all grloyees to ensure equal opportunity for
transfers and promotions;

Providing legal updates on legislatiand changes in Equal Employment
Opportunity Policy and serving as a resmufor administrators, faculty, staff and
students;

Reviewing compliance with the Ediianployment Opportunity Commission,
and other related governmental regulatjargd the filing of state and federal
reports on these matters;

Investigating all complaints afiscrimination, and making appropriate
recommendations for resolutiaccording to adopted policies.

3. In addition to these tasks, the Director of Human Resources will perform a variety of
other duties deemed necessary to executaltbee functions or perform other duties as
assigned by the President.

FILLING A VACAN CY — PREPARATION

The following procedures apply to full-time apdrt-time, hourly, faculty, professional and
administrative positions. It is essential that the®eedures are strictgdhered to in order to
help assure uniformity withithe College’s hiring system (see supplement for instructional
part-time hiring procedures).

Identify the Need for the Position

1.

Complete the Personnel Requisition Feordescribe among other things the
minimum qualifications, essential funatis, and responsibilities. In completing
the Personnel Requisition Form, the supervisor should:

A. Exercise extreme care to establish job relatedness;

B. Allow for factors such as breadth of experience to compensate for
education;

C. Consult the Office of Human Resoes whenever a question may arise.

The supervisor should not:

A. Allow precedent or individual prefence to determine job relatedness;
B. Inflate education or experiencejuérements to match a known candidate;
C. Make a wish list of experiencgsu would like to see in a candidate;
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2.

D. Establish overly rigid or inflakle criteria unless legally mandated.

All positions (whether new or vacant)te filled shall be authorized through the
Office of Human Resources and the Office of the President.

Notify Office of Human Resources of the Vacancy

1.

The supervisor must submit the completed Personnel Requisition Form to the
Office of Human Resources.

The job description will be reviewed the appropriate Vice President, Director
of Human Resources, and supervisor teeine that only valid qualifications
necessary to perform duties of the vacant position are being specified. Should
situations occur when mutual agreement cannot be reached between the
immediate supervisor, appropriate Vieeesident and the Director of Human
resources, areas of the jobscription that are in diggeement shall be forwarded
to the President for resolution.

The Director of Human Resources wiliev the position, assign a classification
and pay grade in conjunction with tReesident and/or Executive Committee.

The Director of Human Resources will determine if the position will be filled
from a limited-access posting or an op&sting. Input regarding the posting will
be given consideration. If the position waled within a 12-month period prior to
the current vacancy, the candidates from the previous pool may be utilized.

If it is determined that there will lzelimited-access postingnd an unsolicited
resumé pool exists for the position, tbp tanked candidates from the list may be
considered for interview.

If it is determined that the vacancy will be filled from an open posting, the Office
of Human Resources will submit an @adjuest containing: qualifications
including educational requirements; deadline for application; and EEO/AA.

The Director of Public Informationillvcreate an advertisement, then submit a
draft to the Office of Human Resources, wiit in turn submit it to the head of
the screening committee for approval.

If the ad is approved, the Director aftffic Information will execute the ad. If the
ad is not approved, the Director of Habnformation will make the suggested
changes, and upon approval, execute the ad.

Regular Part-Time

For the purpose of this policy, regular part-tiemployees are defined sscretarial-clerical,
technical, and custodial/maintenance positions that are regularly scheduled half-time or less than
40 hrs/wk and include the same special@atiequirements of thefespective full-time
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categories. Typically, these positgwill be filled through unsolicittand/or internal resumes or
local external postings. Employeegh casual labor status in tiggven areas may be moved into
the regularly schedule part-time category. Aaepment may then beund for the casual labor
employee.

Casual Labor

Casual labor employees for the purposesisfiblicy are defined as individuals holding

positions that are deemed temporary in nature. The head of the hiring area will notify the Office
of Human Resources for consultation in thegesss. Typically, unsoliied and/or internal

resumes will be pulled and the pasitifilled without an external posting.

Consultants

For the purposes of this policy a consultant fngel as one who rendepsofessional advice or
services (or independent conti@gt If an employer/employee relationship does not exit, posting
is not required.

Interim Appointments

The President may make interim appointments.

INTERNAL HIRING PROCEDURES

The following are the necessary steps that lestdhered to when hiring internally. The
internal hiring procedures aregé@mded to include all classihtions of faculty, hourly, and
professional staff positions.

Notice of Vacancy

1. The supervisor where the vacancy exists will notify the Office of Human
resources of the vacancy and will complete a personnel requisition. A memo
justifying the need to fill the position must be attached.

2. Once the staff requisition has been approved, the hiring supervisor and the
Director of Human Resourcedgll meet to discuss the vacancy. The Office of
Human Resources will then prepare thaawobf the vacancy in cooperation with
supervisor.

3. The Office of Human Resources will pdse vacancy on the information board
and the Office of Public Informationill post it to the college web page.

4, All interested applicants must apply for specific position(s) by the designated
deadline date to the Office of HumBResources by completing the Request for
Transfer and Promotion Form and attaching a current resume.
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Screening Process

1.

The Office of Human Resources will scrediiresumés to determine if they meet
the minimum qualifications. All submittedsemés will be entered into a matrix.

A.

If the Office of Human Resourcesceives at leashree (3) qualified
applicants, the vacancy mae filled internally.

If fewer than three (3) quaifd employees apply, the screening
committee, in conjunction with the hiring manager and Director of Human
Resources will determine if they want to:

a. Recommend one (1) of the applicants, or

b. Request that the Director of Human resources post the vacancy
externally.

C. If posted externally, internal candidates will be considered as part

of the new candidate pool.

If the Office of Human Resaotegs does not receive any qualified
applicants, or an insufficient pool, the vacancy will be posted externally.

The decision to post externally is utately the decision of the Office of
Human Resources although consideratvill be given to the wishes of
the screening committee.

Interviewing Process

1.

All interviews must be conducted byethppropriate screening committee. It is
important that all screening committee members be present for all interviews. If
this cannot be achieved, seledtlifferent interviewer odate. Where this is not
possible, notify the Office of Human Resces for direction. The Director of
Human Resources may be present duritgrwews and may or may not play a
role in the interview process.

First, all members of the screening committee must prepare for the interview. In
preparation, the screening committee must:

A.

Have participated in selectionqmess training or feesher training as
indicated by the Direor of Human Resources.

Be familiar with the job desctijpn. The screening committee should be
familiar with what skills, education,aming, experience, etc., a successful
applicant should possess and haveaestrated, or other qualities the
committee may deem important although not essential requirements;

Washington State Community College E-11 August 17, 2015



Appendix E

Polatiemardures Manual

C. Prepare questions that will assist in determining whether the applicant fits
the position, includingray clarification of previously known information
and submit them to the Office of Human Resources to ensure job
relatedness and compliance with employment laws.

D. Ask the approved questions of each applicant to provide a solid basis for
comparison and as a guard against mguany unlawful inquiries. It is
however, permissible to restatg@estion if the pplicant did not
understand or the answer was uncl#éas. also acceptable to seek
contrary evidence if an applicanvgs a response that “seems too good to
be true” or is “absolé&’ in nature. Only job related notes should be
recorded during the actual interview(s).

E. Use open-ended questions wheargyossible during the interview.

Ranking Process

1.

Applicants will be evaluated based on thpairticipation in the entire interview
process.

The evaluation will include but not be limited by the following criteria:

A. Previousexperience,;

B. Academic and other credentials (i.e. certificates, licenses);
C. Practical examinations (if applicable)

D. Interview(s);

E. Seniority with the college;

F. Academic and employment verification.

Selection Process

1.

If the member of the Executive Committeigh supervision over the area is part

of the screening committee s/he may complete and authorize the Action Report
Summary and submit the form along withadplicant files to the Office of

Human Resources and the pess will proceed to the next step. If the appropriate
member of the Executive Committee is not part of the screening committee, the
screening committee will rank the amalnts on the Action Report Summary and
submit it along with all materials to timeember of the Executive Committee with
supervisory responsibility for the areaavwill then decide whether to approve
with or without also interviewing andilvforward all materials to the Office of
Human Resources to complete the process.

November 17, 2006 E-12 Washington State Community College



Policies & ProceduresManual Appendix E

2.

When there is disagreement, the Doecf Human Resources will assist the
appropriate member of the Executive Committee and screening committee in
achieving a resolution.

Hiring Process

1.

After the Action Report Summary receiabapprovals, the Director of Human
Resources will verify that the hiring manager can contact the applicant’s current
manager.

Once verifications are completed, theddtor of Human Resoces will generate
a Personnel Action Form complete walary and route it for appropriate
signatures prior to making an offer.

The two managers will negotiate the sf@n date and notify the Office of Human
Resources of the effective date.

If the offer is declined, the Director Bluman Resources will notify the head of
the screening committee before proceedmthe next ranked applicant. In the
event there is no second ranked candidageDirector of Human Resources and
the committee chair will determine how to proceed.

EXTERNAL HIRING PROCEDURES

Notice of Vacancy

1.

The hiring supervisor where the vacaegists will notify the Director of Human
Resources of the vacancy by completing a Personnel Requisition and attaching a
memorandum of need describing tkason the position must be filled.

Once the requisition has been approves hiing supervisor and the Director of
Human Resources will meet to disctiss vacancy. If the Director of Human
Resources decides to pesternally for Equal Emplapent Opportunity reasons,

or if the vacancy cannot be filled froacollege-wide noti of vacancy, the
Director of Human Resourcesll advertise and post the notice of vacancy on the
College intranet, information boardckll news media, and whatever other
publications are deemed necessary forén@w long necessary. The closing date
for submitting applications for vacant posits shall generally be at least ten (10)
days from the date the position was fadiertised unless circumstances require a
shorter period of time.

The Director of Human Resourcesl accept all resumés for specific positions
received by the deadline date.

The Office of Human Resources va#nd an acknowledgment and any further
correspondence necessary to each applicant.

Screening Process
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1. The Office of Human Resources will scrediiresumés to determine if they meet
the minimum qualifications. All submittedsemés will be entered into a matrix.

2. After receiving training and submitting questions for review, the committee will
have an opportunity to review thestenes. The committee members may need
clarification on some resumés or need more information before making selections
for interviews. The committee chaimauld contact the Director of Human
Resources with the questions and applicants’ names.

3. The Director of Human Resourcesl wonduct any necessary phone screens and
verify the salary for the position.

Interviewing Process

All interviews must be conducted by the approgrtreening committee.ift important that all
screening committee members begant for all interviews. If this cannot be achieved, select a
different interviewer or date. Where this is possible, notify the Oftie of Human Resources
for direction. The Director of Human Resourceay be present during interviews and may or
may not play a role ithe interview process.

1. First, all members of the screening committee must prepare for the interview. In
preparation, the screening committee must:

A. Have participated in selectionqmess training or feesher training as
indicated by the Direor of Human Resources.

B. Be familiar with the job desctijpn. The screening committee should be
familiar with what skills, education,aming, experience, etc., a successful
applicant should possess and haveaestrated, or other qualities the
committee may deem important although not essential requirements;

C. Prepare questions that will assist in determining whether the applicant fits
the position and submit them to thefied of Human Resources to ensure
job relatedness and compliance with employment laws.

D. Ask the approved questions of each applicant to provide a solid basis for
comparison and as a guard against mglany unlawful inquiries. It is
however, permissible to restatgwestion if the pplicant did not
understand or the answer was uncléas. also acceptable to seek
contrary evidence if an applicanvgs a response that “seems too good to
be true” or is “absolé&’ in nature. Only job related notes should be
recorded during the actual interview(s).

E. Use open-ended questions wheargyossible during the interview.

Ranking Process
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1.

Applicants will be evaluated based on thpairticipation in the entire interview
process.

The evaluation will include but not be limited to the following criteria:

Previousexperience;

Academic and other credentials (i.e. certificates, licenses);
Practical examinations (if applicable)

Interview(s);

Academic and employment verification.

moowp

Selection Process

1.

If the member of the Executive Commaétwith supervisory responsibilities is

part of the screening committee sthay complete and authorize the Action

Report Summary and submit the form alonghvall applicantifes to the Office

of Human Resources and the process will proceed to the next step. If the
appropriate member of the Executiven@uittee is not part of the screening
committee, the screening committee will rank the applicants on the Action Report
Summary and submit it along with all maggsi to the appropriate member of the
Executive Committee who will then deciddether to approve with or without

also interviewing and will forward all materials to the Office of Human Resources
to complete the process.

When there is disagreement, the Doecf Human Resources will assist the
appropriate member of the Executive Committee and screening committee in
achieving a resolution.

Hiring Process

1.

After the Action Report Summary receiasapprovals, the Director of Human
Resources will complete references, credential verifications, and appropriate
background checks.

Once verifications and checks are corgaethe Director of Human Resources
will generate a Personnel Action Fornmgalete with salary and route it for
appropriate signatures prito making an offer.

If the offer is declined, the Director Buman Resources will notify the head of
the screening committee before proceedmthe next ranked applicant. In the
event there is no second ranked candidageDirector of Human Resources and
the committee chair will determine how to proceed.

If the offer is accepted, the Directortdiman Resources will negotiate a start
date, schedule a new hire orientatiomegate a contract (for administrative,
professional, and faculty positions only) and draft a letter confirming the details
of the offer.
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SPECIAL ADMINISTRAT IVE APPOINTMENTS

The College encourages and supports the advaent and recognition of its existing employees.
In an effort to provide opportunities for employg@esdvance, the President may appoint college
employees to administrative positions. Integgbointments will be possible if the employee is
fully qualified for the position, then antexnal search would not be necessary.

1. Only the President or his/her designeednjunction with tle Director of Human
Resources may extend an appointment. The appointment may be on a temporary
contract with consideration foeappointment based upon the individual’s
performance.

2. Options should the candidate decline an appointment:
A. The position may be offerdd the second ranked candidate.

B. If the decision is to interview candidates from an internal pool, interviews
can be scheduled upon notificationtioé Office of Human Resources.

C. If the decision is to open the searthe Office of Human Resources must
be notified before proceeding.

SUPPLEMENTS
SUPPLEMENT A- Questioning Applicants for Employment

Under Ohio law it is illegal for employers to disninate against persons because of their race,
color, religion, sex, national origin, disability,eagncestry or Vietnaneteran status. The law
contains a number of specific pisions designed to assistpreventing such discrimination in
employment. One of the many provisions forbitisitthg information from applicants, prior to
employment, which would indicate the applicantice, color, religion, sex, national origin,
disability, age, or ancestry unless the employeedgsiired or permitted to elicit such information
pursuant to a bona fide AffirmagvAction plan or under order frothe state, federal or local

FEP agency. Date of birth is required as part of the backgro@uedtioly policy and is only

required of finalists for positions, however, that information is kept separate and apart from their
employment application and is notasld with the selection committee.

The law does not restrict employers from defgpqualifications necessary for satisfactory job
performance, but it does requirattstandards of qualificationsrfhiring be applied alike to all
persons regardless of the appliceuinace, color, religion, sex, natial origin, disability, age or
ancestry. It should be understood thatéhgsidelines are not digned to provide a
comprehensive list of what can and cannot bedaskapplicants. It isnerely a list of most
frequently asked questions concerning thellegaifications of various interview questions.
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GUIDELINES

INQUIRIES

BEFORE LAWFUL UNLAWFUL

HIRING

1.Name Name Inquiry into any title which indicates
race, color, religion, sex, national origin
handicap, age, or ancestry

2. Address Inquiry into place and length of | Inquiry into foreign address which would

current address. indicate national origin.
3.Age Any inquiry limited to establishing a) Require birth certi¢ate or baptismal

whether an applicant meets any
minimum age requirement
established by law.

record before hiring.

b) Any other inquiry which may reveal
whether applicant is at least 40 and les
than 70 years of age.

4. Birthplace or

a) Any inquiry into place of birth.

=

National
Origin b) Any inquiry into place of birth of
parents, grandparents, or spouse.
¢) Any other inquiry into national origin,
5. Race or Any inquiry which would indicate race ¢
Color color.
6. Sex a) Any inquiry which indicates sex.

b) Any inquiry which excludes one sex.

7. Religion or
Creed

a) Any inquiry which would indicate or
identify religious denomination or
custom.

b) Applicant may not be told any
religious identity or preference of the
employer.

¢) Request Pastor’'s recommendation/
reference.

8. Disability Inquiries necessary to determine| Any other inquiry which reveals
applicant’s ability to perform disability.
essential dutiewithout significant
hazard.

9. Citizenship | a) Whether a U.S. Citizen. a) If native born or naturalized.

b) Inquiry as to permanent reside
visa status.

i) Proof of citizenship before hiring.

c) Whether parents or spouse are native-

Washington State Community College

E-17

August 17, 2015



Appendix E Politiesoardures Manual
c) Require proof to legally work im born or naturalized.
the U.S once hired.
10. May be required after hiring for | Required photograph before hiring.
Photographs | identification purposes.
11. Arrests and Inquiries into convictions for Any inquiry which would reveal arrests
Convictions specific crime related to without convictions.

gualifications of the job for which
the applicant applied.

12. Education

a) Inquiry intoature and extent @
academic, professional, or
vocational training.

b) Inquiry into language skills,
such as reading and writing of
foreign languages if job relevant.

fa) Any inquiry which would reveal the
nationality or religious affiliation of a
school.

b) Inquiry as to what mother tongue is ¢
how foreign language was acquired.

DI

13. Relatives Any inquiry about a relative which woul
be unlawful if madebout the applicant.
14. Inquiry into organization Inquiry into all clubsand organizations

Organization

memberships/offices held,
excluding any that would reveal
protected status.

where membership is held.

15. Military a) Inquiry intoservice in U.S. a) Inquiry into military service in armed
Service Armed Forces when such service service of any country but the U.S.

is a qualification for the job.

b) Require military discharge b) Request military service records.

certificate after being hired.

c) Inquiry into type of discharge.

16. Work Inquiry into willingness to work | Any inquiry into willingness to work any
Schedule required work schedule. particular religious holiday.

17. References

General personal and work
reference not relating to race,
color, religion, sex, national
origin, handicap, age or ancestry|

Request references specifically from
clergy or any otheperson who might
reflect race, color, religion, sex, nationg

. origin, handicap, age, or ancestry of
applicant.

|l

18. Misc.

Questions to reveal qualifications
of the applicant for the job.

Any non-job related inquiry which may
reveal information permitting unlawful

discrimination.
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Supplement B — Hiring Procedures fo Academic Department Chairs
Applicant Pool

1. Atleast two months jor to the expiration o& term of office of a department chair,
or upon a declaration of a vacancy, thee€CAcademic Officer shall notify the
members of the department oétheed to select a chairperson.

2. The Director of Human Resources will ptst job description and qualifications for
seven (7) business days within the Collegge members of the department have
until the end of the posting period to madgplication. If no new candidates apply for
the position, the exiting department chaill be reappointed for an additional five
years by recommendation of the Dean toGhe&f Academic Officer who will in turn
forward a recommendation to the President of the college or designee who will make
the appointment.

Screening Process

1. Atthe conclusion of the posting periodetBean will form an interview committee
consisting of the Dean, at least two full-&rdivision faculty who are not candidates,
one division adjunct, andreon-department representative, likely a Department Chair.
Each qualified applicant will be intervied within four weeks. The committee
members will adapt current selection protocol. The committee will provide the Dean
with its candidate of choice based oe tfualifications and interviews of the
candidates.

2. The Dean will within seven (7) days ceipt of the committee’s decision
recommend appointment of an applicantite Chief Academic Officer who will in
turn forward a recommendation to the Presidof the college or designee who will
make the appointment.

3. The Department Chair shall be appointedh®yPresident of th€ollege or designee.
Terms

1. The term of the department chair ke for five years, based upon annual
satisfactory performance evaluations.

2. If for any period of time the position of Daprment Chair is vacant, a faculty member
will be appointed by the President of the college or designee to serve as Acting
Department Chair until the position is filled.

3. Withdrawal from duties: Noti€ation of at least one (Huarter should be given by a
Department Chair whenever s/he doeswsh to continue in the position of
department chair.
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SUPPLEMENT C- FORMS USEDIN THE HIRING PROCESS

INTERNAL POSTING EXTERNAL POSTING

1. Personnel Requisition Form 1. Personnel Requisition Form

2. Position Description 2. Position Description

3. Applicant Matrix 3. Applicant Matrix

4. Interview questionnaire 4. Interview questionnaire

5. Interview evaluation summary 5. Interview evaluation summary
6. Request for Transfer and Prama 6. Application for Employment

7. Reference verification (when apgable) 7. Reference verification(s)

8. Action Report Summary 8. Academic Verification(s)

9. Background Check
10. Action Report Summary

SUPPLEMENT D - HIRING PROCED URES FOR PART-TIME POSITIONS

Existing Applicant Pool

1. Assignment of class instructors for a giverm is based on availability of full-
time faculty, experienced part-time ingttors, and individuals identified
throughout the year through unsolicitedumes, referrals and other contacts.
Such individuals are interviewed by tAppropriate Dean or Director when
identified, or when an unassigned clasavailable in their area of expertise.

The process for assigning a new persopaaistime faculty to teach one or more
courses/sections includes forwarding itifermation listed below in addition to
the part-time new hire packet®fn Human Resources to the Dean:

A. A college employment application and resume;
B. A completed Rank sheet
C. Interviewpaperwork
D. Completed academic verificationrfio or copy of academic transcript;
E. Referenceerifications
2. The Dean and Chief Academic Officeill sign the appropriate forms and

forward the information to #hOffice of Human Resources.
External Applicant Pool

1. If there is a need to post externdtly Equal Employment Opportunity reasons or,
if the vacancy cannot be filled frometfabove methods, the Director of Human
Resources will advertise and post the notice of vacancy on the college intranet,
information board, local news media, amdatever other puldations are deemed
necessary for however long necessary. The closing date for submitting
applications for vacant positions shall generally be at least ten (10) days from the
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date the position was firadvertised unless circumstas require a shorter period
of time.

2. The Director of Human Resourcesl accept all completed applications and
resume for specific positions received by the deadline date.

3. The Office of Human Resources ve#nd an acknowledgment and any further
correspondence necessary to each applicant.

4. All original resumes, forms, and letteetated to the position will be kept on file
in the Office of Human resourcesrpuant to the retention schedule.

Screening Process

1. The selection process fogrdarly scheduled part-tim@ositions is the same as
for full-time positions.

2. The selection process forrpiime faculty consists aesumés forwarded to deans
upon request; review; phone screeinterviews; and tours.

Selection Process

1. Deans conduct verifications and references for part-time faculty.
2. Deans hire their own part-tenfaculty for their division(s).
3. Deans collect and forward all hiring maaés to the Office of Human Resources.
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SUPPLEMENT E - HIRING GUIDE FLOW CHART

FOR FULL-TIME/REGULARLY SCHE DULED PART-TIME POSITIONS

Supervisor Determines Need to Backfill

*Review job description for accuracy
*Fills out Human Resource Requisition
*Gets signatures (approvals)

Y

Meets with HR Director

*Discuss qualifications needed for position
*Discuss strategies to fill

*HR Director makes decision on recruiting sources
w/input from supervisor (e.g., to post internally/
externally)

*HR creates posting

Y

Advertising Internally

*Posting stays up 1 week
*Applications are available on intranet (to be com-

>

Interview Process

*Schedule interview

*HR makes travel arrangements for candi-
dates requiring such services

*Get application filled out and signed
*Committee conducts interviews
*Chairperson completes action report
w/lst, 2nd, and 3rd choices, gets approvals
*HR Director completes references (or
may ask supervisor to conduct references)
*Committee returns packets w/all paper-
work and notes to HR

v

Offer

*HR completes a compensation worksheet;
gets approvals

*HR negotiates start date

*Contract, acceptance letter

pleted and submitted to HR) *Makes offer

Advertising Externally ‘ Accepts | Doesn’t Accept
*HR Director completes ad form and drafts ad with *HR negotiates ;‘IDm(;uss w;‘chg.n'
assistance from supervisor; submits to Director of start dite s::f)ng E;z?:: ;tc
E]l;bllglmfonfl'mﬁwn 10 d *Contract, accep- *Execute offer

eadline of a least ays — W s
¢ choice
*Begin process
Screening Process anew w/same
*Committee formed; trained Egmﬁthw
*Tnput info in applicant tracking; mail acknowledg- *Supervisor con-
ment letter and voluntary information form sult w/appropriate
*HR Director reviews for minimum qualifications VP
*HR compiles matrix to be distributed to committee
w/input from supervisor (lists meets/doesn’t meet
min. qualifications, etc.)
*Supervisor, along w/input from committee submits
interview questions to HR
*Supervisor distributes committee packets contain-
ing resumes, matrix, interview questions, and
evaluation form
*Committee submits names & questions to HR for
phone screens
*Committee makes final selections for interviews
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SUPPLEMENT F - BACKGROUND CHECK POLICY

In compliance with the Feddr@air Credit Reporting Act 01997 (FCRA), Washington State
Community College requires pre-employmeatkground checks for all full and regular part-
time employees, and follows these guidelines.

e Disclose to applicants both verbally andariting that employment is contingent upon
an acceptable background check.

e Obtain the written authorizian to conduct a background clke@ his authorization shall
remain on file and serve as ongoing auttaiion for Washington State Community
College to procure background informatiduring his/her employment (for those
positions responsible for driving collegehicles, Early Childhood and childcare
workers, those responsible primarily for wimdk with minors, or those responsible for
college funds only).

e Require that anyone whose primary responsibility will involve the care of or instruction
of minors also successfulbpmplete (at their own expse) a fingerprint check.

e Human Resources requests the background check.

e Use of the report is subjett federal and Ohio laws governing use of arrest and
conviction records for employment decisions.

e If the information in the report resuits an adverse employment decision, the
applicant/employee is notified writing and given a copy dhe report and a summary of
the FCRA dispute process.

e If the applicant/employee disaggs with the content of thep@rt, the College will supply
the name, address, and phone nunolbéne company providing the report.

e Any background information and reports will beld in confidence to the extent the
FCRA permits, will not be shared witimyone outside of Human Resources, and will be
maintained separately for the length of the employment relationship. In the event the
individual does not accept or is not hired, tikewill be maintained for five (5) years and
then destroyed.

SUPPLEMENT G - LEGISLATIVE PROVISIONS

The following is a summary of the more sigoént legislation with which Washington State
Community College must comply in the areaofployment. The penalties for the College if
found in violation include the requirement toaa@ back pay and/or withdrawal of federal
financial assistance. It must bmphasized that compliance mustlth the spirit as well as the
letter of the law.
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Title VII of the Civil Rights Act of 1991 - Prohibits discrimination in employment on the basis
of race, color, religion, national origin, sex including hiring, upgrading, salaries, fringe
benefits, training, and other conditions of employment. Title VIl is the broadest of all Equal
Employment Opportunity laws, fully protectitige largest number of classes—race, color,
religion, sex, and national origin. The statute coypergte, state/local, and federal entities for
all practices relating tnondiscrimination. See als@hio Civil Rights Laws & Rules

Annotated Section 4112.02, Ohio Fair Employmenractices Laws and the Civil Rights Act
of 1964.

Executive Order 11246, as AmendedProhibits discrimination othe basis of race, color,
religion, sex, or national origin by a recipienteofederal contract of $10,000 or more. Requires
that an Affirmative Action policy be adoptathd implemented by Washington State Community
College.

Title 1X of the Educational Amendments of 1972 Provides that no person shall, on the basis
of sex, be excluded from participation in, be deriedefits, or be subjected to discrimination in
employment, recruitment, consideration, or seecttherefore, whethdull-time, part-time,
under any education program or activity operated bgcipient that receives or benefits from
federal financial assistance. This amendmefdesigned to eliminate (Mh certain exceptions)
discrimination on the basis of sex in any eation program or activity receiving federal
assistance, whether or not such a programtoitgas offered or sponsored by an educational
institution.” n. Federal Register, Vol. 45, No. 92, pg. 30956

Equal Pay Act- Prohibits discrimination isalaries on the basis ofxsd his act requires equal
pay for equal work.

Title VII Section 703 of the Civil Rights Act- State and federal lawsohibit harassment on

the basis of sex. The Equal Employment Opputy Commission (EEOC) has issued guidelines
that define harassment on the basfisex to be a violation diitle VIl of the Civil Rights Act

of 1964.

Rehabilitation Act of 1973 -As amended, this act prohikiany discrimination based on
physical or mental handicap @mployment upgrading, demotiaor, transfer, recruitment,
advertising, layoff or termination, rates of payotiner forms of compensation, and selection or
training, including apprenticeshipi$ basically prohibits emplyment discrimination against
handicapped persons by government entities anpieets of federal funds. Various state laws
generally prohibit the consideran of disabilities in makingmployment decisions when the
disabled person can perform the essential jobtime and is qualified to do that job. Moreover,
even if the disabled person cannot perform @j@r more the esseal functions, employers
must provide reasonable accommodations to thelpndividual meet the job qualifications. See
also,Ohio Civil Rights Laws & Rules Annotated, Section 4112.02&garding discrimination
against students with disabilities.

Americans with Disabilities Act (ADA) of 1990- Prohibits private emplers, state and local
governments, employment agencies and labmnsrfrom any discrinmation against persons
with a physical or mental disability in areafsemployment, public services and transportation,
public accommodations or teleomunication services. This applies to discrimination in
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application procedures, hiringrifig, advancement, compensati@h training, and other terms,
conditions and privileges of employment.

Vietnam Era Veterans Readjusment Assistance Act of 1972 This act prohibits
discrimination against any veteran because (s)halisabled veteran or against any veteran of
the Vietnam era in employment, upgrading, demotion, or trgnsfgnuitment, advertising,

layoff or termination, rates of pay or otherrfts of compensation, and selection for training,
including apprenticeships.

Age Discrimination in Employment Act (ADEA) of 1967- Prohibits discrimination in

employment on the basis of age againstgersvho are between 40 and 65 years of age.

Federal ADEA of 1989protects employees 40 and over fradverse employment decisions

based on ag®hio Revised Codestates that individuals 40 anger may take court action or

file charges with the Ohio Civil Rights Conmssion if they believéhe employer has taken

adverse action based on a@éder Workers Benefit Act (OWBA) amends the ADEA. This act
focuses on waivers of age discrimination claims and on other challenges to the employee benefit
plans.Ohio Fair Employment Practices Act (FEPA)also promotes the employment of older
persons, based on qualifications.

SUPPLEMENT H - GLOSSARY OF TERMS

Asian or Pacific Islander- Person having origins in any of thaginal peoples of the Far East,
Southeast Asia, the Indian Subcontinent, oiRaeific Islands. This area includes for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

Black - Person having origins in any thfe Black racial groups of Ata, not of Hispanic Origin.

Bona Fide Occupational Qualifications (BFOQ) A statutory provision that permits
discriminatory practices in employment if ag@n’s religion, sex, or national origin is a bona
fide occupational qualification reaisably necessary to the nornagleration of that particular
business.

Business NecessityAppropriate job qualificabns standards that are necessary to perform the
job effectively and safely.

Classification - Full- and part-time faculty, administrative positions, appointments, full- or part-
time staff, short-term visiting faculty, shdgrm administrative appeiments, promotions,
demotions.

Complaint - The alleged violation of college politlat is reported tdhe Office of Human
Resources by the subject of the alleged offense.

Desired Qualifications- Qualifications that are not esseht@perform in a position, but are
considered as related qualifias, which if an applicant gsesses, enhances her/his ranking.
However, these marginal or incidental functi@ng not to be considered essential, and an
applicant’s or employeeigability to perform these functiorshould not be used as a basis to
deny employment to the individual.
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Disability - There has been a change in terminologynfthandicap’ as utiied in Rehabilitation
Act of 1973 to ‘disability’as utilized in the ADA. The defition is basically the same. A person
with a disability is an individual who meets omemore of the following descriptions: (1) Has a
physical or mental impairment that substangiéithits one or more ch major life activity; (2)
has a record of such impairment; or (3)@agarded as having such an impairment.

Disabled Veteran- A person who: (1) is entitled ttisability compensation under laws
administered by the Veteran’s Administration for disability rated at 30 percent or more; or (2)
was discharged or released from active duty daedisability incurred or aggravated in the line
of duty.

Eligibility List - Eligible candidates that were not seledtedn a previous interview that remain
under consideration for future employment.

Essential Functions- Fundamental job duties of the employment position.
FEP - Fair Employment Practice.

Handicapped Person “Handicapped person(s) means angspa who has a physical or mental
impairment that substantially limits one or more major life activities, has a record of such
impairment, or is regarded as having an impantYié-or a more detailedefinition, please refer
to the Department of Health, Education akdlfare regulations on Nondiscrimination on the
Basis of Handicap that appears in the Fald@egister on May 4, 1977 (42F.R22676) (Pursuant
to Section 504 of the Rehifitation Act of 1973) an@®hio Revised Code section 4112.01 (M).

Handicap (specifically)- Section 4112.01 (A) (13) of ti@hio Civil Rights Act defines
handicap as a medically diagnosable, abnormadition that is expected to continue for
considerable length of time and which can reabbnbe expected tomit a person’s functional
ability. This may include a person’s abilitysee, hear, think, ambudatsit, stand, and any
related function due to weakness or significadtécreased endurance, so that (s)he cannot
perform his or her everyday routine living andriwing without significatly increased hardship
or vulnerability to what are considerederyday obstacles and hazards encountered

by the non-disabled. The law also covers thoseqms who have a history of having a handicap
or disability and who no longer @ any present functional limitatas or disability, but who are
treated as if they do. It also covers persehs have never had a disability, but who are
perceived as being disabled,h@ving functional limitations.

Hispanics- Persons of Mexico, Puerto Rico, Cubantal or South America and who maintain
cultural identification through tribaffiliation or community recognition.

Limited-Access Posting Long-term eligibiity list of external and iternal candidates created to
establish a pool of eligible candidates for a particular classdicéor a specified period without

a subsequent notification of individual vacancies. The specified period will be determined by the
Office of Human Resources the time of the posting.
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Major Life Activities - Functions such as caring for oniéseerforming manual tasks, talking,
seeing, hearing, speaking, breathing, learning, working, etc.

Mental Impairment - Any mental or psychological disordsych as mental retardation, organic
brain syndrome, emotional or mental dbs, and specific learning disabilities.

Mediation - Voluntary participation im structured process where a neutral third party assists
disputing parties in identifpig and satisfying their interastelative to the dispute.

Native American or Alaskan Native- A person having origins img of the original peoples of
North America, and who maintains cultural idénttion through tribal fiiliation or community
recognition.

Open-Posting- Short-term eligibilitylist created from a posting for a specific vacancy, and
terminated after position has been filled.

Physical Impairment - As defined by ADA, it includes anyhgsiological disorder, or condition,
cosmetic disfigurement, or anatomical lascting one or more of the body systems.

Protected Class A class of people that are categolticander-represented in employment.
These classes are rapgljgion, sex, national orig, age and disability.

Screening Committee- The screening committee consists of interested parties involved in the
hiring process. There will be a designatec&ening committee chair which will typically be the
Dean or Director of the areahi$ designation is at the discretiohthe Dean- if applicable) that
will be the spokesperson for the committee and s/he will choose who will be on that particular
committee. Although the Director of Human Resouilisa®t considered part of the screening
committee per se, s/MAY attend interviews and play a substantial role in the total hiring
process.

Substantially limits - Unable to perform a major life acitly that the average person in the
general population can perform.

Undue hardship- Includes, but it not limited, to unddi@ancial burdens and the fundamental
alteration of the opeti@an of the business.

Vietnam Era Veteran - Veteran of the United States arnssvices whose active duty occurred
any time during the 1964-1975 years.
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Revisions Log:

4/17/06 Reformatting: Changed page numbesygiem from numerical in sequence from
chapter to chapter to numbering in sequeehy chapter, e.g. pages in Chapter 1
are now 1-1, 1-2, 1-3, etc.; pages in Appegrigliare E-1, E-2, E-3, E-4, etc. In the
event that a future change adds or dslet@age, not all chapters will need to be
repaginated.

4/17/06 Addition of Revigins Log at chapter end.
4/17/06 Addition of Table of Coants at beginning of chapter.
4/17/06 Revision of Supplement B arehaming of subsequent supplements

8/17/15 Removed General Equal Employmerip@rtunity Policy Statement, Equal
Opportunity Policy for Age, Religionnal National Origin Discrimination, Equal
Opportunity Policy for Person with Babilities and \@tnam Veterans,
Discrimination Grievance Procedure, Equal Opportunity Policy for Gender
Discrimination, Policy against Sexual Harassment, and Sexual Harassment
Grievance Procedure. Replaced with “Prohibition on Discrimination,
Harassment, Sexual MisconduStalking and Retaliation”.

Renumbered pages as needed.

November 17, 2006 E-28 Washington State Community College





