POLICY #5.21
SUBJECT: Procedures for Hiring New Staff Employees

I. PURPOSE k

The purpose of this Policy is to establish procedures and guidelines far hiring Aew Salaried

Staff Employees.

Il. REFERENCES

lll. DEFINITIONS

A. Salaried(Sta mpioyeehhose employ@es work half-time or more and are
eligible fo y friglge benefit

IV. POLICY

ied Staff EmplQye e under the authorization and procedures
f the Human Resources Office,Southern Utah University is an equal

rtunity emng e University hiring policies and practices prohibit

discrimination,as defined in Policy 5.27, as intentionally dealing with a person,

pregnant her legally protected status, unless otherwise provided by
statutel, under this policy as well as state and federal law. (1Veterans’ hiring
preference is defined in UC § 71-10.)

B. Recruitment Process

1. Obtain Recruitment Authorization Form and other recruitment
documents from Human Resources Office or website.


https://www.suu.edu/policies/05/27.html
https://www.suu.edu/policies/08/02.html
https://le.utah.gov/xcode/Title71/Chapter10/71-10.html
https://www.suu.edu/policies/05/27.html

2. Recruitment Authorization Form signed by supervisor, department
chair, and Vice President/Provost must be submitted to the Human

new salaried and benefit-eligible positions.

3. All positions will be advertised in-house for five
may be advertised concurrently in-house and o
qualified University in-house applicants w
qualifications of the job and are currently em e University
in a salaried, benefits-eligible positiagn will be gi careful
consideration.

> advertised off- usf
ersity’s site an al,
opfiate for

Staff and Administrative posi

st qualified applicants for interview, and
ions to the department supervisor or

g committee, which is generally the same as the

mittee but does not have to be, must be comprised of

ree (3) people containing both male and female members,

eet with a member of the Human Resources Office before

viewing commences to be advised of rules and regulations on
interviewing and hiring.

3. Theinterviewing committee must check a sufficient number of
references to assess an applicant’s qualifications and competence
before final applicant is recommended for hire.

D. Selection for Hire Process



1. Selection committees are strongly encouraged to hire the individual
with the most applicable educational attainment, experience, and
perspective for the position. Appointments are made on a
competitive basis and shall be made from a list of qualified
applicants who meet or exceed established minimu i ents.
After an applicant is selected for hire the followi snee be
completed, with appropriate signatures, and returned tog¢he Human
Resources Office along with all applicationdiles:

a. Personnel Action Form,
b. Equal Employment Opportdni rm(EEO), and

2. The Human Resources Office tiondor
Appointment Form, PersonnelfAction Forn cati

3. Itisanticipated the pers agedin
a discussion z (2 i t be officially
dent’s designee
e Notice of

ave 10 working days to sign and return
Following signed acceptance by the
Resources Office will send letters or otherwise

t day of work to complete appropriate employment,
ts, and other legal documents.
ime and half-time or greater positions and related notification

of appointment forms.

1. All full-time and part-time (half-time or greater) salaried positions
shall be advertised and will provide benefits as specified in SUU
policies and procedures. The President, Provost, or Vice Presidents



may waive the job posting requirement in exceptional situations
through a letter to the Human Resources Director.

2. Staff and administrator positions reporting directly to the
are at-will employees who serve at the will and pleasure of

3. Full-time and part-time (half-time or greater) salari positions
imply continuing employment status, followiing i
probationary periods, as specified in the par staff policies
and procedures related to the positi f the positioniis
not continuing, notation must be_m tification
Appointment form to state th

4. After the first year, the SUU Salary and Ben rm
be utilized for continuipg . Thigform doe

F. Non-Benefited less than half-time notifi on of

appointment forms.

1. Position and will not

ification of Employment. No
d nor promised.

ate, however, no procedures are required to
employee hired in a less than half-time position under

y initial or subsequent employment, the initiating authority is

sible to fill out one of the two following forms before hiring is

plete: Special Appointment for non-SUU employees or Overload

and Additional Compensation Authorization and Supplemental

Contract for SUU employees who already hold benefitted full-time or
half-time or greater positions. The duration of this employment must
be specified on either form with specific beginning and ending dates
listed. Such action terminates non-SUU continuing employees at the


https://www.suu.edu/policies/08/02.html

ending date. It also reduces the continuing SUU employee to the level
of employment specified under either their Statement of Salary and
Benefits form for full-time employees or their Acceptance
Appointment for part-time employees of one-half or te

5. Both forms for less than half-time employment re

the initiating authority and other administrator nd any
subsequent hirings which occur.

6. Part-time positions of less than half-time whi radedtoa
half-time or greater benefit eligible ition must’@omply with staff

employment hiring procedure outlined iothis

Policy.

V. RELEVANT FORMS/LINKS

e Human Resources Por

inance. For questions about



https://my.suu.edu/hr/
https://www.suu.edu/finance/index.html
https://www.suu.edu/hr/index.html
https://www.suu.edu/policies/old/05/p521-2006-07-26.pdf
https://www.suu.edu/policies/old/05/p521-2016-02-18.pdf
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