COLLEGE OF MICRONESIA-FSM
ADMINISTRATIVE PROCEDURE NO. 6006

Kinds of Positions and Appointments
Date Adopted: 1 April 1993
Date Revised: 30 May 2015
Date Reviewed: 11 August 2017

References: Chapter 1, Human Resources Manual, August 30, 2017

Key Terms You Need to Know for Chapter

Personnel Classification System- a list of
established positions in the college approved by
the president and or the Board of Regents and
maintained by the Human Resources Office.
Office Head- a managerial position that is
recognized in the organizational chart of the
college as having executive authority in program
direction and development and is head of an
office unit.

Limited Term Appointment — temporary
employment without the normal benefits; will
not exceed one yeat.

Educational Institutional Master Plan — the
five-year integrated master plan of the college.
Accreditation Standards — requirements of the
accreditation commission that all accredited
colleges must meet or exceed.
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College-Wide Strategic Plans — five-year
plans of the college.

Annual College-Wide Priorities — goals the
college determines as priorities for each year for
funding allocation and activities.

Major Functional Duties — important
responsibilities of a position where the majority
of time and effort will focus.

Personnel Position Requisition Form (PPR)
— this form initiates the request by an office
head for an additional position.

Request for Establishment of New Position
Form — this form initiates the request by an
office head to establish a position in the
personnel classification system.

Work Standards — required level of work
output and performance in one givenarea.
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Frequently Asked Questions

v" What forms do I need touse ¥ If this position is not in the personnelclassification

to request a new position?

system yet, you will need the Request for
Establishment of a New Position Form.

V' If the position already exists in the personnel
classification system, you will need a Personnel
Position Requisition Form.

v You can retrieve a copy of either of the above
forms from the college website, from a hard copy
of this manual or from an HR staff member.

Where do I find out if the v You can check with the Human Resources Office

position I want is already by telephone, email or in person.

established in the

classification system?

What forms must I use to v" You will need to use the Request for Use of

request a Personal Services Personal Services Contract. You can also retrieve a

Contract Position? copy from the college website, from a hard copy of
this manual and from an HR staff member.

Who needs to approve my V" The request for establishment of a new position

request for a new position? that is not yet in the personnel classification
system must first be endorsed by your vice
president, then reviewed by the HR directorand,
finally, approved by the president.

V" The request for a new additional position that
already exists in the personnel classification system
is endorsed by your vice president and approved
by president’s Cabinet.

Who should initiate the v" An office head is responsible for initiating the

request for a new position? request for a new position by filling out the
appropriate request form.

Who should create the v" The supervisor for that position.

position description for a

new position?

Who will inform me if my v" Your vice president will inform you when a

request for new position is decision is made on your request.

approved?

What forms must I use to v You must use the Request for Use of Personal

request a personal services Services Contract. You can also retrieve a copy

contract position? from the college website, from a hard copy of the
this manual, or from an HR staff member.

v

Where do I send my request
for approval of a personal
services contract position?
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You need to send your completed Request for
Use of Personal Services Contract to your vice
president.
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v" What is the most common
reason why requests for new
and additional personnel

are denied?

v" Denial usually has something to do with
insufficient budget, failure to directly address
current priorities, and failure to link the request to
assessment results.

How to Request a Personal Services Contract

Three situations exist in which an office head may request a new personal services contract
position. These situations are described in the table on the next pageTable 1.3. Three Situations in
Which an Office Head May Request a Personal

First Situation

When you identify a current
vacant full-time regular position
on the current budget and
while a PPR Form is being
developed or routed for review
and endorsement for
recruitment of a full time
regular position. If you require the
work to commence immediately, such
a request can be made to hire on a
Personal Services Contract not to
excceed six (6) months.

Services Contract

Second Situation

When you receive an
assignment of a new large task
that is outside of normal
services or programs offered
by the unit office. If such an
assignment is of limited
nature, or not longer than one
(1) year, and if the office does
not have the needed staffing
to carry out such task, then
you can complete a request
for a new Request for
Personal Services Contract
form.
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Third Situation

When you need a course or
additional section(s) of a
course to be taught and current
full-time faculty numbers are
not sufficient to cover the need
in normal load. This type of
contract is referred to as
overload for current full-time
faculty and personal services
contract for the individual who
is not a full-time faculty
member. The instructional
department maintains
procedures for certification.
Routing of a personal services
contract resulting from this
situation will follow the
approval processes for other
PT contracts, though some
steps will be skipped such as
Step 1.
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Figure 1.3. Steps to Request a Personal Services Contract

Step 1. Complete a Request for Personal Services Contract
Form

Obtain and complete the Request for Personal Services Contract Form.

The form can also be obtained from a the staff from the Human Resources office or its
representatives at the state campuses (administrative staff and secretaries to the campus deans or
director). Once you successfully complete this form successfully, sign and transmit it to your vice
president.

A sample of a filled-out Request for Personal Services Contract Form appears in Table 1.4.
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Table 1.4. Sample Filled-Out Request for Personal Services Contract

REQUEST FOR PERSONAL SERVICES CONTRACT

Instructions: Form must be completed fully incomplete form will be returned to sender. Attach the most
current office/campus organizational chart showing the placement of this position and its relationship to other
functional areas. Include a summary of functional responsibilities for all position on your organizational chart(s)
including any part-time positions.

I:IPosition budgeted under FY: 2014 __ Position Title: HRM Specialist (1) position)

1. Why do you need this short-term contract?

Full-time position vacated due to resignation/termination [Provide name and date]
Additional major duties recently added to the office [Provide details below]
Nature of the grant/ program to employ part personnel.

4EH$%VBEAE§£"?&?QH&%EW%aFL‘BYOV&‘EE%P?H&%HP&&BP\&%#&MFM Residential Halls JuIy

SHY20%3. JonelgyseNameacsertatithoRirerioransitiotaiRetidang Hallsa Thisdsaunnils spesficalbefon

& ARt HAPuAck I itnsh ftaraRe L piticeldutinn urdrs sechine and avoid potential problems in section
f¥&e wait for a final decision, we need support to carry out the responsibilities of the office. Thus, the

need for,a special contract,for, a clerk for a 6 months’ period.

2. List major responsibilities of this position and indicate areas of direct impact? [List them by natural

groupings]
month special contract with a total sum ot $3,360.00. Ihis calculation is based on an hourly rate ot $3.50 at

%}S Egrwgelag ﬁ1 lﬁ%kéé in |3 and out on a dail
RiL eDe ar o‘é%ran%%%g%nocambugsdlfﬁwlﬁlpre } Fg’tﬁ m.Higﬂ-a'{th'S ic ” requlred

eTDAILY] Answer telephones and taking messages and answeringinquiries.

Make co ies pf PAs, Contra ts E Iuatlo S, Fllesf rofflce su erwso s, and, s%p%rwes .andothers.
tucti QD ns]'Do you (% ’FU |§ position at is your
/e ags vdf’ ?,"s e

X( E?II ss “indicator?
e campus reps and emp oyees S Asimilate |n ormg
Ron

orms answer questions, follow
Required documents, issues, etc.

7. [DAILY] Assist visitors to the office.
8. [RuEBlLathens] MWhat és thedesiablistuict ehedilimend irdidatdnfor shistylps ofiposition tadthiseffioed edmpus
and/or college-wide?
3. What is the impact on the office/campus/department if the position is not filled now?
of 1 HR staff per 50-60 employees ratio. In fact, HRO is way understaffed compared to sister institutions in the
region and GCC.
When you consider the number of part time personnel, the HR staff personnel should be more than 7 but is
currently only at 4(including state campus reps).
9. [For all others] What is the established enroliment indicator for this type of position in this office, campus
and/or college-wide? How are you doing in meeting this indicator?
One HR staff per 50-60 employees. We are understaffed. We work long hours and on weekends, in the long
run neither is healthy and advisable.

10. Aside from the salary, what are other expected costs to the college and your office? Are these
budgeted/provided by your office/campus? If not, who provides for these?
None
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Dean/Director: _ Rencelly Nelson Date: November 25,2013

[Comments: The hiring of a clerk to support the work of the unit and the two staff at this office is essential to
the Outcomes expected and level of performance desired for such an office with college wide responsibilities.

REVIEWED & FORWARDED BY:

1 Recommended
[1 NotRecommended
[ others:

[Specify decision below]

Vice president:
Signature Date

Tips for Completing this Form

v" To speed up the review and processing of the request, fill this form out fully and correctly
the first time around. You will be doing your vice president a favor if you capture all the
facts and required information on this form, making the requestclear.

v" Consider grouping the duties or combining duties that are related into one idea. Begin with
the major duties first and break them down into daily, weekly and monthly schedules. This
process will be useful for your VP and for the employee to be hired.

V" The key indicator is required. Find out the key indicator for your area from your vice
president if you are not sure. Specify the actual budget available for the position in your
budget and calculate the budget needed for the entire duration of the months on the
contract. Your VP needs assurance that there is money available for the contract and
approval of the position will not have added a financial burden.

Step 2. Gain Approval from Vice President

Upon receipt of the Request for Personal Services Contract Form, the vice president will review the
form and make a decision. During the review period, the vice president may require the office head
to submit additional information or data to help make a finaldecision.

The vice president will return the form to the office head when a final decision is made. The vice
president has these options for this level of review:

e Determines the request is within the budget and the work requested will help the
college meet its mission. The request will be returned to the office head to
implement the contract.
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e Determines in writing on the same form that the request is not within available
budget and is better resolved in some other way. The request will be returned with
specific reasons or directions for the office head to follow to meet the need
identified.

Step 3. Recruitment and Selection

Upon receipt of the approved request, the office head will determine the best options to implement
from the following:

e DPrepare a short advertisement to run for fifteen days using the established format for
Personal Services Contract by Human Resources. Post it locally at the community bulletin
boards, share it with a local radio station, and distribute it to college staff to share with others
and students.

e Proceed with procurement of a contract without advertisement if the need is urgent and a
vice president or the office head has identified a suitable qualified individual. The office head
will prepare the contract (six months to one-year maximum).

If an advertisement will be used, the advertisement will include the required supporting documents
below to be submitted to the office unit before or by the deadline.

v Employment Application Form v" Police clearance

v Resume V" Health clearance (if applicable)

V" Copy of passport or state ID or V' FSM Permit (if candidate is in the
driver’s license FSM on permit)

v" Copy of college transcripts or HS v' Foreign Investment License (if
Diploma (depends on MQ)s) applicable)

v" Copy of social security card V" Three (3) reference letters (under 6
(FSM) months old)

Upon closing of the advertisement period, the supervisor and two other staff members will screen
the applications for suitability and qualifications based on the advertisement. The successful
candidate identified from this initial process will be moved to the next step: reference checks and
employment history verification. The supervisor will complete the following steps to identify the
best and ablest candidate for the position.

Call current and previous employers to verify employment history, work experience, etc.
Interview the candidate in person (or via telephone/other media if not available).
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Step 4. Submit Personal Services Contract to Vice President

When the supervisor identifies the successful candidate from the pool of applications, a personal
services contract will be prepared. These documents must also be attached to the contract when
transmitted to Office of the Vice President. If the documents are found to be complete and the
information is sufficient, the vice president signs off on the contract and transmits it to the
Business Office for a funding certificate.

Approved Request for Personal Services Contract Form
Copy of the advertisement used

Contract form (fully completed and signed by supervisor)
Employment Application form

Copy social security card (FSM)

Copy of passport or state ID or driver’s license

Copy of transcripts

Police clearance

Health clearance (if applicable)

FSM Permit (if applicable)

Foreign Investment License (if applicable)

Three (3) reference letters (under 6 months old)

A NN N NN R UR RN R

Checklist that details the process leading up to the request to the screening and to the
selection of the individual
Results of the reference checks

<

Step 5. Submit Personal Services Contract to Business Office

The comptroller will sign the personal services contract to certify funding availability and
accountability and forward the contract packet to the president.

Step 6. Submit Personal Services Contract to President

The president will sign the contract to indicate final approval and return it to the vice president who
will forward contract to the requesting supervisor.

Step 7. Issuing Contract to the New Employee

The supervisor will call the new employee for a meeting and issue the approved contract for
employee signature. The new employee will be given a copy of the position duties, expectations and
other relevant forms required for signature and use.

o For off-island offices, the supervisor/VP will email a scanned copy of the contract
to the supervisor at the state campus.

o For on-island offices, the supervisor will issue hard copies of contract to the supervisor
for office use and for distribution to the employee.

The supervisor will provide to the Business Office a copy of the signed personal services contract
for payroll and HRO a copy for personnel file.
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How to Fill Vacant and New Positions

Frequently Asked Questions (FAQ)

How do I know how v" Review your current budget; all positions that are

many positions are budgeted for each unit filled and unfilled are listed.

available in my office? If you don’t have access to your current budget,
ask your VP or the comptroller.

How long does my v Your ad hoc committee has two weeks (including

committee have after weekends) after the last interview conducted to

the interview to submit submit your findings and recommendation to the

our recommendation? Human Resources Office.

When should I advertise v As soon as a position becomes vacant, or upon

my vacant position? the president’s approval of a resignation, you
should advertise the vacant position.

How do I go about v" Fill out the PPR Form and send it to your VP for

advertising my position? endorsement.

How long is the period of V' First time advertisement is for 30 days while re-

announcement? advertisement begins at 15 days.

How do I know if there v" HR will inform you when your position is closed.

are candidates who Likewise, you will be informed if no one applies.

responded to my

advertised position?

How many people should v A minimum of five members should staff the ad

serve on the ad hoc hoc committee, and the supervisor should chair the

committee? committee unless there is a conflict of interest (for
example, an immediate family member of the
supervisor of the position for which the candidate
applies or of a member of the search committee).

How are ad hoc v" The office head will make a recommendation to

committees appointed? the director of human resources, and the two will
finalize the five-member committee.

Where should I send my v The committee's recommendation is to be

committee’s hire provided to the Human Resources Office with the

recommendation? entire packet for a closed position.

How do I know if my v oI you are an office head, director of human

committee’s hire resources informs you and your vice president

recommendation is when a recommendation for hire has been

approved? approved.

Who will make the job v The director of human resources is the only staff

offer? member authorized to make job offers.

How do I know when my v' The director of human resources notifies office

new employee will begin
work?

College of Micronesia-FSM Administrative Procedure 6006

head and respective vice president for the starting
date of new hires in their office and department.

Page 9 of 18



COLLEGE OF MICRONESIA-FSM
ADMINISTRATIVE PROCEDURE NO. 6006

How to Prepare a Job Announcement

The Human Resources Office prepares job announcements and posts them in relevant
media locally and beyond (college website, local radio station, local television, local
newspaper, HigherEdJobs.com, Chronicle of Higher Education Newsletter). HR statf types up
the vacancy announcement based on the completed Personnel Position Requisition Form
and in consultation with HR established standards for vacancy announcements. For each
job announcement, office heads and HR staff will follow the steps below to ensure
proper and consistent review and input into the final announcement. A sample of a position
announcement appears on the following pages.

Table 1.5. Example of COM-FSM Employment Advertisement

Employment Opportunity

EO No: 2017-012

College of Micronesia—FSM
Human Resources Office
P.O. Box 159
Kolonia, Pohnpei, FSM 96941
Phone: 691-320-2480 Fax: 691-320-2479

Opening Date: November 22, 2016 Closing Date: December 21,2016
Position and Salary: Director of Cooperative Research and
Extension

N/16/D $27,334.00 PA
“Position is eligible for housing and transportation benefit”
Location: National Campus/CRE
P.O. Box 159
Kolonia, Pohnpei FM 96941

Mission Statement

The College of Micronesia-FSM is a learner-centered institution of higher education that is committed to the success
of the Federated States of Micronesia by providing academic, career and technical educational programs characterized
by continuous improvement and best practices.

Values
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College of Micronesia-FSM core values and principles of
best practices
We value the higher education community in which we work and those diverse island

communities we serve. As members of these communities, we strive to embody these core
values and to demonstrate them through the following best practices

Learner- .

Excellence Conteredness Commitment
*Complete all duties and Dedicate time for learning. *Be dependable by being
assignments. -Use every assignment as a present and on time.
*Hold yourself accountable learning opportunity. *Dedicate your time,
to high performance *Explore your curiosity. energy. and enthusiasm.
standards +Continuously assess your *Contribute your best and
* Aim to meet or exceed knowledge, skills, and inspire others to do the
standards of best abilities. same.
practices. *Collaboratively share *Give back when you can.
*Set goals and endeavor to information and skills. *Connect, participate, and
exceed them. *Be tgansfonnati\v'e, think be involved.
*Be positive and outside the box, *Work to make a
encouraging. +Learn from failures to ifaunce

continuously improve. = :
Y P *Anticipate what is needed

and do that work without
being asked.

Professionalism ‘ Teamwork

*Be honest and transparent. *Respect yourself and others.
= Accept responsibility for your actions. +Engage and contribute wholly to all team
+Maintain confidentiality. activities. .
+Do no harm, be ethical. » Offer your assistance and guidance when
+Develop logical plans and foresee SESERLON
consequences. « Actively listen.
«Act in the best interest of the college and *Pursue an understanding of diverse points
the communities you serve. of view and ideas.

+Respond respectfully when others disagree
with your views.

*Recognize the needs of others.

» Actively build working and learning
relationships.

* Appreciate your colleagues.

«Share and use resources responsibly.

*Adapted from Dartmouth’s Core Values Model http:/fwww.dartm outh.edu/~rpd/corevaluesflist.html

supervise the CRE Coordinators at the state campuses.

programs, and various land grant programs. Other responsibilities include:

Area of Responsibility and Reporting Authority: The director of cooperative research and extension (CRE) is
responsible for directing the planning of one major division and serves as an advisor to the Vice President for
Instructional Affairs on matters relating to cooperative research and extension. The Director will report directly to the
VPIA and the Executive Director of COM Land Grant Program. The Director will share oversight of CRE staff with
each campus dean/director. The Director will directly supervise the staff in the CRE National Campus Office and co-

Duties: The Director is responsible for the development, implementation, direction and evaluation of the land grant
program and cooperative extension programs, including the agricultural experiment station, resident instruction

College of Micronesia-FSM Administrative Procedure 6006
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. Provide leadership and direction in the development of cooperative research and extension
responsibilities of the college;

e Coordinate, develop and represent the college in land grant issues both at the national and state campuses;

e  Assist the vice president in formulating and administering college policies and in developing long- and short-
range goals and objectives;

e  Supervise and coordinate the activities of the college relating to development, modification, expansion and
implementation of the cooperative extension services, agricultural experiment station, and resident
instruction programs to the meet the current and projected needs of the college;

e  Review analysis of activities, costs, operations and forecast date to determine college progress toward stated
goals and objectives;

e Work with other administrators in analyzing and discussing required changes in goals and objectives to meet
land grant and extension program identified needs;

e  DParticipate in the selection of subordinate staff; supervise and evaluate the work performance of
subordinates including the CRE Coordinators;

e Be responsible for administrative activities such as maintaining accountability program funds, developing
AES and CES work plans in collaboration with sites, annual reports and program updates with input from
the community, land grant personnel and college faculty and administrators;

e  Formulate policies and procedures for the development of programs assigned, putting in place a system of
evaluating program accomplishments and impacts compared with targets, and proposing amendments and/
or improvements therein to meet changing needs;

e  Represent the college with community, national government, students and other officials. Additional
administrative management duties could include some teaching and/or research responsibilities.

e  Serve on committees as needed.

Minimum Qualifications: Mastet’s degree from a US accredited college in education, agriculture, home economics,
or related field and demonstrated successful responsibilities in progressively more responsible educational
management positions at an institution of higher learning; preferably at the community college, or equivalent
combination of training and work experience in management, administrative or related professional work which
indicate possession of knowledge and skills required to be successful in the position. Propose, submit and implement
projects relating to his/her expertise. Knowledge of: management and otganizational principles and practices;
standards and practices of the Accreditation Commission for Community and Junior Colleges, WASC; principles and
practices of academic and organization planning; issues, trends and practices of institutions of higher education;
performance appraisal principles, practices and techniques including development of improvement plans; budgeting
and management planning; Micronesian people and cultures; adult and community college students’ interests and
problems; and program panning/development principles and practices. Ability to: communicate effectively in
English both orally and in writing; establish and maintain effective working relationships with faculty, staff,
administrators, community members, and governmental officials; exercise mature and sound judgement and
discretion; work with individuals to develop group consensus and collaborative problem solving; establish and
identify problems and priorities in order to motivate staff or accomplish goals and objectives; supervise, direct and
evaluate the work of others; work with pubic, students and others in a positive, professional, courteous and tactful
manner in resolving complex or difficult problems. PhD degree preferred.

Foreign credentials must be equated to meet US standards in the field of assignment using World Education
Services at http://www.wes.org.

Contact: Applications are available at the College of Micronesia—FSM Human Resources Office, state campus sites
or at the college’s website at www.comfsm.fm.

Application Procedure

Interested candidates must submit the following documents:
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1. letter of interest addtressing how the candidate’s professional qualification and expetience match the
minimum essential requitements of the position (not to exceed 3 pages);

COM-FSM application form (http://www.comfsm.fm/jobs/HRdocs/employment08.pdf);

A current resume which includes personal email address andcellular phone number;

Copies of college transcripts for all degrees earned;

A minimum of three professional reference letters;

Police clearance.

ANl e

Documents are to be submitted electronically to hro@comfsm.fm (preferably as PDF attachments) or mailed to:

Human Resources Office
College of Micronesia-FSM
P. O. Box 159

Pohnpei FM 96941

(U.S Postal Service domestic rates apply in the Federated States of Micronesia.)

Applications will be accepted until December 21, 2016 followed by screening by the committee. Official and hard
copies of college transcripts are required to be mailed directly from schools to HRO when a candidate is being
considered.

The College reserves the right to request or require from any applicant additional documentation or certification in
addition to the minimum requirements stated in this advertisement in order to be considered for this position. All
persons applying must meet or exceed any additional qualifications required in the COM-FSM Personnel Policy and
Procedure Manual.

The College of Micronesia FSM is an equal opportunity employer.

FSM Citizens are encouraged to apply.

Y Yy Yy N N
Step 1. Return Step 2. HRO Step 3. HRO Step 4. Office Step 5. Office
. Head Returns Head and HRO
Certified PPR Types and Sends Vacancy .
Vacancy Coordinate
form to Human Formats Announcement -
. Announcment Formation of
Resources Vacancy to Office Head .
) . to HRO for Screening
Office. Announcement. for Review. . .
Advertisement. Committee.

M De——

Figure 1.4. Process for Filling New and Vacant Positions

Follow these five steps for filling new and vacant positions.

Step 1. Return Certified PPR Form to Human Resources Office

Comptroller certifies the PPR Form and returns it to Human Resources Office. This form initiates
the preparation of the vacancy announcement.
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Step 2. HRO Types and Formats Vacancy Announcement

HRO staff takes the information on the PPR Form and formats it to follow the normal vacancy
announcements.

HRO maintains a listing of vacancy announcements each fiscal year. The first Employment
Opportunity Announcement will be assigned a number starting with the fiscal year and then
chronologically.

Example: EO No. 2016-01
EO No. 2016-02

HRO staff will add an open date and closing date on each announcement. All open dates will be
limited to only working days. All initial announcements will be advertised for a minimum of thirty
(30) days while re-advertisements are opened for at least fifteen (15)days.

Step 3. HRO Sends Vacancy Announcement to Office Head for
Review

HRO staff will email the draft job announcement to the office head for review within three (3)
working days.

Step 4. Office Head Returns Vacancy Announcement to HRO
for Advertisement

The office head will email the final draft of the vacancy announcement to HRO for posting. If there
will be changes, the office head will indicate such by color coding and the use of “track changes” to
enable HR staff to understand and identify where changes are made.

HRO staff will send an email or telephone follow up when the review period is about to expire and
a response has not been received. If HRO does not receive any feedback after the three-day review
ends, and after the email and telephone follow up, the vacancy announcement will be posted
regardless. HRO staff will post the final announcement in relevant media (college website, local
radio station, local television, local new paper, HigherEdJobs.com, Chronicle of Higher Education
Newsletter) while copies will be given to following:

Office Head

HR Representatives at all campuses
Information Technology Office (ITO)
File

Once the advertisement is posted, the next task is to form the screening committee.
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Step 5. Forming the Screening Committee

HRO staff will contact the office head to coordinate the formation of a screening committee at a
requirement of at least five (5) current full time employees who are familiar with the function of
theposition and the unit office. Normally, the office head will chair the committee unless there is a
reasonable conflict with applicants of the position (for example, an immediate family of the
supervisor of the position of which the candidate applies or of a member of the search committee).
In this case, the office head must recommend a senior staff member from the same office, a
member who is as familiar with the essential duties of the position and screening procedures to
chair the committee. the director of human resources will endorse all committee member

appointments.

If you are related to any candidate in the pool of applicants who is
listed in Board Policy No. 6024 Nepotism, you need to inform the chair
of the committee or the HRO director right away. In this instance, you
may be excused from serving in the screeningcommittee.

At the National Campus...

A transmittal memorandum is addressed to
the ad hoc committee from the HR director
and through the relevant the vice president.
The individual committee member is to sign
off on the memorandum next to his/her name
to indicate completion of the review of the
packet before giving the it to the next name on
the memo.

College of Micronesia-FSM Administrative Procedure 6006

At the State Campuses ...

A transmittal memorandum is addressed to the
campus dean or director with attention to the
office head and through the relevant vice
president. The campus dean/director with
endorsement from HR director will appoint an
ad hoc committee. The individual committee
member is to sign off on the memorandum
next to his/her name to indicate completion
of the review of the packet before giving the it
to the next name on the memo.
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The role of the ad hoc committee is to screen applications for employment eligibility, interview qualified candidates, and
identify the best qualified and suitable candidates to the president.

Evaluations of candidates must be job-related and designed to demonstrate the ability of the candidate to successfully
perform the duties of the position and fit into the organization.

In the actual transmittal memorandum, HRO will indicate open and closing date, title of the position and names of all
candidates that applied by the time the transmittal was prepared.
These forms and documents will also enclose with the memorandum for the committee to use in the screening process.

Copy of the vacancy announcement

Copy of Board Policy No. 6007 Employment

Copy of Administrative Procedures No. 6007 Employment

Guiding memorandum from HR director to the ad hoc committee
List of Do’s and Don’ts

Sample recommendation letter

Sample rubric

Sample questions

All applications and copies of email communications with applicants
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The packet will be provided to the relevant vice president for signature. When the signature is obtained, the packet will
be provided first to the chair of the committee.

Confidentiality

The entire screening process is confidential, beginning with the appointment of the committee and ending with the decision by
the president. Search committee members will not share documents and findings with others outside of this committee
during and after the process is completed. Individuals who violate this policy may be subjected to discipline.

Nepotism

The hiring of a family member in a supervisor/subordinate relationship is prohibited. If you are a supervisor in a
vacant position being screened for hire, and you are made aware of a family member who is applying or is being
considered in the vacant position, you must disclose that information in writing (email or memorandum) to the
director of human resources and your immediate supervisor right away.

Limitation

Regular full-time employees may apply for vacancies after completing their initial probationary period in their current
positions. Only the president may waive the probationary period requirement if such action is deemed necessary to
accomplish the mission of the college.

HRO will maintain application documents for unsuccessful candidates for one (1) calendar year, after which the
application documents will be destroyed, except for official transcripts.

Interview Process

The chair of the ad hoc committee will inform HRO and its representatives at the state campuses when the committee
is ready to interview qualified candidates. The chair will return the packet to the HRO or its representative with a list of
candidates to be invited for an interview.
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HRO staff will review the packet to make sure contents are not missing and contact the candidates for an interview.
HRO staff will inform the committee chair of date, venue, time and order of candidates for the interview through
email and/in writing.

HRO staff will sit in the interview session to assist the committee and ensure confidentiality of the process. Interviews
will be contacted conducted face-to-face for candidates on island and through telephone, and Skype, or Face Time
with off-island candidates.If members of the committee are not able to join the interview, HR staff or committee
and/chair may record the interview after informing the candidates and securing their agreement to the recording. The
recording will be listened to in the HR Office or a secure location chosen by an HR staff member. The recording will
be disposed of by the HR staff immediately after the committee member listened to it.

The actual interview zust follow these guidelines.
e Committee members (majority) must be present and arrive at the venue before the candidates.
e (Questions must be organized and given to all committee members prior the interview.

e Committee chair or HR representative will welcome the candidate and explain the process and
expectations.

e Questions may be asked by the chair or divided among committee members.

e Follow up questions to clarify a response are allowed.

e Email to HRO any questions for which the committee did not receive answers during the interview.

e When all questions have been covered, the chair/HR representative will thank the candidate and indicate
to him/her the estimated time line to hear from the college after the interview. The committee should
work as necessary to adhere to that timeline.

Recommendation Process

The ad hoc committee will meet after the interview process is completed to discuss its findings and recommendation.
A recommendation is to be given to Human Resources Office within one (1) week of completion of the interview
process. The ad hoc committee will accomplish this task consistent with established requirements of the job as
advertised and any established goals for the office or/of job in subsequent yeats.

The ad hoc committee chair will write up the findings of the committee on college letterhead addressed to the
president through the director of human resources and the relevant vice president. The letter must detail the
screening process leading up the final recommendation, including these:

Names of all candidates who applied

Names and reasons for candidates who interviewed

Names and reasons for candidates who were not interviewed

Clearly stated recommendation

Rationale for the recommendation
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Job Offer

The director of human resources will make job offers for successful candidates approved by president. The director
will carry out this task based on the approved packet by the president, the director of human resources, or a
designated staff member will email job offers to the successful candidate initially. The director of human resources or
designee will draft the official job offer letter for the president's signature. A formal offer letter will be issued later
bearing the signature of the president. HRO maintains a copy of the offer letter and all communications following
the job offer in the file of the successful candidate.

If a candidate accepts the job offer, If a candidate declines the job offer, HRO will prepare
the internal paperwork. HRO will notify office head and the relevant vice
president, deans or directors

and will follow other options or instructions

approved also by the president.

Notices to Other Candidates and Office Heads

HRO staff will email the office head and relevant vice presidents and deans or directors the outcome of the president’s
review and approval.

HRO staff will issue email or hard copies of “thank you” letters to all unsuccessful candidates. Copies of such
communications will be attached to the candidate’s application packet and placed in the candidate’s file.

See Board Policy 6006
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