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Policy 5-102: Staff Employment Policy

I. Purpose

To outline the university's policy for employing Staff Members as define
001.

Il. References
Policy 5-105, Employment of Relatives
Policy 5-106, Equal Opportunity and Nondscnr@ t

Policy 5-108, Transfer of Staff Members
Policy 5-401, Staff Compensation
[ll. Definitions
Relevant employee definitiogs,are definedin P8licy 5-001.
IV. General Policies

tunity The University of Utah is fully committed to
and nondiscrimination. Accordingly, the university
program of affirmative action in all its classifications of

r to prevent any form of discrimination, harassment, or

B. Administrative Responsibilities

1. Itis the responsibility of all administrative officers of the university to make
decisions on staff employment matters in accordance with the policies,

Procedures, and the affirmative action goals established by the university.
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http://regulations.utah.edu/human-resources/5-001.php
http://regulations.utah.edu/human-resources/5-001.php
http://regulations.utah.edu/human-resources/5-105.php
http://regulations.utah.edu/human-resources/5-106.php
http://regulations.utah.edu/human-resources/5-108.php
http://regulations.utah.edu/human-resources/5-401.php
http://regulations.utah.edu/human-resources/5-001.php
https://www.dol.gov/
http://regulations.utah.edu/human-resources/5-106.php
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Primary responsibility is placed with the employing unit, subject to
accountability to the president through line management channels.

2. To assist departments and organizational units in meeting university
employment policy guidelines, a monitoring program administered by the

cific protected groups, or positions which involve the use of

and/or national recruitment.

Resources will refer qualified applicants to the hiring departments. An
t Flow Record listing all applicants will be completed by the hiring
partment and returned to Human Resources. Employment offers may be

made only after approval from Human Resources.

C. Reference checks are the responsibility of the hiring department. Human

Resources may assist if requested.
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D. Nonselected applicants will be notified by Human Resources unless the hiring

department directs otherwise.

E. Non-Benefited Positions
1. Human Resources offers a service of advertising, recruiting, and processing

applications for part-time temporary positions, and non-benefit in

accordance with Equal Opportunity/Affirmative Action polici
F. Advertising of Positions

1. Human Resources will advertise job informatio

listing of benefits eligible staff positions. Th In various
locations on campus, at Job Service, a y additional
advertisements, including position announcemen wspaper ads, or flyers,
concerning staff employment mu oved by HUman Resources prior

to distribution or placement.

2. Costs of recruiting, s as adveriisi mployment agency fees, interview

and long distance telephone calls will be borne by the

ce of the vacancy has been posted internally in a reasonable,
isible, and timely manner. If a suitable qualified replacement is found
ithin the department, the position need not be posted through Human
Resources. In such cases, a Personnel Request with the name of the
current employee considered for the promotion will be forwarded to

Human Resources for approval, prior to the actual job offer.
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b. The related recordkeeping for the position, including the names of all
employees who applied and the reasons for selection, will be retained by

the hiring department, with a copy to Human Resources.

2. Hourly to Salaried

(2) the new Benefits Eligible Staff position is logi

original assignment.

3. Waiver

may, by written

In exceptional situations, the ¢ nt vice presi

memorandum to the Human Re or, waive the posting

requirement.

H. Promotions and Trans

1. courage internal promotions, and for this

qualified university employees in filling

t's affirmative action goals are to be evaluated in relationship

the work force.

department transfer-promotions will not usually be considered until after
onths of continuous employment. Upon evidence of a mutual
agreement between the department and the employee, an earlier transfer

may be approved by Human Resources.

. Recruitment Procedures
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The university Human Resources department is the official university
employment center and has the responsibility for the recruitment, screening,
and testing of applicants for employment at the university. The university
hospital Human Resources office has similar responsibilities for the hospital.

Only approved University of Utah employment applicants are to be

recruiting actions must be in conformity with applicable universii
Procedures, including the university's equal employment oppofttRity policy,

outlined below:
1. Department Head or Director

Forwards to Human Resources
position needs, and supplies all pertin@abinformation to assist in

recruiting qualified appli

2. Human Resources

selection.
ment Head or Director

Interviews applicants to determine job-related qualifications,
including education and work experience. Describes the
work requirements, duties, and responsibilities to the
applicants. Special care should be taken to discuss any
shortcomings the position may have, as well as advantages.
Any pre-employment tests administered by the departments

must be submitted in advance of use to Human Resources
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for review and evaluation to ensure compliance with federal
guidelines.

b. Coordinates final selection and employee orientation with
Human Resources.

c. No job offer nor salary commitment shall be made

approved by Personnel. Notifies Human ResQ

Committee, as per Policy

VI. Contacts

The designated

ese officials are designated by the University President or delegee, with
sistance of the Institutional Policy Committee, to have the following

roles and authority, as provided in University Rule 1-001:

"A 'Policy Officer' will be assigned by the President for each University
Policy, and will typically be someone at the executive level of the

University (i.e., the President and his/her Cabinet Officers). The assigned
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Policy Officer is authorized to allow exceptions to the Policy in appropriate

cases.... "

"The Policy Officer will identify an '‘Owner' for each Policy. The Policy

Owner is an expert on the Policy topic who may respond to questions

VII. History

Renumbering: Renumbered as Policy 5-102 e 9/15/2008, formerly known as
PPM 2-2.

Revision history:
Current version:
1. Editoriall
2. Editorially

itorial changes were made to this document to reflect the changes in

efinitions as set forth in Policy 5-100.

. Reuvision 8: effective date: July 1, 2009 to July 8, 2009

Leqislative History of Revision 8

2. Revision 7: effective dates July 26, 1983 to June 30, 2009


http://regulations.utah.edu/human-resources/5-001.php
http://regulations.utah.edu/human-resources/revisions_5/5-102.R8.pdf
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