PRIVATE 
FACULTY/ACADEMIC PROFESSIONAL

INITIAL SALARY PLACEMENT FORM

Candidate:  

















   Date:  





 

Position:  












Hiring  Supervisor:  








[image: image1.bmp] Step 1 Salary Placement  New employee meets at least the minimum education and experience requirements.


Request for Advanced Step Salary Placement at Steps 2 or 3   


Step 2 and 3 placement must be approved by the Director of Human Resources (or designee).  The level of placement for any combination of education and experience shall not exceed Step 3 under normal circumstances. Additional experience must be directly relevant to the position being filled.  Advanced initial salary placement for professional, business or industrial experience is required as follows.  (See Article 16.12.)  

· Approved full-time paid teaching or applicable professional experience:


One additional step for each three years completed.

· Approved part-time paid teaching or applicable professional experience:


Part-time experience will be credited on a pro-rated basis. To ensure proper and equitable placement, list all applicable part-time experience by credits taught/worked per week or term on the Record of Applicable Part-time Experience sheet on page 2.  Convert credits to full-time equivalency.  (As a guideline:  2.5 courses per quarter/term equal one-half load for one term. One-half load per term for one year equals half-time work.  Semester credits should be counted as one and one-half times greater than quarter credits when computing equivalencies.) 

· Approved and applicable full-time paid business or industry experience:

One additional step for each three years completed.   
· Academic Professional/Promotion or Transfer:  


There will be no change in salary as the result of a transfer to another job at the same salary level. If an employee is promoted or transferred to a job at a higher salary level on a permanent basis, the employee's salary placement will be determined as follows: 1) not less than, the bottom of the level of the new job nor greater than the top; and, 2) at a salary level which provides a five percent increase above the employee's current salary, or 3) if the employee possesses knowledge, skills or experience which would have resulted in the employee being treated more advantageously if the employee were an external applicant, they may also be treated as a new employee of the college.
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PRIVATE 
Salary Placement at Step 2   or    [image: image3.bmp]  Salary Placement at Step 3   Step 2 or 3 placement must be approved by the Director of Human Resources.  Justification for each step of advanced salary placement must be provided (including application materials):

HR Director (or designated Representative) Approval:  









  Date:  






Request for Salary Placement above Step 3
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PRIVATE 
Salary Placement above Step 3 must be approved by the President.  The hiring authority must submit this form with justification for each step of advanced salary placement to the president.  


Requested Step Placement: _______

Executive Officer's Approval  













Date:  








President's Approval:  
  
Date:  
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Record of Applicable Part-time Experience

(See instructions for part-time experience on page one)

	PRIVATE 
Employer
	Discipline/Course
	Dates Worked
	Instructional Credits per Term (specify semester or quarter)

	
	
	
	

	
	
	
	Total Full-time Equivalent Hours Worked

__________Hours



Include application materials with form for advanced salary placement.
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