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Explain work hours, summer 
hours, overtime guidelines, 
lunch and break times.  

To meet the needs of our customers and colleagues, I expect you to be at your desk and ready to 
work (computer booted up, etc.) at the designated start time. 

Manager may request, with notice, that Friday hours be adjusted to accommodate scheduled 
training/meetings. 

Employees are responsible for accurately reporting work time in HRMS. 

If you are non-exempt, I expect you to manage your hours within your designated time commitments 
– e.g. no more than 20 or 40 hours. If you find you need to work more hours for some reason 
(overtime), you must get approval in advance.  

Please do not take advantage of the time clock rounding. 

The primary consideration in determining work schedules for individual employees will be to assure 
the _________ department’s service needs are met for students, faculty and staff.  

All employees need to establish regular work schedules with starting and stopping times and lunch 
breaks.  Schedules must be approved by your supervisor and submitted to the department 
timekeeper.   Employees are expected to be at their normal work station during their scheduled time 
unless a variation has been approved in advance by the immediate supervisor 

Positions are posted with the understanding that an individual will take a lunch break.  Therefore, all 
employees are asked to take an unpaid lunch break during each scheduled shift. Lunch breaks may 
either be 30 minutes or 1 hour as agreed upon between the supervisor and the employee.  In 
addition, full time PSA employees may take a 15 minutes paid rest period during the first four (4) 
hours worked and second four (4) hours worked as per Section 4.3.2. of the PSA Policy Manual.  The 
schedule for lunch and rest periods will be coordinated by the supervisor. 

Note: rest period breaks may not be used back to back. 

During the first of week of class in January and August, employees are expected to be at work every 
day and be on time to cover the increased customer traffic.  Care should be taken to minimize 
absences during this time.   

On occasion, an employee may need a temporary rescheduling of their workweek. These adjustments 
can be made as long as the needs of the department and college are still being met. Any variation in a 
published schedule requires the immediate supervisor's prior approval.  

Due to the nature of the work, flexible scheduling is allowed; the supervisor may accommodate 
requests for alternative work schedules as long as the needs of the department and college are being 
met. However, flexible schedules are not unpredictable schedules and any flex hours must be used 
within the same week. Special circumstances will be considered on a case by case basis.   

 

Explain the guidelines for 
reporting absences or 
tardiness, including who and 
when to call. 

Attendance consistent with your selected work schedule is essential within our program to ensure 
that the department functions at a high level and to help the students reach their academic goals. 
 
Absences must be reported a minimum of 1 hour before the start of accountability via email or voice 
mail (602-123-4567) to supervisor and administrative secretary.    
 
When an employee is out sick they are to use sick time to cover the time away. If the employee does 
not have sick time available the sick time will be considered leave without pay (LWP).  LWP can be 
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used to start disciplinary action when it becomes a performance issue. 

Employees who are unable to adhere to their posted schedule for any reason (sickness, running late, 
personal issues, etc.,) must call their immediate supervisor as soon as possible. This contact must be 
made either prior to or within 15 minutes of their scheduled start time, or end time in the event of an 
inability to return to work on time either starting time, or following a lunch or rest period.  In the 
event the supervisor cannot be reached, a message to the supervisor's voicemail, along with a call to 
the employee’s department secretary leaving a contact number will substitute.    The employee 
should also make an attempt to call the service desk where they work so their co-workers are aware 
that staff will be reduced for that particular day or will be arriving late. 

In the case of tardiness, employees must also send an email to their supervisor and the department 
timekeeper when they arrive at their work area stating in the email the time they arrived.   

PSA employees do not keep a daily work schedule in HRMS.  PSA employees will record all time 
entries in Time & Labor (T&L) according to the approved type of accrual available (i.e. sick, vacation, 
personal time, comp time used, comp time earned. 

Note:  Sick Time is intended to protect employees from loss of income during periods of illness and 
may not be used for any other purpose.  An employee may be required to provide medical 
certification to confirm illnesses and/or absences. 

Note:  Personal time is not to be used routinely to come in late or leave early from work. 

PSA employees are expected to adhere to their scheduled hours of accountability.  Any variation from 
the work schedule by more than 7 minutes needs to be recorded in HRMS with an accompanying note 
posted in the system.  

Employees must send an email to their supervisor and the department timekeeper when they arrive 
at their work area stating in the email the time they arrived.  

As per Section 4.5. of the PSA Policy Manual, a full time PSA employee may work beyond their normal 
40 hour per week schedule with a supervisor's prior written approval. Compensation for such time at 
MCC will be in the form of compensatory time. Any overtime pay must be approved in advance by the 
Vice President of the Division.  The scheduling of the utilization of earned comp time is at the 
discretion of the supervisor.  

 

Explain the guidelines for 
requesting vacation, outlining 
peak times that vacation 
requests may not be approved 
(except for emergencies). 
Explain time reporting 
guidelines for your work 
unit/division. 

Vacation Request must be submitted via email to the supervisor a minimum of 2 weeks prior to 
requested time off; indicate the day you are leaving and day you will be returning; indicate pending 
tasks and who will need to complete them when you are out of the office. 
 
Peaks times vacation request may not be approved, except for emergencies, during week of “roll 
over” (typically the week of July 1st). 
 
Vacation requests during peak times must be for obligations that cannot be cancelled. 
 
Vacation requests must be made in writing to the immediate supervisor at least 2 weeks prior to the 
requested absence. Due to the busy nature of the department, vacation requests will not be approved 
for the months of August and January, except in special circumstances.  
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Explain guidelines for 
appropriate attire and “casual 
day” if applicable. 

Our department is at all times a client-facing unit, whether the client is internal or external. As a 
result, it is the responsibility of department employees to dress as representatives not only of the 
department but of the District as a whole. Below are some basic guidelines for business casual attire 
but the most important factor is the employee’s good judgment. If you have any doubts whether a 
particular outfit is appropriate, it probably is not. 
 
Business Causal guidelines for men and women: business casual should look appropriate even for a 
chance meeting with a Director or VP; Maricopa college or college/program specialty t-shirts are 
acceptable; Polo/golf shirts are appropriate; avoid clothing that is tight, baggy, wrinkled or with holes; 
no spaghetti strap tops or dresses; avoid attire that shows skin at: cleavage, midriff and backside. 
 
I do not support casual Fridays.  Shorts, sweat pants, sweat shirts, and flip flops are not appropriate 
office attire regardless of what day of the week it is or what activities the office is doing unless you are 
having a “cleaning day.”  Jeans should not be worn regularly either.  How we present ourselves 
contributes to high customer service.   

Explain guidelines for 
appropriate technology use 
(mobile phone, tablets, 
internet) usage (where, when, 
duration, etc.). 

Technology Use: adhere to the MCCCD Technology Resource Policy see below: 
http://www.maricopa.edu/publicstewardship/governance/adminregs/auxiliary/4_4.php#acceptable 
 
During time of accountability, as selected above, cell phones must be placed on silence and stored 
away. All phone calls/texts will be received or made during break periods or lunch periods only. 
Emergency messages can be left with… 
 
Keep personal internet and cell phone usage to a minimum (during breaks unless emergency situation 
that should be discussed with your supervisor). 
 
Work related texts and telephone calls are common during high school visits. However, personal 
telephone calls, texts, conversations, and social media are not permitted during scheduled work 
hours.  Please limit personal communication to breaks and lunch. Cell phones should only be used for 
work purposes and not for personal use. 
 

Explain the customer service 
expectations of your 
unit/division, how the group 
functions, interpersonal 
relationships, who the group 
serves, and other workplace 
expectations. 

Create a professional environment for students and colleagues by coming to work with a positive and 
approachable attitude; being willing to help each other; greeting each other with respectful 
salutations; communicating respectfully with each other on a daily basis; being aware of your non-
verbal and verbal communication, being open to interruptions. 
 
Leadership is not a category that is reserved for supervisors or managers. Each individual in our 
department, regardless of job title or level, is responsible for demonstrating leadership for others. In 
the area of leadership, I expect that each of us will: lead by example in all areas of our professional 
lives; know and understand the mission of our department and help others achieve it; step up to any 
leadership role we are asked to perform providing guidance and information to other team members 
as require; take the higher road so the focus is on team success. 
 
Customer service: answer emails and phone calls within 24 hours – our goal is to get to “yes.” If no 
deadline is given on a project or assignment - assume within one week or ask; when there are 
problems or questions go to the source for resolution first. 
 
Customer service: answer emails and phone calls within 24 hours – our goal is to get to “yes.” If no 
deadline is given on a project or assignment - assume within one week or ask; when there are 
problems or questions go to the source for resolution first. 
 
Professionalism is important. Be courteous at all times. Greet fellow employees and customers and 
ask how you may help them. Maintain a positive and helpful attitude at all times. When asked to 
perform a task by the manager, it is not appropriate to question the importance of a task or delegate 
tasks to other employees.  Provide quality service at all times. Strive for excellence, not just “good 
enough” in all tasks no matter how menial they may seem. 
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Your cooperation with these guidelines will contribute to our ability to provide excellent customer 
service to our students, internal customers, and colleagues. 
 
Demonstrates respectful and professional behavior with all colleagues 
 
Give and receive information and feedback courteously. 
 
Acknowledge people when you see them. 
 
Share concerns and difference s in a way that allows for constructive change. 
 
Share information, ideas, concerns in a proactive and supportive manner. 

Employees in violation of a 
workplace expectation. 

Employees in violation of a workplace expectation may be subject to “disciplinary action for failure to 
follow a directive. 
 
Failure to follow established workplace expectations may be cause for disciplinary action up to and 
including termination.  
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What does this position do and how? Describe how well the job should be done, expected behavior and outcomes in terms of quality, 

how often, how many, following what process or procedure, customer service, and include necessary resources (people, equipment, 

technology, other). 

Budgeting 

 Create new and revise existing Purchase Orders (PO) in CFS within two business days of the request, unless otherwise 

discussed with the Program Manager. 

 Requests for new and revised PO’s will happen periodically throughout the year.  

 Utilize the Pro-Card for appropriate purchases, following MCCCD Pro-Card guidelines and processes. 

Administrative Secretary 

 Provide consistent and timely communication throughout to all members of the department.   

 Assist the manager with assigned tasks. 

 Identify, communicate, and propose resolutions to problems. 

 Be attentive to customers. 

o Requests from in-person customers (including colleagues) are to be resolved with priority. 

 Be flexible, responsive, positive, and willing to participate in varying tasks based on the needs of the manager, colleagues, 

and students. 

 Attend, coordinate, and plan seasonal activities such as xxx. 

Occupational Instructor 

Instructs students in the use of proper techniques and procedures in a specific skill area with the goal being the students’ reaching 

the prescribed competencies; reviews student work and evaluates progress; identifies problems and makes recommendations 

regarding the ability of students to reach the competencies.  

o Advocate for the program and student success by supporting the curriculum. 

o Utilize the following strategies in curriculum and in the classroom. Refer to the appropriate handbooks or 

resources.  Strategies will be phased in throughout the 2012/2013 fiscal year. 

 Active Learning 

 Problem Based Learning 

 Critical Thinking 

o Use the student communication form to provide information to students related to an issue/concern in a timely 

manner as issues are identified.  Support the student through the outlined action plan to help resolve the problem 

or identify additional support is needed.   

Coordinator 

Demonstrate a high level of outreach and customer service. We need to help our customers see how we can provide service by 

visiting and reaching out, rather than waiting for them to call. Be responsive and proactive to customer requests and outreach to 

colleges/divisions. 


