NON-EXEMPT SKILLS DEVELOPMENT PROMOTIONAL PLAN

This plan is intended to create pathways for advancement among our non-exempt staff, to improve the quality of the services the non-exempt staff provides to the College and to encourage and reward nonexempt employees who demonstrate initiative and interest in performance improvement. This plan is voluntary and is not required by the College to maintain employment. There will be no negative impact to employees who do not wish to participate in this voluntary plan. Lack of interest or ability to participate in this program will specifically not lead to a negative evaluation within the “professional development” section of the SMCM Annual Employee Review. 
Fully implemented, the development plan will create skill levels within our non-exempt positions. Achievement of each level will be determined by: 
( 
 reaching a years of service threshold, and 
( 
 by maintaining good performance reviews, and
·      by developing or improving relevant and specific technical skills through training and 
      certification from a recognized provider. 
Upon obtaining a new performance level classification, the employee will receive a title change, a new position description, and an increase to their base salary. Details of the proposed plan are below: 
A contractual employee who has at least twelve (12) months of contractual service to the College is eligible for the skills development program upon conversion to full-time status, if the Employee is converted to the same Position within the same department. 
Evaluations in 2015 and forward will be the only evaluations considered for all employees for the program. 
Examples of training programs that could qualify for the skills development and promotion plan are included at the end of this document. This list is not all inclusive and employees interested in pursuing this promotional opportunity are encouraged to work with their managers or with Human Resources to determine a training plan. Once a training plan is approved, including which courses will be counted towards the required hours, an agreement will be generated stating what training is expected to be done, the total number of hours required to complete the training plan, the new rate of pay the employee will have upon completion of the training, the new position description, and the repayment requirements if the Employee leaves the College within one (1) year of completion. This agreement shall be signed by the employee and a representative of SMCM. 
In the event that a prerequisite course is required to take a second course which SMCM would recognize for a training plan, the hours spent on the prerequisite will count toward the total training hours for the skills development program. 
A person who is engaged in the skills development plan will not be called for mandatory overtime, callback or on-call during the hours at which they are scheduled to attend approved training under this plan. Hours shall be calculated based on actual hours in training, not credit hours. 
Level 1 – Basic Level 
Where the fundamental job requirements are successfully conducted and completed. All non-exempt staff are hired at this level and pay is determined by the staff salary structure. 
· Employees are hired into the basic level. 
Level 2 – Accomplished Level 
Where the fundamental job requirements are performed with expertise beyond the Basic Level and specific skill proficiency is externally certified. The quantity and/or quality of tasks performed by an employee at the accomplished level will exceed that of an employee working at the basic level. An employee working at the accomplished level may be performing additional tasks as described in their new position description. 
( 
Employees who have one year (1) of service at the College are eligible to submit a request for skills development training that will lead to Level 2 classification. 
· To be eligible, employees must have achieved one (1) annual performance review with a rating of at least “performed well” during the most recent year.
 ( 
New employees are required to have achieved a six month evaluation with a “satisfactory” ranking and an annual performance review with a rating of “performed well” on their most recent performance evaluation.
 ( 
For approval, skills development training must be externally provided through certified training that meets recognized industry standards. 
( 
Upon approval of the skills development plan, the College will pay for the cost of the certification program. Approval of the skills development plan shall be provided within thirty (30) working days of its submission. ( HR will confirm eligibility for the skills development training plan within three (3) Working Days of the Employee’s request. 
( 
Initial Application for participation shall be made to the Human Resources Department. Applications will be assessed by the HR Director and the Manager of the Department where the employee is working. The skills development application and assessment will be forwarded to the VP of the area for review and approval or denial. Approval of skills training will be based upon the relevancy of the training, whether the achievement of these skills will address outstanding department needs, the employee’s performance ranking and the availability of funds. 
( 
At a minimum, twenty (20) hours of instruction will be required to complete Level 2 certification, either through completion of a single course or through completion of multiple courses. All training hours that are required for the successful completion of the approved training plan will be included in the calculation of total training hours as set forth in the training agreement.
(     It is expected that the skills training is conducted outside of working hours. Manager approval and  leave use is required for training that occurs during working hours. 
· Upon successful completion of the skills development plan the employee will be promoted, will receive a title change, a new position description and will receive an increase to their base pay. The salary increase will be based upon the training commitment as described below: 20-40 hours of approved instruction achieves a 1% increase to base salary 40-60 hours of approved instruction achieves a 2% increase to base salary 60-80 hours of approved instruction achieves a 3% increase to base salary 80-100 hours of approved instruction achieves a 4% increase to base salary 100 or more hours of instruction achieves a 5% increase to base salary. 
Level 3 – Advanced Level 
Where the employee demonstrates subject matter expertise beyond the accomplished level and assumes additional responsibility in performing their job requirements. Skill proficiency is externally certified. The quantity and/or quality of tasks performed by an employee at the advanced level will exceed that of 70 an employee working at the accomplished level. An employee working at the advanced level may be performing additional tasks and may be assuming additional responsibilities as described in their new position description. 
( 
Employees who have three (3) years of service to the College and at least one (1) year in Level 2 are eligible to submit a request for skills development training that will lead to Level 3 classification. 
( 
To be eligible, employees must have achieved Level 2 classification and during the most recent consecutive two (2) years must have received annual performance reviews with an overall rating of “performed well”.

 ( 
Initial Application for participation shall be made to the Human Resources Department. Applications will be assessed by the HR Director and the Manager of the Department where the employee is working. The skills development application and assessment will be forwarded to the VP of the area for review and approval or denial. Approval of skills training will be based upon the relevancy of the training, whether the achievement of these skills will address outstanding College and/or Department needs, the employee’s performance ranking and the availability of funds.
 ( 
At a minimum, twenty (20) hours of instruction will be required to complete Level 3 certification, either through completion of a single course or through completion of multiple courses. All training hours that are required for the successful completion of the approved training plan will be included in the calculation of total training hours as set forth in the training agreement.
 ( 
It is expected that the skills training is conducted outside of working hours. Manager approval and leave use is required for training that occurs during working hours. 
( 
Upon successful completion of the skills development plan the employee will be promoted, will receive a title change, a new position description and will receive an increase to their base pay. The salary increase will be based upon the training commitment as described below: 
20-40 hours of approved instruction achieves a 1% increase to base salary. 
40-60 hours of approved instruction achieves a 2% increase to base salary. 
60-80 hours of approved instruction achieves a 3% increase to base salary. 
80-100 hours of approved instruction achieves a 4% increase to base salary.

100 or more hours of instruction achieves a 5% increase to base salary. 
( 
For approval, skills development training must be externally provided through certified training that meets recognized industry standards.
 ( 
Upon approval of the skills development plan, the College will pay for the certification program. Approval of the skills development plan shall be provided within thirty (30) working days of its submission. 
After achieving a Level 2 or a Level 3 promotion, participants in the skills development program must commit to one (1) year of employment to the College. The one year commitment will begin with the date of promotion. Employees who leave College employment before the end of their one-year commitment must repay the College the cost of their training.
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Institute of Inspection Cleaning and 

Restoration Certification (IICRC) , 

APPA, CSM

College of Southern Maryland, APPA College of Southern 

Maryland, Community College 

of Baltimore County, APPA

Training Offered through County Extension 

Office, through Professional Grounds 

Management Society, Irrigation 

Association, APPA, CSM

Clery Institute, Dolores 

Stafford, National Center for 

Campus Public Safety, 

National EMS Certification 

College of Southern Maryland

Certified Journeyman Textile Cleaner as 

certified by IICRC. 1 year experience 

after completing the following classes:  

Carpet Cleaning Technician or 

Commercial Carpet Maintenance 

Technician; plus Upholstery & Fabric 

Cleaning Technician; plus Odor Control 

Technician, or Color Repair Technician, 

or Carpet Repair & Reinstallation 

Technician. These are 2 day courses 

and 3 courses are required to attain 

certification.

Entry Level Carpenter, Part 1 and 2 HVAC 1 Training,  Part 1 & 2 Master Gardner Certification  Certified RAD Trainer Certified Administrative Professional 

Course and Exam 

Entry Level Plumber - course Completion (2) 

and Certification 

HVAC 2 Training, Part 1 and 2 

Irrigation Technician Course completion and 

certification

Certified Communications 

Training Officer

Completion of Entry Level Administrative 

Assistant Courses (5)

Electrical Training 1 , Part 1 and 2  Grounds Technician Course completion and 

certification  

Certified in Sport & Special 

Event Security Planning

Completion of Entry Level Bookkeeper 

Courses (5)

Electrical Training 2, Part 1 and 2 Introduction to Arboriculture - course 

completion 

Emergency Medical Responder Certified Computer Repair Technician

Pesticide & Fertilizer Licensing and Course 

Completion 

Certified Master Textile Cleaner as 

certified by IICRC. Complete all of the 

course listed for Journeyman not 

previously taken for Level 2

Electrical Training 3, Part 1 and 2 HVAC 3 Training , Part 1 and 2

 Certified Arborist through the International 

Society of Arboriculture

Clery Officer Supervisory & Leadership Course 

Completion (5) and Certification 

Electrical Training 4, Part 1 and 2

HVAC 4 Training, Part 1 and 2 

PGMS Certified Grounds Management

Special Investigator Training 7 

Certification

Accounting Course Completion (2) & 

Certification 

Supervisor's Toolkit Supervisor's Toolkit Supervisor's Toolkit  Supervisor's Toolkit

Course Completion & Crime 

Mapping Certification 

Completion of Network Administrator 

Course (4)

Non exempt staff can achieve Level 2 certification when their fundamental job requirements are performed with expertise beyond the Basic Level and their skill proficiency is externally certified. Examples of training programs where skill 

proficiency can be obtained are below. Employees are encouraged to seek and request alternative training plans that will advance the  employee's department in supporting the overall mission of the College. Alternate plans should be similar in 

complexity to the examples shown below.  The College will have the final authority to approve or disapprove any development plan. 

Examples of Skills Training -  Non-Exempt Staff Development Promotion Plan 

LEVEL 3 - Advanced Level

Non exempt staff can achieve Level 3 certification when their job requirements are performed with expertise beyond the Accomplished Level (Level 2), when the employee has assumed responsibilities beyond their fundamental job duties and 

their skill proficiency is externally certified. Examples of training programs where skill proficiency can be obtained are below. Employees are encouraged to seek and request alternative training plans that will advance the  employee's 

department in supporting the overall mission of the College. Alternate plans should be similar in complexity to the examples shown below.  The College will have the final authority to approve or disapprove any development plan. 

All non-exempt staff are hired at this level and salary is determined by the staff salary plan 

LEVEL 2 - Accomplished Level 

LEVEL 1 - Basic Level


