
BOARD OF TRUSTEES MEETING AGENDA 

NOYES BUILDING • EPHRAIM, UTAH 

WEDNESDAY, JANUARY 30, 2019 

10:00 – 10:15 AM COMMITTEE OF THE WHOLE 

Location: Founders Hall

1. Welcome ....................................................................................................................... Scott Bushnell, Chair of the Board 
2. Pledge of Allegiance ........................................................................................................................................ By Invitation 

ACTION: 

1. Minutes from the Previous Meetings (Tab A)  .............................................................................................. Chair Bushnell 

10:15 – 11:30 AM  MEETINGS OF THE BOARD COMMITTEES

FINANCE AND FACILITIES COMMITTEE 

Trustee Rick Robinson, Chair 

Location: Founders Hall 

ACTION: 

1. Amended Master Plan (Tab B) ............................................ Jake Dettinger, Vice President for Finance & Admin Services 
2. Investment Reports (Tab C) .......................................................................................................... Vice President Dettinger 
3. 2019 Proposed Audit Schedule (Tab D) ........................................................................ Wayne Bushman, Internal Auditor 
4. Annual Audit Report (Tab E) .......................................................................................................................... Mr. Bushman 
5. Audit Reports ................................................................................................................................................. Mr. Bushman 

a. Human Resource Internal Audit Report (Tab F)
b. Motor Vehicles Certification Letter (Tab G)
c. Discretionary Funds Certification Letter (Tab H)

INFORMATION: 

1. Audit Follow-Up Reports ................................................................................................................................ Mr. Bushman 
a. Scholarship Audit (Tab I)
b. Admissions Audit (Tab J)

2. Consulting Engagements – Scholarship (Tab K) ........................................................................................... Mr. Bushman 
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ACADEMIC AND STUDENT AFFAIRS COMMITTEE 

Trustee Erma Kaye May, Chair 

Location: Centennial Room 

ACTION: 

1. Advancement and Tenure Recommendations (Tab L) ............................... Steve Hood, Academic Affairs Vice President 
2. Certificate Approval for Construction Management ............................................................................ Vice President Hood 
3. Great Basin Station ............................................................................................................................. Vice President Hood 
4. Social Media Policy (Tab M) ............................................................................................................... Vice President Hood 

INFORMATION: 

1. Admissions & Enrollment Update (Tab N) ................................................. Craig Mathie, Student Success Vice President 
2. 2020 Accreditation Update (Tab O) .................................................................................................... Vice President Hood 

11:30 AM – 12:30 PM LUNCH & COLLEGE HIGHLIGHT:  HUMAN RESOURCE/PAYROLL OFFICE 

Location: Founders Hall 

12:30 – 1:45 PM  COMMITTEE OF THE WHOLE 

Location: Founders Hall 

ACTION: 
1. Report from the Finance and Facilities Committee ................................................................................. Trustee Robinson 
2. Report from the Academic and Student Affairs Committee ............................................................................ Trustee May 

INFORMATION: 

1. Economic Development Report .......................................................................................................... Vice President Hood 
2. Update on the Football Program .................................................................................................. Gary Carlston, President 
3. Pre-legislative Report ............................................................................................................................. President Carlston 
4. Report from the Alumni Association ................................................................................ Kerry Day, Association President 
5. Report from the Student Body Association ............................................................. Jared Devey, Student Body President 
6. Report from the Chair ................................................................................................................................... Chair Bushnell 
7. Report from the President  ..................................................................................................................... President Carlston 

1:45 – 2:00 PM  EXECUTIVE SESSION (IF NEEDED) 

Location: Founders Hall 
Closed Meeting may be held to discuss any one of the matters allowed by Utah Code § 52-4-205, including: (1) 
discussion of the character, professional competence, or physical or mental health of an individual; (2) strategy 
sessions to discuss pending or reasonably imminent litigation; (3) strategy sessions to discuss the purchase, 
exchange, lease, or sale of real property, including water rights or shares; (4) discussion regarding deployment of 
security personnel, devices, or systems; or (5) investigative proceedings regarding allegations of criminal misconduct. 

https://www.snow.edu/academics/ir/downloads/Institutional%20Portfolio%202018-2019.pdf
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CALENDAR ITEMS: 

March 4 Board of Trustees Meeting in Salt Lake 
May 3-4 Commencement Ceremonies (Richfield, then Ephraim) 
May 17 State Board of Regents on Campus (Ephraim) 
June 28 Board of Trustees Meeting (Ephraim) 

Projected times for the various meetings are estimates only.  The Board Chair retains the right to take action at any time. In compliance with the Americans with Disabilities Act, 
individuals needing special accommodations (including auxiliary communicative aids and services) during this meeting should notify the board secretary (435-283-7013 or 
/marci.larsen@snow.edu), at least three working days prior to the meeting.  



Board of Trustees Meeting Minutes 
November 9, 2018 • Ephraim, Utah 

Trustees Attending 
Scott Bushnell, Chair 
David Christensen 
Randy Cox 
Kerry Day 
Jared Devey 
Leslie Keisel, Vice Chair 
Erma Kaye May 
Michael McLean 
Rick Robinson 
Karen Soper 

Trustees Absent 
None 

Others Attending 
Morris Haggerty, Legal Counsel 

College Personnel Attending 
Wayne Bushman, Internal Auditor 
Gary Carlston, President 
Jacob Dettinger, Finance VP 
Carlie Fowles, Accountant 
Steve Hood, Academic VP 
Melanie Jenkins, Academic Assistant VP 
Marci Larsen, Board Secretary 
Craig Mathie, Student Success VP 
Heidi Stringham, Asst to President 

College Highlight and Reception 
Trustees had the opportunity to mingle with students on the President’s Leadership Team (PLTs).  They thanked them 
for the work they do to support the college, and the students shared their experiences with trustees.  Everyone seemed 
to enjoy the time spent together, and Trustee Bushnell thanked the administration for facilitating the gathering. 

Welcome and Pledge of Allegiance 
Chair Bushnell called the meeting to order asked Trustee Devey to lead the group in the pledge of allegiance. 

Minutes from the Previous Meetings 
Chair Bushnell entertained a motion to approve the September 14, 2018 meeting minutes.  Trustee Day so moved. 
Trustee McLean seconded the motion, and it passed unanimously.   

2019 Proposed Meeting Schedule 
Chair Bushnell entertained a motion to approve the proposed meeting schedule for 2019.  Trustee Day made the 
motion, and Trustee McLean seconded the motion which passed unanimously. 

Report from the Finance and Facilities Committee 
Committee Chair Robinson reported on the Finance and Facilities Committee meeting by taking the following action: 

o He made a motion to approve the proposed audit schedule as presented.  Trustee Christensen seconded the
motion, and it passed unanimously.

o He made a motion to accept and approve the investment presentation, made by Soltis.  Trustee Soper
seconded the motion, and it passed unanimously.

o He made a motion to approve the investment reports for August and September 2018 as presented.  Trustee
Cox seconded the motion, and it passed unanimously.

Trustee Robinson asked Vice President Dettinger to give a budget update as an informational item.  Vice President 
Dettinger said the college expected a $300,000 shortfall because of over-projected enrollment growth.  He said the 
administration is looking for solutions, including asking departments to share excess funds, use the reserve, or 
mandate a return of carry-over funds.  President Carlston said people have stepped forward to help as this information 
has been shared and added this is a tribute to those who work here.  President Carlston and Trustee Robinson 
thanked Vice President Dettinger for his work on resolving the budget situation, and Chair Bushnell commended the 
employees who have offered to be part of the solution.  

Tab A
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Report from the Academic and Student Affairs Committee 
Committee Chair May reported on five informational items: 

o She said there has been additional work on the Advancement and Tenure document and said the trustees
could expect to see the final policy in early-2019.

o She said the Forest Service has offered to work with the college on the Great Basin Station and added that
State Risk is sending two representatives to assess what the next steps would be, should the college stay in
the relationship with the Forest Service.  She said additional information will be shared after the meeting with
State Risk Management.

o She said there was a decline in FTE enrollment and a modest increase in students on the Richfield Campus
and added that administration hopes the new reorganization model, which includes an Assistant Vice
President for Enrollment Management, will help with progressive, smart enrollment growth.

o No one responded to the RFP for housing in Richfield; next steps are being considered she said.

Ratification of Executive Committee Meeting – Purchase of Property 
Chair Bushnell reviewed the board by-laws and highlighted the authority of the Executive Committee.  He then 
informed the trustees that the Executive Committee had met and approved the purchase of the John Meade rental 
home.  He said there were two appraisals, an agreed upon price, and the purchase was made.  He noted that the 
seller, a former faculty member, wanted the college to have the first opportunity to purchase the property and reported 
that the funds came from the previously-appropriated landbank money to buy properties adjacent to college housing.  
President Carlston added that the college had permission to use this money for the purchase and said additional one-
time money was also used.  Chair Bushnell entertained a motion to ratify the action of the Executive Committee’s 
decision to purchase the property located at 188 East Center Street in Ephraim.  Trustee Christensen so moved.  
Trustee May seconded the motion, and all voted in favor. 

Naming Rights for the Social Science Building 
President Carlston shared the relationship Snow College has had with Mark and LeAnn Stoddard over the years and 
asked the trustees to consider naming the currently-proposed Social Science Building in their honor.  He said their 
financial contributions to the college are significant and said this recognition is about more than that.  He said the 
Stoddards are modest and humble and have given generously of their resources and time.  President Carlston said – if 
the trustees agree to this proposal – the official name for the building will be chosen by the Stoddards. Trustee McLean 
made a motion to give naming rights for the Social Science Building to Mark and LeAnn Stoddard.  Trustee Cox 
seconded the motion, and it carried unanimously.    

Strategic Enrollment Management Plan 
Vice President Hood led the Strategic Enrollment Management plan discussion and emphasized that this plan calls 
every employee to action to be a part of the recruitment process.  He said future recruitment activities will be data-
driven and there will be more of an emphasis on purposeful collaboration across departments.  Trustee Cox asked if 
the college should be focused on raising funds for scholarships instead of buildings, and Trustee McLean shared his 
thoughts on marketing by suggesting a “this place changed my life” sell rather than “this is inexpensive.”  Chair 
Bushnell suggested asking parents and students what they want.  President Carlston thanked the trustees for their 
input and committed again to make admissions, marketing, and enrollment top priorities.   

Institutional Metrics 
Vice President Hood briefly reviewed the metrics created for USHE and said they would be helpful to review goals and 
articulate the college’s vision.   

Report from the Alumni Association 
Trustee Day reported on a successful Homecoming and said Maria O’Mara and Dr. Boyd Beck were both honored to 
be recognized.  He said the alumni board will continue to work to fill the seats on the board.   

Report from the Student Body Association 
Trustee Devey said nearly 25% of students attended the Halloween event and said most schools get 5-10% of the 
student body to activities.  He also said preparations for 2019-2020 student officer elections are underway.      

Report from the Chair 
Chair Bushnell said he enjoyed listening to the Carlstons yesterday during Convocation and thanked them for their 
leadership and for exemplifying the Spirit of Snow.  He again thanked the PLTs and Marci Larsen for their work and 
noted that visiting the campuses and interacting with students is a highlight of being a trustee for him personally.  
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Report from the President 
President Carlston gave the following report: 

o Because of the terrible tragedy that happened at the U with a student being murdered, President
Carlston said the college is relooking at safety coverage and procedures.  He said it is likely that the
college will hire an additional part-time safety officer.

o He said work on the new Athletics Center is progressing slowly.  Excavation should take place in the
next few weeks, he said, and then settle until the first part of March when the pre-cast building will be
constructed.  He said the goal is to have the facility ready to use by August 30.

o The Community Development Center in Richfield was the next topic addressed.  He said current
discussions have focused on the college’s role in the project, and he said – because of the benefit to
students – the college has agreed to provide the property.  He said the city may promote the project with
the legislature next year and added there could be a request that the college be given an appropriation
for the building.  At this point, he said, the college does not have any capital development money or
operational money to go towards the project.  He said he will keep the trustees informed and invited
comments or insights.

o Legislative Audits on the Board of Regents will result in changed tuition-setting procedures, President
Carlston said.  He informed the trustees that regents will hear proposals from each institution and then
act independently on them.  There will no longer be Tier 1 and Tier 2 tuition rates, he said.

o The college will host a K-16 Summit before the end of the year to learn what students and parents want.
He said the college is fighting a perception that some may feel like Snow isn’t recruiting them as much
as others, and he shared the college’s intention of having a candid discussion with local education
partners.

o He expressed his appreciation to members of the Cabinet (Steve Hood, Craig Mathie, Jake Dettinger,
Melanie Jenkins, Heidi Stringham, and Marci Larsen) for their work and support.  He also thanked the
trustees for their leadership.

Executive Session 
Trustee Robinson made motion to go into an executive session to discuss one of the topics allowed by the Open and 
Public Meetings Act (Section 52 – 4-104) for the sole purpose of discussing the character, professional competence, or 
physical or mental health of individuals. Trustee Devey seconded the motion, and by roll call vote, the motion passed 
unanimously.  

Adjournment 
Chair Bushnell declared the meeting adjourned. 



 

 

  
 
 

Board of Trustees Meeting Minutes 
December 7, 2018 • Conference Call 

Trustees Attending 
Scott Bushnell, Chair 
David Christensen 
Randy Cox 
Kerry Day 
Jared Devey 
Leslie Keisel, Vice Chair 
Erma Kaye May 
Rick Robinson 
Karen Soper 
 
 

Trustees Absent 
Michael McLean 
 
 
 
    
Others Attending 
None 
 
 
 

College Personnel Attending 
Gary Carlston, President 
Jake Dettinger, Finance VP 
Steve Hood, Academic VP 
Melanie Jenkins, Academic Assistant VP 
Marci Larsen, Board Secretary 
Craig Mathie, Student Success VP 
Rob Nielson, Athletic Director 
 

Welcome  
Chair Bushnell called the meeting to order at 4:00 and thanked everyone for making time for the conference call.   

Update on Football 
President Carlston said this discussion is about more than football; he said it’s about a junior college atmosphere and 
experience.  He reminded the trustees of the football situation, specifically the decision of the Maricopa County 
Community College District in Arizona to discontinue their football programs after this season.  He added that Arizona 
Western and Arizona Eastern have since announced their discontinuance of football. He also informed the trustees 
that current head coach, Paul Peterson, recently announced his resignation during the weekend bowl game.   
 
Because of the timing of these events, President Carlston said he had acted quickly and thoroughly to find a resolution.  
He said he met with faculty and staff leadership as well as student leaders to share recent happenings and inform them 
of all aspects of the situation.  Rob Nielson, Athletic Director, reviewed the details of three options for finding a league 
(becoming independent, joining a Kansas league, or joining a Texas league) and President Carlston asked trustees to 
consider taking action on 1) keeping the football program and 2) appointing Andrew Mitchell as the head football 
coach. 
 
Trustees commented on the benefits of having a football program and asked questions about scheduling and financial 
obligations.  President Carlston shared his opinion that the college should continue the program with the understanding 
that there would be no new financial resources allocated nor would additional class time be missed.  President 
Carlston said the college’s goal is to make the program sustainable, yet he recognized the risks and challenges of not 
having a league in which to play.   
 
After discussion, Chair Bushnell entertained a motion to support President Carlston’s plan to continue football at Snow 
College, appoint the recommended head coach, and ask the athletic department to continue working on a solution for a 
football league.  Trustee Robinson so moved.  Trustee Soper seconded the motion, and it carried unanimously. 
 
Chair Bushnell asked President Carlston and Mr. Nielson to thank Coach Peterson for his service.  He reiterated his 
opinion that this is a college decision that impacts opportunities for student athletes, those who support them, and the 
community.  He thanked President Carlston and Mr. Nielson for their work on this situation. 
 
 
 
 



Board of Trustees Meeting Minutes 
December 21, 2018 • Conference Call 

Trustees Attending 
Scott Bushnell, Chair 
David Christensen 
Randy Cox 
Kerry Day 
Jared Devey 
Leslie Keisel, Vice Chair 
Erma Kaye May 
Rick Robinson 
Karen Soper 

Trustees Absent 
Michael McLean 

Others Attending 
None 

College Personnel Attending 
Gary Carlston, President 
Jake Dettinger, Finance VP 
Steve Hood, Academic VP 
Marci Larsen, Board Secretary 
Heidi Stringham, Asst. to Pres 

Welcome  
Chair Bushnell called the meeting to order at 8:15.  

Naming Rights for Athletics Center 
President Carlston reminded trustees that the appropriation for the Athletics Center construction was not quite enough 
to cover costs.  He said informal conversations with legislators suggest additional funding will be provided during the 
upcoming legislative session, and he said efforts to raise private money are on-going. One relationship that has 
developed throughout this process is with Eric Chandra Bergeson, President Carlston said.  He told the trustees of 
Eric’s connection to Snow College as a football player and informed them of his recent pledge to the fundraising efforts 
for the new facility.  Trustees reviewed the provided agreement, which gives the Bergesons naming rights to the new 
Athletics Center, and President Carlston said it was important for the trustees to know that this donation is not 
contingent upon the continuance of football.  After a brief discussion, Trustee Christensen made a motion to approve 
the provided agreement and bestow the Bergeson name on the new Athletics Center.  Trustee Robinson seconded the 
motion, and it carried unanimously.   
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Revision 1 – 2019 Audit Plan 

Office of Internal Audit 

Wayne Bushman, CISA 

2019 Proposed Audit Plan 

This is the proposed 2019 calendar year audit plan.  As outlined in the Memorandum of Understanding (MOU) at 
the time of hire, one of the major duties and responsibilities of the Internal Audit Director is to “Develop an annual 
audit work plan and priorities for audit.”   

Snow College internal audit charter states:  The Institute of Internal Auditors “International Standards for the 
Professional Practice of Internal Auditing (Standards) shall constitute the operating procedures for the 
department”.  The Standards, section 2010 – Planning states: “The chief audit executive must establish a risk-
based plan to determine the priorities of the internal audit activity, consistent with the organization’s goals.   The 
chief audit executive must review and adjust the plan, as necessary, in response to changes in the organization’s 
business, risks, operations, programs, systems, and controls. 

This audit plan was based on the results from the risk assessment that was conducted in January 2018 and other 
compliance requirements.   

Tab '
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Revision 1 – 2019 Audit Plan 

Proposed 2019 Calendar Year Audit Schedule 

As per the IIA standard 2020: “The chief audit executive must communicate the internal audit activity’s plans and resource requirements, including significant 
interim changes, to senior management and the board for review and approval. The chief audit executive must also communicate the impact of resource 
limitations.”   The following is the audit schedule for calendar year 2019: 

 # Audit 
Reference# 

Audit Activity 
Type 

Audit Title / Description Entity Scheduled Start 
Date 

Status / Projected 
Completion Date 

1 2018-C03 Consulting Private Scholarships Scholarship office and Advancement 
office 

December 20, 2018 In Progress 

2 2018-A08 Risk based audit Cash counts and controls reviews for 
selected cash collection points 
across the campus 

VP Finance and Administrative Services 
-Campus-wide

November, 2018 In Progress 

3 2019-A01 Risk based audit Music Department, Internal Audit of 
the Music Department 

Music Department January 2, 2019 In Progress 

4 2019-A02 Required / 
Compliance 

USHE required – Investments Audit 
R541 

VP Finance and Administrative Services March, 2019 

5 2019-A03 Required / 
Compliance 

USHE required - Presidential Travel 
Audit – R212 

Office of the President TBD 

6 2019-A04 Risk based / 
required / 
compliance 

Compliance and performance audit 
of student housing 

Required auxiliary enterprise to be 
audited at least once every five years 

May, 2019 

7 2019-A05 Required / 
Compliance 

USHE required – Discretionary 
Funds, report certification R548 

VP Finance and Administrative Services TBD 

8 2019-A06 Risk based audit Advancement Office / Foundation – 
compliance and performance audit 
of fundraising activities 

Advancement TBD 

9 2019-A07 Risk based audit Campus Services – Ephraim and 
Richfield, compliance and 
performance audit of campus 
services including purchasing 
controls and fleet 

Campus Services – Ephraim and 
Richfield 

TBD 
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Revision 1 – 2019 Audit Plan 

 # Audit 
Reference# 

Audit Activity 
Type 

Audit Title / Description Entity Scheduled Start 
Date 

Status / Projected 
Completion Date 

10 2019-A08 Required / 
Compliance 

USHE required – Motor Vehicles 
report certification R557 

Campus Services TBD 

11 2019-E01 Compliance / 
Fraud 

Ethics point administration and 
follow-up on reports filed through 
the anonymous hotline 

Campus-wide Ongoing / As 
Needed 

12 2019-Q01 Audit Standards 
Compliance 

Review and update the Internal 
Audit quality assurance program, 
policies and procedures, etc and 
complete an internal assessment 

Internal Audit TBD 

13 2019-CA Data Analytics / 
Continuous 
Auditing 

Further integrate data analytics tools 
and processes into the audit process. 
Standardize tools with other USHE 
institutions to allow for more 
collaboration and sharing of scripts.  
Develop and implement internal 
procedures for data analytics and 
continuous auditing. 

Internal Audit TBD 

14 2019-F01 Follow-up Follow-up and report on status of 
implementations of findings and 
recommendations from prior audits 

Athletics, Travel & P-card, Admissions, 
Scholarship, Human Resources, Great 
Basin Research Station 

December 2018 In Progress 

External Audits 

The following audits are performed by the State of Utah on an annual basis.  Internal Audit is not responsible to conduct these audits, but may be asked to 
provide information or assistance: 

• Annual Financial Audit
• Annual Financial Aid (Single Audit)

5HWXUQ WR AJHQGa
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December 27, 2018
Chair Robert S. Marquardt
Regents’ Audit Review Subcommittee
Utah State Board of Regents
60 South 400 West
Salt Lake City, Utah 84101 

Pursuant to Regents’ Policy R565 #4.6.2.2, the follow-
ing report is submitted on behalf of the Snow College 
Board of Trustees Finance and Facilities Subcommittee 
(Audit Committee) for the 2018 calendar year.

Members of the Audit Committee
The Audit Committee (Finance and Facilities Commit-
tee) is comprised of the following:

1. Rick Robinson, Audit Committee Chair
2. Scott Bushnell, Board of Trustees Chair and

Audit Committee Member
3. David Christensen, Audit Committee Member
4. Leslie Keisel, Audit Committee Member
5. Randy Cox, Audit Committee Member

Meeting Dates in 2018 and Proposed 
for 2019
Audit Committee meetings and reports took place on 
the following dates:

• January 26, 2018 – Regular report to Snow Col-
lege Board of Trustees

• March 21, 2018 – Annual report to the Board of
Regents Audit Subcommittee

• March 23, 2018 – Regular report to Snow Col-
lege Board of Trustees

• June 22, 2018 – Regular report to Snow College
Board of Trustees

• September 14, 2018 – Regular report to Snow
College Board of Trustees

• November 9, 2018 – Regular report to Snow
College Board of Trustees

Audit Committee meetings are typically held prior to 
regularly scheduled Board of Trustee meetings and 
are included on the Finance and Facilities Committee 
meeting agendas. The Audit Committee anticipates 
meeting on the following dates in 2019:

• January 30, 2019
• March 4, 2019
• May 17, 2019
• June 28, 2019
• September 20, 2019
• November 22, 2019

To the Utah State Board of 
Regents Audit Subcommittee:
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Internal Audit Staff and Qualifications
Wayne Bushman is the Director of Internal Audit and is 
the only full-time employee in Internal Audit.  During 
the fall semester a Snow College staff member, Bryce 
Warby, was hired as a temporary part-time intern in 
Internal Audit. In addition there is also a part-time stu-
dent, Jenna Larson working in a work-to-learn position.

Wayne has a Bachelors Degree in Information Systems, an 
Associates Degree in Computer Science and is a Certified 
Information System Auditor (CISA).  He has experience 
working in multiple industries including financial/bank-
ing, healthcare, local government and higher education.  
Prior to working for Snow College, Wayne worked for the 
Salt Lake County Auditor’s Office as an Associate Director 
of Internal Audit with the responsibility for initiating and 
managing an information technology audit program.

Bryce Warby worked as a part-time intern in internal 
audit during the fall semester.  Bryce has a Bachelors 
degree in accounting and recently completed his Mas-
ters of Accountancy degree. As part of the requirements 
for his Masters degree, Bryce completed an internship 
in the internal audit office.

Jenna Larson is a student worker and is a Sophomore at 
Snow College, pursuing an Associate’s  degree in account-
ing.  Prior to coming to Snow College, Jenna worked for 
Discover Financial Services as an Account Manager.    

Summary of the Risk Assessment Process
To best utilize the limited resources in Internal Audit, 
the Audit Committee is focused on having a streamlined 
annual risk assessment process that is concise and repeat-
able.  To accomplish this, the Office of Internal Audit is 
working on designing and developing a risk assessment 
procedure using data analytics, survey and presentation 
tools such as ACL, Qualtrics and Tableau.

The 2018 risk assessment was conducted in January, and 
was used to establish the audit schedule.  Following is 
a description of the approach used to conduct the risk 
assessment:

1. Update the audit universe using the organiza-
tions and departments at Snow College.

2. Perform data analytics using data from Banner,
purchasing card statements, and budget reports.

3. Create a risk matrix using results from the data
analytics.

4. Conduct interviews with selected staff, faculty
and administration to identify additional risks
and update the risk matrix.

5. Develop and deploy surveys for Directors, Deans,
and Administration to self-assess strategic, opera-
tional, and fraud risks for their departments.

6. Using the risk matrix, assess likelihood and
impact of the risks and calculate a risk index for
each entity in the audit universe.

7. Create the audit plan using the risk assessment
results and brief audit committee.

Audit Universe:
There were 107 auditable entities, departments or 
programs identified in the risk assessment along with 
several additional sub-entities which included  student 
clubs.  The Utah System of Higher Education policies 
require that seven of these entities are audited on a 
periodic basis.

Data Analytics:  
Information from Banner, purchasing card statements 
and budget reports was combined and analyzed using 
a software tool called ACL.  ACL provides the ability 
to include the entire population in the risk assessment 
rather than using a sample.  Data analytics procedures 
for risk assessment will be automated through the de-
velopment of scripts.  Once the scripts are implement-
ed, the analytics portion of the risk assessment could 
potentially be updated more frequently than once per 
year to more dynamically identify areas of risk.

Surveys:
Once per year, internal control questionnaires and sur-
veys are sent to Administration, Directors and Depart-
ment Chairs.  Surveys were deployed using Qualtrics 
and results were included in the risk assessment.
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Risk Matrix:
A risk matrix is used for assessing risk and prioritizing 
the audit schedule. The risk matrix is broken down into 
the following sections:

• List of the identified auditable entities at Snow 
College (Audit Universe)

• Financial information and risks by entity
• Information technology and security informa-

tion and risks by entity
• Compliance information and risks by entity
• Survey results from the self-assessment question-

naires sent to management

The main purpose of the risk matrix is to provide a 
consistent and objective method for measuring risks for 
each entity in the audit universe.  

Assess Likelihood and Impact:
Risks are scored and ranked using a calculation of like-
lihood multiplied by Impact (likelihood x impact).  In 
addition, risk weightings were included to help ensure 
the audit schedule risks were properly scored and 
assessed.  

Modify Audit Plan:
The 2018 audit plan was drafted and submitted to the 
Audit Committee during their January session.  The 
audit plan was based on the results of the risk assess-
ment process.  Periodic updates and changes were made 
to the audit plan usually following completion of each 
audit during the 2018 calendar year.  All changes to the 
audit plan were reviewed and approved by the Audit 
Committee.
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Audits Completed During 2018

AUDIT ACTIVITY RISKS HOW INTERNAL AUDIT ADDED VALUE – 
RISKS ADDRESSED THROUGH THE AUDIT

Cash Handling Controls Fraud, Theft, Non-Com-
pliance

Identified the need for cash handling policies and 
procedures to reduce the likelihood of fraud or theft.

Scholarship Office Non-Compliance, Repu-
tational

Identified the need to update scholarship policies 
and procedures to prevent inconsistency in schol-
arship awarding. Also identified the need to have 
more adequate budget controls and reporting in 
place to award amounts were appropriate.

Presidential Travel – R212 Non-Compliance Required Audit.  Ensured compliance with the 
Board of Regents policy R212, Presidential Travel.

Travel and P-Card Use Fraud, Theft, Non-Com-
pliance

Although there was no fraud detected, we 
identified control weaknesses that could result in 
p-card or travel fraud.  Also, identified the need 
to update the travel and p-card policies to pre-
vent inconsistency in awarding, primarily with de-
ferred awards.  Also identified areas where some 
departments should enforce current policies to 
prevent fraud or abuse.

Investments – R541 Non-Compliance Required Audit.  Ensured compliance with the 
Board of Regents policy R541, Investments.

Athletics Fraud, Theft, Non-Com-
pliance, Strategic

Follow-up on findings and recommendations 
from the audit conducted in 2017.  Identified 
the need to standardize cash handling proce-
dures for ticket sales to prevent fraud or abuse 
of funds.  Control deficiencies previously found 
with fundraising were resolved by Athletics and 
Advancement. 

Admissions Financial, Missed Op-
portunity, Reputational, 
Strategic 

Follow-up on findings and recommendations 
from the audit conducted in 2017.  Reinforced the 
need for a strategic and comprehensive com-
munications plan to ensure timely, personalized 
and appropriate contact is made with prospective 
students, parents, and other stakeholders. Verified 
that admissions improved the turnaround time for 
mailing of acceptance letters.

Great Basin Research Station Financial, Strategic, 
Fraud, Theft

Identified the need for separation of duties with 
booking reservations and cash handling to prevent 
fraud or abuse of funds.  Also identified areas of 
non-compliance with contracts and agreements 
made with the forest service and with Board of 
Regents policy.
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Audits Completed During 2018
Ethics.Point Reports Fraud, Abuse, Compli-

ance, Ethics
Provided a method for anonymous reporting of 
ethics concerns.  Each report was appropriately 
delegated to the appropriate parties and were 
handled on a case-by-case basis.  Ethics.Point helps 
detect fraud or compliance issues by providing a 
method for others to report issues as they arise.

Human Resources Strategic, Financial, 
Non-Compliance

Identified operational inefficiencies and concerns 
where HR was not aligned with the mission of 
Snow College.  Also identified the need to up-
date HR policies and procedures and to ensure 
supervisors and employees were properly trained 
on their responsibilities as they related to the HR 
system.  Several risks were addressed through this 
audit such as non-compliance, inefficient use of 
resources, and misalignment with the College.

Discretionary Funds Non-Compliance Required Certification:  Ensured compliance 
with the Board of Regents policy R-548, Institu-
tional Discretionary Funds Administration and 
Accountability.

AUDIT ACTIVITY AUDIT TYPE PRIMARY OBJECTIVES
Cash Balance Review Consulting Assist with determining the cash balances record-

ed in Banner for each fiscal year since the College 
began using Banner. 

Athletics Crowdfunding Consulting Assist with the RFP process for a new crowd-
funding solution.  Internal Audit participated as a 
non-voting member of the RFP committee and 
assisted with identifying some internal alternatives.

In addition, Internal Audit also engaged in the following consulting activities during 2018:

See Appendix A for a copy of the proposed 2019 audit plan.
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Anonymous Report Function (Ethics.Point), Issues, and How Resolved

TYPE OF ISSUE REPORTED REPORT DESCRIPTION HOW RESOLVED
Accounting & Auditing Conflict of interest with Fac-

ulty member in bid process
Human Resources and the VP Aca-
demic Affairs researched the issue and 
found that there was no conflict of in-
terest as reported.  However, they did 
discover a need for conflict of interest 
disclosures. 

Offensive or Inappropriate 
Communication

Inappropriate interactions 
with employees and students

Human Resources investigated and 
worked with the employee to resolve 
the concern.

Discrimination or Harassment Inappropriate interactions 
with employees and students

Human Resources investigated and 
worked with the employee to resolve 
the concern.

Employee Misconduct Inappropriate interactions 
with students

Open issue currently being investigated.

Waste, Abuse or Misuse of Institution 
Resources

Inappropriate use of college 
funds and non-compliance 
with policy

Open issue currently being investigated.

Snow College subscribes to the online and telephone system called Ethics.Point for the anonymous whistleblower 
hotline.  Ethics.Point is a cloud-based software product that provides an anonymous whistleblower hotline both 
online and via phone to report any suspicious behaviors or activities.  The following table illustrates the issues that 
were reported through Ethics.Point during 2018:

Efforts Made to Promote Use 
of Ethics.Point
The following steps have been taken to further promote 
the use of the Ethics.Point hotline system:
1. Established an Ethics.Point team consisting of the

following representatives:
• Internal Audit Director (Ethics.Point Team

Facilitator and application administrator)
• Information Security Officer (Ethics.Point

application administrator)
• Human Resources Director
• Campus Security Officer
• Executive Assistant to VP Academic Affairs
• Vice President Finance and Administrative

Services
• Controller
• Risk Manager

2. Documented procedures and guidelines for follow-
ing up on reports and for the use of Ethics.Point
for Ethics.Point users.

3. Printed and hung posters all college facilities
including student housing.  These posters are per-
manently displayed in areas that are frequented by
faculty, staff and students.

4. Created links to Ethics.Point on the Snow College
website.

5. Printed business cards and had them placed at cash
collection points.
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external audits

# AUDIT TITLE COMPLETED BY
1 Financial Statement Audit for year ending 

June 30, 2018
State of Utah Auditor’s Office

2 Information Systems Audit State of Utah Auditor’s Office

3 Performance Audit of Inventory and 
Security Controls

Office of the Legislative Auditor General 
(OLAG)

external audit findings

AUDIT # FINDING(S) SUMMARY SNOW COLLEGE ACTIONS
1 Lack of policies and procedures requiring ap-

propriate department level review and approval 
of purchase requisitions and adequate docu-
mentation  of these administrative procurement 
reviews and approvals.

Controller’s Office is setting up a 
workflow in Banner for the review and 
approval of requisitions.

2 Report has been embargoed to provide time to 
resolve IT security related issues prior to being 
made public.  Details of findings can be found 
in the report but will not be disclosed here.

Information Security Office and 
Information Technology Department 
are working together to resolve the 
findings and recommendations from 
this audit.

3 Inadequate control of non-capital assets.
Building access is inconsistently controlled.

Controller’s Office is working on an 
RFP to acquire asset tracking software.  
A committee has been formed and is 
working on developing proposed lan-
guage for a non-capital asset tracking 
policy and procedures.

The following external audits were completed:

Findings relating to Snow College from external audits:

For the June 2017 financial statement audit, the audit committee chair, Rick Robinson, was contacted by the state 
auditor who asked him some questions regarding his knowledge, if any, of possible fraud within Snow College.  He 
also asked him some questions about the role of the audit committee at Snow College.   The State Auditors also 
met with the Audit Committee to discuss the audit report.    
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If you have any questions about this summary of activities, please contact 
me at your convenience.  You may reach me by phone (435) 201-0707 or by 
email at rick.robinson@zionsbank.com. 

Sincerely,

Rick Robinson
Snow College Board of Trustees
Finance and Facilities Committee / Audit Committee Chair

Cc: Scott Bushnell, Board of Trustees Chair, Audit Committee Member
David Christensen, Board of Trustees Member, Audit Committee Member
Randy Cox, Board of Trustees Member, Audit Committee Member 
Leslie Keisel, Board of Trustees Member, Audit Committee Member
Dr. Gary Carlston, Snow College President
Jake Dettinger, Vice President of Finance and Administrative Services
Wayne Bushman, Director of Internal Audit
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Appendix A – 2019 Audit Plan

AUDIT ACTIVITY AUDIT TYPE AUDIT OBJECTIVES
Private Scholarships Consulting Consulting engagement to help determine available 

amounts and awarding criteria of scholarships fund-
ed through private donations.

Presidential Travel – R212 Compliance Required Audit - Determine if Presidential travel 
was reviewed and approved in accordance with 
the Utah System of Higher Education policy 
R212, “Presidential Travel Oversight”.  Determine if 
expenses for Presidential Travel were recorded in 
accordance to Snow College policies.

Investments – R541 Compliance / Agreed 
upon Procedures

Required Audit - Agreed upon procedures audit 
to 1) attest to the accuracy and completeness of 
the numbers in the annual Report of Cash, Cash 
Equivalents, and Investments.  2) Submit evidence 
that the numbers of the Report of Cash, Cash 
Equivalents, and Investments ties to the statement 
of net assets, 3) Express an opinion regarding 
compliance with laws and policies governing 
investment activity.

Residence Life – R550 Compliance / Financial Required Audit - Determine if Residence Life is 
operating in compliance with Snow College cash 
handling and PCI policy requirements.  Verify com-
pliance with Board of Regents policy R550, “Auxilia-
ry Enterprises Operation and Accountability.”

Discretionary Funds – R548 Compliance Certification Required Certification – Certification of report 
on Discretionary Funds verifying compliance with 
Utah System of Higher Education policy R548, 
“Institutional Discretionary Funds Administration 
and Accountability”

Motor Vehicles Compliance Compliance Certification Required Certification – Certification of report 
on Motor Vehicles verifying compliance with 
Utah System of Higher Education policy R557, 
“Motor Vehicles.”

Music Department Compliance / Operation-
al / Financial

Determine if the Music Department is effective 
and efficient and is operating in compliance with 
Snow College policies and procedures.

Advancement Office / Founda-
tion

Compliance / Opera-
tional

Determine if the Advancement Office and Foun-
dation is operating in compliance with Snow 
College policies and procedures.  Evaluate the 
effectiveness and efficiency of operations.

Admissions Follow-up Additional follow-up work on recommendations 
made in the 2017 Admissions audit report.

Athletics Follow-up Additional follow-up on recommendations made 
in the 2017 Athletics audit report.

Human Resources Follow-up Follow-up on recommendations made in the 
2018 HR audit report.
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Appendix A – 2019 Audit Plan
Great Basin Research Station Follow-up Follow-up on recommendations made in the 

2018 Great Basin Research Station audit report.

Ethics.Point Reports Investigation/ Follow-up Follow-up on issues reported through the anony-
mous report function.  (see anonymous reporting 
system below for more information).

Data Analytics Data Analytics / Continu-
ous Auditing

Standardize tools with other USHE institutions to 
allow for more collaboration and sharing of scripts 
and processes.  Develop and implement internal 
procedures for data analytics and continuous 
auditing.

Quality Assurance and Improve-
ment Program

Compliance Review and update the Internal Audit Quality 
Assurance program, policies and procedures, etc 
and complete an internal assessment to deter-
mine the level of compliance with the standards.

Return to Agenda
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EXECUTIVE SUMMARY 
Authority and responsibility for the Human Resource (HR) department is defined through Snow College 
HR policies.  The majority of these policies are outdated and have not been reviewed or updated for 
over fifteen years, despite the changes in leadership and roles and responsibilities in the Snow College 
HR function.  

In addition there has been high turnover recently in two of the three HR positions, one of which was the 
director position.  High turnover in HR leadership has resulted in a lack of clarity on the vision, priorities, 
and responsibilities as they relate to the HR system. Deficiency of a defined mission and established 
objectives for the department have also resulted in outdated, misaligned, and unchanged internal 
procedures, many of which no longer meet the needs of the college. 

Recommendations are focused on the need to consider re-engineering the HR department with 
emphasis on the following: 

1) Establishing and aligning strategic plans with the mission of the college 
2) Defining objectives that will help HR meet strategic goals 
3) Developing and updating internal procedures and controls, such as HR policies, that will help 

ensure compliance with policy and regulations and provide a higher level of customer service 
4) Determine, and if necessary, acquire the additional technology and human resources, to help 

ensure success    

HR roles and responsibilities at Snow College have evolved along with the discipline of HR management , 
however, the Snow College HR processes have not changed.  Human Resource industry best practices 
states that the discipline of Human Resource Management has evolved: 

“The early personnel department were primarily responsibility for employee selection, training, 
record keeping, and collective bargaining.  While these are still viable and important functions of 
HR, there are other more viable and strategic responsibilities.  The most significant change in 
recent years is a growing recognition that human resource departments are expected to add 
value to the profitability and purpose of the company.  Consequently, in many companies, 
human resource management assumes a central role by participating in strategic planning and 
acting as change masters who clarify the organization’s culture and help it adapt to an ever-
changing environment.”1 

 
The lack of continuity and longevity in the HR director position has made it especially difficult for Snow 
College to establish the purpose and objectives of the HR department.  As leadership changes occurred, 
so did the vision and perceived expectations of the department.  These changes resulted in lack of clarity 
for employees with supervisory responsibilities to know and understand their role in the HR system. 
                                                           
1 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C.HRCP 
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Shortly after the initiation of this audit, the HR director resigned from his position at Snow College to 
pursue a new opportunity at a different institution.  Because the resignation occurred at the busiest 
time for HR and the College, the President appointed a faculty member with prior HR experience to 
serve as an interim HR director for this fall semester.  The College plans to conduct a search for a 
permanent director, who is expected to begin employment in early 2019.   
 
The interim director has been charged with making recommendations and improvements in the HR 
system and ensuring continuity of services.  Since the interim director has been in place, some policies 
have been reviewed, and recommendations sent to the College Council for approval.  Also, he has begun 
reviewing internal procedures and has initiated the procurement process to acquire an applicant 
tracking system, to help streamline the hiring process. 
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AUDIT OVERVIEW 

Audit Purpose 
Utah State Board of Regents policy R567, Internal Audit Program, section 4.4 states: “In addition to 
audits required by policy, institution internal auditors shall conduct risk-based audits for their 
institutions, as assigned by the institution audit committee.”  Administration informed Internal Audit of 
concerns regarding the efficiency and effectiveness of operations in the Human Resources Office.  They 
requested an audit be conducted with recommendations on how the College could improve the 
effectiveness of operations within the HR Department.  The annual audit plan was revised to include this 
audit and was approved by the Audit Committee.   

Scope and Objectives 
The scope of this audit included fiscal years 2014 through 2018.  The objectives of this audit were to 
determine if the Human Resources Department:   

1) Is effective and efficient in meeting its goals and objectives and the needs of the college
2) Implements policies and procedures that meet the current best practices and standards
3) Is operating in compliance with Snow College and Utah State Board of Regents policies and

procedures and best business practices

Risk Assessment 
A risk assessment was conducted at the beginning of this audit to determine the areas of risk to the 
effectiveness and efficiency of operations and identify potential control weaknesses.  The risk 
assessment was used to identify control areas that posed the greatest threats to compliance and the 
overall mission and goals of Snow College.   

Using the results of the risk-assessment, an audit program was developed to conduct audit tests 
focusing on of the areas of highest risk.   

Audit Program Test Objectives 
An audit program was developed with the following test objectives: 

1) Determine if the HR Department is operating in compliance with the Snow College policy on the
Personnel System.

2) Determine if HR policies and procedures are appropriate, and align with the current Snow
College mission and culture.

3) Determine if HR internal procedures are documented and if they are efficient and properly align
with the objectives and policies of the HR department.  Also determine if controls are adequate
to prevent fraud.

4) Determine if employee eligibility verification (I9 forms, documentation, background checks) is
timely and is done in compliance with federal requirements.

5) Determine if the hiring process enables Snow College to recruit the most qualified candidates as
per industry standards.

6) Review HR expenditures and determine if expenses were appropriate and within budget.
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7) Determine if training and orientation of new employees and supervisors is adequate and in 
compliance with Snow College policies and procedures and follows industry best practices. 

8) Determine if the annual performance evaluation process is effective in achieving the desired 
results.  Also, determine if training on the performance evaluation process was provided to each 
supervisor.   

9) Determine if HR is effectively meeting the requirements for employee record keeping and 
retention. 
 

Audit Methodology and Procedures  
ACL (Audit Command Language) is a data analytics software tool that was used for several of the audit 
tests.  Information for this audit was imported and organized using ACL and exported to excel 
spreadsheets for further analysis.  Information for this audit came from the following sources: 

• HRIS, Financial and Student system (Banner) 
• Purchasing card statements 
• Personnel files, PAF, Background Checks, Prior Job Postings 

The audit process included the following procedures:  

• Risk assessment to identify highest risk areas to be audited 
• Review of expenses and revenues recorded in Banner and P-Card transaction registers 
• Review of Human Resources internal policies and procedures 
• Interviews with Snow College employees 
• Reviews and analysis of Human Resources records 

 
Sufficient and appropriate audit procedures have been conducted and evidence gathered to support the 
accuracy of the conclusions reached and contained in this report. The conclusions were based on a 
thorough review of processes and controls for the Human Resources Department. The audit was 
conducted in accordance with the International Standards for the Professional Practice of Internal 
Auditing. The evidence gathered meets professional audit standards and is sufficient to provide senior 
management with the proof of the conclusions derived from the internal audit team.  
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HUMAN RESOURCES BACKGROUND INFORMATION 

Background 
The HR department is located in the Noyes Building on the Ephraim Campus.  On March 1, 1990, the 
Board of Trustees approved the Personnel System Policy which granted the President of Snow College 
with the authority and responsibility to establish the basic goals, objectives, principles, policies, and 
procedures for a personnel system.  The policy also delegated the authority and responsibility for the 
Human Resource Office to the President.  Although the policy has not changed, the prior President of 
Snow College delegated authority over the Human Resource Office to the Vice President of Finance and 
Administration. 
 
The HR responsibilities were established in the Personnel System (HR System) Policy.  Following are the 
responsibilities of HR as per policy: 
 

• Serve as ex-officio member of all search committees 
• Serve as the Affirmative Action Office 
• Work with manpower planning and development together with others delegated to do so 
• Work on employee relations both internally and externally (including safety) 
• Maintain complete and accurate records of all personnel actions 
• Be responsible for all reports (internally and externally) which deal with personnel actions 
• Assurance that all policies and procedures are applied uniformly and equally to all applicants 

and employees of the College without regard to race, color, sex, age, religion, national origin, 
disability, or veteran status. 

• Serve to aid the Executive Vice President or designee and the various Vice Presidents and search 
committees in seeking out and selecting the most qualified employees under established 
guidelines. 

• Maintain a job status information file with related compensation, fringe benefits, and employee 
relations (including the handling of complaints and grievances) 

 
The HR Department responsibilities have evolved since the approval of the Personnel System Policy.  
Following are the current responsibilities of the HR Department as per the job descriptions or 
Memorandum of Understanding (MOU) of the Director and Assistant Director of HR: 
 

1. Ensuring the College is able to recruit top talent through implementation of competitive hiring 
practices and administration of benefits 

2. Maintaining employee records in the Banner System and ensuring the information is accurate 
and complete, also ensuring employment records are retained in accordance to state records 
retention requirements  

3. Maintaining personnel policies and procedures and disseminating the information to 
employees 

4. Advising and training supervisors and administration on employment responsibilities 
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5. Providing oversight on staff development activities, including new hire orientation 
6. Developing and participating in employee on-boarding and off-boarding processes 
7. Providing oversight on employment functions such as:  Recruitment, applicant records, hiring, 

I-9 verifications, maintaining personnel files, etc. 
8. Ensuring the payroll amounts are entered into the payroll system and properly correspond with 

the hours worked and the payroll rates 
9. Providing arbitration services for grievances and involuntary terminations 
10. Developing and training staff and faculty on the annual performance evaluations and 

facilitating the evaluation process 
11. Conducting HR related investigations 

 
The primary goal of Human Resources, as stated on the Snow College website is to “serve you by 
providing clear and accurate information regarding employee, employment, and payroll related 
services.” 

Human Resources Organization 
The HR Director reports to the Vice President of Finance and Administrative Services.  Following is an 
organizational chart for the HR Department: 

HR Director
(Interim)

Assistant HR
Director

HR Specialist
Part-time

 
The Director and Assistant Director positions are full-time and the HR Specialist position is part-time.  
The Director is responsible for providing the direction for the HR office.  The primary role of the 
Assistant Director is to perform data entry of the payroll action forms and to verify eligibility for all 
employees.  The role of the HR Specialist is to ensure jobs are posted and applicant information is 
available to hiring committees.   

Budget 
The annual operational budget for the HR Department is $25,000.  Funds for HR are provided through 
state appropriations.  Operational expenses in HR are primarily used to cover travel and training costs, 
advertising for job postings, and conducting background checks for new hires. 
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The HR Director is also the fund custodian for the staff professional development funds.  These funds 
are allocated by the President and also come through state appropriations to the College’s general fund.  
The budget amount for professional development funds in 2018 was $20,000.       

 

 

  

$0 $5,000 $10,000 $15,000 $20,000 $25,000 $30,000

HR Operations

Staff Professional Development

2018 HR Budget Amounts
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FINDINGS AND RECOMMENDATIONS 

Finding #1 – Strategic Misalignment with Snow College Mission 
The former HR director stated that there was no defined mission or strategic direction for the HR 
department.  He also stated there were no internal procedures to establish and use key performance 
indicators or metrics to report on or measure departmental success and progress.  Because there was no 
defined mission or strategic direction for the department, controls and processes did not change as the 
mission of Snow College evolved.  According to recommended best practices for Human Resource 
Management: 

“For organizations to be effective, all of the human resource functions and other business 
operations need to be coordinated in ways that support each other.”2 In other words, the 
organizations need to be strategically aligned.  To be strategically aligned, the Human Resource 
Department functions need to support each other, as well as the organization’s strategy.     

Following the resignation of the HR Director (referred in this report as the former HR Director), the 
interim HR Director and Administration defined a mission statement for the HR department.  Following 
is the new mission statement: 

“Snow College is a unique and special place for students, faculty, and staff.  Our strong heritage and 
culture do not exist without the many people who passionately support the school’s mission.  The 
Human Resources Department at Snow plays a critical role in ensuring Snow College has the workforce 
necessary to pursue its important mission as it “continues a tradition of excellence, encourages a culture 
of innovation, and cultivates an atmosphere of engagement to advance students in the achievement of 
their educational goals.  Specifically, we support that mission by: 

 Tradition of Excellence 

• Ensuring all employment documentation is completed timely and accurately
• Providing a positive and transparent experience for job candidates
• Supporting performance management
• Promptly responding to all HR related inquiries
• Helping leaders hold their employees accountable in a way that is fair and respectful
• Protecting the college from employee-related risks

2 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C. 
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Culture of Innovation 
• Ensuring workforce policies and procedures provide clarity, not bureaucracy
• Advising the college on cutting-edge workforce trends and practices
• Helping leaders hire employees who will embrace the Spirit of Snow
• Empowering employees to find creative ways to support the mission of Snow through oversight

of staff development funds and activities.
Atmosphere of Engagement 

• Fostering a safe work environment free from discrimination, harassment, and other hostile work
conditions

• Finding ways to promote the Spirit of Snow across all employees
• Helping new employees feel welcome and inspired to promote the Snow College mission
• Finding new and creative ways to promote unity across campus”

Recommendation #1 – Establish objectives and performance measures  
To properly align with the mission of Snow College, the HR department should establish objectives, 
priorities, and procedures that align with their newly defined mission to measure and report on progress 
and help the department achieve success.   

__________________________________ 

Finding #2 – Outdated or incomplete HR policies 
Although the responsibilities and expectations of the HR Department have evolved, HR policies and 
procedures have not been updated or modified to reflect changes, making the policies and procedures 
outdated, resulting in further misalignment with the Snow College mission.   

HR Director MOU (Job Description) states that one of the major duties and responsibilities of the 
Director is to “Maintain the personnel policies and procedures working with a policies 
committee.”   

Snow College Policy #301, Personnel System also states that the HR Department is responsible 
to:  “Provide assurance that all policies and procedures are applied uniformly and equally to all 
applicants and employees of the College…”     

Snow College Policy #301, “Snow College Personnel System” (To be referred to as the HR System in this 
report) outlines the responsibilities of the HR department and the responsibilities of employees and 
supervisors in implementing the HR system in their respective departments.  Policy #301 was approved 
on March 1, 1990, and last revised over eighteen years ago, on July 1, 2000.  Since the last revision there 
have been several organizational changes that made the policy obsolete and outdated.   

For example, Section 2.2 states, “As delegated by the President, authority and responsibility for the 
Human Resource office at the SCS campus is given to the Executive Vice President”.  However, Snow 
College no longer has an Executive Vice President and the SCS campus is now referred to as the Snow 
College Richfield Campus.   
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Also, there have been several changes to the HR function and the general role of HR has changed since 
the last revision of this policy.  For example:  

• Snow College purchased and started using Banner as its Human Resource Information System
(HRIS) in 2004.

• Background checks are now required for new hires working directly with minors or in security
sensitive positions.

• Federal law requires eligibility verification (e-verify) to be run for each new hire.
• Additional funding and emphasis has been placed on staff development initiatives.

Another purpose of HR policy is to inform employees of their responsibilities in implementing the HR 
System.  They also help ensure all employees are treated fairly and consistently.  Outdated policies may 
not reflect the current position of the College on certain HR related functions and can lead to 
inefficiencies, confusion and additional liability.  An article titled “The Perils of Outdated Policies” points 
out the following: 

“Well structured, updated policies can be a first line of defense against employment related 
litigation and regulatory investigations …  Outdated policies can be used against the 
organization they were intended to protect.”3 

Snow College policies 301 – 307 are categorized as “General Personnel Policies”.  These policies help 
define the HR role and function, the majority of which, have not been updated for over eighteen years.  

Policy # Policy Title Date Last 
Reviewed or 
Updated 

301 Snow College Personnel System 7/1/2000 
302 Equal opportunity / affirmative action 9/1/2010 
303 Confidentiality and employee access to 

records 
9/1/2000 

304 Changing or establishing general personnel 
policies 

3/1/2004 

305 Alcohol and drug-free workplace 5/1/2003 
306 American disabilities act 5/1/2000 
307 Sexual Harassment 8/1/2000 

Snow College Policy #101 (approved 1/26/18), “Policy Development and Review Policy”, section 5.1 
states:  

“Annually, the College Council will receive five-year policy reviews and recommendations for the 
continuation, revision, or archival of each policy”.   

3Atkins, S. (2014, March 6). The Perils of Outdated Policies. Retrieved October 1, 2018, from 
https://www.navexglobal.com/blog/article/exhibit-perils-outdated-policies/ 
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There are fifty-two additional HR policies that focus on employment, leave, employee privileges, 
programs, payroll, discrimination,  grievances, etc.  While many of these policies may not require 
revisions, HR should ensure the policies are kept current and communicated to all Snow College 
employees.  The interim HR director has initiated a policy review process and has submitted some 
recommendations for revision to the College Council for approval. 

Recommendation #2– Implement procedures to prioritize, update and maintain HR policies     
To align policies and procedures with Snow College mission and HR strategies, HR should work with 
Snow College Administration to establish a priority for HR policy reviews and revisions and then work 
together to ensure all HR policies are updated and kept current.  Snow College policy #301 should be 
reviewed and updated to ensure HR and supervisor roles and authority with the HR system are clarified.  
 
Also, Snow College policy 101, “Policy Development and Review Policy” should be followed by 
implementing a process to ensure all HR policies are reviewed at least once every five years.  Snow 
College Administration and the College Council should consider adding a date reviewed at the top of 
each policy to help provide a method to track when policies were last reviewed.   

__________________________________ 

Finding #3 – Inadequate training on the Snow College HR system 
Although they have a responsibility to implement HR system policies, Snow College supervisors were not 
adequately trained on the HR policies and procedures or their roles in the HR system.  In addition, a high 
percentage of new employees did not receive adequate training on their benefits or on Snow College 
policies.  Snow College policy #301, “Snow College Personnel System”, section 4.2 states: 

“All management personnel (which include supervisors, department heads, deans, 
managers, coordinators, directors, advisors, assistant vice presidents, vice presidents, 
executive vice president, the President or any other person with direct supervisory 
responsibilities) have a responsibility to know and understand these goals, objectives, 
principles, and concepts and to make every possible effort to maintain harmonious and 
productive working relations with their employees. In other words, each supervisor is 
responsible for the College’s personnel policies and procedures within his or her 
department.” (Bold added for emphasis) 

 
A typical role of an HR department is to provide a critical link between supervisors and administration to 
ensure all employees know, understand, and comply with the organization’s HR policies.  Some of the 
ways that other organizations accomplish this is through new hire orientation and supervisor training.  
Snow College HR currently does not have a supervisor training program, new hire orientation program, 
or an employee handbook that is used to help educate all employees and supervisors on Snow College 
policies or their roles in implementing the HR system. 
 

The job description of the HR Director identifies two of the major roles and responsibilities of the 
HR Director, which are to:  1) Develop and oversee an employee onboarding program, and 2) 
Advise and train supervisors and administration on employment responsibilities. 
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Snow college supervisors and employees all have roles in implementing the HR system in their areas.  
Supervisors and employees that know and fulfill their roles in implementing the HR system may help 
streamline the HR workload allowing them to focus on other areas of responsibility.  Snow College policy 
#301, “Snow College Personnel System”, section 4.1 states: 

“The attainment of a good personnel system is a responsibility of every person who works 
for the College. Employees are entitled to know the policies and practices that govern their 
relations with the personnel system, supervisors, and the administration.” 

A survey of all Snow College faculty and staff, conducted by Internal Audit, showed that the majority of 
employees did not receive adequate training on HR policies and procedures.  However, the majority of 
supervisors felt they understood their supervisory roles.     

Survey Question %  Disagree or 
responded “no” 

% Agree or 
responded “yes” 

I received training on HR policies and procedures and how they 
apply to my role as a supervisor 

73 % 27 % 

I understand the differences between my role and the role of 
HR in dealing with conflict or performance issues 

52 % 48 % 

I understand my role as a supervisor at Snow College 15 % 85 % 

Did you receive an employee handbook? 71 % 29 % 

I received sufficient orientation on my benefits 38 % 62 % 

New employees and supervisors need additional training on their roles and responsibilities as they relate to the HR system. 

Snow College Office of Academic Affairs has developed an employee handbook for faculty and provides 
regularly scheduled training sessions to help orient new Faculty members.  The HR department does not 
typically participate in these Faculty training sessions to educate on HR policies, new hire benefits, and 
other areas relating to HR. 

The Assistant to the President on the Richfield campus recently accepted an assignment to make 
revisions to the handbook to make it more applicable to all College employees.   

Recommendation #3– Develop and provide training on the HR system to employees and 
supervisors 
To help educate new employees and supervisors, it is recommended that the HR Department develop a 
program to train employees and supervisors on their responsibilities as they relate to the HR system.  To 
be consistent with industry best practices, training materials should include at a minimum an employee 
handbook, links to the most current policies and procedures and a summary page that summarizes the 
policies. 
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Also, to ensure all faculty receive the appropriate training, HR should work with the Office of Academic 
Affairs to define the HR role in developing faculty training materials and handbooks and in delivering the 
training.       

__________________________________ 

Finding #4 – Strategic misalignment of roles and lack of performance 
measures  
HR job descriptions were outdated and HR employees spent the majority of their time working on 
outdated and inefficient processes and lacked training needed to understand how to fulfill their 
responsibilities.  Outdated or undocumented job descriptions can result in misalignment of job 
responsibilities and department goals and objectives.  It may also be difficult to accurately assess 
staffing needs and or accurately measure employee performance. 

Roles and responsibilities or job descriptions are typically outlined in a Memorandum of Understanding 
(MOU) between a new employee and the College at the time of hire.  The MOU outlines the 
compensation and the major duties and responsibilities for the position.  Snow College policy #315, 
“Employment Policies (Faculty and Staff)”, sections 3.7, regarding full-time staff, and 4.4.3, regarding 
part-time staff, state: 

“3.7 The Human Resource Office will generate and deliver the official appointment including a 
“Memo of Understanding at Time of Hire” if required to the candidate for signature and 
acceptance of the offer ....  4.4.3 If requested by the appropriate Vice President or designee 
and/or Supervisor, a “Memo of Understanding at Time of Hire” will be prepared and delivered to 
the part-time employee ...” 

The MOU or job description for the HR Assistant Director position was created in 1999 and has not been 
updated since then.  Also there was no MOU or job description created for the HR specialist position. 

In a benchmarking study of other USHE institutions, Snow College roles and responsibilities, along with 
staffing levels, were compared with other USHE institutions.  The following chart shows the functional 
areas of a typical HR department as defined by the best practices for HR Management and compares 
them with the functions of Snow College and other USHE institutions:   

HR Function Snow Dixie 
State 

SLCC SUU UVU Weber U of U 

Hiring / Staffing X X X X X X X 
Performance Management X X X X X X X 
Compensation and Benefits X X X X X X X 
Training and Development X X X X X X X 
Employee Relations X X X X X X X 
Safety Health and Security X X X 
HR Research X X X X X X X 
Other X X X X X 
Snow College HR department most closely resembles the UVU HR Department in regards to the scope of responsibility.  
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Most other USHE institutions have implemented employee self-service applications and processes.  The 
benchmarking study did not include a review of the efficiency of the self-service applications or 
processes.  However, Snow College does not currently have any employee self-service HR applications 
and relies mostly on hard copy forms and paperwork. 

In a review of staffing levels, the ratio of college employees to HR was highest at Snow College.  

 USHE Institution Ratio Employees to HR SHRM 
Recommendation 

Snow 272 : 1 122 : 1 
Dixie State 137 : 1 122 : 1 
SLCC 172 : 1 189 : 1 
SUU 145 : 1 122 : 1 
UVU 156 : 1 189 : 1 
Weber 137 : 1 127 : 1 
University of Utah 240 : 1 238 : 1 

In addition to Snow College ratio being the furthest out of line, Snow also does not use employee self-service applications 

According to the Society for Human Resource Management (SHRM), the level of staffing in an HR 
department is dependent of the role and primary functions of the HR department.  For example, an HR 
department that has mature self-service technology and decentralized HR functions would be able to 
function with a much higher ratio than a department that has manual processes and focuses more on 
centralized HR functions.    

The following graph compares the SHRM recommended staffing levels with each of the USHE 
institutions: 

To be in line with industry recommendations, Snow College should consider implementing self-service  
technology, outsourcing some of the HR functions and/or hiring additional staff.   

Benchmarking results indicate that Snow College HR department may be understaffed.  However, the 
actual staffing requirements cannot be determined without a clear and accurate understanding of the 
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roles and responsibilities of the HR employees and Snow College supervisors as in regards to the HR 
system.   

Recommendation #4 – Strategically align resources with department objectives.   
To ensure staffing levels are adequate to meet department needs, the HR department should establish 
job descriptions that align with the objectives of the HR department.  In this process, the MOU for the 
assistant director should be updated and a separate MOU should be developed for the HR specialist. 

HR should also review and improve existing processes and determine the optimal mix of resources 
required to meet the needs of the College.  Also, performance measures or matrices that accurately 
measure the efficiency and effectiveness of operations should also be developed and implemented.  

To ensure all Snow College employees understand their roles and are able to accurately assess and 
measure their performance, HR should work with administration to update policies and procedures to 
include requirements and responsible parties for maintaining job descriptions.  They should also 
consider requiring that a job description be created for each position, including part-time staff and 
student workers.   

__________________________________ 

Finding #5 – Outdated and inefficient HR processes 
HR did not adequately adapt its internal procedures to changes in the College and industry and did not 
properly use technology to streamline manual processes.  Resources in the HR department may be 
better utilized in other areas through the deployment and use of technology and outsourcing to 
supervisors.  According to recommended best practices for Human Resource Management: 

 “Human resource departments share a responsibility for improving organizational effectiveness 
by analyzing individual and organizational problems and making adaptive changes…  HR 
departments are also responsible for continually evaluating its performance and making 
strategic adjustments.  This is typically done using benchmarking and key performance indicators 
(KPI).” 4   

The three main processes in the HR system, that accounted for the majority of HR employee time were: 

1) Payroll action forms (PAF) - Data entry of employee information and payroll changes into
Banner.

2) Workplace investigations and disciplinary sanctions – Investigate employee concerns and
complaints and issue disciplinary sanctions when deemed appropriate.

3) Hiring – Ex-officio member of all hiring committees, posting positions and receiving and
compiling applicant information, verifying eligibility and conducting background checks

4 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C. 
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Finding #5a - Payroll action form process is outdated and time consuming 
Payroll action forms are completed and approved by the employee, supervisor, Budget Office, HR 
Department, and Vice President.  Payroll actions that exceed $10,000 also require Presidential approval.  
The process of completing the payroll action form and getting signatures is manual and is time-
consuming with many potential points of failure.  Payroll action forms that are not completed on time 
can result in the employee not being paid on time or not receiving the correct amount on their 
paycheck. 

The HR department signs, approves, and enters the data from payroll action forms into the Human 
Resource Information System (HRIS), Banner.  This data entry process is primarily performed by the 
Assistant Director of HR.  During peak hiring times, at the beginning of each semester, she spends most 
of her time, and frequently works overtime,  entering payroll action form data into Banner.  During the 
non-peak months, she still spends more than half her time performing these data entry tasks.  

The following chart illustrates the peak times for entering payroll action forms into Banner: 

The busiest months for the payroll action forms are January, May, August, and September 

In a benchmarking study of other USHE institutions, it was determined that all USHE institutions have 
developed more streamlined and automated procedures for processing payroll action forms.  The 
following chart shows the methods each institution uses for processing payroll action forms: 

USHE Institution PAF Method 
Snow College Manual 
University of Utah EPAF 
Southern Utah University EPAF 
Salt Lake Community College EPAF 
Weber State University EPAR 
Utah State University EPAF 
Dixie State University EPAF 
Utah Valley University EPAF 

EPAF = Electronic Payroll Action Form, EPAR = Electronic Payroll Action Request 
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The use of electronic payroll forms would reduce the number of manual procedures and would help to 
streamline and track the approval process and reduce errors.  In addition, information entered 
electronically could be processed through a batch upload process into Banner rather than through 
manual data entry. 

Recommendation #5a – Research out options to improve the efficiency and effectiveness of the 
PAF process 
To improve effectiveness and efficiency of College and HR processes, HR should work with the IT 
department and administration to research options and implement a more streamlined and automated 
PAF process.  The HR department may be able to accomplish this through collaboration with other USHE 
institutions that have implemented electronic payroll action form processes.   

Finding #5b - Workplace Investigations and Disciplinary Sanctions 
The HR and supervisor roles were unclear in disciplinary procedures including performing workplace 
investigations and issuing disciplinary sanctions.   

The HR Director stated that he spent the majority of his time conducting workplace investigations and 
issuing disciplinary sanctions.  During an interview with the Director, we asked, “at what point do you 
get involved in conducting investigations and what is your role in the investigation?” The director 
responded that “any complaint or concern that came across his desk was investigated by HR and 
disciplinary sanctions were implemented, if deemed necessary.” 

Through interviews with other Snow College supervisors, managers, and directors, there were some 
departments that had employee performance issues or code of conduct concerns that were either 
under investigation or were previously investigated by the HR department.  Some of these supervisors 
expressed concerns that they were unsure about their role in this process and the HR department did  
not involve them in the investigation or decisions that impacted their department or employees.  In 
some cases, sanctions were reportedly delivered without first notifying the employees’ supervisors of 
the decisions. 

The MOU for the HR Director outlines the job description of the director.  Two of the major 
responsibilities of the HR Director as stated in the MOU are to:  

1) Advise and train supervisors and administration on employment responsibilities, and 2)
Arbitrate grievances and ensure compliance with policy procedures.

Snow College policy #301, “Snow College Personnel System”, sections 3.9 and 3.11 states that  the HR 
department is responsible to provide:   

“assurance that all policies and procedures are applied uniformly and equally to all applicants 
and employees of the College” … “Maintain a job status information file with related 
compensation, fringe benefits, and employee relations (including the handling of complaints and 
grievances).”   
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Also, Snow College policy #318, “Disciplinary Sanctions”, sections 5.1 and 5.5 state:  
“Sanctions may be imposed upon staff employees for one or more of the grounds described in 
Section 13.2.4.2 when the supervisor determines that such sanctions will tend to induce a 
beneficial change in conduct, …”  … “Before termination is carried out, supervisors wishing to 
affect a termination sanction must notify the Human Resource Office of their intent before 
imposing this sanction upon the employee.”  

Based on the Snow College policies for investigations and disciplinary sanctions, the role of HR is more of 
an oversight and assurance role to provide assurance that policy is consistently followed and to ensure 
the employee files are kept current.  Also, according to the responsibilities outlined in the MOU for the 
HR director, HR was to assume the role of an arbitrator in the event the employee filed a grievance.   

In many cases, however, the HR director took on the role of the supervisor in investigating the matter 
and taking corrective action.  Conducting the investigation and determining and delivering sanctions 
may prevent the HR director from being an impartial arbitrator in grievance processes and could result 
in the process being inconsistent and result in unfair handling of the grievance.  According to 
recommended best practices for Human Resource Management: 

“Disciplinary procedures should follow a prescribed course of action rather than vary from day to 
day and from supervisor to supervisor.  Consistency of action should be maintained throughout 
the organization ...  Supervisors are usually responsible for initiating disciplinary action.  Most 
organizations rely on supervisors to evaluate subordinates and take the first action when 
problems arise.”5 

In a benchmarking study of USHE institutions it was determined the HR department at Snow College has 
a higher than average level of involvement in disciplinary actions and investigations than any other 
institution.   The following chart shows the total number of full-time staff and the number of disciplinary 
actions where HR was involved during the past year: 

USHE Institution Number Full-Time Staff Number Disciplinary 
Actions Involving HR 

Percent 

Snow 186 51 27 % 
Dixie State 350 17 6 % 
SLCC 942 43 5 % 
SUU 500 10 2 % 
University of Utah 9575 1059 11 % 
UVU 1307 Not Available Not Available 
Weber 989 Not Available Not Available 

Snow had the highest percentage of disciplinary actions per full-time staff 

5 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C. 
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At the request of the interim HR director, the attorney representing Snow College has drafted a policy 
with new and improved procedures for issuing corrective actions.  This policy is still being reviewed and 
revised, however, once approved and implemented should help clarify the authority, roles and 
responsibilities of HR and supervisors for issuing disciplinary sanctions. 

Recommendation #5b – Clarify roles and responsibilities for the disciplinary process 
To further clarify HR roles and responsibilities in employee discipline and workplace investigations, the 
HR department should work with Administration to update or establish Snow College policies and 
procedures on workplace investigations, disciplinary sanctions, and employee grievances.   

Policies and procedures should clearly state how and when HR gets involved in an investigation and in 
issuing disciplinary sanctions.  HR role in training employees and supervisors on their responsibilities 
should also be described to ensure the policies are consistently implemented.    

Finding #5c - Hiring process is manual and inefficient.   
The hiring process was mostly manual and time consuming and there were deficiencies in controls and 
oversight for some individual departments that hired part-time employees.  While some departments 
involved HR in the hiring process for part-time positions,  most only notified HR after the selection 
process was completed.  In several cases, HR was not notified of the selection until after the employee 
start date.   

Snow College policy #315, “Employment Policies (Faculty and Staff)”, section 4.0 states:  
“Selection of part-time adjunct faculty and part-time staff will be handled by the Human 
Resource Office consistent with the “Hiring Procedures” outlined above for appointed faculty and 
staff or with the needs of the hiring department.”   

Snow College policy #301, “Snow College Personnel System”, section 3.9 states that Human Resources 
role is to provide:  

“assurance that all policies and procedures are applied uniformly and equally to all applicants 
and employees of the College without regard to race, color, sex, age, religion, national origin, 
disability, or veteran status”.   

HR does not have a process to train supervisors on the hiring process or to review the hiring practices of 
the hiring departments.  Without a process to review the hiring practices of individual departments, HR 
cannot provide assurance that departments properly followed policies and procedures in their hiring 
practices.   

Insufficient controls for hiring part-time employees could put the college at unnecessary liability risk by 
departments intentionally or unintentionally violating hiring policies and laws such as nepotism, 
eligibility verification, and policies.    



 20 

A survey of all Snow College faculty and staff, conducted by Internal Audit, showed that twenty-five  
percent of all supervisors do not understand the procedures for hiring new employees.  Also, thirty-eight 
percent of all supervisors do not feel the hiring process helps them hire the most qualified and best 
candidates.   
 

Survey Question %  Disagree or 
responded “no” 

% Agree or 
responded “yes” 

I know and understand the procedures for hiring new 
employees 

25 % 75 % 

The hiring process helps me recruit and hire the most qualified 
and best candidates 

38 % 62 % 

Supervisors need additional training on their roles and responsibilities as they relate to hiring. 

 
The selection process for full-time faculty and staff is typically done by submitting a position 
announcement request and official approval form for the position.  The HR department posts the 
position announcement on Higheredjobs.com and on the Snow College website.  Once approved by the 
President, a search committee is formed to finalize the job posting and establish screening criteria.  HR 
is designated as an ex-officio member of all search committees with the primary responsibility provide 
assurance that the policies and procedures were followed and the hiring process is consistently and 
fairly followed.   

The part-time HR specialist was typically the HR employee that represented HR on the search 
committees.  One of the primary concerns of the former HR specialist was that she did not receive 
training on her roles and responsibilities as a HR representative on the committees.   

Another responsibility of the HR specialist is to track all applicant information as it is received via email.  
Once received, she compiles the information and submits it, using Dropbox, to selection committee 
members for review. Once received, the committee members had the responsibility to review all 
applications and select those that should be interviewed.   

The entire process of compiling, filtering, and reviewing job applications is a manual, time consuming 
process that could potentially be streamlined using other up-to-date methods and technology.  Having 
each member of the committee filter and review each job application also exponentially increases the 
cost of time and material.   

The use of Dropbox to share files that potentially contain personally identifiable information (PII) or 
other sensitive information is unapproved and may pose additional information security risks and 
concerns.   
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In a benchmarking study of USHE institutions it was determined that Snow College was the only 
institution that did not use a third party applicant tracking system: 
 

USHE Institution Applicant Tracking System 
Snow College Manual Process 
Dixie State NEOGOV (Insight) 
Southern Utah University PeopleAdmin 
Utah Valley University PeopleAdmin 
Weber State University PeopleAdmin 
University of Utah PeopleAdmin 

 Snow College manual applicant tracking system is an inefficient process   

At the beginning of this fiscal year, the Vice President of Finance and Administration approved an 
increase in the HR budget to acquire an applicant tracking system.  The interim director is currently 
working with the Snow College procurement department to initiate the procurement process to acquire 
an applicant tracking system.   

Recommendation #5c – Update the hiring process and train employees and supervisors   
To improve the efficiency of the hiring process, HR should work with administration to update policies 
and procedures to include periodic reviews of hiring practices of departments that hire part-time 
employees.  HR should also implement an applicant tracking system that reduces the amount of 
overhead in employee time and resources and to make the hiring process more consistent and fair.  
Once implemented, policies and procedures should be updated to delineate roles and responsibilities as 
they relate to applicant tracking system use and maintenance.   
 
It is also recommended that HR develop a training program for supervisors and employees that 
participate in the hiring process to educate them on the hiring policies and laws and their roles and 
responsibilities when hiring new employees.      

__________________________________ 

Finding #6 – Budget overruns and ineffective use of financial resources 
Operational budget overruns were due to inadequate controls in monitoring expenses.  According to the 
MOU of the HR director: 

 “The HR director has responsibility to maintain the budget for the HR department.” 

A five year analysis of the operational budgets and expenses showed that the HR department 
consistently went over budget.   
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The following chart illustrates the HR budget compared to expenses over the past five years: 

The rollover or budget adjustments has not yet occurred for 2018 so the amount of the reserve funds 
that will be used to cover the overrun has not been determined yet.  The primary reason for the 
increase in expenses between FY 2017 and 2018 was due to an increase in the number of background 
checks for new hires that were required.  The HR department did not receive additional funding in their 
original budget, but were told that the additional expenses that resulted from background checks would 
be covered through the reserve funds.   

There was an accounting error discovered, where funds were incorrectly transferred from the HR 
account to another college account.  This error would have been detected by the HR director, and 
corrections could have been made prior to the end-of-year closeout, if department expenses were 
regularly monitored. 

To account for budget overruns the VP finance and administrative services determines how to cover the 
shortages.  This process is subjective and inconsistent primarily because there is no established criteria 
to help guide the decisions.  

The budget director and VP of Finance and Administrative Services are in the process of establishing a 
budget task force.  Some of the roles of the budget task force are to establish criteria that they can use 
to  determine how to handle both one-time and ongoing budget adjustments.   
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The following chart illustrates a five-year summary of all HR department operational expenses: 

 

The Snow College Budget director provides training courses to financial managers on how to monitor 
their budgets and expenses using Banner.  The Budget Director also periodically sends out reports to 
financial managers summarizing the balance of their funds.  However, there are currently no policies 
that establish accountability for the financial managers to monitor and stay within budget or require 
them to attend the trainings. 

Recommendation #6 –Establish policies and procedures for financial managers  
To help ensure departments properly monitor their expenses and have the appropriate budget 
amounts, it is recommended that Snow College Budget Office work with Administration to establish 
policies and procedures that clarify financial manager roles and responsibilities in monitoring expenses 
and making requests for additional funding.  It is also recommended that financial managers receive 
training on the policies and procedures, once approved.  

__________________________________ 

Finding #7 – Inadequate definition of objectives and procedures 
The following HR processes and functions were ineffective and lacked defined objectives or procedures: 

1) Onboarding of new employees 
2) Staff professional development 
3) Sexual harassment training 
4) Performance evaluation process 
5) Records management and retention 

Advertising, 
$40,560.47 , 21%

Apparel, $754.98 , 
0%

Background Checks, 
$35,012.25 , 18%

Food, $2,290.62 , 1%
Compensation Study, 

$17,285.00 , 9%
Copy Costs, 

$5,421.53 , 3%

Office Supplies, 
$14,595.21 , 8%

Subscriptions/Memberships, 
$26,755.57 , 14%

Postage, $3,802.03 , 
2%

Travel, $41,402.10 , 
22%

Misc., $3,776.38 , 2%

Five Year Expense Summary
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Finding #7a - Onboarding lacked defined objectives and resulted in non-compliance 
The current onboarding process is defined through a checklist and packet of forms that need to be 
submitted before or on the day of hire.  One of these forms is the I-9 form, which the Employment 
Eligibility Verification Form, provided by the Department of Homeland Security.  This form is used by HR 
to verify identity and authorization to work in the country.  This form and HR authorization is required to 
be completed before the employee starts working.   

The Department of Homeland Security requires that employee identity and eligibility be verified 
using the appropriate documentation as listed on the I-9 form, “List of acceptable documents”, 
prior to the employee start date.    

A random sample of I-9 forms, for student workers and part-time staff that were hired during FY 2018, 
was reviewed to determine if hiring departments were submitting the proper onboarding paperwork 
prior to employees starting work.  We compared the employee start date in Banner with the authorized 
date on the I-9.  Violations were noted as those employees whose start dates in Banner were more than 
five days before the I-9 form was submitted to HR.   Snow College Policy #363, “W4, I9, Beneficiary 
Designation, Voluntary Deductions, Payroll Options, W2 (All Employees), Section 1.2 states: 

“All new employees must complete an Immigration and Naturalization (I-9) form within three 
days of their date of hire …  In order to avoid any violations of this policy, new employees cannot 
perform work at the College until the hiring department has confirmed with the Human Resource 
Office that the I-9 form has been completed.”  

For onboarding of part-time staff and student workers, forty percent of the employment eligibility forms 
were submitted more than five days following the employee start-date.  In some cases the forms were 
submitted in as many as thirty days after the employee start-date.  Excessive I-9 form violations may 
result in significant fines and penalties imposed by the Department of Homeland Security.    

       Twenty-five percent of I-9 forms reviewed were in violation of the three day rule: 

I-9 Timely , 75%

I-9 Violations, 25%

Finding From Sample of I-9 Forms
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The onboarding procedures resulted in non-compliance with federal regulations but also were not 
performed in accordance to best business practices.  Onboarding is defined by SHRM as: 

 “a systematic and comprehensive approach to integrating a new employee with a company and 
its culture, as well as getting the new employee the tools and information needed to become a 
productive member of the team.  A well designed, fun and engaging onboarding process has a 
significantly greater effect on employee engagement and retention when compared to the old-
school mentality of one-day orientation”6    

Onboarding is an important retention tool as research has shown that effective onboarding techniques 
lead to positive outcomes for new employees such as higher job satisfaction, better job performance, 
greater organizational commitment, and reduction in stress and intent to quit.  According to SHRM 
recommendations:  

“Onboarding new hires at an organization should be a strategic process and last at least one 
year to ensure high retention …  Many companies approach onboarding as something that stops 
when all paperwork is signed and the employee’s first day is complete.” 

HR responsibility for onboarding was defined in the former HR director MOU.  It stated that one of the 
major duties and responsibilities was to:  

“develop and oversee an employee onboarding program” 

A survey was conducted of all employees and supervisors at Snow College to get feedback on their 
experiences with onboarding when they were hired.  Following illustrates the results from this survey: 

 

  

                                                           
6 Maurer, R. (2018, April 11). Onboarding Key to Retaining, Engaging Talent. Retrieved October 1, 2018, from 
https://www.shrm.org/ResourcesAndTools/hr-topics/talent-acquisition/Pages/Onboarding-Key-Retaining-
Engaging-Talent.aspx 
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According to recommended best practices for Human Resource Management: 
 

“Onboarding should be designed to help new employees:  1) feel welcome and wanted, 2) receive 
sufficient orientation, 3) introduced to other employees and potential supportive mentors, 4) 
obtain the materials, equipment, tools, supplies and support they need to be successful”7 

 
The onboarding at Snow College was more of a one-day process that consisted of a basic new hire 
paperwork checklist to ensure all new hire forms and benefits packets were completed and submitted to 
HR.   
 
The Department of Academic Affairs has developed an employee handbook and meets periodically with 
faculty to review the handbook and discuss other aspects of their jobs.  The HR role in onboarding for 
new faculty is unclear, however, some of the materials developed by the Department of Academic 
Affairs may provide a starting point for a more structured on-boarding tools.  
  
While most new employees did receive some forms of orientation, there was not an established new 
hire orientation process to ensure the information was efficiently and consistently delivered.  An 
onboarding committee was recently formed with the objectives to establish a more structured 
onboarding process.    

Recommendation #7a –Define objectives and ensure onboarding procedures align with the 
objectives 
To help ensure that all new hires are properly trained and receive adequate orientation, HR should 
coordinate with the onboarding committee to define objectives and implement procedures for 
onboarding.  In addition, HR should coordinate onboarding procedures with the department of 
academic affairs to ensure consistency in the communications and processes. 

Finding #7b - Staff professional development did not meet stated objectives 
Staff professional development is funded through the general fund.  The main purpose of the staff 
professional development fund is to provide staff professional development training opportunities and 
materials.  Required certifications, licensing, and continuing professional education costs may be paid 
through individual department budgets and are not covered through this fund.   

The primary objectives, as stated by staff professional development committee members, were to 
provide training twice per month, following the model of the faculty lunch and learn program.  Staff 
professional development events were not planned or held by HR from FY 2015 through FY 2017.  

During FY 2018, HR organized and chaired a committee to plan training courses and make 
recommendations on how to best use the funds to support the program.  Through the committee three 
professional development sessions were held.  Through interviews, it was determined that most 

                                                           
7 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C. 
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committee members were unclear on their specific roles and responsibilities on the committee. 
According to the former HR director, the main reason that professional development activities did not 
occur was because of the high turnover and lack of resources in the HR department.   

Following is a chart showing the budget for Staff Professional Development compared to the expenses: 

Recommendation #7b –Define reasonable objectives and committee roles for staff professional 
development 
To help ensure that staff development training is adequate, HR should work with the staff development 
committee to establish reasonable objectives and the roles and responsibilities of the committee.  Also, 
the committee should review the training needs of the college and establish training programs that 
meet the biggest needs and align with the College strategies.  To better utilize resources, the HR director 
may also consider delegating some additional responsibilities to committee members. 

With proper approvals, staff professional development could be focused on training supervisors and 
employees on their HR roles and responsibilities.   

Finding #7c - Sexual harassment training was not conducted as per Snow College Policy 
Sexual harassment training was not held or tracked for all new hires.  Also, not all continuing employees 
completed the training, as required by policy.  Snow College policy #307, Sexual Harassment(All 
Employees), section 2.4 states:   

“Inasmuch as the EEOC office holds supervisory personnel liable for the actions of their 
employees with respect to this policy, Supervisory personnel are required to inform their staffs of 
the seriousness of sexual harassment and the existence of this College policy.  New employees, 
including full, part-time, and adjunct personnel should receive a copy of this policy upon being 
hired.  Upon hire, a training session should be held to discuss the policy, and a record should be 
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kept of attendance at that session.  Continuing employees should receive refresher training once 
every other year.” 

Sexual harassment training was managed by HR using a third-party online training tool called 
SafeColleges.  The majority of USHE schools also use SafeColleges for some of their compliance related 
training.  This tool provides simplified methods of deploying and track required training courses and 
built in reporting tools to report on levels of compliance.   

Most student workers and some part-time workers did not receive opportunities to complete the 
training.  The former HR director said that the SafeColleges charges based on the number of people that 
attend the training.  Due to the cost, student workers and some part-time employees were not required 
to complete the training.  Also, new employees that were hired after the deployment of the training 
courses were not required to complete the training.   

Following are the statistics for Snow College Sexual Harassment training deployed through SafeColleges 
for FY 2018: 

 

HR did not have a process to establish accountability for each employee and supervisor to complete the 
training.  HR did send out reminder emails to those that did not complete the training and established 
deadlines, but did not have a process to hold employees accountable for completion. 

In addition, email distribution lists for staff and faculty were primarily used to determine who should 
receive the training.  There is not a process in place to ensure the distribution lists are kept current or to 
prevent abuse of the distribution lists.     

Recommendation #7c – Establish sexual harassment training and accountability that complies 
with college policy 
To reduce liability to the college and supervisors, HR should work to establish a training program that 
reaches all employees, including student workers and new hires, to ensure they complete the required 
sexual harassment and other compliance related trainings.  In addition, Administration should establish 
controls to make each employee and supervisor accountable for completing the required trainings. 
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HR should also work with IT and other departments to implement procedures to create and maintain 
distribution lists that can be used to contact each employee at the college.  Controls should be 
implemented to prevent abuse of the distribution lists and to ensure that only college approved 
communications are sent using those lists. 

Finding #7d - Performance evaluation process did not meet stated objectives 
The HR department role in Performance Evaluations is to provide the template forms for evaluations 
and to remind employees and supervisors to complete the evaluations.  Also, HR files the completed 
evaluations in the employee files.  One of the major responsibilities of the HR Director, as stated in the 
MOU is to:  

“Develop and facilitate performance reviews annually.” 

In addition, Snow College policy #322, “Performance Evaluation (Faculty and Regular Staff) Policy”, 
sections 1.0 and 2.2 state: 

“Faculty and regular staff performance evaluations are to be completed annually … Full-time 
employees (part-time employee evaluations are recommended, but are optional) are to be 
formally evaluated during October every year by their immediate supervisor using the current 
College evaluation forms.” 

Through interviews, Administration expressed concerns about the performance evaluation process.  
While they asked HR to put emphasis in this area, the results did not meet their expectations.  HR did 
not send out performance evaluation requests to employees and supervisors in FY 2018.  The HR 
director was working on redefining the performance evaluations.  Rather than asking employees and 
supervisors to complete evaluations using the existing process, he decided to work on developing a new 
one.  The new process was sent to some supervisors for testing purposes.   

According to recommended best practices for Human Resource Management, “The responsibility 
for evaluating employee performance is generally shared between HR managers and line 
management.  Department managers and supervisors assume the primary responsibility for 
evaluating subordinates since they observe job performance and are best able to make accurate 
assessment.  However, the HR department is generally responsible for developing effective 
performance appraisal forms and assessment procedures and for ensuring that performance 
evaluations are conducted uniformly throughout the organization.  The HR department also may 
need to train supervisors how to establish reasonable performance standards, make accurate 
assessments, and conduct performance interviews”8 

8 Cherrington, D. J., DBA,SPHR, & Middleton, L. Z., SPHR,SPRHi,SHRM-SCP. (84604). Human Resource Certification 
Preparation (Vol. Unit1, Business Management Leadership and Strategy). Provo, UT: Human Resource Certification 
Preparation, L.C. 
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When Snow College supervisors were asked in a survey if they believed the performance evaluation 
provided them with a useful tool to motivate their employees, the majority responded that they either 
disagreed or strongly disagreed.  Also, most supervisors did not believe they received adequate training 
on conducting performance evaluations.   

 
The majority of supervisors at Snow College have not received adequate training on Performance Evaluations and feel that the performance 
evaluations do not achieve the desired objectives. 

A well-defined performance evaluation process can provide more than just motivation or completion of 
a policy requirement.  Human Resource Management best practices identified five important 
organizational functions that performance evaluations can serve: 

1) Guide human resource decisions 
2) Reward and motivate employees 
3) Promote personal development 
4) Identify training needs 
5) Integrate human resource functions 

Recommendation #7d – Establish a standard performance process and ensure it aligns with 
the stated objectives 
HR should establish a standard performance evaluation program to be used by all supervisors and 
employees.  To ensure consistency in the evaluation process, HR should establish training for 
supervisors in conducting evaluations.  The program should include procedures to train supervisors on 
how to establish reasonable performance standards, make accurate assessments, and conduct 
performance interviews.  
 
To add more value and purpose to the performance evaluation process HR should work with 
Administration and others to identify other areas or functions where performance evaluations would 
add value.  For instance, the professional development committee may be able to use the results to 
identify training needs that they could meet.  Also, Human resources may be able to use the results to 
identify where hiring practices could be improved.   
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Finding #7e – Records management retention schedules were not defined or enforced 
Records management policies and procedures, along with records retention schedules were not 
defined.  Snow College did not have one or more employees appointed as records officers to provide for 
management of Snow College records as required.  Utah State Board of Regents, policy R132-4, 
“Government Records Access and Management Act Guideline”, section 4.1 states: 

“Each President shall appoint one or more records officers to provide for the care, maintenance, 
scheduling, disposal, classification, designation, access, and preservation of the institution’s 
records.”  

Recommendation #7e – Appoint a records manager and establish retention schedules 
To ensure records management practices, including retention are performed in compliance with the 
Government Records Access and Management Act (GRAMA), the President should appoint one or more 
employees as records managers.  The records managers should ensure that Snow College has 
appropriate policies and defined records management practices, including retention, that are consistent 
with GRAMA.   

Finding #8 – Handling of Personally Identifiable Information in unsecured 
manners 
The College uses several forms that contain Personally Identifiable Information (PII).  Two of the benefits 
the College offers to employees, Lincoln Life Insurance and PEHP, require paper forms to be completed, 
signed, and sent to the provider.  These forms require a variety of information but have been identified 
by the College’s Information Security Officer as containing PII.  The current HR process of transmitting 
these forms to the providers includes scanning the forms, and emailing them through unencrypted 
email.  Snow College policy #227, “Information Security”, states: 

 “Encryption technology will be utilized for local, portable, or central storage and transmission of 
PII” 

Sending PII through unsecured medium increases the risk of accidental spillage, as well makes it easier 
for those who may be intentionally attempting to capture the data for nefarious purposes.  Any loss of 
PII can result in significant brand damage and costs to the College to remediate.   

In addition, paper records containing PII were stored in the HR department in unsecured file cabinets.  
Best practice as recommended by the Snow College Information Security Officer are to store paper 
records that contain PII in locked file cabinets that are located in secured locations. 

Recommendation #8 – Utilize a secure medium and ensure proper security for transmitting 
and storing documents containing PII. 
The HR department should work with the Information Security Officer to identify all records 
containing PII and deploy approved and secure ways to transmit and store hard copy and electronic 
records.  In addition, records containing PII should be transmitted using approved encryption 
technology.   
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Management Response 
The Administration at Snow College asked the Office of the Internal Auditor to perform an audit on the 
efficiency and effectiveness of the Human Resources Office.  The report uncovered several findings and 
recommendations, and the Human Resources Office has responded as outlined below: 

Finding Recommendation Response 
1 – Strategic Misalignment 
with Snow College Mission 

Establish objectives and 
performance measures 

• The HR Office has developed a 
preliminary mission statement and 
set of objectives.  These will be 
revisited upon hire of new 
President and HR Director 

• Follow-up date: February 2019 
2 – Outdated or 
Incomplete HR Policies 

Implement procedures to 
prioritize, update, and 
maintain HR policies 

• The Human Resources Office has 
collaborated with the Assistant 
Attorney General to update a few 
of the outdated policies.  Others 
are, or will be, scheduled for future 
review 

• Follow-up date: January 2019 
3 – Inadequate Training 
on the Snow College HR 
System 

Develop and provide 
training on the HR system 
to employees and 
supervisors 

• In the long-run the HR Office will 
develop Canvas courses to cover 
management training, onboarding, 
and staff and faculty development. 

• In the short-term, HR will plan and 
host lunch-and-learn sessions and 
mandatory trainings to train 
managers and employees. 

• Follow-up date: January 2019 
4 – Strategic misalignment 
of roles and lack of 
performance 

Strategically align 
resources with 
department objectives 

• Administration is asking for a new 
HR position to keep up with the 
workload.  Upon hire of the new 
HR Director, new MOUs for the 
Assistant HR Director and the HR 
Specialist will be developed. 

• Follow-up date: December 2018 
5 – Outdated and 
Inefficient HR processes 

  

5.a – Payroll action form 
process is outdated and 
time consuming 

Research options to 
improve the efficiency and 
effectiveness of the PAF 
process 

• The HR Office is developing an 
electronic process for creating, 
approving, and uploading of PAFs. 

• Follow-up date: January 2019 
5.b – Workplace 
Investigations and 
Disciplinary Sanctions 

Clarify roles and 
responsibilities for the 
disciplinary process 

• The AAG is rewriting the Snow 
College policies regarding 
corrective action with input from 
HR.   
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• When these policies are complete,
HR will develop a handbook and
trainings surrounding those
policies.

• Additionally, HR has begun using
Maxient, a case management
platform.

• Follow-up date: January 2019
5.c – Hiring process is
manual and inefficient

Update the hiring process 
and train employees and 
supervisors 

• HR is currently in the process of
evaluating a potential vendor for
an applicant tracking system.

• Additionally, HR is developing
courses in Canvas for hiring
committees to collaborate and
review best practices.

• Follow-up date: December 2018
6 – Budget overruns and 
ineffective use of financial 
resources 

Establish policies and 
procedures for financial 
managers 

• The President has established a
budget task force to build a more
robust process around budget
decisions.

• Additionally, the HR Director will
spend time each week
reviewing/updating budget
information.

• Follow-up date: TBD by
Administration

7 – Inadequate definition 
of objectives and 
procedures 
7.a – Onboarding lacked
defined objectives and
resulted in non-
compliance

Define objectives and 
ensure onboarding 
procedures align with the 
objectives 

• As part of the efforts by the HR
office to train managers in their
responsibilities, HR will train
managers on their role in the
onboarding process.

• Additionally, the President’s Office
has begun hosting new hire lunches
with the cabinet.

• Also, the Assistant to the President
in Richfield has developed a staff
handbook.  HR will help to get that
handbook reviewed and published
for employees.

• Further, HR is exploring the
possibility of purchasing
onboarding software to better
track onboarding activities
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• Finally, HR will continue to work 
with other departments to 
streamline the process of getting 
employees up-to-speed when they 
join the college. 

• Follow-up date: January 2019 
7.b – Staff professional 
development did not 
meet stated objectives 

Define reasonable 
objectives and committee 
roles for staff professional 
development 

• The Staff Association will take the 
lead in staff development efforts—
specifically in regards to 
determining staff development 
needs.   

• HR will provide support and 
oversight and will conduct/organize 
the trainings as invited. 

• Follow-up date: December 2018 
7.c – Sexual harassment 
training was not 
conducted in accordance 
to Snow College Policy 

Establish sexual 
harassment training and 
accountability that 
complies with college 
policy 

• HR is working with the Title IX and 
IT Security offices to develop a 
training schedule for new hires and 
existing employees 

• Follow-up date: December 2018 
7.d – Performance 
evaluation process did not 
meet stated objectives 

Establish a standard 
performance process and 
ensure it aligns with the 
stated objectives 

• HR will coordinate with managers 
across campus to develop a new 
performance evaluation process 
upon hire of new HR Director and 
College President 

• Follow-up date:  June 2019 
7.e – Records 
management schedules 
were not defined or 
enforced 

Appoint a records 
manager and establish 
retention schedules 

• The President will appoint an 
overall records manager for the 
college and deputies for each 
major record keeping function. 

• The manager and deputies will 
coordinate retention and disposal 
practices 

• Follow-up date: TBD by 
Administration 

8 – Handling of Personally 
Identifiable Information in 
unsecured manners 

Utilize a secure medium 
for transmitting PII and 
ensure proper security for 
documents containing PII 

• HR will utilize an encrypted 
platform to store PII and share with 
those who need it. 

• Follow-up date: January 2019 
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To the Board of Trustees of Snow College 

Internal Audit conducted follow-up work on audit report findings contained in report number 2017-
08.05, Scholarship Office, issued March 2018.  The following letter and report summarizes the status of 
implementation of findings and recommendations.   

In October, 2018 Snow College made some organizational changes to support the strategic enrollment 
management plans and to further streamline the recruitment and enrollment processes for the 
students.  As part of these organizational changes, the scholarship office now reports to the Director of 
Financial Aid (Director).  Because these changes were made so recently, the Director has not been able 
to implement the recommendations in the audit report.  He has reviewed the audit and will be working 
with the new Assistant Vice President of Enrollment Management (AVP), once hired, to implement the 
recommendations.   
 
Since the organizational changes have been made, a purpose statement was developed to help align the 
role of the scholarship office with the mission of the college.  In addition, the scholarship office has 
initiated implementation of some of the recommendations.  Some changes made include: 
 

• A batch process was implemented to award academic waivers which resulted in significant 
improvement in efficiencies.   

• The scholarship office is now using private scholarship funds to award returning academic 
waivers which may result in increased tuition revenues. 

• New criteria for in-state academic waivers was established which may better help the recruiting 
efforts and provide deserving students with more competitive award amounts.   

 
The majority of the recommendations remain open and are still needing remediation.  Probably the 
highest priority recommendation is that the scholarship policy be revised and updated to make it 
current and to ensure scholarships are consistently and appropriately awarded. 
 
In addition, there still remains a need for the scholarship office and advancement office to improve 
coordination for awarding private scholarships.  Also there is a need to align awarding of scholarships 
with the strategic enrollment management plans.  Without defined procedures for establishing the 
budgets and award amounts for private scholarships, the award amounts and recipients may be 
incorrect and out of compliance with the donor agreements.  Aligning scholarship awards with the 
strategic enrollment management plan may help to increase tuition revenue for the College and provide 
prospective students with additional funding.  
 
There are also still concerns that the new criteria may not resolve the potential over-awarding of in-
state academic tuition waivers.  Additional budgeting, monitoring and reporting of in-state academic 
tuition waivers would help to ensure that award amounts are in compliance with state requirements. 
  
  



We have discussed this audit report with the Director as part of our follow-up work.  Because of the 
recent organizational changes and the need for additional time for the Director and AVP to address the 
open recommendations, we will conduct another follow-up of this audit during the 2019 calendar year.  

Wayne Bushman 

Wayne Bushman, CISA 
Internal Audit Director 
Snow College
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The Institute of Internal Auditors, International Professional Practices Framework section 2500, 
Monitoring Progress, states: “The chief audit executive must establish and maintain a system to monitor 
the disposition of results communicated to management.”   

The objectives of the follow-up program are to identify and provide status information for each 
recommendation reviewed.  The follow-up methodology included interviewing management and other 
employees involved in the processes in the scholarship office and obtaining additional evidence to 
support the reported status of each recommendation.  

Summary of Audit Findings 
The following charts provides a review of the findings that were documented in the audit report:  

Significant Finding of the Scholarship Office 
1 Inconsistent administration in budgeting and awarding private scholarships 
2 Inadequate budget controls and monitoring for resident waivers 
3 Established award criteria and amounts may result in over-awarding 
4 Scholarships awards and tuition waivers recorded using the same fund codes 
5 Inefficient and unnecessary manual procedures and paperwork 
6 Deferrals not administered in accordance to policy or best practices 
7 Scholarship policy outdated and incomplete 

Summary and Status of Recommendations 
The following chart identifies each recommendation and its status.  Status is defined as follows: 

• Open:  There has been no significant work to address the recommendation.
• In Progress:  Management has implemented the recommendation in part or has made specific

plans to begin implementation and intends to fully implement the recommendation.
• Closed:  The recommendation has been fully implemented, either as described in the report or

in a manner that resolved the underlying issue.
• Disagree:  Management has not implemented the recommendation and indicated that they will

not do so.

# Recommendation Status 
1 Establish standard procedures for budgeting for private scholarships Open 
2 Implement consistent budget controls for tuition waivers Open 
3 Include scholarship and waivers in strategic enrollment management plans Open 
4 Differentiate between waivers and scholarships Open 
5 Review manual procedures and streamline application and scholarship awarding In Progress 
6 Establish and update policies and procedures for approving and following up on 

deferred scholarships  
Open 

7 Update the scholarship policy and establish additional policy language for 
housing awards 

Open 
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Details of Follow-up Work 

1) Establish standard procedures for budgeting for private scholarships:
The scholarship office was unable to provide any documented procedures regarding private
scholarships.  The Director will work with the AVP and the advancement office to make plans and
identify ways to further align awarding of private scholarships with the strategic enrollment
management plan.  Also, there remains to be a need to establish better coordination between the
advancement office and the scholarship office to ensure the budget amounts were appropriate and
in-line with the donor agreements and strategic enrollment management plans.

2) Implement consistent budget controls for tuition waivers:
Additional forecasting, budgeting, tracking, and reporting procedures still need to be established.
New criteria for awarding waivers has been approved and established and will go into effect for the
2019-2020 school year.  However, when applying the new criteria to the same data as in the original
report, there was no material effect to the potential over award amount.  The college administration
stated they are aware of this potential for over awarding waivers and that they are committed to
finding one time funds to cover the potential over award amount, if at all possible.

3) Include scholarships and waivers in strategic enrollment management plans:
Additional oversight has been provided to the scholarship office in establishing award criteria.  The
Director will work with the AVP and Scholarship Manager to determine how to best integrate
scholarships and waivers in strategic enrollment management plans.

4) Differentiate between waivers and scholarships
The new policies and procedures have not been updated or established yet.  The Director has
reviewed the current policy and is aware of the need to make changes.  The newly hired AVP also
needs to be involved.  This is a priority for the Director who asked that we follow-up again at the end
of February to help ensure additional progress is made with this.

5) Review manual procedures and streamline application and scholarship awarding
The scholarship office has implemented an automated process that was developed by Information
Technology for the awarding of tuition waivers.  This resulted in a significant improvement in
efficiency for the scholarship office.  The new process requires very little data entry and utilizes the
information already entered in Banner.

6) Establish and update policies and procedures for approving and following up on
deferred scholarships

Policy language has not yet been updated and deferrals still need to be aligned with the strategic 
enrollment management plans.  Developing standard procedures for following up on deferrals and 
aligning them with strategic enrollment management initiatives may help the college in meeting its 
enrollment goals.     
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7) Update the scholarship policy and establish additional policy language for housing
awards

Procedures are now being followed regarding awarding of housing scholarship funds.  However, the 
policies and procedures regarding awarding housing scholarships should be updated to include policy 
on housing awards and award limits.  In addition, the college should establish a scholarship 
committee.    

Conclusion 

Recent organizational changes should help students that need additional financial assistance; more easily 
identify and obtain the financial resources needed for their education.  It is recommended that the Director, 
in collaboration with the newly hired AVP, review and implement the recommendations from the scholarship 
audit.  More specifically, ensure that policies and procedures are implemented in alignment with the 
strategic enrollment strategies of the College.  Additionally, policies and procedures should be implemented 
in coordination with the advancement office for the budgeting and awarding of private scholarships.   

Alignment of private scholarship awards with the strategic enrollment management plan and in coordination 
with the advancement office has the potential to increase enrollments and tuition revenue for the College, 
and provide students with additional funding for tuition.   

R e t u r n  t o  A g e n d a
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To the Board of Trustees of Snow College 

Internal Audit conducted follow-up work on audit report findings contained in audit report number 
2017-A.05, Office of Admissions Audit, issued October 2017.   

Snow College Administration, the Office of Admissions, and the Strategic Enrollment Management 
Committee have taken actions to remediate several recommendations in the report.  Key actions that 
have been taken include: 

• Formation of a strategic enrollment management committee
• Reorganization of the admissions and scholarship office
• Received approval for and hired an Assistant Vice President over enrollment management who

will also supervise the office of Admissions
• Improved turnaround time for sending acceptance emails and letters
• Formation of a budget task force
• Implementation of the CRM software
• Cash handling transitioned over to the campus cashiers office for Snow Blast
• Documentation of a purpose statement for the Admissions Office

Although the CRM has been implemented and is now in use, there is not a formalized  communications 
plan to ensure timely, personalized and appropriate contact is made with prospective students, their 
parents, high school counselors and other stakeholders.  Through a case-study that we conducted as 
part of the follow-up, (Appendix A), we concluded that Snow’s current communication strategies are still 
not in-line with the current industry best practices or standards.   

It was also recommended that the Office of Admissions develop strategies, goals, objectives and 
performance measures relating to recruiting of new freshmen.  Admissions has since developed a 
purpose statement, but still lacks established goals, objectives and performance measures for recruiting.  

We emphasize the following recommendations to ensure Snow College recruiting is competitive and 
aligned with industry standards and best practices: 

• Develop and implement internal strategies, policies, and procedures that align with the strategic
enrollment management plans

• Establish performance measures utilizing data research
• Report goals, strategies, and performance measures and outcomes to Administration
• Work with Institutional Research (IR) to develop reports to measure effectiveness of recruiting

activities
• Develop and implement a strategic and comprehensive communications plan
• Allocate resources based on research



We also stress the importance of aligning recruiting strategies and plans with the strategic enrollment 
management initiatives.  Although it was not a recommendation in the audit report, Admissions should 
also consider developing policies and procedures for the use of the CRM.  Developing internal 
procedures would help ensure consistent use of the system and would also provide data for reporting of 
performance measures and outcomes of recruiting activities.   

Internal Audit will follow-up again on these open recommendations during the 2019 calendar year.   

Wayne Bushman 

Wayne Bushman, CISA 
Internal Audit Director 
Snow College
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The Institute of Internal Auditors, International Professional Practices Framework section 2500, 
Monitoring Progress, states: “The chief audit executive must establish and maintain a system to monitor 
the disposition of results communicated to management.”   

The objectives of the follow-up program are to identify and provide status information for each 
recommendation reviewed.  The follow-up methodology included interviewing management and other 
employees involved in the processes in the Scholarship Office and obtaining additional evidence to 
support the reported status of each recommendation.  

Summary of Audit Findings 
The following charts provide a review of the findings that were documented in the audit report:  

Significant Findings of the Office of Admissions 
1 Freshmen enrollments are flat 
2 Application processing backlog 
3 Admissions operational budget overruns 
4 Inadequate resources and purchasing controls 
4 Inadequate cash handling controls 
6 Purchasing card policy non-compliance 

Status of Recommendations 
The following chart identifies each recommendation and its status.  Status is defined as follows: 

• Open:  There has been no significant work to address the recommendation.
• In Progress:  Management has implemented the recommendation in part or has made specific

plans to begin implementation and intends to fully implement the recommendation.
• Closed:  The recommendation has been fully implemented, either as described in the report or

in a manner that resolved the underlying issue.
• Disagree:  Management has not implemented the recommendation and indicated that they will

not do so.

# Recommendation Status 
1 Develop strategies, goals, objectives and performance measures In Progress 
2 Improve the application processing acceptance letter turnaround time Closed 
3 Improve accountability and implement budget controls In Progress 
4 Assess staffing and CRM requirements Closed 
4a Implement additional purchasing controls Closed 
5 Implement cash handling controls Closed 
6 Enforce purchasing card policies Closed 
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Details of Follow-up Work on Recommendations 

1) Develop strategies, goals, objectives and performance measures – In Progress 
To be in line with industry standards and to provide for more transparency in recruiting efforts and 
results, it was recommended that the Admissions Department develop and implement internal 
strategies, policies, and procedures that integrate with the overall goals and strategies of the College 
and the Strategic Enrollment Management (SEM) plan.   

 
It was also recommended that Admissions establish goals and performance measures for recruiting for 
each event and implement reporting measures to effectively measure the recruiting performance with 
the goals.  Reports on the goals, accomplishments and setbacks also should be given to Administration 
or designated committees such as the SEM committee on a regular basis.  
 
Specific areas suggested to be included in the strategic planning efforts were as follows: 

a) A strategic and comprehensive communications plan that begins at the prospective student 
stage and continues until the student is enrolled which includes frequent and timely 
communications.  Comprehensive communication plans should include communications with 
prospective students, parents, high school counselors, and other stakeholders. 

b) Admissions work with the office of Institutional Research to develop reporting templates that 
can be used to help measure and report of effectiveness of recruiting. 

c) Use of predictive modeling and qualification to group students according to their likelihood of 
enrolling and allocate resources accordingly.  Ensure that high school concurrent enrollment 
students are included in the modeling. 

d) Use results from market analysis, research and predictive modeling created by the office of 
institutional research, to help develop the strategies and allocate resources. 

To be more competitive in the recruiting, the College still needs a strategic and comprehensive 
communications plans that integrates with the objectives of the SEM.  In addition, Admissions should 
implement measuring, tracking and reporting of recruiting effectiveness to ensure staffing and funding 
is appropriate and to make adjustments as necessary to achieve desired results.   
 
The CRM software has been implemented and is being used to facilitate and track communications with 
prospective students and parents, however, the use of the software is not standardized and consistently 
used by all recruiters.      
 
Appendix A is a case study that was conducted to evaluate the effectiveness of the current 
communications processes.  The results of this study showed that Snow College recruiting processes 
need to be improved and aligned with current best practices and industry standards.   
  
In addition to the communications plan, Admissions still needs to develop and implement reports that 
track and measure effectiveness of recruiting activities and help determine the proper allocation of 
resources.  
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Following are key changes that have been made since the audit to help with the strategic direction of 
the Admissions Office.   

a) In October, 2018 Snow College made some organizational changes to support SEM plans and to
further streamline the recruitment and enrollment processes for students.  As part of these
organizational changes, the Admissions Office will report to the Vice President of Student
Success (VP) until an Assistant Vice President (AVP) is hired.

b) Admissions has also recently developed a purpose statement that aligns with SEM plans.
c) A SEM committee has been formed and charged with developing and implementing recruiting

and retention strategies.  The VP has reported to the Board of Trustees on the progress of the
committee in each meeting since completion of the Admissions audit.

2) Improve the application processing acceptance letter turnaround time - Closed
The Admissions Office has made significant improvements in turnaround times for sending
acceptance letters.  The following changes were made:

1) Acceptance to Snow College is no longer dependent on receipt of transcripts or ACT scores.
Students still need to provide those documents in order to enroll.

2) An acceptance email is automatically sent to students once they submit their online
application.

3) An acceptance letter is sent within one week of the submission of the online application.
See Appendix B for a sample of the Snow College Acceptance letter.

The following chart shows that the turnaround time for mailing acceptance letters has improved 
from an average of forty-seven days to two. 
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To be eligible to enroll in classes, a student must submit their transcripts and ACT scores.  However, 
the transcripts and ACT scores are no longer required for acceptance to attend Snow College.  
Admissions has also improved the turnaround time for receipt and processing of the transcripts and 
ACT scores.   

3) Improve accountability and implement budget controls – In Progress 
A College Budget Task Force has recently been formed to provide oversight to the budget process.  
One of their responsibilities will be to establish a process to recommend amendments to the budget 
as needed.  This should help departments that require additional funds to have a consistent process 
to request and obtain those funds.  

A budget has been established for Admissions and the VP is monitoring the budgets and spending.  
In addition purchasing card expenditures are reviewed monthly using the p-card transaction reports 
and statements. 

Reports are provided to budget holders by the Budget Office, on a monthly basis, to help them 
monitor their budgets and spending.  Because purchasing cards expenses are typically entered into 
the financial system at the end of each month, after they are incurred, there are no controls in place 
to prevent overspending on purchasing cards.  When requested, the Director of Procurement can 
disable the purchasing cards that are associated with the over-expensed account, to prevent further 
overspending.  

4) Assess staffing and CRM requirements - Closed 
The CRM is partially implemented and is in use.  The Admissions department is using the CRM to 
receive and process new applications and to help document and track communications made with 
prospective students.   Not all recruiters are consistently using the CRM to track and monitor their 
communications.   

Although it was not a recommendation in the audit report, Admissions should also consider 
developing policies and procedures for the use of the CRM.  Developing internal procedures would 
help ensure consistent use of the system and could also provide data for measuring and reporting of 
performance measures and outcomes of recruiting activities.   

4a) Implement additional purchasing controls -Closed 
For any Request for Proposal (RFP) that exceeds $10,000, the College legal counsel has established 
pre-approved contract language that if used, does not require further review.  However, if a 
different language is proposed, legal counsel reviews and approves before the contract is finalized. 

5) Implement cash handling controls - Closed 
Admissions now utilizes the College Cashier and online payments for Snow Blast.  Students that 
attend Snow Blast are now able to pay for the registration fees online.  For those few students that 
don’t pre-pay or for large groups that pay with one check, the Cashier’s office is available during the 
check-in hours to accept the payments.         
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6) Enforce purchasing card policies - Closed
Regular monitoring of p-card expenses are being done through the monthly reconciliation and
approval of p-card transactions.  According to the VP, there have been no unauthorized items
purchased using p-cards.  In addition, the Admissions Director reviewed the p-card policies with his
employees.
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Appendix A – Case Study on Recruiting Communications Plan 

Introduction 
To better understand and illustrate the current communications strategies, we conducted a case study 
of a high school senior that recently applied for admissions to multiple institutions, both in-state and 
out-of-state.       

The Chronicle of Higher Education published an article on the best methods for recruiting new students.  
This article defined a critical component of a communications plan as a quick response to a student 
inquiry or request.  According to the article “A slow response to a student inquiry or request is the 
proverbial kiss of death.  A slow response signals to the student that the institution does not care.”1 

Case Study 
Jaydon is a high school senior in the Alpine School District and has a 3.75 GPA and an ACT score of 30.  
He is interested in pursuing a degree in Business Administration.  Jaydon showed interest in and applied 
for admissions to the following schools with his initial preferences in the following order: 

1) Snow College
2) Montana State University
3) Southern Utah University
4) Utah State University

Jaydon wants to live on campus and does not want to be too far from home, but far enough away to feel 
like he is on his own.  He does not have interest in UVU because it was so close to home.  He was most 
interested in Snow College because of the location, about 90 minutes from his home, along with the 
cost of the degree.  However, because of the recruiting efforts of the schools his preferences changed: 

1) Utah State University
2) Southern Utah University
3) Montana State University
4) Snow College

Despite the recruiting efforts, Jaydon’s parents still prefer that he attend Snow College because of the 
cost, ease of transferring credits, and higher chances for success due to smaller classroom sizes and 
more personalized instruction.   

After speaking with Jaydon and his mother about his experiences in the admissions and recruiting 
processes, it was determined that Snow College communications plans may not be aligned with the 
industry standards and best business practices.  

1 Marketing Institutions and Recruiting New Students: What Works Best? (2004, April 30). Retrieved September 13, 
2017, from http://www.chronicle.com/article/Marketing-Institutions-and/19770Chronical of Higher Education 
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The following chart outlines key differences that they experienced as they relate to the communications 
plans for each organization where Jaydon applied for admissions: 

 Snow College Utah State Southern Utah Montana State 
Acceptance Letter 
Email 

One day One day One day One day 

Acceptance Letter Mail **One week One week One week One week 
Scholarship 
Notification 

Hasn’t received One week One week One week 

Initial Phone Call No Phone Contact One day  One day  One day  
Follow-up Phone Calls No Phone Contact As needed 

(scheduled during 
initial phone call) 

As needed 
(scheduled during 
initial phone call) 

Three or four times 

Mailers (other than 
acceptance letter) See 
Appendix B 

One (Snow Blast) More than ten Six Six 

*Emails (other than 
acceptance letter) 

None Unsure Unsure Unsure 

 

*Jaydon said he recalled only receiving one email from Snow (acceptance letter), but received several 
from the other schools.  Most of the time he just deleted the emails without opening them, unless it was 
some correspondence he was expecting to receive. 

** The acceptance letter that Jaydon received from Snow was not signed and did not introduce him to a 
person that he could work with to answer his questions and help him complete the enrollment process.  
See appendix A.  

While Jaydon did not apply at the University of Utah, he has received several mailers, emails and a 
couple of phone calls from them. 

Some key communications at Utah State: 

1) Phone contact  - Utah State contacted him, by phone, prior to application day to invite him and 
his parents to attend a preview day on campus.  The phone call was personalized and the 
recruiter asked him questions and then set up a communications plan that met Jaydon’s needs.  
For example, during the phone call Jaydon shared his desire to major in Business.  The recruiter 
identified potential scholarships that may help Jaydon, contacted recruiters that worked in the 
school of Business, invited him to attend an open house for the business scholar program, set up 
a conference call to introduce Jaydon, etc.  She also provided Jaydon with her contact 
information including cell phone, work phone and email address and told him to text or call her 
anytime if he had additional questions.   
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2) Personalized contact - According to Jaydon’s mother, “every interaction whether by phone or 
mail that Jaydon received was personalized and made him feel like Utah State needed him.”  He 
also received multiple thank you cards and letters.  He also received a personalized welcome 
packet that included a student guide with his name on the front.  The cover of the student guide 
said “Welcome Home Jaydon” 
 

3) Campus visit - Jaydon was initially planning on attending Snow Blast (Snow), Red Riot (SUU), and 
Preview Day (USU).  He attended preview day at USU but did not attend at the other schools.  
When I asked him why he did not attend Snow Blast, his response was “USU called me and 
invited me, set up everything and all I had to do was show up.  Also there was no cost to attend.  
I received several phone calls prior to preview day and the phone calls were all around how 
excited they were to have me on campus and to see if there was anything else they could do to 
make my visit better.  The other schools did not reach out to me other than through mailers and 
I felt l had to take the initiative if I wanted to visit their campuses.”  After Jaydon visited Preview 
Day at USU his mind was made up and he did not need to visit the other schools. 
 

4) Follow-up contacts - After preview day, the student ambassador and Business School sent him a 
thank you card that was personalized.  Also, both the business school and ambassador called 
him personally to see if he had any additional questions or concerns.  They also set up dates to 
follow-up with him on the enrollment process. 
 

5) Focus on individual needs - During the open house, several people walked up to Jaydon and 
introduced themselves.  They stated how they had “heard so much about Jaydon and were 
excited to have him attend and that he was going to be a great asset to the program”.  His mom 
believed that they were genuinely interested in having him there. 
 

6) SWAG – During an open house that was held during the preview day, Jaydon received a free t-
shirt, backpack and sunglasses all making him feel like he was already a student at USU. 

Jaydon stated that he chose to enroll at Utah State because of his experience and the overall campus life 
and student environment.  He was very impressed with the campus and the excitement that he felt 
during the preview day.  The recruiting did not focus on the overall cost of a degree, or the amount of 
scholarships that he would receive.  Rather, it focused on the experiences he would have on campus, 
clubs that he could participate in, student benefits such as tickets to athletic events, intramurals, activity 
center, fitness center and the overall student environment.     

Overall he felt like he was being treated like a five star athlete that was being heavily recruited to 
attend Utah State.  He enjoyed the feeling of being wanted and needed there.  In contrast, his feeling 
with Snow College was that Snow did not really care if he was there or not, mainly because of the lack 
of communication and personalization.  
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Appendix B – Acceptance Letters 

 

Snow College Acceptance Letter 

 

Letter was unsigned and came from the Admissions Processing Office rather than an individual making it 
less personalized. 
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Utah State Acceptance Letter 

Letter came in the form of a customized booklet with the student name on the cover and inside the booklet.  The acceptance letter was more 
personalized and was signed by the Admissions Director.   
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Appendix C – Mailers 

Snow College Mailers 

Utah State Mailers 

Mailers incorporated social media by sending a banner #IMANAGGIE and asking the 
student to take a picture and post on their social media pages. 
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Montana State Mailers 

 

 

Southern Utah Mailers 
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University of Utah mailers 

Correspondence was sent by the University of Utah even though the student did not apply for 
admissions. 

R e t u r n  t o  A g e n d a



December 26, 2018 – Scope and Objectives P a g e  | 1 

Office of Internal Audit 

Wayne Bushman, CISA 

Private Scholarship Consulting Engagement 

Scope and Objectives  

Type of Activity:  Consulting Engagement 
Requested By:  President Carlston, Jake Dettinger, VP Finance and Administrative Services 

Purpose 
The purpose of this engagement is to provide Administration and the Board of Trustees with detailed 
information regarding each private scholarship to help them make more informed decisions on the 
appropriate use of those funds.  As part of a follow-up to the audit of the scholarship office, 
Administration requested that Internal Audit conduct an in-depth study on the private scholarships that 
are awarded through the Snow College scholarship office and are funded by private donations and 
interest earnings on investments. 

The mission of Internal Audit is to enhance and protect Snow College by providing value-added, risk-
based, and objective assurance, advice and insight to Snow College.  As part of the audit activity, 
Internal Audit should accept consulting engagements based on the engagement’s potential to improve 
management of risks, add value, and improve the organization’s operations.   

Objectives 
Determine the number, amounts, and award criteria for each scholarship that is funded through private 
donations and interest earnings on donations (endowment). 

Scope of Work 

The following will be included in the scope:  
1) Review of all accounts in Banner where the primary source of the funds were from private

donations for scholarships or interest earnings on the donations.
2) Obtain copies of all donor contracts that are associated with the private donations.
3) Using donor contracts determine if prior awards made during fiscal years 2017 and 2018 were in

agreement with the contracts.
4) Develop a report that provides Administration and the Board of Trustees with a listing of all

private scholarships, current award balances, award criteria, amount available in the fund,
minimum and maximum award amounts (based on contracts), donor contract number, and
other award restrictions, if applicable.

T a b  K
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Timeline 

We anticipate having this work completed by the end of January, 2019.  It is estimated that this 
engagement will take 3-4 weeks to complete, depending primarily on the accessibility of donor 
contracts.  Also this timeline may vary depending on the availability of the employees in Scholarship, 
Financial Aid, and Advancement.  

R e t u r n  t o  A g e n d a



Advancement & Tenure Recommendations 2018-2019 

Final Tenure (2020) 

Michael Huff – Music 

David Fullmer - Music 

Matthew Gowans – English 

Milinda Weeks - Theater 

Advancements 

Sannali Dittli (Chemistry) - Advancement to Associate Professor   

Michael Huff (Music) - Advancement to Associate Professor  

David Fullmer (Music) - Advancement to Associate Professor   

Matthew Gowans (English) - Advancement to Associate Professor 

Greg Bosshardt (Biology) - Advancement to Associate Professor 

Trent Bean (Theater) - Advancement to Associate Professor 

Diane Hill (Math) - Advancement to Associate Professor 

Mike Salitrynski (Philosophy) - Advancement to Associate Professor 

Nate Caplin (History/Economics) - Advancement to Associate Professor 

Ryan Thalman (Math) - Advancement to Associate Professor 

Jed Rasmussen (Biology) - Advancement to Associate Professor 

Kellyanne Ure (English/Philosophy) – Advancement to Associate Professor 

Brad Taggart (Art) – Advancement to Professor 

Brent Smith (Music) – Advancement to Professor 

Kade Parry (English/Philosophy) – Advancement to Assistant Professor 

T a b  L
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SUBJECT:  SOCIAL MEDIA 

1. PURPOSE

1.1. Snow College (College) acknowledges that social media may be used to
further the College’s mission by providing channels of interaction and 
engagement between the College and students, parents, faculty, 
employees, alumni, fans, media, the surrounding community, potential 
students and donors, and others in the College community. 

1.2. Social media sites are excellent venues to communicate and encourage 
engaging discussions about Snow College current events, issues, 
accolades, organization and people.  

1.3. The purpose of this policy is to encourage the use of social media by 
institutional users while making sure usage is in line with applicable state 
and federal laws and regulations, and to provide protection to the 
College’s reputation and other members of its community. While this 
policy primarily focuses on social media accounts that are College-owned 
and College-controlled, it also provides recommendations for other social 
media uses. Nothing herein is designed to be so far reaching that it might 
foreclose any legal rights of an employee or student, including an 
employee’s right to discuss conditions of employment. 

2. DEFINITIONS
2.1. Social media is defined as media designed to be disseminated through

social interaction, created using highly accessible and scalable publishing 
techniques. Social media includes, but is not limited to: 

• Virtual worlds/social networking sites (e.g. Facebook, YouTube,
Instagram, Twitter)

• Video and photo sharing websites (e.g. YouTube, Instagram)
• Blogging sites (e.g., College blogs, personal blogs or blogs hosted

by media publications)
• Snow College Mobile App
• Other, similar technologies

3. POLICY

3.1. This section outlines Snow College’s rules of engagement and
expectations when using College-owned and controlled social media on 
behalf of the College within the scope of employment. This section applies 
to an employee’s or student’s use of the departments, offices, clubs, etc. 
social media accounts. 

T a b  M
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3.2. The College is the owner of all official social media accounts.  
Administrators with access to these accounts must comply with this Policy 
and all other College policies while utilizing social media. The Office of 
Marketing and Communications shall be an administrator to all social 
media accounts and shall be provided with account login information. 

3.3. College employees and students shall represent the College in a positive 
light with active and current posts and activity. Departments/offices should 
consider their messages including correct grammar and spelling, 
audiences, and goals as well as strategy for keeping information on social 
media sites up-to-date. The Office of Marketing and Communications can 
assist and advise you with your social media planning. 

3.4. Do not disseminate confidential information. This is especially important in 
relation to the federal laws and regulations such as FERPA. 

3.5. Be mindful of and do not violate the copyright and intellectual property 
rights of others and the College and of College policies regarding those 
rights. 

3.6. Protect the institutional voice. Posts on social media sites should protect 
the College’s institutional voice by remaining professional in tone and in 
good taste.  

3.7. Snow College will not tolerate content that is threatening, defamatory, 
illegal, obscene, infringing of intellectual property rights, invasive of 
privacy, profane, libelous, discriminatory, harassing, bullying, abusive, or 
hateful, in violation of College policy. The College reserves the right to 
take down any content it deems intolerable. However, the College does 
not intend this paragraph to limit opposing ideas and viewpoints in the 
course of legitimate social media interactions. The College does support 
participation in social media and is committed to academic freedom in 
these channels. 

3.8. If using social media in the recruitment of potential student-athletes, do so 
in accordance with NJCAA and other applicable rules and regulations. 

3.9. All College Social media sites must comply with any approved applicable 
College branding standards. These standards are maintained within the 
Snow College branding guidelines. The Office of Marketing and 
Communications can offer guidance about how to properly use names, 
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logos, etc., to maintain the college’s branding and copyright/trademark 
issues in these venues.  

3.10. Non-Compliance/Breach of Policy 

3.10.1. Violations of this policy will result in a review of the incident 
and may include action under appropriate College discipline 
processes. Corrective action may involve a verbal or written 
warning, suspension or dismissal and/or termination of employment 
or privileges with Snow College. This section does not preclude 
disciplinary action for conduct that involves social media and that 
also violates other College policies. 

4. Policy Guidelines

4.1. Guidelines and Best Practices for the Snow College Social Media Policy
shall be available on the Snow College website and from the Snow 
College’s Office of Marketing and Communications. 
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SIX COUNTY RECRUITING ACTIVITIES 

January 
Mailings 
- SnowBlast invitation postcard and Junior Tour invite postcard
January 9th- College Fair with all the seniors from Piute, Panguitch, Escalante, and Bryce Valley in Bryce Valley (We
had 8 different departments from Snow College participate in this event which included over 100 students)
January 23rd- Piute High- Snow College Pathways with CE Seniors
January 24th- Wayne High Badger Lunch
January 25th- Piute High Badger Lunch and Tour at the Ephraim campus
January 28th- Millard High -Snow College Pathways with CE Seniors
January 29th- South Sevier Badger Lunch
January 29th- Millard Badger Lunch and Tour at the Ephraim campus
January 30th- North Sevier Badger Lunch and Tour at the Ephraim campus
January 31st- Cedar Ridge Badger Lunch

February 
Mailings 
- New view book and a personalized postcard with their Admissions Advisors picture and information about them and
how to contact them with questions.
- Snow Promise postcards will also be going out
February 5th- Richfield High Badger Lunch and Tour at the Ephraim campus
February 6th- Richfield High- Snow College Pathways with CE Seniors
February 8-9th- 1A/2A State Wrestling at the SVC (ambassadors reach out to students at the games)
February 11th –Delta High- Snow College Pathways with CE Seniors
February 11th- Junior Tour presentations to Juab and Tintic High Juniors
February 12th- North Sevier- Snow College Pathways with CE Seniors
February 12th- Junior Tour presentations to Manti and Gunnison High Juniors
February 12th- Six County Social and Behavioral Science Day hosted on campus
February 13th- Junior Tour presentations to North Sanpete and Wasatch Academy Juniors
February 21st-23rd- 3A Boys and Girls State Basketball at the SVC (ambassadors reach out to students at the
games)
February 26th- Junior Tour presentations to Delta and Millard High Juniors
February 27th- Junior Tour Presentations to Richfield, South Sevier, North Sevier, Wayne, Piute, and Cedar Ridge
Juniors
February 27th- March 2nd- IA Boys and Girls State Basketball at the SVC (ambassadors reach out to students
at the games)

March 
March 5th- Richfield High Career Day on the Richfield Campus (all RHS students grades 9-12, come to 
campus and select 3 program sessions to attend to learn in depth about the programs offered on our 
campus) 
March 13th or 14th (TBD still) - Richfield Campus CTE Open House (a campus wide open house for the Six 
County area.  All Richfield campus programs will be showcased for this event) 
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Badger Power lunches hosted on campus for Tintic, Juab, North Sanpete, Manti and Gunnison. 
March 11th-15th Badger Power lunches hosted on campus for Tintic, Juab, North Sanpete, Manti and Gunnison. 
 
 
 
 

April 
April 4th- Natural Resources Festival and Career Day (our Richfield campus programs are showcased along 
with other vendors to over 1500 students who participate in this event) 
April 5th-6th-6 County SnowBlast Showdown (See details below) 
The SnowBlast Showdown was started last year as a trial run with Manti, Gunnison, Delta, North Sevier, North 
Sanpete and Juab. We did a competition to see what school could get the most Juniors and Seniors to attend the 
SnowBlast. We felt it was a success with almost 40 students attending from those schools. We are planning on doing 
this event again and reaching to all the 6 County schools. The SnowBlast will also be open to other students so they 
can meet students from across the state and see that Snow is not just a bigger high school.  We plan to attend some 
basketball halftimes and assemblies at each 6 County high school to promote and recruit students to attend. We will 
also plan something special before check in for those 6 County students that attend.  
April 12th- 13th Hoodstock (Car show in conjunction with Automotive and Diesel programs) 

May 
TBA- Special fall semester registration day and on-campus visit for each 6-county school 
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Admitted Students - Year Over Year Date1/21/2019
Fall 2014: 1464
Fall 2015: 1471
Fall 2016: 2682
Fall 2017: 2066
Fall 2018: 3650
Fall 2019: 3298

Chart1

Fall 2014: Fall 2015: Fall 2016: Fall 2017: Fall 2018: Fall 2019: 

3,800

3,600

3,400

3,200

3,000

2,800

2,600

2,400

2,200

2,000

1,800

1,600

1,400

1,200

1,000

800

600

400

200

0

1,464 1,471

2,682

2,066

3,650

3,298

R e t u r n  t o  A g e n d a



Institutional Portfolio Information 
2020 Accreditation Report 

https://www.snow.edu/academics/ir/downloads/Institutional%20Portfolio.pdf 
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