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Personnel Committee

I. Introduction
The primary function of the IASI Personnel Committee (PC) is to provide a professional human resources structure for the IASI staff.

II. Responsibilities
· Maintain IASI Employee Handbook.
· Develop and Maintain a Job Description for each IASI Staff position.
· Perform periodic assessments of IASI compensation practices to ensure IASI employees are reasonably compensated.
· Assist Administrative Vice Chair with all matters related to management and supervision of IASI Staff including annual evaluations, ad hoc performance reviews, and human resource issues as they arise.
· Recommend selection and hiring process(es) to the IASI Board of Directors when IASI has staffing vacancies.
· Provide guidance and recommendation to the IASI Board of Directors regarding staffing issues as requested.

III. Committee Structure and Operations
1. Guidance
a. Committee Membership Requirements –
i. IASI Staff are ineligible to participate on the PC
ii. Professional experience in Human Resources is preferred
iii. Experience in professional supervision of employees is acceptable in lieu of human resource experience
iv. To fulfill athlete participation requirements, preference will be given to potential committee members who are also athlete members of USA Swimming
v. Experience requirements do not apply to student athlete members of the PC.
vi. All members of the PC must sign a confidentiality agreement.
vii. All members must be members of USA Swimming.
b. Meetings – The PC shall meet at least four times each fiscal year. Additional meetings may be called at the discretion of the Committee Chair, if necessary. Due to the confidential nature of the scope of the committee, all regular meetings will be closed to members of the committee, the IASI General Chair, or other individuals invited by the Committee Chair to assist with the specific meeting agenda. Additional special meetings may be open or closed depending on the specific agenda items.
i. October Meeting – Review the IASI Employee Handbook
ii. January Meeting – Review Job Descriptions & Budget Issues
iii. April Meeting – new / old business
iv. July Meeting – Performance Evaluations

2. Committee Structure
a. Committee Chair – The Chair of the PC shall be the current IASI Administrative Vice Chair who’s two-year Term commences on September 1 of even numbered years.
b. Secretary – one member of the PC shall be designated Secretary for a one year term commencing September 1 of each year. The Secretary may be a Member-at-Large or an Athlete Representative member of the committee
c. Member-At-Large (4) – Appointed by the General Chair with the advice and consent of the Chair. Four year term commences on September 1. Each year a new Member-at-Large member of the committee is appointed for a total of 4 Members-at-Large. If a Member-at-Large is unable to complete their term, The General Chair shall appoint a replacement member to complete the term, with the advice and consent of the Chair.
d. Athlete Representatives (at least 2) – Approved by the General Chair with the advice and consent of Chair. One year term commences on September 1 of each year.

3. Committee Terms
Each Committee Member’s term varies by position. The Chair shall serve a term of 2 years with a limit of no more than two consecutive full terms in that position. Members-at-Large shall serve a term of 4 years while Athlete Representatives shall serve 1-year terms. There are no term limits imposed on Members-at-Large or Athlete Members of the Committee. The Chair is responsible for nominating proposed Committee members. Candidates for each position shall be nominated by September 30th of the calendar year of term commences. 

4. The Chair shall:
a. Be responsible for establishing meeting schedule
b. Be the Committee Chairperson
c. Be the representative on the IASI Board
d. Attend and appoint a delegate to attend meetings as necessary
e. Be responsible for proposing rule changes and amendments to IASI bylaws, Policies and Procedures on behalf of the Committee

5. The Secretary shall:
a. Work with the LSC office 
b. Publish meeting notices with an agenda
c. Responsible for recording and developing minutes
d. Responsible for publishing and posting each meeting’s minutes on the IASI website

6. At-Large-Members shall:
a. Attend and participate in Committee meetings
b. Provide guidance, experience, and expertise in HR matters
c. Perform other ad hoc as assigned by the Committee Chair


7. Athlete Representatives shall:
a. Represent the views and needs of the athletes
b. Attend and participate in Committee meetings
c. Report other ad hoc as assigned by the Committee Chair

IV. Reporting
Agendas for Committee meetings shall be distributed at least five days before each scheduled meeting. These agendas shall also be posted on the LSC Committee webpage. Items regarding individual IASI Staff members may be omitted from public agendas.

Minutes for meetings shall be published within one week after the conclusion of each meeting. The minutes shall also be posted on the LSC Committee webpage and be available to all members of the IASI. 

Additionally, the Committee shall provide reports to both the Spring and Fall the House Delegates meetings. 

Required Committee reports are:

1. Employee Handbook – recommended changes to the Board of Directors or report that no changes are deemed necessary at this time
2. Job Descriptions - recommended changes to the Board of Directors or report that no changes are deemed necessary at this time
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