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Workers’ Compensation -
 Health Insurance Required Enrollmen:
« E-Verify
. Organizational Management System

- Classified Recruitment - ¢
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* No history of leave abuse
* Not currently using shared leave

 Maximum of one pay period (80 houréﬁ.
full time employee)



— AVE - Leave Advancement Exempt
e Leave “paid back” subsequent pay pe:_-

balances |
. Deducted'from‘ flnal paycheck p’



Form:
http://www.k-state.edu/hr/forms/per60.pdf
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Contact:
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12-mc oo |mmed|ately pr ce "r'a 1 E
start of leave taken under FMLA 2

« Paid Leave Used Concurrently

 Department Tracks and Records

» 12-month period starts at first use of .



 Birth/Care of Employee’s child
* Placement of child with Employee for

foster care/adoption 9
« Employee’s serious health condition

« Care of Employee’s immediate family
member with serious health conditi




r “qualifying exige ncy” R
related to mllltary service. Thisis a new
qgualifying event.

» 26 workweeks of unpaid leave during:___
12-month period to care for service
| member W|th serV|ce connected | _




_Emergency Room, Mercy Regional

Health Center (or other Local Hospital
* Non-life threatening injury |
—Any approved contractor
» Website: http://www.khpa.ks."ﬂ i/
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» Concerns, issues to be considered,
contact 0\

Julie Henton, [Khenton@Kksu.edu
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a Ted aClC SU IS requi “': “"L. 0
use E-Verify as of Sept 8, 20009. ‘

 KSU has very few federal contracts that
require us to E-Verify employees

« SPA will notify the Principle Investlgato_
. Verlfy only new and existing emplo
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Traditional State Systems

Narrowly defined classes with many
class levels

Emphasis on classification and pay
assignment

Pay based on longevity
Career growth through promotion
HR focused mainly on procedures

Hiring decisions focused primarily on
past achievements

Performance management focused
primarily on tasks and evaluation
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System

Broadly defined classes with fewer class
levels
Emphasis on identification of position
role, needed contributor level and

competencies
Align pay with market and award based
on position and employee contribution
g1

Organizational Management %
9

Career growth through contribution in
current position and through promotion
HR focuses mainly on solutions to
address issues

Hiring decisions focuses on past
achievements and future development
potential

Performance management focuses on
position role and contribution needs and
employee development i

X



sReduce the num

her of classes s sy |
eEstablish broad-based classes W |

*Allow flexibility in organizational structures
De-emphasize hierarchy and foster a flatter
organization

‘Emphasize employee’s contribution
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Purpose T
To Identify why position exists (role) and the co
level needs of the work being performed (con__g
level) to make the link to other HR Processes
(Performance Management, Compensation and Stz

Note: The Position Descrlptlon IS |n the process of beir
to mcorporaigth classi 0 CQ rlbutor lev A




Helper/Aide

Support Assistant , :&z
Technician ==

Professional
— Supervisor
- — lar I
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exposed to all job situations and supervisor’s span of con
normally — “ under general direction...” B

» Experienced: the highest and broadest of scope
knowledge, skills and abilities required; expectec
the employee can handled all job situations an
spar ~ nally “under I|m|te



)

e in the organizatio
ofessional Role.

to be at &

2"d —_The assigned duties fit a Librarian
classification.

3'" — The complexity of the duties and supervis
‘received will be at an Independent

g



E—— | &
laxine’s initial Performance Planning.
Discussion, she and her supervisa

review her Position Description. ;

aden The supervisor informs Maxine that
position has a Professional Role in t
agency and her duties are at the
‘Independent Contributor Leve
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Purpose
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Recogni d Rewarding

To set clear expectations for the employee
Improve communications

Develop the employee’s competencies, and
Reward for performance )
To identify an employee’s performance levels to mal
to other HR Processes (Classification, Compensati
Staffing) »
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— Mid-Year Discussion (APRIL 15t thru JU E 301
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— Annual Review Discussion (OCT 1st thru DEC

Website for more information:
www.k-state.edu/hr/ped/pm _._h:t_mj'_.




K-State Superwsors have been trained
Supervisor Follow up and Ongoing Training
Employee Training

Actions Yet To Be Taken N
 Evaluate the Performance Management Proces A
 Formalize I|nk to other HR processes




PERFORMANCE MANAGEMENT PROCESS
Employee Training Sessions

WHRO049 Employee Performance Review System

Session Date Location Time

11/03/09 212 K-State Student Union 9:00

11/04/09




PERFORMANCE MANAGEMENT PROCESS
Supervisor Training Sessions

WHRO090 Performance Management Process — New Supervisors and First Time Attendees

Session Date Location Time

\ T

WHRO094 Performance Management Process Review
Follow-up to Supervisor's Training

Session Date Location Time

#001 11/19/09 Edwards Hall Commons

213 K-State Student Uni_
fr o ——- - i — = —

Hoto e | W
MEET S

11/24/09




*Allow

needs ,
-Balance —flexibility, accountability, eqmt
of administration \




Actions Taken So Far

e Market —Based Adjustments to Group 1; some r6_’

(!

Actions Yet To Be Taken

«Continue market studies and provide market adjust

*Develop the new pay plans L

*Develop links between pay and employee “val '
-Develop compensation training
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FY 2009

FY 2010

FY 2011

FY 2012

FY 2013

1 Preparation | Dry Run & Implement & | Maintain Maintain
& Market Market Market
Adjustments | Adjustments | Adjustments
2 Market Preparation | Dry Run & Implement | Maintain
Adjustments | & Market Market & Market
Adjustments | Adjustments | Adjustments
3 Market Market Preparation |Dry Run & |Implement
Adjustments | Adjustments | & Market Market & Market
Adjustments | Adjustments | Adjustments




Individuals een or will be laid off from their
current classified position within a State agency will be
provided the opportunity to apply for and be offerec
position at or below their current pay grade as long a
the individual meets the minimum qualifications for t
position. \

5

http://www.da.ks.qov/ps/subject/employpreffag.htm



ted disability g
 Unremarried spouse of a service membe

who died while, and as a result of, serv
in armed forces. A

e Spouse of a prisoner of watrr,



than zero of the preferred sele

criteria must be offered an interview anc
considered for the position, regardless of
their total score or their average score.




candldate or is equally competenta  one

or more other candidates, the p05|t|o
must be offered to the veteran.




With nosition, eligible veterans
who apphe or the position and were not -v tec

must be notified in writing, by certified mail or

personal service, that they were not selected fo
position.

http://www.da.ks.gov/p s/aaa/recruitment/veteran':‘, 3




e Candidate must meet Minimum Qualificatid
the Classification \

e Candidate must complete on-line K- Sta o a8 ﬁ
Appllcatlon i |
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 Background check REQUIRED If
employment will exceed six months. _




N

. EO 11246 41 CFR 60-1.12 - Record Retention

http://www.dol.qov/DOL /allcfr/ESA/Title 41/Part 60-1/41CFR60-
1.12.htm A

eAmericans with Disabilities Act — Essential Funct|
http://www.eeoc.gov/facts/adal7.html :

*K-State Search Procedures for Regular and Ter |

Positions !
htt /lwwwkst e
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Create an Opportunity to Recruit Diverse,
Qualified Applicants

 Preview Expectations for Job Performance

* |dentify Criteria for Goals and Performance
Appraisal

. Identlfy Tralnlng Needs



Submit PER-36 to Budget
Office

Creates New Position

Assigns HRIS#
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S ndz ==kl Determines Fit N

with HRIS # to Unclassified Service

RLCLICCRO RN » Determines
RUIINEUVCRNEICil  Appropriate title

SLLIIE SR, Determines Fit in
with HRIS # to Unclassified Service

“L T Determines FLSA

Human Stat
Resources atus




Position Determined ‘

to be Unclassified — - :
Follow unclassified Position Determined to be

recruitment Classified — submit DA-
procedures 281-2 and follow
classified recruitment
procedures




NO Change * Follow Unclassified Recruitment
in DUtieS Procedures

L ¥

e Submit PER-23 and Org Chart to Office of Affirmative

C h an e Action and Division of Human Resources to confirm job
g title and re-evaluate FLSA status

| n D Utl eS  |F change in job title or FLSA status is required, submit
PER-36 to Division of Human Resources







