FC-05-001

UNIVERSITY OF IDAHO COUNCIL – CONSENT AGENDA ITEM

Date:
May 11, 2004

Unit:  Human Resources
University of Idaho Council 2004FBAC-0007
Title:   Faculty Staff Handbook Policies—Minor Changes


Summary of Issue:  The attached FSH policies have been edited to update names and deadlines, and for legal compliance purposes.  (See Attachments A, B, and C).  This item was reviewed by the Finance and Business Affairs Committee on May 4, 2004.  

Background:  The policies have been updated as follows:

Attachment A, Compensation of Classified Employees, FSH 3440—To bring the policy in line with current practice and guidelines regarding signature approval for salary increases associated with reclassifications (C-7) and promotions (C-8).  In addition, Section G. and H. have been revised to bring the policy into compliance with the overtime regulations under the FLSA.  In the past, classified staff members have been allowed to take on a secondary work assignment in addition to their primary one without consideration of the federal overtime regulations for this group of employees.  A recent determination by the Department of Labor has clarified this issue and requires this change.  The revision brings this practice into compliance under the Fair Labor Standards Act.

Attachment B, Performance Evaluation of Staff Employees, FSH 3340—To make name changes and other minor edits, add information on performance development plans (B-1) and to clarify deadlines (A-2, A-7, A-8) for performance evaluations for staff.

Attachment C, Diminished Performance of Employees, FSH 3190—To make a name change and to correct a reference in C.

Recommended Action:  Recommend approving these revisions and forwarding them to Faculty Secretary and the President.

Alternatives considered:  None are applicable.

Strategic Plan Impact:  Having an updated Faculty Staff Handbook and policies that are federally compliant is critical in providing accurate and up-to-date guidance for employees and limiting the university’s legal exposure.

Resource Impact and Implementation:  Request that the Faculty Secretary update the official Faculty Staff Handbook once all councils and the President approve these policy revisions.

Communication: Notice of the FSH 3440 change due to FLSA will be announced in the Employment Services Quarterly Newsletter, the Register, and on the HRS website.
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3440

COMPENSATION OF CLASSIFIED EMPLOYEES
 
 
PREAMBLE: This section outlines the policy and procedure by which the compensation of UI’s classified employees is determined. In its original shape it appeared in the 1979 Handbook; it was rewritten in July 1994 and again in 2003. Unless otherwise noted, the text is as of July 1996. Further information is available from Human Resources (208-885-3609).[ed. 7-97, 7-00, 7-03] 
CONTENTS:
A. General Policy
B.   Authority for Establishing Compensation Policy for UI Classified Employees
C. Administration of UI Compensation Plan  [ed. 7-00]
D. In-Grade Salary Increases
E.   Salary Increases
F.   Compensation for Night Work
G. Compensation for Services Performed Outside of  Regular Duties
H. Questions About Salary Equity
 
A. GENERAL POLICY.
 
A-1. The University of Idaho seeks to provide a high level of responsive service in meeting the needs of students, faculty and staff and the general public. To accomplish this mission, it is the policy of the University of Idaho to provide a total compensation system that attracts and retains employees. Recognizing and rewarding employees for performance in the achievement of service delivery goals and objectives is a foundation of this system.
 
A-2. Compensation practices should be consistent throughout the university, yet flexible to adapt to specific needs. To this end, employees are compensated from a salary schedule that provides pay grades with open ranges.
 
A-3. The University of Idaho seeks to pay competitive job market average salaries and intends that classified employees with at least satisfactory performance should expect to advance within the salary range for the pay grade assigned to a classification. [rev. 7-03]
 
A-4. Advancement within the salary range shall be based on performance criteria, as recorded in the performance evaluation and the ability to achieve the goals and objectives of the particular position. [rev. 7-03]
 
B. AUTHORITY FOR ESTABLISHING COMPENSATION POLICY FOR UNIVERSITY OF IDAHO CLASSIFIED EMPLOYEES. Salary and wage increases for University of Idaho classified employees are made in conformity with state legislation. An annual plan is established by the president in accordance with guidelines issued by the Regents. Initial appointments, promotions, classifications and pay grades, and other matters related to classified employees, are the responsibility of the president or designee. Oversight of the University of Idaho staff personnel system is within the administrative area of the Division of Finance and Administration which reports to the financial vice president. [rev. 7-03]
 
C. ADMINISTRATION OF UNIVERSITY OF IDAHO COMPENSATION PLAN. The assistant vice president for human resources is responsible for maintaining the compensation plan for UI classified employees in conformity with Regents’ policy. No classified employee is to be paid at a rate that is not within the salary range for the class, except as noted in C-5 below. The current salary schedule is available from the office of Human Resources website www.uidaho.edu/hrs. [rev. 7-02, 7-03]
 
C-1. The classification and pay grade of classified positions are established by Employment Services in consultation with the department administrator and with approval of the dean, director, or vice president. [rev. 7-02, 7-03]
 
C-2. The entrance salary for new appointees in any class is ordinarily set between minimum rate and market for that class. In unusual circumstances and when supported by acceptable reasons, appointment at a higher rate may be authorized by the director of employment services and the dean or director. All new appointments are made within the salary range. [rev. 7-02, 7-03]
 
C-3. When an employee is reinstated in a previously-held position or transferred to another position in the same classification, he or she is generally paid at the same salary. Salary adjustments may be agreed upon by the employee, the department administrator, and the director of employment services. [rev. 7-02, 7-03]
 

C-4. The pay grade of a classified position may be changed by any of the following actions:

 

a. "Reallocation." A change of an entire class of positions from the current pay grade in the compensation schedule to another pay grade of either higher or lower entrance salary.

 

b. "Reclassification." A change of a single position from the current class to another class to properly reflect the duties and responsibilities assigned to that position.

 

c. "Refactoring." A change in the number of Hay Points assigned to a class or position.

 

C-5. When a particular class or position is reallocated or reclassified to a lower pay grade, the salaries of incumbent employees who are being paid at a rate higher than the maximum provided in the new grade will not be reduced as a result of the reallocation or reclassification. However, the salaries of such employees will generally be held constant and not be increased thereafter so long as they exceed that maximum rate. At the discretion of the dean or director and in consultation with the assistant vice president for human resources, exemplary performance by such employees may be recognized through a bonus adjustment to salary, effective for one fiscal year only. An employee whose position has been reallocated or reclassified is not required to complete a new six-month probationary period. [rev. 7-02]
 

C-6. When a particular class or position is reallocated to a higher pay grade, the employee will receive a salary equivalent to or higher than his or her current hourly rate. An employee whose position has been reallocated is not required to complete a new six-month probationary period.

 

C-7. When the position of an employee is reclassified to a higher pay grade, the employee will be assigned a salary in the range of the higher grade that provides a salary increase of not less than five percent. Salary increases must have dean or vice president level approval. The reclassified employee is not required to complete a new six-month probationary period. The employee’s department is responsible for providing the funding necessary for the required salary increase. [ed. 7-02, rev. 7-03]
 

C-8. When an employee applies and is selected for a position in a higher pay grade, he or she may negotiate the starting pay within the pay grade for the new position [see C-2 above]. Each promoted employee must successfully complete a six-month probationary period in his or her new position unless the employee was previously certified in that class. (For the effect of demotion on salary see 3360 C-4; for the effect on salary of a recommendation for a merit increase in the previously held position, see B-3.) [rev. 7-03]
 
D. IN-GRADE SALARY INCREASES.
 
D-1. In-grade advancement is not a vested right. While employees should expect to advance within their assigned pay range based upon acceptable performance, advancement is within the discretion of the university. Such advancements are considered as a part of the overall UI budget-setting process and are effective at the beginning of the fiscal year. An employee may advance within the salary range only if certified as meeting the satisfactory service requirements on a written performance evaluation approved for the purpose by the president or the president's designee. Normally, an employee receives only one salary increase per year for satisfactory service. [See also 3380 E.]

 

D-2. Employees who are in probationary status may be recommended for merit increases at the discretion of the department administrator and with the approval of the dean or director; however, merit increases which have been authorized for employees in probationary status are not effective or awarded until the probationary period has been satisfactorily completed. [ed. 7-02]
 

E. SALARY INCREASES. Changes in employee compensation are considered annually by the legislature. Salary adjustments reflecting some or all of the following factors may be approved and implemented in accordance with guidelines for UI classified salary adjustments issued annually by the president:

 

E-1. Changes in the cost of living;

 

E-2. Fluctuations in the market cost of different types of labor, which are reflected in payline adjustments reallocating some classifications to different pay grades;

 

E-3. Merit increases based on individual employee performance as documented by written performance evaluation.

 
F. COMPENSATION FOR NIGHT WORK. A full-time classified employee whose work schedule requires at least 50 percent of his or her working hours during a given pay period to be performed between the hours of 7 p.m. and 4 a.m. is paid an additional shift differential of 5 percent of the employee's hourly rate. The department administrator or designee submits an Electronic "Personnel Action Form" to effect the additional payment. [ed. 7-02, 7-03]
 

G. ADDITIONAL COMPENSATION FOR CLASSIFIED EXEMPT STAFF FOR SERVICES PERFORMED OUTSIDE OF REGULAR DUTIES. A full-time classified exempt staff who is asked to perform services that are not within his/her current job description and are beyond the scope of his/her primary appointment and classification, may be entitled to additional compensation appropriate for the services performed. To be eligible for additional compensation, the services must be performed on a temporary basis beyond the regularly scheduled workweek, and limited in scope (for example, if a programmer teaches a special course on a one-time basis; or if an administrative support staff provides assistance one weekend with a special research project in another unit or college). An Additional Compensation form must be submitted and approved prior to any work being performed for which there will be additional compensation. (See Salary Increase Guidelines at www.uidaho.edu/hrs/policies)  If approved, the employee is put on an Irregular Help – PERSI eligible (IP) appointment via an EPAF.   [add. 7-03]
 
H. ADDITIONAL PAY FOR CLASSIFIED STAFF FOR SECONDARY WORK ASSIGNMENTS. A member of the classified staff must be paid overtime for any work that results in the employee working over 40 hours per week, including a secondary work assignment that is not within his/her current job description and outside the scope of his/her primary appointment and classification. The secondary work assignment must be performed on a temporary basis beyond the regularly scheduled workweek, and limited in scope (for example, if a senior programmer teaches a special course on a one-time basis; or if an administrative support staff provides assistance one weekend with a special research project in another unit or college).  Per federal law, the classified employee must be paid at least 1.5 times his or her regular hourly rate for each hour that is worked over 40 hours per week.  The secondary hiring authority may not offer compensatory time in lieu of cash payment of overtime. The secondary hiring authority is responsible for tracking the hours the employee has worked and coordinating with the primary hiring authority for processing the employee’s pay via a timesheet in PHAHOUR.  If the employee’s wage for the secondary work assignment is set at more than time and a half, the employee should be paid via an Irregular Help – PERSI eligible (IP) appointment.  If the employee is less than full-time, call Employment Services at 885-3728 for additional information.

I.  QUESTIONS ABOUT SALARY EQUITY. An employee who believes that his or her compensation is not equitable first should consult with his or her supervisor, then with the department administrator and/or the director of employment services and, in certain situations, has recourse to the affirmative action officer, the ombudsman’s office or to the grievance procedure for staff employees. [See 3210 A and 3860 A.] [ed. 7-02, rev. 7-03]



ATTACHMENT B

UI FACULTY-STAFF HANDBOOK

CHAPTER THREE:  3340

EMPLOYMENT INFORMATION CONCERNING FACULTY AND STAFF

July 2002

3340

PERFORMANCE EVALUATION OF STAFF EMPLOYEES

PREAMBLE: This section contains those policies and their attendant procedures for those periodic performance reviews of classified personnel and exempt non-faculty personnel.  An original part of the 1979 Handbook, this section was revised in December of 1992, inter alia to reflect changes in step increases.  Unless otherwise noted, the text is that of July 1996.  For further information, contact Human Resource Development (208-885-9164).  [ed. 7-97, rev. 7-98]
CONTENTS:
A.
General Principles
B.
Instructions for Completing the Performance Evaluation Form
A.  GENERAL PRINCIPLES.
A-1.  Performance evaluation is a responsibility of every manager and should be performed in a timely manner for every employee.  The purposes of performance evaluation include but are not limited to: facilitating employee productivity and professional growth, encouraging communication between employees and supervisors, documenting performance strengths and weaknesses, supporting meritorious salary increases or identifying the basis for demotion, disciplinary action or dismissal and motivating improvement in performance.  To assist supervisors, Human Resource Development staff provide training in performance-appraisal techniques through workshops as well as through individual assistance.
A-2.  A formal evaluation of performance should be performed at least once a year, generally during January.  Classified employees who are new to a classification will be evaluated after three months of service in the probationary period and again at the end of the probationary period but no later than six (6) months in the new position. [rev. 7-02]
a.  Performance evaluations may also be conducted at other times at the discretion of the supervisor or department administrator to further assist employees in improving performance or to formally advise them of performance or disciplinary problems. [ed. 7-02]
b.  Supervisors or department administrators (depending on procedures of the department) are responsible for evaluating performance in a responsible and timely manner.  [rev. 7-98, ed. 7-02]
A-3.  The performance evaluation form is a guide for evaluating the performance of all non-faculty exempt staff and classified staff.  Forms for each employee may be downloaded from the Human Resources website (www.uidaho.edu/hrs).  Human Resources notifies department administrators when annual or probationary evaluations are due. [rev. 7-02]
A-4.  The employee's job description provides an objective standard by which performance is evaluated.  Job descriptions for classified positions and some non-faculty exempt staff positions are on file in Human Resources -.  Factors that also are considered include, but are not limited to, ability to work with other employees, record of attendance, and tardiness.
A-5.  Evaluation of performance should be conducted by an employee's immediate supervisor or department administrator (depending on the procedures of the department).  The evaluation should include a discussion between the supervisor and the employee regarding:  (a) what is expected of the employee, including a review of standards of performance in the job description as well as goals and objectives established at the prior evaluation; (b) the supervisor's evaluation of performance for the current period; and (c) developmental activities or performance goals included in the review which will improve performance during the upcoming period.  The employee is expected to participate in the discussion. [ed. 7-02]
A-6.  Following the discussion of performance between the supervisor and the employee, the employee has the opportunity to indicate in writing whether he or she concurs with the evaluation and to enter his or her written comments regarding the evaluation in the "Employee Comments" section of the performance evaluation form.
A-7.  The written evaluation serves as the official record of performance; hence, it should be as complete as possible, signed and dated, and sent to Human Resources no later than the last working day in February.  One copy of the evaluation is given to the employee, and one copy retained in the department and should be referred to when subsequent evaluations are conducted.  The official series of evaluations in HR becomes a record that supports decisions such as promotion or dismissal. [rev. 7-02]
A-8.  A probationary classified employee who receives an overall unsatisfactory performance evaluation is ineligible to be certified as having completed probationary status.  In most instances, an unsatisfactory performance evaluation should be accompanied by a recommendation for demotion or termination of employment.  In rare cases, the probationary period may be extended for up to an additional 90 days, with written performance reviews required at 30 and 60 days, and the final written evaluation completed no later than 90 days.(See APM 50.21)[rev. 7-02]
A-9.  An employee who had previously been certified as having satisfactorily completed entrance probation may also be placed in probationary status following an evaluation which indicates that overall performance is less than satisfactory.  A previously certified employee who receives an overall rating of "needs improvement" or "unsatisfactory" must be reevaluated, with written performance reviews required at 30 and 60 days, and the final written evaluation completed by 90 days with the employee's progress or lack of it recorded.  In the event that an overall rating of satisfactory is not achieved, other steps must be taken; these may include, but are not limited to, probation, demotion, suspension or termination of employment. (See APM 50.21)
A-10.  Performance levels in each criterion evaluated are described as follows:
a.  Outstanding is extraordinary performance well beyond that required for the position. [rev. 7-02]
b. Exceeds Requirements represents performance which is better than that expected of a fully competent employee. [rev. 7-02]
c. Meets Requirements is the performance expected of a fully competent employee and is defined as falling within a broad band of accomplishments ranging between "needs improvement" and "highly competent." [rev. 7-02]
d.  Needs Improvement denotes performance that is less than that expected of a fully competent employee.  It means improvement is necessary.  A rating of this type should be thoroughly discussed with the employee, and the employee placed on 90 day probation.
e.  Unsatisfactory performance is inferior to the standards for the position.  It should be used when an employee clearly fails to perform one or more duties critical to the job and the overall impact of the employee's performance is such that termination of employment is considered and may be implemented.  At the minimum, the rating will be thoroughly discussed with the employee, and the employee placed on 90-day probation.
B.  INSTRUCTIONS FOR COMPLETING THE PERFORMANCE EVALUATION FORM.
B-1.  Refer to the employee's job description and agreed upon performance goals  or Performance Development Plan (PDP) as the appropriate frame of reference for evaluation.  Please attach a copy of the job description and goals (or PDP) to the completed evaluation form. [rev. 7-02]
B-2.  Prepare a draft evaluation in preparation for discussion with the employee.  The supervisor may wish to provide the employee with a blank evaluation form and ask him or her to prepare a self-assessment in preparation for the discussion that may be voluntarily given to the supervisor. [ed. 7-02]
B-3.  Complete the evaluation form, providing examples and written comments as appropriate.  The form is designed for multiple employment settings.  If a particular evaluation criterion is not applicable, please check "NA," provide a brief explanation, and continue to the next criterion.
B-4.  Complete the rating for each of the relevant categories.  Often an employee will have a range of ratings throughout the categories indicating individual strengths and weaknesses.
B-5.  Schedule and conduct a performance review with the employee to discuss the evaluation. Encourage employee participation in this discussion. [rev. 7-02]
B-6.  Offer the employee the opportunity to add written comments in the "Employee Comments" section.
B-7.  The performance evaluation form is to be signed by the supervisor who completes it, and by the employee who receives it.  If the employee refuses to sign the evaluation, the supervisor should note this fact on the evaluation; if so noted, refusal by the employee to sign the evaluation does not mean the evaluation is incomplete.  In addition, each evaluation form is to be reviewed and signed by the department administrator with budget authority.  Subsequent review by senior administrators is an option that may be exercised by those administrators. [ed. 7-02]
B-8.  Please distribute final signed copies of the completed evaluation form as follows:  original to the employee's file in Human Resources s; a copy to the dean's or director's office, a copy to the evaluator's department file; and a copy to the employee. [rev. 7-02]
B-9.  In the event the performance review leads to a recommendation of probation, demotion or termination of employment, see 3360 and 3930.  The supervisor is expected to consult with the director of employment services in these cases.  Should demotion, suspension or termination of employment be recommended, the evaluation must first be reviewed by a senior administrator at the level of dean or director, or above, as well as the director of employment services before the form is delivered to the employee. [ed. 7-02]
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3190

DIMINISHED PERFORMANCE OF EMPLOYEES

PREAMBLE: This section appeared in the 1979 Handbook and has undergone only minor editorial changes since. For further information, contact Human Resources (208-885-3609). [ed. 7-97, 7-00]

 

A. If a decline in the productivity or effectiveness of an employee's performance is observed, the employee's administrative superior should consider the variety of possible causes, other than mere application of effort on the employee's part, that might be responsible for the change. Possible causes include health problems (both physical and mental or emotional), social problems (involving marital or other interpersonal relationships), financial problems, and abuse of alcohol or other substances. It is not the administrator's role to diagnose the problem but to suggest sources of appropriate professional help and to encourage the employee to seek such help.

B. Employees affected by such problems may obtain referral information and advice from Human Resources..

C. The restoration of an employee's effectiveness is in UI's interest as well as that of the employee. Nonetheless, either incompetence in the performance of assigned duties or failure to perform them is cause for dismissal. [See 3910 A for faculty, 3920 A for non-faculty exempt, and 3930 C for classified staff.]  Thus, after reasonable efforts to assist the employee and a reasonable allowance of time for the employee to show improvement, and even though the employee may be blameless under the circumstances, the procedures for dismissal may have to be set in motion.
