50.03 -- How to Prepare Electronic Personnel Action Forms (EPAFs)
Last updated August 22, 2005
A. General. All personnel actions such as appointments, terminations or other changes in employment status, including labor distribution, are processed by means of the Electronic Personnel Action Form (EPAF). Departments should appoint employees by creating EPAFs as soon as employment is accepted or status change is approved. If this is not done a full three weeks before the first pay date following an appointment or change in status, the employee's initial direct deposit will not be received until the second pay date. 

B. Process. EPAFs are electronic documents which travel through approval queues and are applied directly to the Banner database. 

B-1. Deadlines. The deadline for EPAFs is Tuesdays at 5:00 p.m., three weeks prior to the payday. For example, the deadline is 5:00 p.m., 7/1/03 for pay received on 7/18/03. Please refer to the payroll deadline calendar on the Human Resource website at www.hr.uidaho.edu.
B-2. Academic Year Appointment Pay Periods. Faculty on a fifty-percent or more regular academic year appointment shall have their salary paid over twelve months (26 pay periods) as long as there is an expectation for reappointment in the subsequent year. All academic year faculty will have their pay deferred. 

i) Exception. Faculty and staff on less than fifty-percent or on temporary nine-month or mid-year appointments for only one or two semesters shall be paid only over the length of their appointments when there is no expectation of reappointment. 

B-3. Appointment on Holidays. Unless actual work is performed, appointments shall not commence on a holiday. To receive holiday pay without a work requirement, the individual must be appointed and work the work day prior to the holiday or work the day subsequent to the holiday, if terminating. Whenever, possible, new employees should begin their employment on the first Monday of a pay period. 

B-4. Retroactive EPAFs. For EPAFs that affect previous pay periods, a $50 special check fee may apply. If you are trying to retroactively pay a board appointed benefits eligible position, you will need to request a special check from the Payroll Office which will cost $50. If the position is not benefits eligible, you can make the adjustment in the employee’s next paycheck, costing the department nothing. If the employee cannot wait an additional pay period, departments can request a special check from the Payroll Office for a $50 fee. Special checks are processed the Tuesday following payday Friday. 

B-5. Process for Retroactive EPAFs. For payroll cost transfers affecting past payrolls, complete a Payroll Cost Transfer Form [See 55.03], include documentation, and send to the Payroll Office, Campus Mail Stop 4345. [Note: If the position is paid on a grant or contract, send it to the Grants and Contracts Office, Campus Mail Stop 3020.] 

C. Procedure. For instructions on entering an Electronic Personnel Action Form (EPAF), please refer to the Human Resources Information System (HRIS) Module Manual, distributed during the HRIS module training, or at: 

http://www.uidaho.edu/banner/hris. 
D. Information. For further information or questions regarding EPAFs, call Employment Services (208) 885-3728.

50.09 -- Income Tax Withholding
Last updated August 22, 2005
A. General. In accordance with federal and state laws, federal and state income taxes are withheld from the salaries and wages of university employees. Social Security (FICA) is withheld on taxable wages for all employees except full-time University of Idaho students, certain foreign nationals and employees participating in the Federal Civil Service retirement program. 

B. Process. It is the responsibility of each employee to file a W-4 Employee Withholding Allowance Certificate [See Downloads at www.hr.uidaho.edu/] with Human Resources (HR) or Payroll Services. Federal and state taxes will be withheld by the University consistent with the filing status supplied on this certificate. 

C. Procedure. Board-appointed employees file a W-4 Employee Withholding Allowance Certificate during New Employee Orientation at HR. Temporary hourly and student employees file when obtaining a UI work permit at Human resources or other officially designated location.
C-1. Legal proof of an employee's social security number is required when initially completing the W-4 Certificate. Acceptable documents for this verification are an employee's original social security card, other federally issued documents, or driver's license bearing the number. 

C-2. Modifications to this form may be made as necessary by contacting HR. Tax withholding will reflect the employee’s marital status and withholding elections, social security and Federal Hospital Insurance (FHI) withholding will be accomplished pursuant to federal law. 

D. Information. 

D-1 W-2 Wage and Tax Statement. The annual W-2 and Tax Statement, summarizing taxable wages and taxes paid is available by the end of each January. Statements for active board appointed employees will be mailed to their departments. Statements for temporary hourly (including student) employees currently need to be obtained by the employee at the cashier’s window at Business and Accounting Services (located in the Student Union Building) or mailed to the employee if a forwarding address card is completed. Specific dates of availability and distribution methods will be noted in the University of Idaho Register and Argonaut early January. 

D-2. Forwarding Address. When terminating employment with the university, employees should furnish HR or Payroll Services with a forwarding address for the W-2 Statement. Forms for completing this request are available from HR.
D-3. Duplicate W-2 Forms. If a duplicate W-2 Form is needed when the original has been misplaced or destroyed, copies of the W-2 Form can be manually produced by Payroll Services. Because of the extremely tight schedules in producing and mailing out original copies, duplicate forms are not produced until the bulk of the originals are processed and mailed. To request a duplicate W-2 Form, the employee should prepare a memo to Payroll, stating the name, social security number and year of W-2 needed. When submitted to Payroll Services for processing, the employee will be advised as to when the duplicate will be ready. 

50.14 -- Name, Social Security Number, and Address Changes
Last updated August 22, 2005
A. General. Information in the University’s Human Resources Information System regarding an employee’s name, address and social security number (SSN) may be changed upon the request of the employee and submittal of appropriate documentation, if necessary. 

B. Process. Changes to an employee's name, social security number (SSN) and address are entered into the Human Resources Information System (HRIS) only by Human Resources (HR) and the Payroll Departments. Changes are effective with the next available payroll cycle. 

C. Procedure. 

C-1. Address Changes. An employee may request a change of address by submitting a written request to HR. Include name, SSN and new or corrected type of address or the employee may update their own address via the employee web using their PIN. The change will be updated effective with the next available payroll cycle.  The web change will not update the W2 address or check mailing address.
C-2. Name or SSN Changes. An employee may request a name change, for reasons including but not limited to marriage, divorce, change of legal name. 

i) An employee’s name in the HRIS must match the employee's name as it appears on his or her social security card. Therefore, to process a name change, a social security card in the name desired must be presented with the request. 

ii) When requesting the change, completion of new benefit and tax forms may be required. 

iii) An employee’s SSN in the HRIS must match the employee's SSN as it appears on his or her social security card. Therefore, to process a SSN change, a social security card must be presented that accurately reflects the desired change. 

D. Information. Contact HR at (208) 885-3638, (208) 885-3602 (by fax) or Payroll Services at (208) 885-0284 or online at www.hr.uidaho.edu. 
50.20 -- Employment Termination Procedures (Board-Appointed Employees)
Last updated August 22, 2005
A. General. University employment may be terminated due to retirement, resignation, expiration of temporary appointment, layoff, elimination of classified or exempt position, non-reappointment of term appointment, or dismissal. 

B. Process. Retirement and resignation are generally initiated by the employee; expiration of appointment, layoff, elimination of position, non-reappointment, and dismissal are initiated by the university. 

C. Criteria. Procedures applicable to employment termination are matters of university policy which are specified in the Faculty-Staff Handbook (FSH). These procedures must be explicitly followed because they may provide certain rights to employees. The following sections apply, depending on the type of termination, and should always be referred to before proceeding further, when termination of employment is anticipated for any reason: 

C-1. Retirement of All Employees. [FSH 3730].

C-2. Resignation of Classified Employees. [FSH 3940]. 

C-3. Resignation of Exempt Employees. [FSH 3940]. 

C-4. Expiration of Temporary Classified Appointment [FSH 3930]. 

C-5. Layoff of Classified Employees. [FSH 3930]. 

C-6. Elimination of Classified Position. [FSH 3930]. 

C-7. Elimination of Positions--Not Under Financial Exigency . [FSH 3900]. 

C-8. Reappointment, Non-reappointment, or Termination of Faculty and Other Exempt Employees with Term Appointments. [FSH 3900]. 

C-9. Dismissal of Probationary Classified Employees. [FSH 3360 and 3930]. 

C-10. Dismissal of Certified Classified Employees. [FSH 3930]. 

C-11. Dismissal (for Cause) of Exempt Employees. [FSH 3910]. 

C-12. Temporary (Irregular Help) Employees. [FSH 3090]. 

C-13. Reduction in Force Following Declaration of Financial Exigency by the Board of Regents. [FSH 3970]. 

D. Procedure. Procedures, including notification requirements and the time required for advance notice of termination initiated by the university vary with the type of appointment and the type of termination. [See 50.20 (C)]. The following procedures apply to all terminations of employment. 

D-1. Departmental Procedures Prior to Employment Termination. 

i)Review Policy. Review applicable policy concerning the particular type of employment termination being initiated [See 50.20 (C)]. 

ii)Issue Appropriate Notice to the Employee. If the decision to terminate employment is initiated by, or negotiated with, the University, the employee is provided written notice of the decision. 

a) Classified Employees. All written notices to classified employees regarding termination of employment must be developed in consultation with HR and the appropriate departmental administrator. 

b) Faculty and Exempt Employees. All written notices to faculty and exempt employees regarding termination of employment must be developed in consultation with university counsel and the appropriate dean or director. 

iii)Calculate Unused Annual Leave Balance. Refer to departmental records for information on leave taken or anticipated to be taken during the final bi-week of employment. If the employee is paid from a grant or contract, ensure the employee uses up all annual leave prior to employment termination if possible. [See 50.05]. 

iv) Initiate Electronic Personnel Action Form (EPAF). Three weeks prior to the date of termination of employment, the department is responsible to initiate an EPAF terminating employment. The EPAF should include a notation updating the employee's unused annual leave balance (if any) to the date of employment termination. 

v) Refer Employee to HR. Upon approving the EPAF, the departmental administrator or designee provides the employee an exit packet of information concerning his or her options regarding retirement contributions, continuation of health and flexible spending account benefits, and other procedural matters associated with termination of employment [See 50.22]. 

E. Information. Questions regarding employment termination policies and procedures for staff employees and questions regarding continuation of benefits for terminating faculty should be referred to Human Resources, (208) 885-3638. Other questions regarding terminations of employment for faculty should be referred to the Office of the Dean or Provost (208) 885-6448, or to University Counsel (208) 885-6125.
50.21 -- Documenting and Addressing Unsatisfactory Performance of Classified Staff
Last updated August 23, 2005
A. General. Any UI classified employee who receives an overall rating of unsatisfactory or needs improvement as a result of performance evaluation may be placed in a performance-related probationary status that lasts for ninety (90) days. A classified employee in entrance-probationary status who receives an overall performance evaluation of less than satisfactory may be extended in entrance-probationary status for up to an additional 90 days, during which time he or she is ineligible to be certified and is not eligible for a salary increase [FSH 3340] based on performance. A previously certified employee may also be placed in performance-related probationary status following an evaluation that indicates an overall performance of less than satisfactory, or following a violation of university policy. During these 90 days the probationary employee's performance is evaluated every thirty (30) days [FSH 3340]. 

B. Process. After completing a performance evaluation and/or otherwise documenting less-than-satisfactory performance, the supervisor notifies Human Resources and also meets with the employee and notifies him or her that he or she is being placed on probation. The notice informs the employee about the specific performance concerns, actions that need to be taken to improve performance satisfactorily, the time during which improvement is expected, and the consequences for failure to make improvements. The usual duration of performance probation is 90 days, and performance is evaluated at 30-day intervals. If probation is successfully completed, the employee is certified. If probation is not successfully completed, employment may be terminated or the employee may be demoted to a position in which he or she is certified at the discretion of the UI. [See FSH 3360]. The role of HR is to provide guidance to the supervisor regarding the procedural steps to be followed and provide information to the employee about UI procedures and expectations. 

C. Procedure. The supervisor completes an initial employee performance evaluation by comparing the employee's performance to the job description responsibilities [See 50.08]. The performance evaluation may be a scheduled evaluation (such as an annual evaluation, or a routine evaluation during entrance probation), or it may occur following observation of a particular situation or activity. 

C-1. Required Documentation. After completing an evaluation that documents performance as less than satisfactory, and prior to any further action, the supervisor forwards a confidential copy of the evaluation to Human Resources and to the dean or director. A letter informing the employee that he or she is being placed on probation will be developed by the supervisor in collaboration with Human Resources and the dean or director, or designee. The letter will: 

i) Identify specific problems and corrective actions needed. The probationary letter should address specific problems that have been documented and the corrective actions that need to be accomplished during the probationary period. 

ii) Identify the dates of subsequent 30-60-90 day reviews. These dates are to inform the employee and HR when the reviews are to be completed and submitted. If requested, HR will work with the supervisor to ensure evaluations are completed on schedule. 

iii) Identify specific consequences. The probationary letter should incorporate the sentence: "should your performance not improve during this 90-day probationary period, further disciplinary action may be taken, up to and including possible termination of employment". 

iv) Offer assistance to the employee. The letter can also reference employee assistance services available through the Employee Assistance Program (EAP), services which are confidential and free to the employee, and/or training opportunities which may be available and which may help the employee improve performance. 
v)  Develop a performance development plan (PDP).  A performance development plan should be developed by the supervisor to clearly articulate the expectations for success in the position.  A sample form and guidance in developing this performance tool is available from Human Resources.
C-2. Schedule Employee Conference. The supervisor schedules a conference with the employee to deliver the letter and answer any questions. The supervisor should make a note to the file regarding the date and time the letter was discussed, and the substance of the conversation with the employee. 

C-3. Follow Through with Timely Evaluations. The supervisor is responsible to count the days, and specifically to ensure the 3rd review does not go beyond the 90 calendar days (89 days is permissible, 91 days is not). 

C-4. Consult with HR. The supervisor should consult with the Director of Employment Services, or designee, and the dean or director of the employee’s college or administrative unit (or designee) prior to completing the 90-day evaluation if demotion or termination is recommended. 

i) If performance has improved, the employee will become certified in the position. 

ii) If performance has not improved and it appears that demotion, suspension termination or other disciplinary action will be recommended, the Director of Employment Services will advise on the procedures to be followed. These procedures are legally required, and involve providing the employee with notice of contemplated action and an opportunity to respond before the final decision on the action is made or the action is initiated. [See FSH 3360 and 3930] 

D. Information. Questions or problems regarding the progressive probationary process can be addressed to the Director of Employment Services in Human Resource Development (208) 885-3616. 

50.35 -- Compensation Guidelines for Exempt Positions
Last updated August 23, 2005 

A. General. Upon request, Employment Services in Human Resources assists administrators in establishing appropriate salaries for exempt positions by working with departments to suggest appropriate titles and create or update effective, results-oriented job descriptions and by analyzing duties of a position and comparing those duties with similar positions at comparable universities. Employment Services also assists in reviewing vacant positions to ensure that each appointment that is submitted for Board of Regents approval meets the criteria for exempt employment status and ensures that the university is in compliance with federal and state regulations. 

A-1. Evaluation Criteria. Criteria used for this review and analysis include applicable provisions of the federal Fair Labor Standards Act (FLSA), the Americans with Disabilities Act of 1990, and state of Idaho codes. 

B. Process. Administrators desiring assistance in establishing or reviewing salaries for exempt positions should contact Employment Services at (208) 885-3611. 

C. Procedure. 

C-1. Procedures for Initiating Review. 

i) Departmental Action. The departmental administrator provides the classification and compensation analyst with an electronic copy of a draft job description. The information should include an approximate percentage of time needed to accomplish each element, notations by each element designating whether it is essential or marginal, and minimum and desirable qualifications needed to successfully perform the position duties [See 50.55]. 

ii) Employment Services Response. Based on the results anticipated and the duties described in the draft job description, Employment Services will consult with peer institutions’ data and refer to salary surveys. The analyst will also perform Hay point factoring (Idaho's job evaluation system) for the position. A salary range, including a minimum, market, and maximum rate of pay is then recommended to the hiring administrator. If the position does not comply with state or federal law as an exempt position, alternative courses of action will be recommended to the hiring administrator. 

iii) Exception. University initiated review. Exempt positions may be reviewed at any time upon the written request of a departmental administrator which bears the written approval of the appropriate dean, vice president, or the provost, or when Employment Services has received information that the position may not comply with federal laws or regents policies regarding exempt employment. 

C-2. Actions following Review 

i) Actions Relating to FLSA Requirements. 

a) Positions subject to FLSA Wage and Hour Requirements. If the Employment Services review determines that the position is subject to the wage and hour requirements of the FLSA, the administrator will be advised that the position needs to be converted to classified status. (This is necessary because the FLSA requires payment of overtime compensation at the time-and-a-half rate for hours worked over 40 hours in a workweek whereas persons in exempt positions are not eligible to earn overtime compensation.) To correct this situation and comply with FLSA requirements, the conversion to classified status must occur the following pay period and it is necessary to track hours worked each week. 

(1) In some situations, it is possible that all overtime worked during the prior three years would be payable or banked at the time-and-a-half rate if requirements of the FLSA had applied to the duties of the position during that time. 

b) Positions not subject to FLSA Wage and Hour Requirements. If the Employment Services review confirms that the position is not subject to FLSA wage and hour requirements, the position will remain exempt.

 
ii) Salary Adjustments. 

a) Exempt Positions Converted to Classified Positions. If the exempt position is to be converted to a classified position, the conversion and salary adjustment (if any) must occur at the beginning of the first pay period after approval in writing by the dean or vice president. The salary must be within the range of the classified pay grade to which the position is assigned. 

b) Exempt Positions Not Converted to Classified Positions. Because exempt employees work on annual contracts wherein the annual salary has been agreed to in advance by both the employer and employee, absent a written statement explaining compelling justification, salary increases are offered to exempt employees only at the beginning of the next contract period (assuming the employee is re-appointed). Compelling justification warranting a salary increase during the contract period could include, but is not limited to, reasons such as: 

(1) A finding by the affirmative action officer that the salary is inequitable on the basis of protected status; 

(2) Determination by Employment Services that the salary is below the minimum salary prescribed by Idaho code for exempt employees. 

(3) Temporary assignment of additional duties on a short term basis. 

(4) Verification that, because of constraints on external support salary sources, the employee's annual salary increase occurs on a date other than at the beginning of the University fiscal year. 

(5) Significant additional responsibilities. 

c) All Salary Adjustments for Exempt Positions Require Regents Approval. Pursuant to Idaho State Board of Education Governing Policies and Procedures Section II, D, 3, any mid-year salary adjustments for exempt employees require regents approval. 

D. Information. Any questions regarding compensation guidelines for exempt positions should be addressed to Employment Services at (208) 885-3611. 

50.36 -- PERSI Enrollment for Temporary Hourly Employees
Last updated August 23, 2005

A. General. Temporary Hourly (TH) employees who are not full-time students are required to participate in the Public Employees Retirement System of Idaho (PERSI) when criteria from Idaho Code Chapter 13 Title 59, are met--e.g. when an employee is anticipated to work half time or greater for five consecutive months or longer. 

B. Process. At the time an individual is hired into a TH position posted in the Applicant Tracking System (ATS), the departmental administrator should state whether the employee is expected to work half time or greater for five months or longer. If so, Employment Services advises the administrator to authorize PERSI enrollment at the time of initial employment processing, and to advertise the appropriate applicable benefits. If the administrator does not anticipate that the employee will work half time or greater for five months or longer, the employee is not enrolled in PERSI initially. If hours actually worked exceed the PERSI enrollment threshold, Benefit Services notifies the department(s) and the employee regarding the options available approximately four months from the date of hire. 

C. Procedure. Benefit Services will notify the department(s) and the affected employee when the individual has completed four months of service at 40 hours or more per bi-week (or 20 hours per week). When these criteria are met, the employee and department have the following two options: 

C-1. Procedure Option 1 -- Authorize PERSI Enrollment for the TH Employee. Option 1 assumes that the cost of PERSI enrollment can be absorbed by the budget(s) from which the employee is paid, and that the employee is agreeable to enrolling into PERSI. The following actions are necessary for Option 1: 

i) Employee Contributions. When the TH employee enrolls into PERSI, he or she will begin paying an employee retirement contribution. For current rates of contribution contact Benefit Services at (208) 885-3697. 

ii) Employer Contribution. When the TH employee enrolls into PERSI, the budget(s) which support the employee will be charged an increased fringe benefit cost to cover the employer’s share of PERSI contributions and the cost of annual leave and sick leave which will start accumulating based on hours worked. For current contribution rates contact (208) 885-3697. 

iii) Retroactive Contributions. Since PERSI contributions are due from the date of employment for newly enrolled employees, it is necessary retroactively to collect the first five month's contributions from both the employee and employer. Employer and employee obligations are processed as follows: 

a) Retroactive employer contributions. Upon PERSI enrollment, five months of employer contributions will be deducted immediately from the budget(s) from which the TH employee is paid and remitted to PERSI. 

b) Retroactive employee contributions. The employee may elect to have five months worth of employee PERSI contribution deducted from his or her next biweekly paycheck, or the employee may elect to have double contributions deducted from his or her paycheck for up to six months without interest being charged. 

C-2. Procedure Option 2 -- Avoid PERSI Enrollment for the TH Employee. Option 2 assumes that PERSI enrollment is not desired by either the employee, or the department, or both. It is necessary either (1) to reschedule the employee's hours so that he or she regularly works less than 40 hours per biweekly period or (2) terminate the employment of the individual. 

D. Information. 

D-1. PERSI Enrollment Obligation is based on Total UI Employment. When TH employees work for multiple budgets and/or departments and/or other state agencies, the cumulative hours worked in all departments apply toward the 40 hours per bi-week threshold for PERSI. Accordingly, the employing departments must be aware of the potential PERSI enrollment obligation and be prepared to absorb the additional pro-rata fringe benefit cost. Departmental administrators should check with each TH employee to determine whether or not he or she works additional hours for other departments. 

D-2. Comparison of the Effect of PERSI Enrollment Fringe Benefit Rates. For current rate comparison information contact Benefit Services at (208) 885-3697. 

D-3. Questions. For questions or additional information regarding retirement plan participation requirements for temporary employee PERSI benefits, or information or questions regarding retirement benefits, please call Benefit Services at (208) 885-3697.

50.51 -- Requests for Job Reclassifications
Last updated September, 12 2005
A. General. The classification of a position determines the pay grade to which it is assigned. UI, and other state agencies, follow the Hay System when analyzing the duties of non-faculty positions to determine the classification. Classification decisions are not based on an employee's job performance or on a comparison to the work that other employees perform. At UI, classification reviews are performed in Employment Services in Human Resources (HR). Reclassification decisions may be appealed. Procedures for requesting a reclassification appear in section C-1, procedures for appealing reclassifications appear in C-2.

The reclassification process is for classified (CL) employees only. For exempt (EX) employees, the promotion process found in the Faculty Staff Handbook 3370 should be followed. 

B. Process. The classification analyst will perform a job analysis to determine the appropriate classification at the time the position is established, or subsequently when an approved request is received in HR. Reasons for reclassification may include: a significant change in job responsibilities and tasks either requiring higher level knowledge, skills and abilities (upward reclassification), a significant change in job responsibilities and tasks requiring the same level of knowledge , skills and abilities but a change in title (lateral reclassification), or a significant change in job responsibilities and tasks requiring a lower level knowledge, skills and abilities (downward reclassification.  Note: The downward reclassification is not tied to job performance.  See APM 50.21 for information regarding demotion of Classified employees.) The employee must be performing the new duties for six months or more prior to the submission of the reclassification paperwork. The division or unit submitting a request for reclassification provides the funds for any necessary salary increase that results from the review. Implementation of reclassifications is normally effective at the beginning of the fiscal year. Departments may implement changes retroactively to the date following the six-month period the incumbent has been performing within the new classification. Classification decisions may be appealed.

C. Procedure.
C-1. Procedure for requesting job reclassification. The following procedures should be followed in requesting a job reclassification for university employees.

i) Obtain Reclassification Packet. After the employee has been performing the new duties for at least six months, obtain the reclassification packet from the HR website: http://www.hr.uidaho.edu/default.aspx?pid=5632 or call HR at (208) 885-3611 for directions.

ii) Complete Job Description. Complete a results-oriented job description on the form provided and attach a copy of the previous job description on file, together with an organization chart showing where the position fits in the department or administrative unit.  The job description may be sent for review prior to submission of the reclassification, however, additional changes may be requested upon review of the reclassification questionnaire.
iii) Complete Questionnaire. Complete the Position Review Reclassification Questionnaire.

iv) Obtain Authorizing Signatures and Submit Completed Packet. Obtain the required signatures of the supervisor, dean or director, and appropriate provost or vice president. Submit to Employment Services the entire packet of material for reclassification evaluation. Materials in this packet should include:

a) Proposed new results-oriented job description.
b) Copy of the previous job description.
c) Organization chart.
d) Position Review Reclassification Questionnaire.
e) Completed signature sheet with appropriate sign-offs indicating the source of funds (budget number) from which the upgrade would be funded.

v) Email Revised Job Description. E-mail an electronic copy of the new results-oriented job description (see iv. a) to Employment Services at melissad@uidaho.edu. 

vi) Desk Audit. A classification analyst from Employment Services may conduct a desk audit of the position by meeting in person or over the telephone with the incumbent to review the reclassification questionnaire and job description. The analyst may also meet in person or over the telephone with the supervisor to obtain additional information and confirm concurrence with responses provided by the incumbent.

vii) Calculation of Hay Points. A comprehensive analysis of the position is completed and the position is Hay point factored by the analyst to determine job value based on the knowledge, problem solving, accountability and working conditions of the position.

viii) Written Recommendation. A written recommendation is sent to the dean or director of the unit with copies to the supervisor, Affirmative Action Coordinator, and incumbent attached for appropriate distribution.

ix) Action by Department. Within 30 days of receiving the reclassification recommendations from Employment Services, the dean or director has the responsibility to take one of the following courses of action. Allowing the employee to continue working out of classification is not an acceptable option. 
a) Make the decision to implement the recommendation; or
b) Return the recommendation to the analyst in Employment Services asking which duties should be pulled in order to sustain the current title and pay grade; or
c) Determine which duties should be added to be able to upgrade the position; or
d) Return the recommendations to the analyst in Employment Services to consider a different classification.

Once approval of funds to support the position reclassification is received from the appropriate provost/vice president, the department will need to initiate a Personnel Action Form (EPAF) on the University Banner HR system to start the new rate on the Sunday of a new pay period, and forward the new signed job description to HR for the incumbent’s personnel file. 
C-2. Procedure for appealing a reclassification.
i) Notice of Appeal. If after having a follow up meeting with the classification analyst, the supervisor and the employee do not agree with the final classification decision made by HR, then the classification appeal process can be initiated. Appeals of Employment Services classification decisions are submitted directly to the vice president of finance and administration. A Notice of Appeal form must be filed with the vice president for finance and administration, with a copy to the Classified Position Appeals Board (CPAB) chair, within thirty calendar days of the date the notice of the Employment Services decision was received by the supervisor and by the affected employee.

ii) Hearing Schedule. The vice president for finance and administration will notify the director of Employment Services that a Notice of Appeal form has been received and that an advisory opinion is being requested from the CPAB. The vice president will request that Employment Services supply seven copies of available documentation to the CPAB chair within 10 working days. CPAB will schedule a hearing at the earliest time convenient for all parties.

iii) Hearing. The director of Employment Services, the classification analyst, the employee, and his or her supervisor will be notified of the date, time, and place of the hearing by the CPAB chair. The hearing will proceed as follows: the analyst from Employment Services will present the basis for the recommendation that was made; the employee or supervisor, or both, will present reasons for disagreement; the classification analyst will be given time for closing comments as will the employee and the supervisor. The board may ask questions for further clarification after the presentations. The board will then meet in closed session for deliberation and to develop a recommendation to be submitted to the vice president.

iv) Decision. The CPAB will forward its recommendation to the vice president for finance and administration. The vice president will review the recommendation, make a decision, and notify the employee, the employee's supervisor, the director of employment services, the classification analyst and the CPAB chair of the final decision.

E. Information. Information regarding position classification procedures, requests for reclassifications, and appeals of classifications may be obtained from Human Resources, (208) 885-3611 or employment@uidaho.edu.

50.53 -- Temporary Hourly Employment
Last updates August 23, 2005
A. General. Temporary employment (Temporary Hourly or TH) positions are paid on an hourly basis as the services are needed. TH positions are not board-appointed positions. Employment can be terminated at will with twenty-four (24) hours notice and the employee has no expectation of continuing employment. 

A-1. Establishment of Temporary Hourly (TH) Positions. A Temporary Hourly (TH) position is established when there is a temporary or intermittent need for services not to exceed 1385 hours per year. If the temporary services are expected to exceed 1385 hours per year, the departmental administrator should consider establishing a temporary board-appointed position. Departmental administrators are authorized to engage temporary help to be paid from the department's budgets on an hourly basis. All TH positions are covered by FLSA so hours worked over 40 per week are paid at 1.5 times the hourly rate. TH employees do not accrue compensatory time. 

i) Short-term Clerical Positions. Departmental administrators seeking part-time, short-term intermittent or replacement TH clerical employees are encouraged to contact Employment Services in Human Resources regarding the Secretarial Technical Assistance Resource (STAR) program. Application materials completed by individuals on the STAR roster seeking temporary or part-time employment are available for departmental administrators to review. 

ii) Exception. Teaching Assistants (TAs) and Research Assistants (RAs) serve pursuant to wage agreements which specify the hourly wage to be paid over the period of an academic or fiscal year. In all other respects, these employees are student TH employees whose terms and conditions of employment are described below.) 

A-2. Fringe Benefits. TH employees are not eligible for health, life, dependent life, accidental death and dismemberment insurance, or short or long-term disability insurance. Eligibility for a Vandal Card, annual leave, sick leave and pay for holidays on which they do not work is contingent on participation in the Public Employees Retirement System of Idaho (PERSI). 

i) Social Security. TH employees who are students enrolled half-time or greater do not participate in Social Security. 

ii) Retirement. TH employees not working at least 20 hours a week are not eligible to participate in PERSI. Those working more than 20 hours a week are eligible if they work at least five consecutive months and are not full-time students. Those who are eligible are required to participate in PERSI. 

a) If, at the time of initial employment, the employer anticipates that the employee will qualify for participation in PERSI (because the employee is not a student employee and employment is anticipated to average 20 hours or more a week for five months or longer), the administrator should authorize PERSI enrollment for the employee. 

b) If the duration or amount of employment is not projected to exceed an average of 20 hours a week for five months, or if the amount or duration of employment are not known, the employee may defer participation until five months have elapsed. 

c) In the event the employee actually works an average of 20 hours a week or more for five months or longer, he or she is required to enroll in PERSI. Retroactive contributions to PERSI for the 5 month period is required by state law. Retroactive adjustments for annual and sick leave accruals are credited to the employee’s leave banks, but retroactive holiday pay is not. 

d) If the employee elects to participate and then does not in fact work more than 20 hours a week for at least five months, he or she is entitled to a refund of the PERSI contributions. 

e) Departmental administrators are responsible for notifying Benefit Services, in writing, when an TH employee who is expected to qualify for participation in PERSI is hired and which of the options above the employee has chosen. 

f) Benefit Services will inform all employers and TH employees not already participating in PERSI that the TH employee is required to enroll in PERSI because he or she has worked 20 hours or more per week for 5 consecutive months. The employers and employees must then agree on one of the following options: (1) termination of employment, (2) a reduction of hours to less than 20 hours per week, or (3) enrollment of the employee in PERSI. 

iii) Sick and Annual Leave. 

a) TH employees who are paid for 40 or more hours in a biweekly pay period of 80 hours and who participate in PERSI accrue vacation and sick leave on a pro-rata basis at the rate of .0462 hours of vacation leave and .0462 hours of sick leave for each hour they are paid. TH employees who do not participate in PERSI do not accrue sick or annual leave. 

b) If an employee is transferred from TH status to regular Board appointment, he or she accrues vacation leave and sick leave, on the basis described above, from the date of his or her initial employment or July 1, 1979, whichever is the latter. 

iv) In compliance with the Family Medical Leave Act of 1993, the UI will provide up to 12 weeks of unpaid leave to eligible employees for certain family and medical reasons. Employees are eligible if they have worked for the UI at least one year and for 1250 hours over the 12-month period before leave begins. 

B. Hiring Temporary Employees. The term “Temporary” includes student hourly positions.
B-1. Responsibilities.

Departmental administrators must be able to document that TH recruitment, employment and other personnel actions fro TH employees are conducted in a manner consistent with the principles of affirmative action and equal opportunity.  Human Resources provides assistance in classifying positions, determining compensation ranges, writing job descriptions, recruiting, hiring, ad verification of I-9 status.  To provide guidance with compliance of UI policies and legal requirements, and to assist with recruiting qualified candidates, Employment Services offers the online Applicant Tracking System (ATS).  For more information on how to post a temporary position, contact Employment Services at (208) 885-3737.
B-2. Process. 
i) Develop the Job Description or contact Human Resources for assistance.  Contact your Affirmative Action Coordinator to gain access to post your job and receive applications using the online Applicant Tracking System.  Review applications, interview applicants, and select the best qualified candidate.  Employment Services may have a roster of applications for some positions available for departmental administrators to review within 24 hours notice to reduce recruitment time.  For more information contact Employment Services at (208) 885-3737.



a)  A list of exceptions to conducting a temporary search, approved by the Human Rights Compliance Officer, is available on the Human Resources website at www.hr.uidaho.edu, or contacting (208) 885-3737.

ii) Persons needing to hire employees for out-of-state positions through the University must contact the Risk Management Officer at (208) 885-7177 BEFORE hiring to ensure worker’s compensation coverage. Penalties can be assessed for failing to maintain worker’s compensation coverage. 

iii) Advise the selected applicant to visit Human Resources to present verification of eligibility to work and complete payroll, Social Security, tax withholding, and related documents, and receive information about UI employment, before beginning employment. 

a) Exception. Appropriate alternate arrangements are made for persons employed at locations away from Moscow. 

iv) Appoint the employee by entering on on-line Electronic Personnel Action (EPAF) form [See 50.03], before employment begins and after appropriate benefit and tax forms are completed. 

B-2. Payroll Processing. The employing department enters hours worked on the on-line Banner PHAHOUR screens. The hours worked and any annual or sick leave used are entered on the on-line systems by 5:00 p.m. on the Tuesday after the end of the pay period [See 55.05]. 

B-3. Sick and Annual Leave Reporting. Employing departments are responsible for maintaining vacation and sick leave records for their TH employees and entering leave used into the on-line systems each pay period. For step-by-step instructions on entering leave taken and time worked, see HRIS Banner instructions distributed during HRIS module training. 

B-4. Information. Additional information regarding job descriptions, hourly rates, hiring, payroll processing, benefits and other conditions of employment for student and temporary hourly employees may be obtained from Employment Services at (208) 885-3737 or employment@uidaho.edu. 

B-5. Establishing Rate of Pay. The rate of pay for all TH should be based on a defined job description. Employees must be paid at or above the current minimum wage and at a rate consistent with the job responsibilities. Departmental administrators must be able to document that TH recruitment, employment and other personnel actions for TH employees are conducted in a manner consistent with the principles of affirmative action and equal opportunity. 













































50.54 -- Human Resources' Mailing Lists 
Last updates August 23, 2005
A. General. Mailing lists are available through Human Resources (HR) by employee group (e.g. deans, department heads, officers, classified, etc.) or by employee title (e.g. administrative assistant, coordinator, custodian, teaching assistant, etc These lists are intended for official departmental use, including such mailings as questionnaires, surveys, invitations, fliers, etc. 


B. Process. Departments requesting mailing lists for university purposes should contact HR. Lists will normally be available by e-mail three days from the date of request. 
C. Procedure. To order mailing lists, contact Human Resources, (208) 885-3860 or e-mail hris@uidaho.edu and provide the following information: 

C-1. Specify list criteria. 



Identify the type of employees, whether on-campus or off-campus; departmental or home address; group of employees, i.e., faculty, exempt, or classified. 

D. Information. Additional information about  lists available, and the purposes for which they may be used, is available from Human Resources at (208) 885-3860 or hris@uidaho.edu. 

50.55 -- Writing Results-Oriented Job Descriptions 
Last updated August 23, 2005
A. General. Results-oriented job descriptions are written statements of the results that must be accomplished, the duties that must be performed in order to accomplish the results, and the minimum qualifications needed to perform those duties. Job descriptions provide a base to which management and employees can refer when questions arise. They provide the employee with a clear definition of the skills needed, the duties expected to be performed, the relative importance of priority of duties and responsibilities, the results that are expected, and the criteria to be considered in evaluation of performance. 

B. Process. Job descriptions for new positions are prepared prior to recruitment by the administrator responsible for hiring, with assistance from Employment Services in Human Resources. Job descriptions are the “measuring stick” by which employee performance is evaluated; therefore, job descriptions for continuing employees are reviewed annually by the supervisor, with the employee, and revised if necessary. 

C. Procedures. To prepare a results-oriented job description (or to convert an existing job description to the results-oriented format), the administrator determines the desired results and identifies representative duties which will accomplish each result. Included are examples of specific tasks, types of equipment that must be operated and the frequency of operation; potential exposure to chemicals, human or animal fluids or secretions, vapors, dust or hazardous materials; educational requirements, certificates or licenses; work schedules; skill requirements, and necessary physical abilities. Essential and marginal functions, and the approximate percent of time allocated to each process, are identified. All job descriptions should contain the following specific elements of information: 

C-1. Job Title. Use the official title of the position. Each title has a title number. Employment Services maintains the university's title table and this information is available by contacting Employment Services at (208) 885-3611. 

C-2. Job Summary. A statement that highlights the major purpose and functions of the position. The purpose of the job summary is to give the employee an overall impression of the scope of work. 

C-3. Reporting Relationship. Include an organization chart which shows where the position fits into the department or unit. The chart should show the title to which the position reports and the titles of employees supervised, if any. 

C-4. Responsibilities. Identify the results to be accomplished and provide examples of major duties and responsibilities which will accomplish those results, listing them in order of importance. Also include the percentage of time to accomplish each result. The sum of the percentages must equal 100%. Identify each duty or result as essential or marginal. Essential elements of a position identify the need for the position, i.e., the reason the position exists. Marginal elements are required to be performed, but are not the reason for which this particular position exists and usually require a small percentage of time. 

C-5. Minimum Qualifications. Summarize the knowledge required, the experience and education, the physical demands, any licenses or certificates required, and the equipment to be used on the job. Minimum qualifications must be tied to the essential duties and responsibilities. Applicants who do not meet minimum qualifications cannot be forwarded to the search committee. 

C-6. Additional Desirable Qualifications. Education or experience that is desired but not required. Examples might include specific scores on clerical exams, typing speed, knowledge of a particular software product. 

D. Information. 

D-1. Equal Opportunity Employer. The University of Idaho follows federal and state regulations in the employment process. These include but are not limited to the Fair Labor Standards Act, Affirmative Action, Equal Employment Opportunity, Americans With Disabilities Act, Age Discrimination in Employment Act, Vietnam Era Veterans Readjustment Assistance Act, State of Idaho Codes affecting employment and other applicable regulations. Employment Services, the Affirmative Action Office, and Auditing Services assure that the University of Idaho is in compliance with these regulations. Questions about any of these codes, regulations or procedures may be addressed to the compensation and classification analyst in Employment Services. 

D-2. Preparation of Results-Oriented Job Descriptions. The Employment Services analyst is available to offer assistance in the development or revision of the results-oriented job descriptions. Forms are available at www.hr.uidaho.edu/downloads to help organize the material in the standard UI format. Contact Employment Services at (208) 885-3611 or employment@uidaho.edu.
50.56 -- Organization Development and Learning Checkout Process 
Last updated August 23, 2005
A. General. Organization Development and Learning (ODL) offers a library of books, video tapes, and other resources, most of which are available for loan to on-campus and off-campus departments and individual employees. A wide variety of topics are available. 

B. Process. Departments contact ODL to schedule loan of resources. ODL insures and ships resources to the department or location, and provides instructions for return. (Returns must be insured by departments and returned by date specified.) On-campus borrowers must come to the Human Resource office, fill out the borrower agreement, and return the resource directly to HR in person, not via campus mail. 

C. Information. A complete list of resources is available at the ODL web site http://www.hr.uidaho.edu/odl  , or by contacting ODL at (208) 885-9161. 
