Delta State University FY2013 Unit Level Report
Department: Human Resources Dept.

Unit Missions

“HR Mission Statement

Mission statement
"To contribute to Delta State University's strategic and operating success, and enhance the quality of
work for all our employees.”

Human Resour ce Foundation Principles

Understand the business environment in which we perform

Protect the dignity of our employees

Demonstrate a true service orientation

Pursue innovative approaches to human resource management

Practice teamwork and mutual support within the human resource function
Demonstrate principled |eadership

Act with integrity and high ethical standards.

Human Resour ce Strategic Plan

Ensure a working environment that emphasizes open communication, respect for the
individual, and a healthy balance between work, personal, and family life; and awork
environment which ensures that empl oyees derive a sense of accomplishment, contribution,
and pride from their association with Delta State University.

Establish a culture that values individual diversity, and emphasizes devel oping employees and
their leadership capabilities.
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User Outcomes

£HR 01: UO Timely Processing of Job Postings
Start: 7/1/2012
End: 6/30/2013

User Outcome

Job postings will be processed within two business days from the creation of ajob positing to the time
Human Resources receives approval to post an announcement. The job posting automated through
PeopleAdmin will enhance institutional effectiveness and to assure high-quality, diverse faculty and
staff are recruited.

Data Collection (Evidence)

« Datacollection will begin each new fiscal year and will be analyze three to four times a year to
ensure positions are posted within two days from date of approval.

o Modifications will be made and research will be conducted to determine why job postings are
not processed within two business days and documented accordingly.

o PeopleAdmin will record when ajob isinitiated to the time it is posted.

Results of Evaluation

In the table below are the number of days lapsed between the times the job announcement was created
to the date it was posted.

|Same Day | 3100 | 27.68% |
1 Day | 22.00 || 19.64% |
2 Days | 500 | 446% |
13 Days | 800 || 7.14% |
4 Days | 15.00 | 13.39% |
|5 Days | 800 || 7.14% |
6 Days | 400 | 357% |
|7 Days | 400 | 357% |
8 Days | 200 || 1.80% |
19 Days | 000 | 000% |

|

l10ormoreDays || 13.00 || 11.61%

112 job announcements were posted from July 2012 — June 2013

e 51.78% job postings were processed within 2 business days or |ess.
o 48.22% job posting were processed 3 days or greater.
 ElJob Posting Data
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Use of Results and Recommendations

Results show that 51.78% of the job announcements were posted within 2 days from the time the
position was created in PeopleAdmin to the time Human Resources received notification that ajob was
eligible to post. With the implementation of PeopleAdmin, the evaluation system has been atered from
the original way datais collected. A department head can create a position and then wait to move the
job announcement to the next approver. Depending on the circumstances, a position can remain in the
queue for days until the next approver has logged in the system to approve the job announcement or
until the department is head is ready to move the position along. Documentation is needed to address the
Issues as to why job announcements are created and not routed to the next approver in atimely

fashion. With the proper training and assistance, the number of days to create and post a position will
decrease. Recruiting guidelines and policies are established to ensure that an approved position is posted
within two business days. Human Resources is committed to enhancing institutional effectiveness by
ensuring qualified candidates are recruited and hired.
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£HR 02: UO Timely Processing of Employment Action Forms
Start: 7/1/2012
End: 6/30/2013

User Outcome

Employment Action Forms (EAF) forms are processed within three business days from receipt. By
processing Employment Action Forms within three days will enhance institutional effectiveness and
to assure high-quality, diverse faculty and staff are recruited and retained.

Data Collection (Evidence)

o Excel will be used to record the date the EAF form is received and the date it is processed.
Excel will calculate the number of daysto process an EAF form.

o Datacollection will begin each new fiscal year and will be analyze three to four times a year
to ensure Employment Actions Forms (EAF) are processed within three days from date of
approval.

« Modifications will be made and research will be conducted to determine why Employment
Actions Forms (EAF) are not processed within three business days and documented
accordingly.

Results of Evaluation

966 (97.98%) EAFs were processed on the same day of receipt or when eligible to process
11 (1.11%) EAFs were processed within 1 day of receipt or when €ligible to process

0 (0%) EAFs were processed within 2 days of receipt or when eligible to process

2 (.20%) EAFs were processed within 3 days of receipt or when eligible to process

6 (.61%) EAFs were processed within 4 days of receipt or when eligible to process

0 (0%) EAFs were processed within 5 days of receipt or when eligible to process

1 (.10%) EAFs were processed within 6 days of receipt or when eligible to process

986 EAF forms were processed from July 2012 - June 2013.

99.29% EAF forms were processed within 3 business days or |ess.
.71% EAF forms were processed 4 days or greater.

« HIEAF Form Tracking Data

Use of Results and Recommendations

Results show that 99.29% EAF forms were processed within 3 days of receipt or when they became
eligible for processing. Correct documentation attached, bi-weekly payroll cycle completed, and/or
proper tax forms received are circumstances that would regquire Human Resources to hold an EAF
form until it becomes eligible for processing. Results show that Human Resources is dedicated to
ensure all status changes and new employees are processed timely and efficiently. With the addition
of the Employment and Benefits Administrator processing the EAF forms, the number of processing
days have been reduced. Human Resources will continue to process EAF forms that are submitted
before the payroll deadline within three business days to ensure that the employee(s) is/are timely
paid and/or changes to the employees' accounts are reflected within a particular payroll

cycle. Continuous trainings will be provided to department heads on the proper paperwork needed
in order to process the EAF forms correctly. Delays in processing forms are due to incorrect
paperwork or no paperwork, such as 1-9 forms, tax forms, etc. being submitted with the EAF.
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Unit Goals

#:HR 2013 01: Training and Services
Start: 7/1/2012
End: 6/30/2013

Unit Goal
Determine the services and trainings employees would like Human Resources to provide and
design/present the training program.

Evaluation Procedures

Conduct a survey prepared by Institutional Research and Planning to determine trainings and
services needed. Human Resources will research and present the varous trainings to employees.
Training manuals will be provided. The Human Resources Strategic Training Seminar handbook
will be updated.

Actual Results of Evaluation

A survey was created to evaluate Human Resources customer service and to seek interest in benefits,
services, and seminars/sessions. Institutional Research and Planning will conduct the survey through
Survey Monkey to solicit opinions anonymously fiscal year 2014.

The Human Resources Strategic Training Manual was updated with in May 2013 and trainings were
conducted on June 5-6, 2013 to department heads. Training handouts were given to each participant.
A complete manual is available in the Human Resources Office

PeopleAdmin and entering Leave Time through Banner trainings were held on June 3-4, 2013 to
timekeepers, hiring managers, department heads, and other users as needed. Training handouts were
given to each participant.

% '%'JHR Strategic Training Manual
% IIf'JPeopIeAdmin Handout
o MIPHATIME Handout

Use of Evaluation Results

Human Resources provided improved communication and benefit servicesto the campus and is
viewed as a strategic partner. Recruiting guidelines were given to department heads to ensure hiring
practices and EEOC guidelines are followed. Departments are informed and trained on how to post
and close positions and enter leave time according to state laws.

Related Items
£1SP3.1nd04: Technology training

7 SP3.Ind10: Personnel Training -- HR and other
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#.HR 2013 02: Recruit, Retain, Diver se Employees
Start: 7/1/2012
End: 6/30/2013

Unit Goal

Human Resources will seek to assist departments in their efforts to recruit, retain and develop a
diverse faculty and staff who possess the core competencies needed for personal and institutional
sucCcess.

Evaluation Procedures

Development of strategiesto retain quality faculty and staff; increase diverse publications for
job postings; and, increase percentage of minority faculty by 21 percent by end of FY 13.
o Treat every employment decision as an opportunity to hire or promote.

e Review Delta State University’s Affirmative Action Plan to ensure recruitment and
promotion efforts are in compliance with the stated affirmative action goals and assisting
managers with good faith efforts toward achieving affirmative action goals and objectives.

o Develop tools and techniques that managers and administrators can use to assess and
improve their efforts to recruit, hire, train, promote, and retain individuals from diverse
groups.

e The Human Resources’ website is updated with comprehensive information regarding

recruiting and retaining minorities for compliance with Affirmative Action.

Actual Results of Evaluation
Minority employees increased/decreased in the table below.

Category % Increase Category % Decrease
Full-time Faculty  {|6.90% Full-time Staff 5.98%

| Part-time Faculty  [33.34% | | | |
| Part-time Staff ~ |[25% W I |
| Graduate Assistants ||81.25% | | I |

Overdl, minority employees increased by 1.16% for faculty and staff and 2.3% with graduate assistants.

Attached in the document are tables with minority data from 2007-2012.

« H12007-2012 Minority Data

Use of Evaluation Results

Actively pursue minority in diverse publications by publicizing job announcements through under-
represented communities, diverse agencies (historically minority schools), diverse publications and
online venues that target under-represented applicants. Seek suggestions from department
chairs/deans for minority recruiting in the respective discipline. Actively use Human Resources
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Facebook page to post job positions. Place a comment box to solicit feedback from faculty, staff,
and students.

Continue discussion of creating a Chief Diversity Officer position and a Diversity Department to
assist with increasing diversity and providing diversity education for faculty and staff.

Related |tems
£SP3.Ind01: Faculty and staff hiring
£1SP3.Ind05: Retention of personnel

£ SP3.Ind06: Diversity

£SP3.Ind10: Personnel Training -- HR and other
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#:HR 2013 03: HR Procedure Manual and Data I ntegrity
Start: 7/1/2012
End: 6/30/2013

Unit Goal
Develop a Human Resources procedure manual for data entry, office functions, data and integrity
standards, and processes. Provide training for employees for Banner data entry.

Evaluation Procedures

The Human Resources staff will detail each job function and create a manual in order to create
better efficiency within the office. Written data and integrity standards will be created to ensure
information entered into Banner isin a consistent manner.

Actual Results of Evaluation
Due to workload, litigations, compensation study, and other projects and trainings, a procedure and
data integrity manual was not created.

Use of Evaluation Results
An office procedure and data integrity manual will be emphasized in FY 2014.

Related Items
7,SP4.1nd08: Campus Efficiencies

7 SP4.Ind10: Data I ntegrity

ZSP4.Ind11: Process manuals
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€.HR 2013 04: Enhance Services of HR Dept.
Start: 7/1/2012
End: 6/30/2013

Unit Goal

Enhance services of the Human Resource Department in agreement with the Vice President for
Finance and Administration.

Evaluation Procedures

Complete the implementation of the 403(b) design and administration; build a more strategic
relationship between the HR department and the campus community by improving communications
from the HR department by sending newsletters with benefit, policy, and other informational
changes. Utilize HR's Facebook page to relay information to employees regarding job notices and
other pertinent information. Implement adental insurance rollover for employees that will provide
better coverage with lower rates. Survey employees interest in long term care insurance.

Actual Results of Evaluation

The 403(b) design and administration is still under review through the IHL efficiencies plan. A third
party group isreviewing al the universities plan design and administration and will make
recommendations to the final plan design and the number of vendors needed.

A new dental plan through Delta Dental was implemented January 1, 2013 in conjunction with the
IHL efficiencies plan. The new dental plan provides better coverage with lower rates. As aresult of
the new plan, the fees for the cafeteria plan were reduced for the employee for a maximum of $.50,
depending on the type of cafeteria plan administration fees.

Posts to Human Resources Facebook page inform those employees about the Benefits Fair,
employee orientation, health insurance open enrollment, and the various positions open on campus.

Newsletters and seminars were presented to employees regarding benefits and retirement.

The Human Resources website was updated with the most current information. The website will
continue to be updated as changes occur.

Use of Evaluation Results

Better services were provided to the university campus by informing employees of changes and
events through the HR webpage, HR Facebook page, and newdl etters. With the correspondence,
trainings and new services, Human Resourcesis viewed as a strategic partner.

Related Items
Z1SP4.1nd08: Campus Efficiencies
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&.HR 2013 05: Restructure HR Staff Positions
Start: 7/1/2012
End: 6/30/2013

Unit Goal
Restructure Human Resources positions to provide better efficiency in workflow and processes.

Evaluation Procedures

The Associate Director of Human Resources will evaluate each position and make recommendations
to the Associate Vice President of Finance and Administration on the new job structure for each
employee within Human Resources.

Actual Results of Evaluation
The Associate Director of Human Resources reviewed the job functions of all staff members within
Human Resources and made adjustments to the job descriptions.

Use of Evaluation Results

The workflow and processes within Human Resources has increased efficiency among staff
positions. Reports are being updated on a day to day basis and customer service is being handled
proficiently.

Related Items
£1SP3.Ind05: Retention of personnel

£1SP4.I1nd08: Campus Efficiencies
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#:HR 2013 06: Classification and Compensation Plan
Start: 7/1/2012
End: 6/30/2013

Unit Goal
Implement a classification and compensation plan for faculty and staff.

Evaluation Procedures

Human Resources and the University administration and Leadership committee will review the data
presented from the Centre Group. Meetings will be held to explain the compensation plan and the
grade level structure. Job descriptions and grade levels will be communicated to all employees
affected. Cabinet will create a plan to implement the recommended changes to the new salary
structures.

Actual Results of Evaluation

The compensation plan is completed by Centre Group. The final reports have been presented to
Cabinet and department heads/chairs/deans. Human Resources will continue to implement the plan
by rolling the information out to employees. The Centre Group will meet with all employee classes
and explain the process in which the compensation plan was developed. A letter will be given to all
employees notifying them of their new grade level and pay scale.

Use of Evaluation Results

The University administration will determine if the budget will allow for market, living wage, and
bring to minimum agdjustments. An implementation plan will be developed to address the wage issue
over the next fiscal years.

Related [tems
7 SP3.Ind01: Faculty and staff hiring

7 SP3.Ind02: Salary
71SP3.Ind05: Retention of personnel

£ SP3.Ind06: Diversity

11
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&.HR 2013 07: Affirmative Action Plan
Start: 7/1/2012
End: 6/30/2013

Unit Goal
Update Affirmative Action Plan.

Evaluation Procedures

The Affirmative Action Plan will be updated with the required components consisting of the
veterans, individuals with disabilities, and minorities and gender information. The Affirmative
Action website will be updated and communicated to all employees to ensure compliance with the
Plan.

Actual Results of Evaluation

Datais being compiled for the AAP and will be analyzed during FY 2014. The AAP report will be
generated and posted to the DSU website.

Use of Evaluation Results
The Affirmative Action Plan will be used to determine which employees classes are
underrepresented, and a plan will be developed to address the underrepresented categories.

Related Items
£ SP1.Ind05: Diversity -- access to diver seideas/programs

£1SP3.Ind01: Faculty and staff hiring
7 SP3.Ind02: Salary
7 SP3.Ind05: Retention of personnel

7 SP3.Ind06: Diversity

12
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Section IV.a
Brief Description

Judgment
O Meets Standards o Does Not MeetStandards o Not Applicable

Narrative

Human Resources is located in Kent Wyatt Hall, Suite 247 and is responsible for services in the areas of employment,
payroll, retirement, university policies and procedures, federal and state laws compliance, immigration, worker’s
compensation, employee relations and development, and compensation. The functions and responsibilities of the
Human Resource Office are:

1 Enter Payroll data for monthly and summerschool payrolls (bi-weekly, adjuncts, overloads, salary, benefits, and
contracts).

i Coordinate Benefits Fair, Employee Orientation, and Benefit/Retirement Seminars.

PreparereportsforInstitutionsofHigherLearning (New Hire, Termination, Additional Compensation, Manpower)
onaquarterly, yearly andsemi-yearly basis.

1 Manage University benefits and enrolimentadministration on monthly and yearly basis and analyze new benefit
and insurance programs. Handle cafeteria enrollment process.

1 Prepare DSU reports such as affirmative action and respond to Equal Employment Opportunity Commission
charges and Department of Labor audits.

Enterbudgetand yearly salary increases and prepare yearly letters of employment and contracts.

Manage Human Resources website and the University policies website.

i Interpret and develop University policies and comply with federal and state laws.

1 Develop training materials, information toolkits (FMLA, Hiring, etc.) and benefitformsand applications.

1Assistemployees with the retirement process and counsel them regarding their retirement choices.

rHandle allaspects of Labor Certification for Permanent Employment (Immigration).

1Coordinate Service Awardsand Retirement Programs.

1Monitor FMLA and ensurecompliance amongdepartments.

i E-verify all new employees (I-9).

Prepare probationary noticesand trackemployerresponses.

1 Complete tuition remission for Delta State and MS Delta Community College employees and dependents
(Children/spouse).

i Hire, train, supervise, and delegate duties for student employees.

i Prepare, send, and record Cobra notices for bi-weekly employees.

1 Establish and amend policies and procedures

1Advertise and posts employment positions with various agencies and external entities.

1 Provide training and support with PeopleAdmin software.

123



Delta State University FY2013 Unit Level Report
Department: Human Resources Dept.
SectionIV.b
Comparativedata
Enrollment, CHP, majors, graduation rates, expenditures, trends, etc.
Judgment
O Meets Standards 0 Does Not MeetStandards E Not Applicable
Narrative
For FY13, the following forms were process by Human Resources.

New Employees 116
New Employee Benefits 92
Employee Terminations 130
Retirement Applications 13
Employment Applications 3,634

(Includes duplicate applicants who applied
for many positions.)

Job Postings 112
Employment Action 986
Forms

Employment Contracts 417
Letters of Employment 350

Section IV.c

Diversity Compliance Initiatives and Progress
Judgment

O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative

Mrs. Keonna Goethie was hired in the Human Resources/Associate Vice President offices this year, adding a minority
staff person to these departments.

Section IV.d

Economic Development Initiatives and Progress
Judgment

o Meets Standards o Does Not Meet Standards o Not Applicable

Narrative

Section IV.e

Grants, Contracts, Partnerships, Other Accomplishments
Judgment

O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative

SectionIV.f
Service Learning Data

List of projects, number of students involved, total service learning hours, number of classes, faculty involved,
accomplishments.

Judgment
O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative
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SectionIV.g

Strategic Plan Data

Only use this section if you have strategic plan info to report that is not covered in other areas of your report
Judgment

O Meets Standards oDoes Not MeetStandards o Not Applicable

Narrative

SectionIV.h

Committees Reporting To Unit

Each unit includes in the annual plan and report a list of the committees whose work impacts that unit or any other
aspect of the university; along with the list will be a notation documenting the repository location of the committee
files and records. Committee actions affecting the unit’s goals may be noted in other applicable sections of the annual
reports. Not required to be included in the unit’s annual plan and report, but required to be maintained in the

repository location, will be a committee file that includes, for each committee: Mission and by-laws, Membership,
Process, Minutes.

Judgment
O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative

Section V.a

Faculty (Accomplishments)

Noteworthy activities and accomplishments

Judgment

O Meets Standards 0 Does Not MeetStandards o Not Applicable
Narrative
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Section V.b
Staff (Accomplishments)

Judgment

O Meets Standards 0 Does Not MeetStandards E Not Applicable

Narrative

Human Resources personnel are: Dr. Myrtis Tabb, Associate Vice President for Finance and Administration and Director
of Human Resources; Lisa Giger, Associate Director of Human Resources; Teresa Yarbrough, Employment and Benefits

Administrator; Rebecca Bouse, Employment and Training Program Coordinator; and Keonna Goethie, Human Resources
Assistant. The department employs two work study students and one regular student employee.

Rebecca Bouse was moved from part-time to full-time. Title change was from Employment Services Associate to
Employment and Training Coordinator.

Candy Dreher, Administrative Assistant, resigned March 2013. Keonna

Goethie, Human Resources Assistant was hired March 2013.

Noteworthy activities and accomplishments:

Human Resources conducted the following trainings:

PHATIME (Banner)Training

1 PeopleAdmin Training

i Posting and Recruiting Guidelines

1 Family and Medical Leave Act (FMLA)
1Workman's Compensation

i Tuition Remission

1 I-9 Immigration and Naturalization

1 Relocation Guidelines

Conferences Attended/Sessions Presented/Other

i Lisa Giger attended the Mississippi Banners Users Group Conference in Tupelo, MSin September2012.

i Lisa Giger presented a session on implementing leave through in Banner at the MS Banners User Group
Conference.

i Lisa Giger attended the Human Resources Directors' Meeting in October 2012 and April 2013.

i Lisa Giger served as ex-officio on the Vice President for Finance and Administration Search Committee.

i Lisa Giger attended 403(b) meetings with the IHL Directors.

Lisa Giger attended the webinarto Exemptvs. Nonexempt: Understanding FLSAs Classification Standards
1 Myrtis Tabb attended diversity committee meeting with IHL and weekly committee meetings.

1 Myrtis Tabb attended SCT Summitin April 2013.

i Myrtis Tabb presented two sessions at SCT Summit.

1 Myrtis Tabb served as ex-officio on the Provost and Vice President for Academic Affairs Search Committee.
1 Myrtis Tabb attended the Elliott Symposium in October 2012.

Myrtis Tabb attended the Women in Higher Education Conference in February 2013.

i Myrtis Tabb attend the MAC Conference.

1tHuman Resources participated in EEOC, FMLA, I-9, and other compliance webinars.

1 TeresaYarbrough participatedinthe SHRMHuman Resources ManagementLearning System classes, Fall 2012.
1 Teresa Yarbrough attended the Human Resources and Law in May 2013.

1 Teresa Yarbrough attended the FMLA seminarin September2012.

1Rebecca Bouse served as ex-officio on the Athletic Director Search Committee.

1 Rebecca Bouse attended the webinar on EEOC.

1 Rebecca Bouse attended the Site Champion Training for Life and Health in Jackson, MS.

1 Rebecca Bouse attended the Campus Safety Awarenesson April 5, 2013.

1 Rebecca Bouse attended the webcast on PeopleAdmin in Action!

Rebecca Bouse attended a conference call on restructuring of reference letters.
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Section V.c

Administrators (accomplishments)

Judgment

o Meets Standards o Does Not Meet Standards o Not Applicable
Narrative

Section V.d

Position(s) requested/replaced with justification
Judgment

O Meets Standards oDoes Not MeetStandards @ Not Applicable
Narrative

None

Section V.e
Recommended Change(s) of Status

Judgment

O Meets Standards o Does Not MeetStandards E Not Applicable
Narrative

None

Section VI.a
Changes Made in the Past Year
Judgment

O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative

Section VI.b
Recommended Changes for the Coming Year
Judgment

O Meets Standards o Does Not MeetStandards o Not Applicable
Narrative
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Job Title

Academic Instructor

Electrician

Bookkeeper

HVAC Technician

Spanish | and Il E-Learning Instructor

Maintenance Specialist Il

Flight Dispatcher

Special Events Personnel

Research & Information Specialist

Assistant Women's Basketball Coach

Coordinator of Students' Accounts Receivables
Administrative Assistant to the Project Director for the Rurz
Assistant Men's Basketball Coach

Spanish | and Il E-Learning Instructor

Articulation Specialist/Asst Coordinator of Commencement
DAAIS Administrative Assistant

Administrative Assistant

Student Success Advisor

Groundskeeper 2

Custodian, Entry Level

Lead Custodian

Flight Instructor

Assistant/Associate Professor of Counselor Education
Director of Career Services

Director of Planning, Design and Administration
Counseling Laboratory Director

Assistant/Associate Professor of Family and Consumer Sciel
Painter

Research & Information Specialist

Senior Secretary, Registrar & Director of Institutional Resea
Purchasing Agent/Receiving Clerk

Assistant Professor of U.S. History

Assistant Professor of European/World History
Assistant Professor of Mathematics

Administrative Assistant

Mental Health Needs Coordinator
Assistant/Associate Professor of Counselor Education
Electronic Services Librarian

Accounts Payable Analyst

GIS Technician

Teacher Assistant in Child Development Center
Instructor in Nursing (2 Positions Available)

Assistant Professor of Speech and Hearing Sciences
Special Events Personnel

Admissions Recruiter

Assistant Professor of Geography and Sustainable Developi
Senior Secretary

Assistant Professor of Art

Custodian

Director of Recruiting

Head Men's Soccer Coach

Assistant Football Coach

Maintenance Specialist Il

Executive Director - Bologna Performing Arts Center
Project Director for Math/Science Partnership

Head Football Coach

Administrative Secretary

Academic Instructor

GIS Technician

Athletic Training Education Clinical Education Coordinator
Support Services Technician

Substitute in the Child Development Center
Custodian (6 positions available)

Graduate Recruiter & Admissions Personnel
Graduate Recruiter & Admissions Staff

Human Resources Assistant

Groundskeeper 2

Admissions Recruiter

Mental Health Grant Coordinator

Graduate Recruiter & Admissions Staff

Flight Dispatcher

Groundskeeper 2

Student Life Custodian

Admissions Clerk

Coordinator of Healthy Campus/Community Initiative
Compliance and Fixed Asset Program Manager
Administrative Secretary

Assistant/Associate Professor, Special Education
Athletic Director

Dean, College of Arts and Sciences

Provost & Vice President for Academic Affairs
Assistant Professor/Associate Professor of Communication

Created Date

7/2/2012
7/5/2012
July 5, 2012
7/5/2012
7/9/2012
7/9/2012
7/10/2012
7/10/2012
7/12/2012
7/13/2012
7/13/2012
7/17/2012
7/18/2012
7/19/2012
7/21/2012
7/26/2012
7/30/2012
8/3/2012
8/6/2012
8/6/2012
8/6/2012
8/13/2012
8/14/2012
8/21/2012
8/21/2012
8/21/2012
8/24/2012
8/24/2012
8/24/2012
8/24/2012
8/31/2012
8/31/2012
8/31/2012
9/11/2012
9/14/2012
9/20/2012
9/21/2012
9/27/2012
10/4/2012
10/4/2012
10/8/2012
10/9/2012
10/10/2012
10/25/2012
10/25/2012
10/31/2012
11/7/2012
11/8/2012
11/8/2012
12/14/2012
12/18/2012
1/4/2013
1/7/2013
1/7/2013
1/10/2013
1/18/2013
1/22/2013
1/24/2013
1/29/2013
2/1/2013
2/4/2013
2/5/2013
2/7/2013
2/12/2013
2/12/2013
2/13/2013
2/21/2013
2/27/2013
2/28/2013
3/6/2013
3/7/2013
3/12/2013
3/12/2013
3/13/2013
3/19/2013
3/20/2013
3/21/2013
3/23/2013
3/26/2013
3/26/2013
3/26/2013
4/1/2013

First Posted
July 5, 2012
July 20, 2012
July 5, 2012
July 20, 2012
July 10, 2012
July 20, 2012
July 10, 2012
August 1, 2012
July 18, 2012
July 18, 2012
July 20, 2012
July 24, 2012
July 20, 2012
July 19, 2012
July 23, 2012
August 6, 2012
July 31, 2012
August 7, 2012
August 6, 2012
August 10, 2012
August 10, 2012
August 13, 2012
August 22, 2012
August 21, 2012
August 21, 2012
August 21, 2012
August 27, 2012
January 9, 2013
August 27, 2012
August 27, 2012
September 5, 2012
September 17, 2012
September 17, 2012
September 13, 2012
September 17, 2012
September 24, 2012
October 2, 2012
October 2, 2012
October 4, 2012
October 5, 2012
October 8, 2012
October 9, 2012
October 11, 2012
October 25, 2012
October 25, 2012
November 2, 2012
November 8, 2012
February 12, 2013
November 20, 2012
December 18, 2012
December 18, 2012
January 4, 2013
January 10, 2013
January 7, 2013
January 11, 2013
January 18, 2013
January 22, 2013
January 28, 2013
February 4, 2013
February 11, 2013
February 5, 2013
February 5, 2013
February 11, 2013
February 13, 2013
February 12, 2013
February 13, 2013
February 25, 2013
March 4, 2013
March 4, 2013
March 11, 2013
March 8, 2013
March 12, 2013
March 19, 2013
March 13, 2013
March 20, 2013
March 21, 2013
March 21, 2013
March 25, 2013
March 27, 2013
March 27, 2013
March 27, 2013
April 4, 2013

3.40
15.59
0.00
15.59
1.00
11.65
0.64
22.59
6.56
5.57
7.38
7.36
2.00
0.50
2.62
11.35
133
4.38
0.40
4.54
4.54
0.35
8.66
0.47
0.55
0.65
3.39
138.69
3.52
3.52
5.70
17.34
17.34
2.60
3.35
4.69
11.54
5.44
0.69
133
0.62
0.70
171
0.58
0.68
2.52
1.59
96.34
12.41
4.50
0.57
0.57
3.43
0.45
137
0.50
0.46
4.39
6.36
10.62
1.65
0.59
4.56
1.00
0.66
0.34
4.36
5.56
4.43
5.00
1.40
0.63
7.59
0.49
133
1.66
0.66
2.46
1.38
1.39
1.39
351

Took 15 days to receive in H.R. from Director
Took 15 days to receive in H.R. from Director
Took 11 days to receive in H.R. from Director

Took 22 days to receive in H.R. from Director

Took 11 to be routed to H.R. from Director

Director decided not to post to a later time

Position created 14 days before routed for approval
Position created 14 days before routed for approval

Took 11 to be routed to H.R. from Director

Create 84 days before being routed/decided to hold on posting



Job Title

Assistant Professor in Marketing
Groundskeeper 2

Coordinator, Graduate Studies and Admissions
Faculty and Staff Assistant

Instructor, Music Industry Studies

Records Manager/Receptionist - Financial Aid
Accounts Payable Analyst

Grants Accountant

Assistant Women's Basketball Coach
Administrative Assistant

Temporary Student Life Custodian

Director of Instructional Support

Head Cashier

Project Coordinator, Young Men of Color

Assistant/Associate Professor and Coordinator and Assess

Assistant Chief Flight Instructor

Assistant Professor of Social Justice and Criminology
Assistant Football Coach

Senior Secretary

Instructional Resources Librarian

Spanish | and Il E-Learning Instructor

Temporary Student Life Custodian

social worker instructor

Athletic Coach

Administrative Assistant/ Patron Services Coordinator
Access Services Librarian

Assistant Professor of Social Work

News Writer and Photographer

Financial Aid Counselor

Manager of Student Affairs Custodial Services

Created Date

4/2/2013
4/4/2013
4/5/2013
4/5/2013
4/10/2013
4/11/2013
4/11/2013
4/15/2013
4/16/2013
4/16/2013
4/26/2013
4/27/2013
5/1/2013
5/3/2013
5/6/2013
5/15/2013
5/16/2013
5/20/2013
5/21/2013
5/24/2013
5/24/2013
5/29/2013
6/3/2013
6/3/2013
6/5/2013
6/14/2013
6/17/2013
6/18/2013
6/19/2013
6/19/2013

First Posted
April 3, 2013
April 15, 2013
April 11, 2013
April 5, 2013
April 15, 2013
April 12, 2013
April 15, 2013
April 16, 2013
April 17, 2013
April 17, 2013
May 1, 2013
May 1, 2013
May 7, 2013
May 6, 2013
May 13, 2013
May 15, 2013
May 21, 2013
May 20, 2013
May 22, 2013
May 28, 2013
May 28, 2013
May 29, 2013
June 3, 2013
June 3, 2013
June 6, 2013
June 18, 2013
June 21, 2013
June 19, 2013
June 19, 2013
June 27,2013

1.43
11.45
6.37
0.00
5.38
137
4.45
137
1.68
135
5.42
4.55
6.61
3.55
7.36
0.65
5.60
0.60
1.41
4.43
4.65
0.40
0.00
0.00
1.38
4.41
4.46
135
0.62
8.66

Took 11 to be routed to H.R. from Director



EAF Forms
July 1, 2012 - June 30, 2013

A Neal (end of appt)

F Jones (promo)

R. Buck (term)

L. Howell (promo)

W. Cummins (new hire)

J. Grantham (adjunct)

R. Foster (summer school)

C. Montgomery (summer school)
M. Van Namen (summer school0
G. Lee (status chg)

T. Parrish (new hire)

B. Finley (promo)

B. Moon (promo)

S. Simpson (promo)

G. Brister

G. Brister (summer school0

K. Mitchell (term)

A. Horton (new hire)

J. Magee (reappointment

J. Moore (10 month position)
M. Bonta (visiting professor)

L. Ross (reappointment)

K. Bell (summer school)

R. Foster (summer school)

C. Montgomery (summer school)
R. Hochradel (summer school)
J. Long (summer school)

J. Ziegelmayer (summer school)
J. Ziegelmayer (summer school)
J. Ziegelmayer (summer school)
J. Long (summer school)

L. magee (summer school

J. Slagell (title change)

G. Zhao (summer school)

P. Bunn (summer school)

C. Meek (title I11)

T. McKinney (title IIl)

M. holloway (term)

R. Bouse (promo)

T. hochradel (title change)

T. Hochradel (title change)

T. Hochradel (interim director)
P. Petrova (adjunct)

M. Behrens

Date Received

2-Jul-2012
3-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
6-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
16-Jul-2012
16-Jul-2012

Date Processed

2-Jul-2012
3-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
5-Jul-2012
6-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
9-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
10-Jul-2012
16-Jul-2012
16-Jul-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

A. Hudson (new hire)
Brown, Rickey (term)

K. Selby (job chg)

M. Thomas (term)

D. Midlick (new hire)

J. magee (summer school)

J. Robinson (summer school)
C. Prather (summer school)
J. Cox (summer school)

M. Lishman (summer school)
J. Marshall (summer school)
C. Hayes (summer school)

K. Bell (summer school)

P. Logan (summer school)

S. Lamb (summer school)

M. Bonta (summer school)
A. Kukawa (summer school)
L. Fadiga-Stewart (summer school)
C. Bounds (summer school)
A. Barton (summer school)
M. Ames (summer school)
B. Sperry (summer school)
G. Morris (summer school)
M. Johansen (summer school)
A. Ellis (summer school)

J. Craven (summer school)

J. Hawkins (summer school)
D. Thomas (summer school)
R. Watkins (degree)

M. Johnson (reappointment)
E. Green (faculty chair)

P. Boswell (extra duties)

M. Butler (interim Chair)

D. Byas (term)

A. Huber (reappointment)

A. Henderson (reappointment)
P. Hankins (reappointment)
L. Smith (termination)

L. Butler (degree)

H. Miller (reappointment)

L. Aylward (reappointment)
L. Brown (reappointment)

E. Newman (

D. Joel (reappointment)

Date Received

18-Jul-2012
18-Jul-2012
18-Jul-2012
18-Jul-2012
18-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012

Date Processed

18-Jul-2012
18-Jul-2012
18-Jul-2012
18-Jul-2012
18-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
20-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

J. Blount (reappointment)

L. Sandifer (reappointment)
E. Mcknight (reappointment)
G. Meador (reappointment)
L. Pickard (status change)

H. Johnson (instructor rank)
T. Davis (contract chg)

S Shaw (teacher assist)

C Edmund (term)

J Trotter (term)

J Wakefield (term)

L Newson (term)

J Smith (term)

V. Worthington (summer school)
R. Hargett (new hire)

L. Magee

T Scott (status change)

J. Cantron (new hire)

S. Groh (new hire)

J. Chandler (new hire)

A. Huber (reappointment)

R. Gainspoletti (reappointment)
K Johnson (rehire)

F. Goss (new hire)

W. Hollinger (new hire)

T. Killingsworth (new hire)
E. Jackson (new hire)

M Evangelista (job ended)

C Medeiros (pt flight instruct)
D Carter (pt flight instruct)
A Sibley (pt new hire

J Knighton (pt new hire)

R McDaniel (temp-facilites)
P. petrova (term)

C. Mcnichols (1/2 contract)
K. Witt (1/2 contract)

S. Davis (term)

D. Song (term)

M. Busch (term)

A. korb (promo)

C. Westmoreland (overload)
M. Ewing (adjunct)

D. Watts (adjunct)

S. Layman (adjunct)

Date Received

23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
2-Aug-2012
2-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
9-Aug-2012
9-Aug-2012
9-Aug-2012
9-Aug-2012
9-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012

Date Processed

23-Jul-2012
23-Jul-2012
23-Jul-2012
23-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
24-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
25-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
26-Jul-2012
2-Aug-2012
2-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
8-Aug-2012
08-08-202
9-Aug-2012
9-Aug-2012
9-Aug-2012
9-Aug-2012
9-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

C. Sledge (adjunct)

B. Horton (adjunct)

A. deBlois (adjunct)

L. Hooker (adjunct)

E. Newman (promo)

N. Brown (promo)

J. Craven (new hire)

C. Richardson (new hire)
V. Hartley (recruit/advise)
J. Harbin (recruit/advise)
T. Watkins (recruit/advise)
E. Sarcone (overloadO

J. DeBard (term)

J. Tomek (overload)

M. Shultz (overload)

K Capers (extra police)

D Smith (extra police)

L Walker (extra police)

C Cherry (extra police)

R McDaniel (temp-facilites)
A Land (extra police)

E Brown (extra police)

A McMath (pt)

K Peyton (teacher assist)

E Jackson (grounds Il)

J. Ziegelmayer (overload)
E. Lambert (reappointment)
M. Lopez (new hire)

M. Lopez (overload)

J. Donahoe (new hire)

M. Freeman (new hire)

T. Norman (new hire)

M. Hamilton (hall director)
S. Powell (Hall director)

C. Taylor (Hall director)

W. Stevens (Hall director)
B. Fitzpatrick (Hall director)
K. Crenshaw (hall director)
L. Turner (hall director)

R. Warren (hall director)
R. Thomas (hall director)
C. Ross (labor distribution)
L. Rogers (labor distribution)
M. Jones (overload0O

Date Received

13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
14-Aug-2012
14-Aug-2012
17-Aug-2012
17-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
23-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
27-Aug-2012

Date Processed

13-Aug-2012
13-Aug-2012
13-Aug-2012
13-Aug-2012
14-Aug-2012
14-Aug-2012
17-Aug-2012
17-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
21-Aug-2012
23-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
24-Aug-2012
27-Aug-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

D. Mitchell (overload)

B. Burgos (overload)

J Walker (term)

W Hollinger (term)

G Merritt (term)

S Jefferson (term)

J Ford (groundskeeper Il)
J. Phillips (overload)

M. Bonta (overload)

C. Bounds (overload)

Y. Zhang (overload)

M. Smith (overload)

D. Pinkerton (overload)
P. King (adjunct instructor)
R. Watkins (adjunct instructor)
D. George (adjunct Instructor)
L. Fadiga-Stewart (overload)
W. Mansell (adjunct)

M. Jones (overload)

W. Lee (overload)

J. Alvarez (overload)

B. Lamb (adjunct)

C. Charles (adjunct)

D. Schattner (adjunct)
M. Dalrymple (overload)
M. Dalrymple (overload)
T. Colbert (overload)

b. Marchant (overload)
L. Magee (adjunct)

K. White (adjunct)

M. Mounce (overload)
A. Powers (overload)

D. Thomas (overload)

T. Parrish (overload)

C. Snow (overload)

T. Taylor (overload)

D. Ezell (adjunct)

C. Caldwell (adjunct)

. Pambianchi (adjunct)
A. Stocks (adjunct)

R. Powers (adjunct)

. Dorsey (adjunct)

. Washer (adjunct)
Bowen (adjunct)

—

v o<

Date Received

27-Aug-2012
27-Aug-2012
28-Aug-2012
28-Aug-2012
28-Aug-2012
28-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012

Date Processed

27-Aug-2012
27-Aug-2012
28-Aug-2012
28-Aug-2012
28-Aug-2012
28-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
29-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

C. oguz (adjunct)

T. Mims (adjunct)

J. Adams (adjunct)

G. Brister (overload)

R. Rashid (term)

T. herron (term)

J. Calvin (term)

M. Fortunato (adjunct)

H Baxley (part time-Offic Assist)
M Parker (PT flight instructor)
M. Routman (adjunct)

N. Finklea (adjunct)

C. Walker (adjunct)

J. Roach (adjunct)

L. Gant (adjunct)

T. Armstrong (adjunct)

D. McPherson (adjunct)
A. Beard (adjunct)

V. Worthington (summer school)
E. Atchison (adjunct)

P. logan (adjunct)

L. Alyward (dist chg)

H. Miller (dist. Chg)

|. Brown (dist. Chg)

V. jackson (add duties)
V.jackson (reappointment)
C. Dickerson (adjunct)

L. Delas (dual enrollment)
J Buford (electrician)

C. Cummins (overload)

A. Henderson (overload)
M. Van Namen (overload)
S. Zengaro (overload)

A. Kukawa (overload)

C. Snow (overload)

T. Harbin (overload)

T. Watkins (overload)

T. Houston (adjunct)

J. Marshall (overload)

L. Aylward (adjunct)

M. Barnes (overload)

H. Miller (overload)

G. Beals (overload)

K. Witt (overload)

Date Received

30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
4-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012

Date Processed

30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
30-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
31-Aug-2012
4-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

C. Johnson (overload)
R. hochradel (overload)
M. Read (adjunct)

C. Riddle (adjunct)

T. Harbin (overload)

T. Davis (overload)

J. Farris (adjunct)

D. Myers (overload)

. Mayers (overload)

. Cooper (adjunct)

. Bell (overload)

. Martin (adjunct)
Bridges (adjunct)
Patton (term)

. Triplett (hall director)

. Freeman-Morris (adjunct)

. Ellis (adjunct)

. Matthews (adjunct)

. Grierson (adjunct)

Dorman (adjunct)

. Shaffer (adjunct)

j. McNair (adjunct)

L. Russell (adjunct)

S. Spragins (adjunct)

R. Morris (adjunctO
D. Matthews (adjunct)
D. Fioranelli (adjunct)
M. Lishman (adjunct)
D. Ezell (adjunct)

D. Abraham (adjunct)
Rashid, Rahat (adjunct)

J. Ammons (adjunct)

R. Muns (adjunct)

M. MnNeese (adjunct)

A. Stocks (adjunct)

. Santucci (adjunct)

. Melton (adjunct)

. DeFoor (adjunct)

. Wilson (adjunct)

. Prather (adjunct)

. Edwards (adjunct)

. Becker (overload)

. Westmoreland (overload)

. Lester (adjunct)

AUV OTOP>POOOVE TRO=XD

—

WO W wOoOI>

Date Received

5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012

Date Processed

5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
5-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

J. Kypke (adjunct)

J. Dallas (adjunct)

J. Robinson (adjunct)

M. Johansen (adjunct)

B. Caston (adjunct)

D. Byas (adjunct)

R Goss Il (new hire)

D Gunter (new Hire)

M Downs (resign)

E Zengaro (math tutor)

K Perkins (extra police)

K Johnson (x police)

| Campbell (math tutor)

N Jones (math tutor)

D Herman (resign)

C Johnson (resign)

P Campbell (resign)

L Reynolds (math tutor)

J. Armstrong (overload)

R. Houston (adjunct)

D. Mitra (overload)

L. Buford (adjunct)

G. Karahan (overload)

K. Swain (dual enrollment)
B. Gordon (dual enroliment)
M. Bouler (dual enrollment)
B. Sherwood (promo)

M. Bouler (dual enrollment)
R. Waller (dual enrollment)
j. Robinson (dual enrollment)
C. King (dual enrollment)

N. Robinson (re-employment)
L. Bell (dual enrollment)

J. Thomas (new hire)

A Santmyer (new hire)

Joe Phillips (new hire)
Sierra Nelson (new hire)

J Parks (new hire)

J Bowen (pt new hire)

E. McMillen (adjunct)

G. Wac (adjunct)

M. McClendon (adjunct)

M Griffin (x help police)

J Foster (temp)

Date Received

6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
7-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012

Date Processed

6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
7-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
6-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012
10-Sep-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

E Warlick (pt clerical)

R Poe (temp)

M Wallace (temp)

C Vincent (new hire)

A Sharma (new hire)

J Rennhack (tutor)

J Kandies (adjunc)

G Williams (adjuc)

H Byrd (adjn)

C Boudreaux (adj)

R Morris (adj)

A. korb (promo)

D. Murray (promo)

T. Brooks (dist chg)

S. Millican (promo)

L Mcgee (term)

B McGrone (term)

| Daniel (term)

L. Butler (extra comp)

T. Dudley (intern)

N. Davis (intern)

J Weick (new hire)

R McNeer (new hire)

T Holloway (transfer)

R Micou (term)

S Hunter (term)

D. Schattner (extra duties)
B moorman (new hire)

B Herman (pt)

B Washington (new hire)
R. Cooper (transfer)

A. Cowns (reappointment)
M Collins (new hire)

R Mitchell (new hire)

J McCormick (new hire)
M. Funderburk (new hire)
M. Jones (interim ATEP Dir)
J. Grantham (dist chg)

A. herrod (dist chg)

E. Newman (dist chg)

L. Seals (dist chg)

E. Plough (dist chg)

A. Ward (career services)
B. Horton (term)

Date Received

12-Sep-2012
14-Sep-2012
14-Sep-2012
18-Sep-2012
18-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
24-Sep-2012
20-Sep-2012
20-Sep-2012
24-Sep-2012
24-Sep-2012
25-Sep-2012
25-Sep-2012
25-Sep-2012
26-Sep-2012
26-Sep-2012
1-Oct-2012
1-Oct-2012
3-Oct-2012
1-Oct-2012
4-Oct-2012
4-Oct-2012
4-Oct-2012
4-Oct-2012
5-Oct-2012
10/11/2012
10/11/2012
10/11/2012
10/11/2012
10/12/2012
10/12/2012
10/12/2012

Date Processed

12-Sep-2012
14-Sep-2012
14-Sep-2012
18-Sep-2012
18-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
20-Sep-2012
24-Sep-2012
20-Sep-2012
20-Sep-2012
24-Sep-2012
24-Sep-2012
25-Sep-2012
25-Sep-2012
25-Sep-2012
26-Sep-2012
26-Sep-2012
1-Oct-2012
1-Oct-2012
3-Oct-2012
1-Oct-2012
4-Oct-2012
4-Oct-2012
4-Oct-2012
4-Oct-2012
5-Oct-2012
10/11/2012
10/11/2012
10/11/2012
10/11/2012
10/12/2012
10/12/2012
10/12/2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

M. Tippitt (term)

L. Morris (promo)

M. Dorsey (new hire)

R Turner (new Hire)

J Berryhill (term)

T McClenty (term)

A Santmyer (temp)

A Carter (promot)

T Dean (newhire)

C Dorsey (term)

P Jones (term)

C mallette

K Walker (term)

F Wolfe (new hire)

S Swaminathan (term)
Q Johnson (new hire)

L Hall (new hire)

T Todd (new hire)

L Mcgee (new hire)
D.Miller (new hire)

A. Soliz (leave )

M Penson (pt to ft)

R Campbell (pt to ft)

C Hildebrant (pt to ft)
B Grose (term)

L Fowler (term)

F Brown (term)

D Koestler (overload)
A. Giamalva (new hire)
Mistie Barnes (Baxter Grant)
P. King (adjunct instructor)
R. Houston (adjunct)

J. Robinson (intersession)
S. Lamb (intersession)
C. Beardsley (overload)
Y Harris (term)

K Terry (term)

R Campbell (term)

A Mondy (new hire)

L Turner (term)

J. Haynes (intersession)
T. Harbin (intersession)
B. Aguilar (overload)

E. Tibbs (overload)

Date Received

10/23/2012
10/23/2012
10/23/2012
10/24/2012
10/24/2012
10/24/2012
10/24/2012
11/5/2012
11/5/2012
11/6/2012
11/6/2012
11/8/2012
11/13/2012
11/15/2012
11/16/2012
11/19/2012
11/19/2012
11/19/2012
11/30/2012
12/3/2012
12/7/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
1/2/2013
1/2/2013
1/2/2013
1/2/2013
1/3/2013
1/3/2013
1/4/2013
1/4/2013
1/4/2013
1/8/2013
1/9/2013
1/9/2013
1/9/2013
1/10/2013
1/10/2013
1/10/2013

Date Processed

10/23/2012
10/23/2012
10/23/2012
10/24/2012
10/24/2012
10/24/2012
10/24/2012
11/5/2012
11/5/2012
11/6/2012
11/6/2012
11/8/2012
11/13/2012
11/15/2012
11/16/2012
11/19/2012
11/19/2012
11/19/2012
11/30/2012
12/3/2012
12/7/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
12/13/2012
1/2/2013
1/2/2013
1/2/2013
1/2/2013
1/3/2013
1/3/2013
1/4/2013
1/4/2013
1/4/2013
1/8/2013
1/9/2013
1/9/2013
1/9/2013
1/10/2013
1/10/2013
1/10/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

. Matthews (adjunct)

. Johnson (adjunct)

. Miller (adjunct)

. Layman (adjunct)

. Dorsey (adjunct)

. Dorsey (adjunct)

. Wood (overload)

. Martin (adjunct)

. Schattner (adjunct)

G. Brister (adjunct)

J. Marshall (overload)

A. Barton (intersession)
M. Bonta (intersession)
K. Witt (intersession)

A. Bridges (intersession)
T. Mims (adjunct)

M. Smith (overload)

B. Edwards (adjunct)

C. Prather (adjunct)

J. Phillips (overload)

S. Hutchens (intersession)
J. McCormick (intersession)
D. Watts (adjunct)

J. Marshall (intersession0
A. Bridges (intersession)
C. Sledge (adjunct)

E. Sarcone (overloadO
M. Ewing (adjunct)

V. Webb (new hire)

D. Shawhan (adjunct)

C. Harris (new Hire)

S. Paulson (overload)

B. Moses (adjunct)

E. Plough (overload)

V. Jenkins (adjunt)

K. Sanders (term)

L. Magee (promo)

L. Pickard (status change)
G. Drury (overload)

B. Bufkin (adjunct)

C Hildebrant (promo)

N Giardina (promo)

D. Shuttlesworth (promo)
S. Zengaro (overload)

O X 0OARAR< W T OO

Date Received
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/17/2013
1/17/2013
1/17/2013
1/17/2013
1/18/2013
1/18/2013
1/18/2013
1/22/2013
1/22/2013

Date Processed
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/10/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/11/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/16/2013
1/17/2013
1/17/2013
1/17/2013
1/17/2013
1/18/2013
1/18/2013
1/18/2013
1/22/2013
1/22/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

M. Jones (add. Duties)

B. Horton (adjunct)

A. deBlois (adjunct)

R. Martin (transfer)

M. Tippitt (adjunct)

D. Johnson (overload)

E. Mallette (overload)

G. Karahan (overload)

T. Brooks (overload)

N. Riding (overload)

B. Lamb (adjunct)

L. Fadiga-Stewart (overload)
M. Smith (overload)

E. Howell (overload)

G. Beals (overload)

B. finke (dual enrollment)
E. Bunn (dual enroliment)
D. Thomson (adjunct)

N. jones (Math Tutor term)
u. Williams (term)

C. McNichols (adjunct)

J. Howard (Math Tutor)

D. Shive (dual enroliment)
K. Clayton (dual enroliment)
J. Rennhack (term)

R. Waller (dual enrollment)
B. finke (dual enrollment)
M. Bouler (dual enrollment)
D. Shive (dual enroliment)
C. King (dual enrollment)
K. Swain (dual enrollment)
B. Gordon (dual enroliment)
L. Delas (dual enroliment)
I. Kipapa (term)

L. Pickard (adjunct)

B. Hardy (adjunct0

M. Routman (adjunct)

M. Bonta (overload)

G. Lee (overload)

C. Bounds (overload)

D. Mitra (overload)

T. Davis (overload)

K. White (adjunct)

G. Jordan (adjunct)

Date Received
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/23/2013
1/23/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013

Date Processed
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/22/2013
1/23/2013
1/23/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/24/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013
1/25/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
J. Alvarez (overload) 1/25/2013 1/25/2013 0.00
T. Colbert (overload) 1/25/2013 1/25/2013 0.00
M. Dalrymple (overload) 1/25/2013 1/25/2013 0.00
J. Boone (adjunct) 1/25/2013 1/25/2013 0.00
R. Mayers (overload) 1/25/2013 1/25/2013 0.00
C. Cooper (adjunct) 1/25/2013 1/25/2013 0.00
A. Barton (overload) 1/25/2013 1/25/2013 0.00
H. Moore (overload) 1/25/2013 1/25/2013 0.00
L. Santucci (adjunct) 1/25/2013 1/25/2013 0.00
J. Harbin (overload) 1/25/2013 1/25/2013 0.00
M. Matthews (overload) 1/25/2013 1/25/2013 0.00
K.mansell (overload 1/25/2013 1/25/2013 0.00
T. Parrish (overload) 1/25/2013 1/25/2013 0.00
D. Pinkerton (overload) 1/25/2013 1/25/2013 0.00
S. Bowen (adjunct) 1/25/2013 1/25/2013 0.00
D. Cole (adjunct) 1/25/2013 1/25/2013 0.00
S. Dorman (adjunct) 1/25/2013 1/25/2013 0.00
N. Finklea (adjunct) 1/25/2013 1/25/2013 0.00
M. Lishman (adjunct) 1/25/2013 1/25/2013 0.00
C. Washer (adjunct) 1/25/2013 1/25/2013 0.00
J. Roach (adjunct) 1/25/2013 1/25/2013 0.00
J. Kype (adjunct) 1/25/2013 1/25/2013 0.00
J. Ammons (adjunct) 1/25/2013 1/25/2013 0.00
V. Washington (intern) 1/25/2013 1/25/2013 0.00
K. Stevenson (intern) 1/25/2013 1/25/2013 0.00
B. Lester (adjunct) 1/25/2013 1/25/2013 0.00
G. Jennings (adjunct) 1/28/2013 1/28/2013 0.00
A. Ravetto (adjunct) 1/28/2013 1/28/2013 0.00
J. Underwood (adjunct) 1/28/2013 1/28/2013 0.00
W. Joiner (backpay) 1/28/2013 1/28/2013 0.00
J. Farris (pay) 1/29/2013 1/29/2013 0.00
D Gunter (term) 1/29/2013 1/29/2013 0.00
J. Marshall (overload) 1/29/2013 1/29/2013 0.00
M. Van Namen (overload) 1/29/2013 1/29/2013 0.00
A. Powers (overload) 1/29/2013 1/29/2013 0.00
T. Watkins (overload) 1/29/2013 1/29/2013 0.00
j. McNair (adjunct) 1/29/2013 1/29/2013 0.00
C. Caldwell (adjunct) 1/29/2013 1/29/2013 0.00
M. Cunningham (adjunctO 1/29/2013 1/29/2013 0.00
C. Dickerson (adjunct) 1/29/2013 1/29/2013 0.00
D. Ezell (adjunct) 1/29/2013 1/29/2013 0.00
D. Matthews (adjunct) 1/29/2013 1/29/2013 0.00
M. McNeese (adjunct) 1/29/2013 1/29/2013 0.00

R. Morris (adjunctO 1/29/2013 1/29/2013 0.00



EAF Forms
July 1, 2012 - June 30, 2013

L. Russell (adjunct)

T. Russell (adjunct)

S. Spragins (adjunct)

L. Gant (adjunct)

C. Caldwell (adjunct)

J. Chadwell (term)

D. Mooney (term)

G. Giardina (term)

E. Blackwell (renovation)
M. jones (adjunct)

T. Taylor (overload)

A. Powers (overload)
K. Bell (overload)

C. Snow (overload)

T. Watkins (overload)
L. Pickard (adjunct)

C. Dickerson (adjunct)
R. Harrell (adjunct)

L. Pambianchi (adjunct)
J Bozone (term)

N Woodard (term)

S Fava (new hire)

b. Marchant (overload)
D. Johnson (adjunct)
D. Thomas (overload)
C. Westmoreland (overload)
M. Jones (overload)

B. Caston (adjunct)

L. Howell (promo)

R. hochradel (overload)
C. Bounds (overload)
M. Bonta (overload)

A. Kukawa (overload)
D. Thomas (overload)
E. Atchison (adjunct)

P. logan (adjunct)

A. Ellis (adjunct)

G. Morris (adjunct

N. Ryals (adjunct)

C Bishop (raise)

R Hill (raise)

A Wolfe (raise)

C. Wood (overload)

R. hochradel (overload)

Date Received
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
2/1/2013
2/1/2013
2/1/2013
2/1/2013
2/1/2013

Date Processed
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/29/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/30/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
1/31/2013
2/1/2013
2/1/2013
2/1/2013
2/1/2013
2/1/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

B. Becker (overload)

J. Dallas (adjunct)

M. Johnansen (adjunct)
j. robinson (adjunct)

E Ezell (term)

K Selby (term)

W Joiner (term)

S Griffin (term)

R Boyd (title change)

C Hildebrant (promo)

M Penson (promo)

J Weick (redistr.)

S Nelson (redistr.)

L Moore (term)

M. Kuykendall (overload)
T. Houston (adjunct)

M. McClendon (adjunct)
. Walker (adjunct)

N. Isaac (term)

S. Magee (term)

C. Staggs (term)

C. huber (dual enroliment)
C

R

R

T

(@]

. huber (dual enroliment)
. Gainspoletti (dual enrollment)
. Gainspoletti (dual enroliment)
. Bryant (new hire)

N. Glaser (new hire)

J. Miller (new hire)

L. Goethie (increase)

T Harris (pt new hire)

S Nelson (redistr.)

M Parker (promot)

R. Bouse (increase)

C. Cummins (title chg)

C. Dreher (term)

L. Giger (increase)

T. yarbrough (increase)

K. Goethie (new hire0

P Noblin (term)

J Ford (term)

D Taylor (term)

J. Smith (substitute)

C. Rocconi (term)

W. Cummins (promo)

Date Received
2/1/2013
2/1/2013
2/1/2013
2/1/2013
2/8/2013
2/8/2013
2/8/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/15/2013
2/15/2013
2/18/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/25/2013
2/25/2013
2/25/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/8/2013
3/11/2013
3/11/2013

Date Processed
2/1/2013
2/1/2013
2/1/2013
2/1/2013
2/8/2013
2/8/2013
2/8/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/14/2013
2/15/2013
2/15/2013
2/18/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/20/2013
2/25/2013
2/25/2013
2/25/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/6/2013
3/8/2013
3/11/2013
3/11/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
C. Gaines (promo) 3/11/2013 3/11/2013 0.00
B. Davis (promo) 3/11/2013 3/11/2013 0.00
M Penson (pt) 3/12/2013 3/12/2013 0.00
T Kinney (nh) 3/12/2013 3/12/2013 0.00
E Loper (new Hire) 3/12/2013 3/12/2013 0.00
J Phillips (redist funds) 3/18/2013 3/18/2013 0.00
K Stroup (new rate) 3/18/2013 3/18/2013 0.00
S Fava (reduction hours) 3/19/2013 3/19/2013 0.00
J Jones (temp) 3/19/2013 3/19/2013 0.00
D James (term) 3/21/2013 3/21/2013 0.00
K Taylor (new hire) 3/21/2013 3/21/2013 0.00
A. Kukawa (overload) 3/22/2013 3/22/2013 0.00
R. Hargett (term) 3/22/2013 3/22/2013 0.00
J Sanders (new hire) 3/25/2013 3/25/2013 0.00
R. Martin (title chg) 3/26/2013 3/26/2013 0.00
L. Magee (term) 3/26/2013 3/26/2013 0.00
M Pentecost (pt) 3/27/2013 3/27/2013 0.00
T Carter (pt) 3/27/2013 3/27/2013 0.00
R Little (NH) 4/8/2013 4/8/2013 0.00
F. Goss (term) 4/8/2013 4/8/2013 0.00
Q Johnson (term) 4/8/2013 4/8/2013 0.00
B Herman (term) 4/8/2013 4/8/2013 0.00
C Henderson (term) 4/8/2013 4/8/2013 0.00
D. Marlow (term) 4/8/2013 4/8/2013 0.00
M Fike (term) 4/8/2013 4/8/2013 0.00
E Hopper (term) 4/8/2013 4/8/2013 0.00
S Breland (term) 4/8/2013 4/8/2013 0.00
J Norris (term) 4/8/2013 4/8/2013 0.00
L Presley (term) 4/8/2013 4/8/2013 0.00
J Kelly (term) 4/8/2013 4/8/2013 0.00
A Scott (term) 4/8/2013 4/8/2013 0.00
C Hilderbrant (secondary) 4/8/2013 4/8/2013 0.00
J Kelly (ptime) 4/18/2013 4/18/2013 0.00
| Western (promo) 4/22/2013 4/22/2013 0.00
F Thomas (promo) 4/22/2013 4/22/2013 0.00
C Sanders (term) 4/22/2013 4/22/2013 0.00
A. Brumfield (term) 4/22/2013 4/22/2013 0.00
A. Cowins (reappointment 4/22/2013 4/22/2013 0.00
B. Onwucheckwa (term) 4/22/2013 4/22/2013 0.00
J. Parks (distribution chg) 4/22/2013 4/22/2013 0.00
G. Jordan (title chg) 4/22/2013 4/22/2013 0.00
T. norman (add comp) 4/22/2013 4/22/2013 0.00
P. Meikle-Yaw (title chg) 4/22/2013 4/22/2013 0.00

P. krasner (new hire) 4/22/2013 4/22/2013 0.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
C Cherry (new hire) 4/22/2013 4/22/2013 0.00
M. Funderburk (new hire) 4/24/2013 4/24/2013 0.00
K. Butler (VISTA payroll) 4/24/2013 4/24/2013 0.00
C Cherry (term) 4/30/2013 4/30/2013 0.00
K Stroup (new Hire) 4/30/2013 4/30/2013 0.00
C Boettcher (pt) 5/1/2013 5/1/2013 0.00
B Neal (temp) 5/1/2013 5/1/2013 0.00
S Ashley (new hire) 5/2/2013 5/2/2013 0.00
L Lewis (transfer) 5/2/2013 5/2/2013 0.00
S. Boyles (term( 5/3/2013 5/3/2013 0.00
T. Wessman (term) 5/3/2013 5/3/2013 0.00
K. parks (term) 5/3/2013 5/3/2013 0.00
C Gorman (pt hire) 5/6/2013 5/6/2013 0.00
O Pyron (pt hire) 5/6/2013 5/6/2013 0.00
K Peters (new hire) 5/6/2013 5/6/2013 0.00
T Cooks (new hire 5/7/2013 5/7/2013 0.00
1 Kelly (temp) 4/18/2013 5/7/2013 0.00
B Kakwitch (temp 5/8/2013 5/8/2013 0.00
E Pounds temp 5/8/2013 5/8/2013 0.00
D Herman (temp) 5/8/2013 5/8/2013 0.00
J Roberson (temp) 5/8/2013 5/8/2013 0.00
S. Boyles (emeritus) 5/10/2013 5/10/2013 0.00
A. Brumfield (emeritus) 5/10/2013 5/10/2013 0.00
J. Elliott (emeritus) 5/10/2013 5/10/2013 0.00
D. Baird (emeritus) 5/10/2013 5/10/2013 0.00
M Katembe (new hire) 5/10/2013 5/10/2013 0.00
D Covington (temp) 5/13/2013 5/13/2013 0.00
V Dillard (nh) 5/13/2013 5/13/2013 0.00
J Gust (temp) 5/17/2013 5/17/2013 0.00
X Marshall (temp) 5/17/2013 5/17/2013 0.00
B McGrone (temp) 5/17/2013 5/17/2013 0.00
E Hunter (temp) 5/20/2013 5/20/2013 0.00
K Rodgers (temp) 5/20/2013 5/20/2013 0.00
E Zengaro (term) 5/20/2013 5/20/2013 0.00
| Campbell (term) 5/20/2013 5/20/2013 0.00
L Reynolds (term) 5/20/2013 5/20/2013 0.00
J Howard (term) 5/20/2013 5/20/2013 0.00
R Freelon (PT) 5/20/2013 5/20/2013 0.00
J Miller (term) 5/20/2013 5/20/2013 0.00
A. Neal (transfer) 5/28/2013 5/28/2013 0.00
A. Neal (transfer) 5/28/2013 5/28/2013 0.00
T. Simmons (intersession) 5/28/2013 5/28/2013 0.00
J. Harbin (intersession) 5/28/2013 5/28/2013 0.00

C. Jackson (intersesssion) 5/28/2013 5/28/2013 0.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
L. Butler (reappointment) 5/28/2013 5/28/2013 0.00
M. Jones (title change) 5/28/2013 5/28/2013 0.00
C. Meek (emeritus status) 5/28/2013 5/28/2013 0.00
J. Robinson (intersession) 5/28/2013 5/28/2013 0.00
M. Johansen (intersession) 5/28/2013 5/28/2013 0.00
D. Schattner (extra duty ended) 5/28/2013 5/28/2013 0.00
G. Butler (term) 5/28/2013 5/28/2013 0.00
Y. Zhang (intersession) 5/28/2013 5/28/2013 0.00
C. Boettcher (new hire) 5/28/2013 5/28/2013 0.00
A. Chu (term) 5/10/2013 5/10/2013 0.00
B. Neal (new hire) 5/29/2013 5/29/2013 0.00
P. Lindsey (promo) 6/5/2013 6/5/2013 0.00
W. Stevens (Hall director) 6/5/2013 6/5/2013 0.00
A. Mondy (hall director) 6/5/2013 6/5/2013 0.00
B. Fitzpatrick (Hall director) 6/5/2013 6/5/2013 0.00
C. Taylor (Hall director) 6/5/2013 6/5/2013 0.00
V. Washington (hall director) 6/5/2013 6/5/2013 0.00
D. Sisney (hall director) 6/5/2013 6/5/2013 0.00
K. Pongetti (pay adj) 6/5/2013 6/5/2013 0.00
F. Wolfe (term) 6/5/2013 6/5/2013 0.00
S. Hutchens (summer school) 6/7/2013 6/7/2013 0.00
T. Davis (summer SchoolO 6/7/2013 6/7/2013 0.00
S. Zengaro (summer school) 6/7/2013 6/7/2013 0.00
J. Alvarez (summer school) 6/7/2013 6/7/2013 0.00
G. Brister (summer schoolO 6/7/2013 6/7/2013 0.00
B. Lamb (summer school) 6/7/2013 6/7/2013 0.00
D. Schattner (summer school) 6/7/2013 6/7/2013 0.00
D. Pinkerton (summer school) 6/7/2013 6/7/2013 0.00
I. Brown (dist. Chg) 6/10/2013 6/10/2013 0.00
S. Dottley (certification) 6/10/2013 6/10/2013 0.00
L. Alyward (dist chg) 6/10/2013 6/10/2013 0.00
C. Medeiros (term) 6/10/2013 6/10/2013 0.00
C. Beardsley (term) 6/10/2013 6/10/2013 0.00
G. Karahan (promo) 6/10/2013 6/10/2013 0.00
A. Herrod (promo) 6/10/2013 6/10/2013 0.00
L. Pickard (term) 6/10/2013 6/10/2013 0.00
C. Harris (did not complete dis) 6/10/2013 6/10/2013 0.00
D. Shuttlesworth (promo) 6/10/2013 6/10/2013 0.00
Fadiga-Stewart, (promo) 6/10/2013 6/10/2013 0.00
D. Mitra (promo) 6/10/2013 6/10/2013 0.00
M. merryday (promo) 6/10/2013 6/10/2013 0.00
D. Mark (promo) 6/10/2013 6/10/2013 0.00
B. Knight (degree) 6/11/2013 6/11/2013 0.00

L. Howell (degree) 6/11/2013 6/11/2013 0.00



EAF Forms
July 1, 2012 - June 30, 2013

A. Mullins (term)

J. Phillips (summer school)

C. Bounds (term)

J. Moore (promo)

D. Thomas (promo)

D. Mitchell (promo)

K. Stroup (promo)

H. Miller (promo)

C. Cummins (title chg)

C. Cesare-Magee (term)

M. lacopelli (term)

E. Lambert (term)

J. Tiftjian (title Il director)

V. jackson (CCED assess)

C. Brock (dual enroll)

C. Boettcher (postion chg)

A. Sharma (rehire)

T. Laub (new hire)

E. Schmidt (new hire)

L. Cope (new hire)

R. Gaddy (term)

H. Miller (summer school)

M. Merryday (summer schoolO
C. Bounds (summer school)
M. VanNamen (promo)

S. Stephens (trans)

D. Hebert (add duties)

G. Meador (summer school)
G. Meador (summer school)

E. McKnight (summers chool0
G. Karahan (summer school)
M. Amspaugh (summer school)
T. Holloway (degree comp)

A. Lotven (term)

T. Taylor (summer school)

L. Magee (summer school)

L. Magee (summer school)

T. Houston (summer schoolO
M. Matthews (summer school)
M. Matthews (summer school)
G. Williams (summer school)
G. Williams (summer school)
J. Brown (summer school)

M. Amspaugh (summer school)

Date Received
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013

Date Processed
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/11/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/12/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/17/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
V. Webster (summer school) 6/18/2013 6/18/2013 0.00
V. Webster (summer school) 6/18/2013 6/18/2013 0.00
J. Long (summer school) 6/18/2013 6/18/2013 0.00
C. Montgomery (summer school) 6/18/2013 6/18/2013 0.00
C. Montgomery (summer school) 6/18/2013 6/18/2013 0.00
C. Montgomery (summer school) 6/18/2013 6/18/2013 0.00
J. Hilpert (retirement) 6/19/2013 6/19/2013 0.00
R. Mayers (promo) 6/19/2013 6/19/2013 0.00
B Barnes (status change) 6/19/2013 6/19/2013 0.00
Bobbi Wiley (new hire) 6/19/2013 6/19/2013 0.00
J Thigpen (new hire) 6/19/2013 6/19/2013 0.00
Holly Graham (new hire) 6/19/2013 6/19/2013 0.00
D Brown (term) 6/19/2013 6/19/2013 0.00
L Phillips (temp) 6/19/2013 6/19/2013 0.00
D Carter (term) 6/19/2013 6/19/2013 0.00
D Hemphill (term) 6/19/2013 6/19/2013 0.00
S Loper (temp) 6/19/2013 6/19/2013 0.00
K Green (new hire) 6/19/2013 6/19/2013 0.00
T Wetzel (temp) 6/19/2013 6/19/2013 0.00
M Griffin (term) 6/19/2013 6/19/2013 0.00
J Gusta (temp) 6/19/2013 6/19/2013 0.00
E Morris (new hire) 6/19/2013 6/19/2013 0.00
E Barnes (new hire) 6/19/2013 6/19/2013 0.00
M Fleming (temp) 6/19/2013 6/19/2013 0.00
B Hunter (temp) 6/19/2013 6/19/2013 0.00
Z Shegog (term) 6/19/2013 6/19/2013 0.00
G Fregory (term) 6/19/2013 6/19/2013 0.00
P. Bunn (summer school) 6/19/2013 6/19/2013 0.00
P. Bunn (summer school) 6/19/2013 6/19/2013 0.00
P. Bunn (summer school) 6/19/2013 6/19/2013 0.00
G. Jennings (summer school) 6/19/2013 6/19/2013 0.00
M. Jones (summer school) 6/19/2013 6/19/2013 0.00
L. Pazzani (summer school) 6/19/2013 6/19/2013 0.00
G. Lee (summer school) 6/19/2013 6/19/2013 0.00
D. Mitra (summer school) 6/19/2013 6/19/2013 0.00
C. Bounds (summer school) 6/19/2013 6/19/2013 0.00
S. Lamb (summer school) 6/19/2013 6/19/2013 0.00
M. Johansen (summer school) 6/19/2013 6/19/2013 0.00
G. Freeman-Morris (summer) 6/19/2013 6/19/2013 0.00
G. Zhao (summer school) 6/19/2013 6/19/2013 0.00
G. Zhao (summer school) 6/19/2013 6/19/2013 0.00
A. Soliz (return from leave) 6/19/2013 6/19/2013 0.00
A. Soliz (summer school) 6/19/2013 6/19/2013 0.00

j. Kandies (summer school) 6/19/2013 6/19/2013 0.00



EAF Forms
July 1, 2012 - June 30, 2013

j. Kandies (summer school)

A. Barton (summer school)

A. Barton (summer school)

B. Becker (summer school)

J. Cox (summer school0

L. Bryd (summer school)

M. Lishman (summer school)

M. Mcnee (sumemr school)

D. Matthews (summer school0
C. Washer (summer school)

L. Russell (summer school)

J. roach (summer school)

D. Kim (summer school0

C. Prather (summer school)

D. Blansett (summer school)

M. Lishman (summer school)

D. Matthews (summer school0

t. Russell (summer school)

D. Ezell (summer school)

M. Cunningham (summer school)
C Sledge (summer school)

S Layman (summer school)

M Jones (summer school)

J Robinson (summer school)

AC Prewitt (part time)

J Parks (re dist.)

B Smith (x police)

S Henderson (temp)

J Ware (temp)

. Maxwell-Barnes (summer)

L. Butler (term)

A. Brinkley (degree completion)
N. Lelek (new hire)

A. Cowins (salary chg)

P. Hankins (interim dean)

R. Hochradel (summer school)
R. Hochradel (summer school)
R
R
C
C
C
F

—

. Hochradel (summer school)
. Hochradel (summer school)
. Wood (summer school0
. Wood (summer school)
. Wood (summer school)
. Zengaro (new hire)
R. Turner (title change)

Date Received
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/24/2013

Date Processed
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/19/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/20/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/21/2013
6/24/2013

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00



EAF Forms
July 1, 2012 - June 30, 2013

C. Wood (summer school)
C. Wood (summer school)
C. Wood (summer school)
a. Huber (position chg)

L. Butler (term)

C. Ross (term)

L. Rogers (term)

H. Williams (new hire)

W. Wood (summer school)
W. Wood (summer school)
B. Washington (reappt)

M. Butler (interim chair)

L. Fitts (reappt)

W. Lee (reappt)

L. Ross (reappt)

N. Robinson (reappt)

AC Prewitt (part time)

I. Johnson (term)

B. mcKnight (term)

A. Henderson (reappt)

P. Boswell (extra pay)

R. Gainspoletti (reappt)

L. McDowell (military leave)
J. Blount (reappt)

D. Joel (reappt)

L. Sandifer (reappt)

E. Mcknight (reappt

M. Kemp (promo)

M. Gann (reappt)

J. Harbin (summer school)
M. Kuykendall (overload)
M. VanNamen (summer school)
T. Watkins (summer school)
A. Huber (elearning

J Parks (redist)

E Tardy (temp)

D Jurnett (term)

M Penson (term)

T Kinney (term)

E Holecek (temp)

R Campbell (rehire)

M. Gann (term)

C. Riddle (promotion)

R Goss 1l

Date Received

6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/27/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/26/2013
6/18/2013
6/28/2013
2-Jul-2012
16-Jul-2012

Date Processed

6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/24/2013
6/27/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/28/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/18/2013
6/26/2013
6/18/2013
6/28/2013
3-Jul-2012
17-Jul-2012

# of Days to Process
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
1.00
1.00



EAF Forms
July 1, 2012 - June 30, 2013

Date Received Date Processed # of Days to Process
P Brower (term) 1/2/2013 1/3/2013 1.00
H Walker (pt) 1/2/2013 1/3/2013 1.00
K Trotter (nh) 1/15/2013 1/16/2013 1.00
J Wilkes (new hire) 2/11/2013 2/12/2013 1.00
J McCormick (promo) 2/14/2013 2/15/2013 1.00
J Kypke (promot) 2/14/2013 2/15/2013 1.00
C Mederios (promo) 2/14/2013 2/15/2013 1.00
D Carter (promo) 2/14/2013 2/15/2013 1.00
J Cartwright (new hire) 2/22/2013 2/25/2013 1.00
C Anthony 2/8/2013 2/11/2013 3.00
A West (new hire) 4/15/2013 4/18/2013 3.00
D Taylor (new hire) 4/15/2013 4/19/2013 4.00
M Walker (new hire) 4/15/2013 4/19/2013 4.00
C Haynes (new hire) 4/15/2013 4/19/2013 4.00
D Wright (new hire) 4/15/2013 4/19/2013 4.00
L Lewis (new hire) 4/15/2013 4/19/2013 4.00
G Williams (new hire) 4/15/2013 4/19/2013 4.00

K Davis (new Hire) 4/12/2013 4/18/2013 6.00
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Recruitment and Hiring Guidelines

The Diversity Task Force has recommended the following mission statement for consideration in
al hiring.

In the pursuit of academic excellence, Delta State University is committed to creating and

mai ntaining an inclusive academic community that fosters productive intellectual exchange while
bridging gaps in the differences in the human experience. DSU’s goal is to encourage the
contributions of each individual in its learning community by providing venues for multicultural
education and training in an environment of mutual respect. Through the recruitment and
retention of a diverse student body, faculty, and staff, Delta Sate exemplifies its understanding
and appreciation of the individual fabric that creates the rich tapestry our global community.

By the time candidates reach the selection interview process, they have been screened and must
meet or exceed the minimum requirements for the position. The purpose of the selection
interview should be to collect additional information on the candidate's job-related knowledge,
skills, and ahilities that should be helpful in selecting the individual most likely to succeed on the
job.

Interviewing candidates for ajob vacancy is avery important task. Properly conducted interviews
can insure that Delta State University will select the candidate who can best fulfill the
responsibilities of a position. This guide is designed to provide some of the essential elements of
successful selection interviewing.

Recruitment and Hiring Planning
Successful selection starts with a conscious and deliberate hiring plan that considers the
University's objectives for both excellence and diversity. Having a plan provides direction for
reaching a nondiscriminatory selection decision by laying out the foundation for an open and
consistent set of procedures. Elements of the selection plan include:
e aposition description of the job responsibilities, duties and specification that has been
supported by a current job analysis.
e arecruitment plan showing sourcing activities that would result in a skilled diverse pool.
e anondiscriminatory selection process using clear measurable selection standards and a
structured interview format conducted by well-informed interviewer(s).
e awillingnessto invest resources (money, time and staff) to hire the right person for the
job.
The goal of theinterview isto gain the information needed to assess which candidate best meets
the requirements of a position. By planning ahead and having alist of standard interview
guestions for each candidate you will insure that:
e you obtain critical job-related information,
e each candidate istreated fairly, and
e UNCONSCious biases are minimized.

Thecardinal rule: Keep questions and request of information job-related.
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Recruitment and Hiring Format

1. Establish Rapport. Your first roleisthat of host. A warm greeting and a suitable introduction
will help establish rapport and help create a pleasant atmosphere. A friendly exchange of
comments creates an atmosphere that allows communication to develop more fredly and rapidly
than it would otherwise.

2. Explain purpose, set agenda. Thiswill help put the candidate at ease by |etting them know
what is about to occur. It also puts you in control of the interview. Provided is a sample to explain
the “road-map” to the candidate:

Let me go over the agenda with you for today. We will have an hour for our meeting. We will begin by
asking questions about your work experience. We will be concentrating on your work experience,
knowledge and skills. As much as possible, please provide specific examples. So that we will not forget, we
will take notes as we talk. Later, we will provide you with an opportunity to ask any questions you may
have about the job or DSU and provide us with any additional information.

3. Gather information. Listen, listen and listen! Ideally, the interviewer should talk no more than
20% of the time. The keys to effective interviewing are careful listening combined with good use

of questions and comments. Remember that aslong as you are talking, you are not learning about

the candidate.

4. Description of job. A detailed description of specific duties should probably be saved until
this stage of the interview. Describing the job in detail before this stage may inadvertently coach
the candidate on how he/she should present his'her capabilities.

5. Answer questions from candidate and allow additional information. This stage lets the
candidate gain the information he/she needs about the position and Delta State University. Asa
courtesy, ask:

e “Isthere anything else you would like to add or tell us about your qualifications?”

¢ “Isthere anything el se about Delta Sate or the position you would like know?”

o “What else should I know about your qualifications for this job?”

6. Conclude theinterview. Simply thank the candidate for their time. Outline what will happen
next. Give the candidate a timeframe by which you plan to have completed the selection process.

Interview Questions

When conducting job interviews, it is important to ask questions not only about an applicant’s job
knowledge and skills, but also of past work experiences. In particular, it is valuable to gather
information in order to know how the applicant performed in certain work situations. The
applicant’s past actions will often predict how s/he will respond in similar future situations.

Thisinformation isimportant because how an employee performsis as critica aswhat the
responsibilities are in the actua job. Identifying and ng performance competencies will
contribute to the overall success of selecting the right candidate for the position.

Prior to asking the interview questions, it is recommended to begin the interview with general
introductory questions. The following are offered only as suggestions:
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1. “Ihave reviewed your resume/application but would like to ask you to begin by
giving me an overview of your education and experience as they relate to this
position and why you are interested in this position.”

2. “Before we begin with specific questions regarding this position, provide me (or the
committee) with an overview of your past jobs highlighting the employment dates of
the universities/organizations you worked for and your job duties”(candidate should
not have resume in hand, s’he should be able to recite from memory. If there are any
gaps in employment, inquire about the situation).

Job Competency. Job competencies are key behaviors required for excellent performance. These
competencies can assist an interviewer in evaluating the candidate against job qudifications. The
Human Resource Department has identified three (3) core competencies that accommodate most
positions:

e Job Effectiveness,

e Making People Matter; and

e Organizational Success.
Under each core competency are additional competency components. Utilize as many
components as needed to allow you to effectively evaluate the candidate’s qualifications to the
specific job position being sought.

Sample questions for each competency are included in the appendix of this document on pages 9 -
26.

Legal Issuesto Consider

Various federal and state laws regulate the type of questions a prospective employer can ask a
candidate. Acting on behalf of Delta State University, your focus must be: “What do I need to
know to decide whether this person can perform the functions of the job?”

Discrimination problems usually develop not from the intent of the question, but rather from how
itisasked. It isvery legitimate to seek information regarding possible problems arising from job-
related requirements. The laws are not intended to prohibit Delta State University from obtaining
information about applicants as long as the questions do nat dlicit information that could be used
for discriminatory purposes. Discrimination complaints often are filed because candidates do not
see questions as being job-related, even if they really are.

Example: When interviewing a female candidate for a recruiter position that requires frequent
overnight travel, you have every right to be concerned about the candidate meeting the job
requirements. However, if your concern leads you to ask questions about the candidate’s child or
child-care arrangements, your questions areillegal. The same information can be obtained
legally by asking the following question: “This position requires overnight travel two or three
days a week during the spring term. Do you see any problems in meeting this job requirement?”’
The advantage is that this question avoids any illegal issueswhile still extracting the desired
information.

Sample lega guestions are included in the appendix of this document on pages 27 — 30.

Reference Checks
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Always check references of your top candidates regardless of your impressions of the person's
gualifications. A mistake is costly in time, energy, and money - take the time to check references
before making ajob offer.

Reference checking is an essential part of the selection process. References provide valuable
information about a candidate’s performance, helps you rank candidates, and assists in making
your final decision. After completing all interviews, and prior to making a hiring decision and
commitment, check the references of the final candidate(s). The following guidelines are offered
to assist you in this process:

e You should state during the interview with ajob applicant that references will be
checked. Do not only rely on letters of reference or personal references provided by the
applicant.

o A telephone reference check takes less time than awritten reference check and usually
more information is gained. Forms may not uncover negative information and employers
may hesitate to put into writing what they may say in a conversation.

e Thehiring supervisor is usually the best one to make the call because he/she is most
familiar with the information obtained from the candidate and the responsibilities of the
job.

e Supervisors should be prepared with awritten list of job-related questions and be
consistent in the questions asked.

o  When calling a candidate’s reference, identify yourself and tell the reference about the
position for which the candidate is being considered.

e Togain as much information as possible |et the reference speak without interrupting. If
the reference pausesin the conversation, it may mean he/she has other information they
are hesitant to share. Get them to talk about everything that would be helpful, but only
ask for information that will be used in the hiring decision.

e Askonly job-related questions and document all answers. Avoid questions that can be
answered “yes” or “no.” Ask for specific information - “Tell me about this person’s
attendance and punctuality.”

o If thereferenceisreluctant to provide information, ask if he/she will verify the
information read from the candidate’s resume or employment application.

e One of the most important questionsto get answered isif thereis any reason the
organization would not rehire the individual.

e  Check multiple references whenever possible.

Check references after you have interviewed the candidate. Checking references before the
interview can create false expectations and affect your ability to evaluate the applicant's
qualifications objectively. Thisincludes Delta State University references.

Again, advise the candidate in the interview process that you will be checking references.

Search committees and al administrators responsible for reviewing and approving hiring
recommendations should be particularly mindful of the need to conduct appropriate and thorough
reference checks of any recommended job candidate. This should include, at a minimum,
whenever possible, direct contact with the immediate supervisor of the recommended candidate
in hisor her previous place of employment. For many executive, administrative, and professional
positions, contacting the next higher level of supervisor isalso advisable.
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Reference checks can reveal information about a candidate’s behavior with prior employers,
which could be critical to your decision, regardless of the candidate’s skills, knowledge, and
abilities. Failure to check references can also have serious legal consequences for Delta State
University. If an employee engages in violent, harmful behavior similar to that which occurred
during previous employment, and which would have been revealed in areference check, Delta
State University can be held legally responsible for “negligent hiring.”

Summary

All search committees will have a member of Human Resour ces staff or a Human Resource
trained individual in the expectations as outlined in the search committee document. Because the
university depends on the quality and talent of its employees, hiring decisions are among the most
important choices you make. Delta State University is committed to recruiting, selecting,
developing, and retaining a qualified and diverse workforce to promote and support the
university’s mission. At each stage of the employment process, from determining staffing needs
through recruitment, interviewing, and selection, you have opportunities to make choices that will
result in the effective management of thisinstitution.

The Human Resources Department is available to advise and assist you in making these choices,
but in the end, you are the person who knows which candidate best meets your needs.

Remember, it's important to:

e continueto value diversity in the workplace at all levels;

o comply with Equal Employment Opportunity and other federal employment laws and
regulations,
plan your staffing needs well in advance;

o recruit aqualified and diverse applicant pool, including targeted outreach to underutilized
groups; interview the top candidates fairly and equitably; and select the best-qualified
person for the position.
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DELTA STATE
UNIVERSITY

Recruitment and Hiring Guide
Appendix - Reference Materials/Forms

Job Competencies— Permissible Questions/I nquiries

Organizational Success
Making People Matter
Job Effectiveness
Academic & Administrative Supervision Positions

L egal I1ssues - Permissible Questions/I nquiries

Relatives/Family/Marital Status Citizenship
Residence National Origin/Ancestry
Pregnancy Race or Color

Physical Health Religion
Name Organizations
Sex Military
Age Height & Weight
Education Arrests & Convictions
Forms

Sample Interview Guide
Reference Check Release Form

Reference Checking Form

Documentation Checklist

Letter of Offer — Faculty

Letter of Offer — Executive, Administrative, Managerial, and Other Professional Staff
Letter of Offer — Support Staff Employee
Search Committee Code of Ethics
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DELTA STATE
UNIVERSITY

Human Resour ce Department
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Job Competencies
Organizational Success

+ Teamwork/Cooperation (within and across units) ¢ Customer Orientation

+ Commitment to Continuous Quality/Process |mprovement

¢ Creativity/Innovation + Hexibility/Adaptability to Change
¢ Continuous L earning/Development ¢ DisplaysVision

¢ Leadership/Initiative

M aking People M atter

+ Respect for Others + Interpersonal Skills

+ Supports Diversity and Understands Related Issues

+ Honesty/Fairness ¢ Builds Trust

¢ Recognizes Others’ Achievements/Contributions

¢ Understands Others’ Perspectives ¢ Resolves Conflicts Constructively
+ Positive Attitude

Job Effectiveness

+ Planning/Organization + Problem Solving/Judgement

+ Makes Effective Decisions + Takes Responsibility

+ Achieves Results + Communicates Effectively

+ Dependahility/Attendance + Job/Organizational Knowledge

+ Productivity

Academic & Administrative Supervision Positions

+ Coaches/Counsdl g/Evaluates Staff + Enables and Empowers Staff

+ ldentifies Areas for and Supports Employee Development Opportunities

+ Encourages Teamwork and Group Achievement

+ Strivesto Achieve Diverse Staff at all Levels

+ Leads Change/Achieves Support of Objectives

+ Understands Diversity Issues and Creates Supportive Environment for Diverse Employees

Theindicators of competency allow interviewers to integrate the knowledge, skills, attitudes, and
actions that distinguish excellent performers. The indicators are provided in order to achieve
consistency of understanding across the university and to enhance discussions about work
performance factors.
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Job Competencies

Permissible Questions/l nquiries

Job Effectiveness

1. Planning/Organization
Questionsto Ask

(0]

(0]

(0]

Give me a specific example of atime when you did not meet a deadline. How did
you handleit?

Using a specific example of a project, tell me how you kept those involved
informed of the progress.

Are you better at working on many things at atime, or are you better at working
on and getting results on afew specific things? Please give me two examples that
illugtrate this.

Name one of your best accomplishments, including where the assignment came
from, your plansin carrying it out, how you eventually did carry it out, and any
obstacles you overcame.

Of your current assignments, which do you consider to have required the greatest
amount of effort with regard to planning/organization? How have you
accomplished this assignment? Tell me how you handled it. How would you
assess your effectiveness?

I ndicators of Competency

(0]

O oO0Oo0o

Establishes priorities that address the details and timelines needed to achieve the
intended results;

Focuses on end result;

Isflexible and utilizes resources;

Updates staff regularly and communicates plans to those invol ved;

Ensures projects are being completed according to plan and reevaluates if
necessary.

Problem Solving/Judgment
Questionsto Ask

(0]

(0]

(0]

Describe an instance when you had to think quickly to free yourself from a
difficult situation.

Give me a specific example of atime when you used good judgment and logic in
solving a problem.

Give me an example of atime when there was a decision to be made and
procedures were not in place? What was the outcome?

How do you go about solving problems at work?

Tell me about a specific time when you eliminated or avoided a potentia
problem before it happened.

What types of problems do you most enjoy tackling? Give me some examples of
such problems you faced. What did you enjoy about them?

What types of problems do you least enjoy tackling? Give me some exampl es of
such problems you faced. What was it about the problems that you least enjoyed?
To whom did you turn for help the last time you had amajor problem and why
did you choose that person?
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4.

(0]

In some aspects of work - it isimportant to be free of error. Can you describe a
situation where you have tried to prevent errors? What did you do? What was the
outcome?

I ndicator s of Competency

(0]
(0]

(0]

(0]

(0]

Analyzes and solves problems by dealing with facts and not by blaming others;
Seeks involvement from diverse perspectives and areas of the department and
university “stakeholders” to solve problems;

Understands the university and the affect decisions have on other parts of the
institution;

Proactively anticipates and addresses concerns of students, staff, faculty, Cabinet,
and the general public;

Formulates alternative/creative solutions to problems,

Resolves sensitive issues without making the situation worse;

Provides advice and/or information to individuals and department in atimely
manner;

Makes timely decisions with quality outcomes.

M akes Effective Decisions
Questionsto Ask

(0]
(0]

Tell me about a decision you made but wish you had done differently.

Tell me about an experience in which you had alimited amount of time to make
adifficult decision. What was the decision and the outcome/result of your
decision?

Give me an example of atime when there was a decision to be made and
procedures were not in place? What was the outcome?

Tell me about atime when you had to make an unpopular decision.

Discuss an important decision you have made regarding work. What factors
influenced your decision?

In acurrent job task, what steps do you go through to ensure your decisions are
correct/effective?

I ndicators of Competency

(0]

O O O0OO0Oo

Gathersinformation on an issue, impartially considering all sides and makes
logical decisonsthat are clear;

Evaluates positive and negative alternatives within time and resource constraints;
Uses agreed upon criteriafor decision-making rather than hidden agendas,

Del egates decision-making responsibility when appropriate;

Considersthetota organization when making decisions;

K egps the department's long-term goals in mind when addressing short-term
issues and problems.

Takes Responsibility
Questionsto Ask

(0]

(0]

(0]

Give me an example of something you’ve done in previous jobs that demonstrate
your willingness to work hard.

What isthe biggest error in judgment or failure you have made in a previous job?
Why did you make it? How did you correct the problem?

Tell me about atime when your supervisor criticized your work. How did you
respond?
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5.

(0]

Tell me about atime when you took responsibility for an error and were held
personally accountable.

I ndicator s of Competency

(0]

O O O0OOo

Follows-through on commitments;

Only makes promises that can be kept;

Acts like an “owner”, taking care of the needs of the department;
Takes responsibility for actions, results, and mistakes,

Iswilling to accept additional responsibility or authority.

Achieves Results
Questionsto Ask

(0]

(0]

(0]

Describe a situation in which you were able to use persuasion to successfully
convince someone to approach things your way.

Give me an example of an important goal that you had set in the past, and tell me
about your successin reaching it.

What projects were accomplished during your previous job? How were these
accomplished?

What experiences did you have when meeting deadlines for project completion?
Explain.

Areyou better at working on many things at atime, or are you better at working
on and getting results on afew specific things? Please give me an example or two
that illustrate this.

What do you consider your greatest accomplishments in your current/previous
position?

I ndicator s of Competency

(0]
(0]
(0]

(0]

(0]
(0]

Getsthe job done by doing whatever it takes, within an appropriate time frame;
Handles and delivers multiple projects simultaneoudly;

Implements plans and makes mid-course changes when necessary to achieve
godls,

Sets daily, weekly, monthly, quarterly and annual project goals, creating specific
plans to meet them,;

Shows persistence in overcoming obstacles;

Ensures follow-through to desired results.

Communicates Effectively
Questionsto Ask

(0]

(0]

Describe a situation in which you were able to use persuasion to successfully
convince someone to see things your way.

Give me an example of atime when you were able to successfully communicate
with another person even when that individual may not have agreed with your
perspective.

Give me a specific example of atime when you had to handle an angry
“customer”. What was the problem and what was the outcome?

Tell me about atime when you and your current/previous supervisor disagreed
but you still found away to get your point across.

How do you make your feelings known when you disagree with the views of
your staff or peersin your department?
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8.

(0]
(0]
(0]

What have you done to improve your verbal communication skills?
What have you done to improve your listening skills?
Tell me how you kept your supervisor advised of the status on projects.

I ndicator s of Competency

(0]
(0]

(0]

Communicatesin an open, candid and consistent manner;

Explains concepts and procedures clearly and completely while maintaining
attention and interest;

Shows tact, diplomacy, and sensitivity in dealing with ethnic/gender issuesin
verbal and written communications,

Keepsindividuals well informed of key university/organizationa issues/needs
and issues that may affect them,

Keeps others informed on the status of assigned work;

Deliversinformation effectively in avariety of settingsincluding one-on-one,
department meeting setting, and university-wide presentations;
Deliversinformation effectively in avariety of formatsincluding letters, memos,
analytical reports, and decision documents.

Dependability/Attendance
Questionsto Ask

(0]

(0]

Give me a specific example of atime when you did not meet a deadline. How did
you handleit?

We all face times when issues pull us away from work responsibilities. If
possible, tell me about atime when your dependability or attendance was
challenged. How did you handleit and/or remain accountable or involved in
work? How long did the situation last?

I ndicator s of Competency

(0]

O oO0oO0o

Isavailable for work on a consistent and timely basis with infrequent unplanned
absences;

Completes work in atimely manner;

M eets commitments with minimal oversight;

Meets commitments with others;

Conscientious, accurate, and reliable when performing/completing job tasks.

Job/Organizational Knowledge
Questionsto Ask

(0]

Describe how your position contributes to your organization’s/university’s goals.
What are the goals and/or mission?

Tell me how you keep your job knowledge current with the on-going changesin
your field of study/discipline/expertise and/or industry.

I ndicator s of Competency

(0]

(0]
(0]
(0]

Understands how to get things done in the organization/university;

Possesses knowledge and skills necessary to perform job;

Defines resources and actions to achieve objectives within constraints;

Builds effective networks and alliances inside and outside the university, which
benefit the department/university.
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9. Productivity
Questionsto Ask

(0]

(0]

(0]

Give me an example of an important goal that you had set in the past, and tell me
about your successin reaching it.

Tell me about atime when you had to complete multiple tasks/projects within a
tight timeline.

Tell me about atime when you had to go above and beyond the call of duty in
order to get ajob done.

Give me a specific example of atime when you did not meet a deadline. How did
you handleit?

Give me two examples of things you’ve done in previous jobs that demonstrate
your willingness to work hard.

Describe a course, project, or work experience that was complex. What kind of
follow-up did you undertake? How much time was spent on unexpected
difficulties?

I ndicators of Competency

(0]
(0]
(0]

(0]

Focuses time and resources on activities that will yield the greatest benefit;

Gets work done within a given time frame;

Setsredistic personal goals and work plansthat are consistent with the academic
and “business” needs and strategies of the department;

Works effectively under pressure — balances multiple objectives,

Obtains information and utilizes resources effectively.
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Making People Matter
Permissible Questions/Inquiries

10. Respect for Others
Questionsto Ask

(0]

(0]

(0]

Tell me about atime when you had to resolve a difference of opinion with a
co-worker/peer/customer/supervisor. How do you feel you showed respect?

Tell me about atime when you needed to give feedback to a co-worker with an
emotional or sensitive problem. Without specifics, what was the outcome?
Describe the way you handled a specific problem involving others with differing
values, ideas and beliefs in your current/previous job.

I ndicator s of Competency

O O0OO0OO0OO0OO0O0o

Treats al people with dignity;

Demonstrates compassion, consideration, and caring;
Believes/assumes the best in others;

Demonstrates care for heath and safety of others;

V alues contributions of others;

Works to build others' value with positive impact to all;

Speaks up on behalf of others when differences are not respected.

11. Interpersonal Skills
Questionsto Ask

12.

(0]

(0]

Give me a specific example of atime when you had to address an angry
customer. What was the problem and what was the outcome?

Tell me about the most difficult challenge you faced in trying to work
cooperatively with someone who did not share the same ideas. What was your
role? What was the long-term impact of working with this person?

Describe awork situation that required you to really listen and display
compassion to a peer/co-worker.

Describe the way you handled a specific problem involving people in your last
job.

I ndicators of Competency

(0]
(0]

(ol elNeolNeo]

Attentive to and understands the views of others;

Demonstrates an awareness of own style and how it affects others, and makes
adjustments as necessary;

Resolvesinterpersona problemsin the workplace;

Responds positively to constructive suggestions;

Displays objectivity in assessing situations;

Develops and maintains positive work relationships with others.

Supports Diversity and Under stands Related | ssues
Questionsto Ask

(0]

(0]

Tell me about atime when you had to adapt to awide variety of people by
accepting/understanding their perspective.

What have you done to further your knowledge/understanding about diversity?
How have you demonstrated your learning?
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13.

14.

Can you recal atime when a person's cultural background affected your
approach to awork situation?

Tell me about atime that you successfully adapted to a culturally different
environment.

Tell me about a situation in which you had to separate the person from the issue
when working to resolve differences?

How have you taken responsibility/accountability for an action that may have
been offensive to the recipient?

Tell me about atime that you had adapted your style in order to work effectively
with those who were different from you.

How have you reacted to conversations between co-workers that were clearly
offensive to non-partici pants?

How have you made your voice heard in a predominantly male or female-
dominated environment?

What measures have you taken to make someone feel comfortable in an
environment that was obviously uncomfortable with his or her presence?

I ndicators of Competency

0 Establishes and maintains effective working rel ationships with people from
diverse backgrounds,

0 Realizes differencesin people as opportunitiesto learn;

o Contributesto an environment where differences are valued and encouraged.

Honesty/Fair ness

Questionsto Ask

o Tell meabout aspecific time when you had to handle a tough problem which
challenged fairness or ethical issues.

o0 Tel meabout atough decision you made. What steps, thought processes, and

considerations did you take to make an objective decision?

I ndicators of Competency

0 Setsan example by consistently modeling high standards of performance,
honesty, and integrity;

o Iswilling to change his’her mind when given new information;

0 Makessureall ideasreceive fair consideration.

Builds Trust

Questionsto Ask

0 Think of asituation where you distrusted a co-worker/supervisor, resulting in
tension between you. What steps did you take to improve the relationship?

o If you can, tell me about atime when your trustworthiness was challenged. How
did you react/respond?

0 Give meexamples of how your have acted with integrity (“walked the talk™) in
your job/work relationship.

o Tell meabout atime when you had to give feedback to an employee who
displayed alack of professionalism in their work relationships. What did you
say? What was the outcome?

0 Trust requires personal accountability. Can you tell me about atime when you

chose to trust someone? What was the outcome?
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15.

16.

0 Tell me about a time when you had to give the “benefit of the doubt” to a
co-worker/supervisor. What was the outcome?

0 Give me an example of when you “went to the source” to address a conflict. Do
you feel trust levels were improved as a result?

Indicators of Competency

0 Actions support his’her words;

0 Maintainsareputation for honesty, candor, confidentiality, fairness and
reliability;

Protects the interests of people who aren't present;

Judges substance, not image;

Follows-up on commitments made in atimely, accurate and complete basis;
Makes position clear on difficult issues.

O O0OO0OOo

Recognizes Others’ Achievements/Contributions

Questionsto Ask

o0 Give me an example of how you and your staff/peers have celebrated successin
the past. What was the occasion?

o Tell meabout atime when you were able to provide a co-worker/employee with
recognition for the work they performed. What did you do?

0 What consistent methods do you use to ensure that co-workers feel valued for
their contributions?

Indicators of Competency

0 Promotes systems and processes that encourage and reward the devel opment of
people at all levels of the organization;

0 Says “thank you” and “great job” on a regular basis;

0 Recognizes and/or rewards others for their contributions and commitment.

Understands Others’ Perspectives

Questionsto Ask

0 Gaining the cooperation of others can be difficult. Give a specific example when
you had to do that.

o Tell meabout the most difficult challenge you faced in trying to work
cooperatively with someone who did not share the same ideas. What was the
difference in ideas? What was the outcome? What was the long-term impact on
your ability to get things done working with this person?

0 Tel meabout atime when you felt your department was under too much
pressure. What did you do about it?

Indicators of Competency

0 Putshiglherself in “another's position” and demonstrates compassion,
consideration, and caring;

0 Understands all points of view with empathy.

17. Resolves Conflicts Constructively

Questionsto Ask
0 Give me an example of atime when you were able to successfully communicate
with another person even when you felt the individua did not value your

perspective.
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Tell me about atime when you and your previous supervisor disagreed but you
still found away to get your point across.

Describe atime when you facilitated a creative solution to a problem between
co-workers.

Tell me about arecent success you had with an especidly difficult
peer/co-worker.

Thinking of the most difficult person you have had to deal with, describe an
interaction that illustrates that difficulty. Tell me about the last time you dealt
with him/her? How did you handle the situation?

Describe atime when you took personal accountability for a conflict and initiated
contact with the individual (s) involved to explain your actions.

I ndicator s of Competency

(0]

o OO

OO O0OO0OO0Oo

Acknowledges personal responsibility in conflict situations;

Directly communicates with persons involved in disagreements;

Effectively manages conflict;

Identifies and constructively addresses disagreements which undermine
performance;

Encourages people to bring difficult issues into the open;

Uses the strength of the facts, rather than the loudness of argument;
Resolves differences between people using persuasion, diplomacy and logic;
K eeps conflict resolution professional and not personal;

Manages conflict with othersin ways that preserve good relations;

Offers open exploration of differing ideas and solutions within the department.

18. Positive Attitude
Questionsto Ask

(0]

(0]

(0]

(0]

(0]

What 3 specific things about your last job gave you the most satisfaction? Why?
What have you done in your last job that makes you feel proud?

Please think back to a time when setting a positive example had the most
beneficial impact on people you worked with. How did you determine that a
strong exampl e was needed? What was the effect on the staff?

Tell me about a time when you needed to address an employee’s attitude. What
did you say to that person? What was the outcome?

Describe your best boss. Describe your worst boss.

I ndicators of Competency

(0]

[l elNelNe)

Creates a"can-do" climate;

Approaches othersin a pleasant, happy and upbeat manner;
Maintai ns enthusiasm despite criticism of ideas;
Demonstrates support to unit/University mission;
Demonstrates an "'l care" attitude.
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Organizational Success
Permissible Questions/Inquiries

19. Teamwor k/Cooper ation (within and acr oss departments)
Questionsto Ask

(0]

Gaining the cooperation of others can be difficult. Give a specific example of
when you had to do that, and what challenges you faced. What was the outcome?
What was the long-term impact on your ability to work with this person?

Please give me your best example of working cooperatively as a department
member to accomplish an important goal. What was the goal or objective? What
was your role in achieving this objective? To what extent did you interact with
others/peers on this project?

Tell me about atime when your co-workers gave you feedback about your
actions. How did you respond? What changes did you make?

Describe a project you were responsible for that required alot of interaction with
people over along period of time.

How have you recognized and rewarded a “team player” in the past? What was
the situation?

Tell me about a course, work experience, or extracurricular activity where you
had to work closely with others. How did it go? How did you overcome any
difficulties?

I ndicators of Competency

(0]

Openly shares information, knowledge and expertise with the department and co-
workers;

Cooperates with other department members to achieve the workgroup's goals;
Appropriately gives and is open to feedback from department co-workers;

Puts accomplishing the interests of the university/department ahead of
accomplishing individua goals;

Actively works to remove barriers to team effectiveness;

Utilizes co-worker/peers’ skills to accomplish goals.

20. Customer Orientation
Questionsto Ask

(0]

Give me a specific example of atime when you had to address an angry
“customer” (student, staff, faculty, etc...). What was the problem and what was
the outcome? How would you assess your role in defusing the situation?

Give me an example of when you initiated a change in process or operationsin
response to faculty, staff, or student (“customer”) feedback.

Tell me about an initiative or information dissemination you developed. How did
it meet the “customer’s” need(s)?

I ndicator s of Competency

(0]
(0]

(0]

(0]

Insists and/or provides high quality service for internal and externa customers;
Demonstrates customer focus by seeking out, understanding, and responding to
the needs of both internal and external customers;

Responds to customers' needs, questions and concerns in an accurate, effective,
and timely manner; devel ops effective partnerships with customers,

Effectively works with upset customers, solving their problems;
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21. Commitment to Continuous Quality/Process | mprovement
Questionsto Ask

22.

23.

(0]

(0]

(0]

Tell me about a suggestion you made to improve the way job processes and/or
operations worked. What was the result?

Tell me about one of your workplace improvements that another department now
USES.

Give me an example when you initiated a change in process or operations.

In your last job, what problems did you identify that had previously been
overlooked? Were changes made? Who supported the changes as a result of your
ideas?

Describe something you have implemented at work. What were the steps you
used to implement this?

I ndicator s of Competency

(0]

(0]
(0]

(0]

Identifies and implements new processes and initiatives that help the customer
(faculty, staff, student, public, etc...) and department accomplish its goals;
Trandates ideas into specific tasks/actions to improve operations;

Actively seeks and suggests better ways of getting the job done, and learns from
both successes and failures,

Creatively applies and actively shares expertise and best practices with other
departments.

Creativity/Innovation
Questionsto Ask

(0]

(0]

(0]

(0]

(0]

Describe the most significant or creative presentation/idea that you

devel oped/implemented.

Describe atime when you came up with a creative sol ution/idea/project/report to
aproblem in your past work.

Tell me about atime when you created a new process or program that was
considered risky. What was the situation and what did you do?

Can you give me an example of how you have been creative in completing your
responsibilities?

Can you think of asituation where innovation was required at work? What did
you do in this situation?

I ndicators of Competency

(0]

(0]
(0]
(0]

Injects originality into daily work through research, personal knowledge, and
networking relationships;

Thinks “outside the box”;

Brainstorms and encourages new ideas and solutions;

Takes appropriate risks.

Flexibility/Adaptability to Change
Questionsto Ask

(0]

(0]

By providing examples, demonstrate that you can adapt to awide variety of
people, situations and/or environments.

What do you do when priorities change quickly? Give me one example of when
this happened.
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0 Tel meabout adecision you made while under alot of pressure.

0 Tel meabout a specific time when you were given new information that affected
adecison that you had already made.

0 Give me an example of atime when there was a decision to be made and
procedures were not in place? What was the outcome?

0 When wasthelast time you felt pressure on ajob? How did the situation come
about? How did you react? What made you decide to handle it that way? What
effect, if any, did this have on your other responsibilities?

0 What are some of the things your last employer could have done to keep you?

Indicators of Competency

o Displaysflexibility and opennessin daily work and encourages others to stay
open to change, improvements, etc.;

0 Adapts own attitudes and behavior to work effectively with different people and
situations;

0 Accepts and readily adapts to changing priorities, better ideas, strategies,
procedures, and methods;

0 Maintainswork effectivenessin new situations.

24. Continuous L ear ning/Development

Questionsto Ask

0 Describe adecision you made or a situation that you would have handle
differently if you had to do it over again.

0 When you have been made aware of, or have discovered for yourself, a problem
in your work performance, what was your course of action? Can you give me an
example?

0 Tel me about atime when your supervisor/co-workers gave you feedback about
your work/actions. What did you learn about yourself?

0 What have you done to further your own professional development in thelast 5
years?

0 Tel meabout ajob that you had which required you to learn new things.

0 Tel meabout arecent job or experience that you would describe as ared
learning experience. What did you learn from the job or the experience?

0 Téel me about atime when you were asked to complete a difficult assignment
even though the odds were against you. What did you learn from that experience?

0o Discussthe highlights of your most recent educational experience. Did you
accomplish any specia achievements? What were your most difficult challenges?

o0 | noticed on your resume that you attended training program. Please
describe the training program. How have you applied what you learned to your
current job?

Indicators of Competency

0 Takestheinitiative to learn new skills that would benefit the position and
operational objectives,

0 Takes ownership of own professional devel opment;

0 Learnsfrom and seeks others ideas and perspectives,

0 Actsasamentor and/or encourages other employeesto improve and develop
individual skills;

0 Seeksfeedback on performance;
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Considers, evaluates, and incorporates others' suggestions about their own
performance;

Continuoudy looks for new or nontraditional ideas to improve personal,
department and university operational effectiveness.

25. Displays Vision
Questionsto Ask

26.

(0]

(0]

Describe what steps/methods you have used to define/identify avision for your
unit/position.

In your current or former position, what were your short and long-term goal s?
How long ago did you set them? Who else was involved in setting them? Which
ones were achieved?

How do you see your job relating to the overall goals of your present/previous
organization?

Tell me about atime when you anticipated the future and made changes to
current responsibilities/operations to meet future needs.

I ndicator s of Competency

Thinks and considers possible future change;

Helps provide a clear customer-focused sense of direction for the department and
co-workers to support the university’s vision;

Develops and/or explains strategic action plans for practical use;

Inspires and energizes others to commit to vision;

Develops and refines vision to reflect constant and accel erating change impacting
DSU.

L eader ship/Initiative
Questionsto Ask

(0]

(0]

What are 3 effective leadership qualities you think are important. How have you
demonstrated these qualitiesin your past/current position?

Describe a situation in which you were able to use persuasion to successfully
convince someone to approach things your way. What level was the person you
had to persuade?

What risks did you take in your present/previous job? Tell me about it.

Tell me about your efforts to “sell” a new idea to your supervisor.

Describe aleadership situation that you would handle differently if you had it to
do over again.

What one experience proved to you that you would be a capable manager?
What have you done to develop the skills of your staff?

Tell me about atime when you were able to provide a co-worker with
recognition for the work they performed. What did you do?

Tell me about atime when you reached out for additional responsibility.

What have you done in your present/previous job that goes beyond what was
required?
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Indicators of Competency

Views him/herself as part of the DSU “team”, not above it;
Isflexible and easy to approach;

Builds positive working relationships with all staff;
Provides recognition;

Devel ops staff;

Has personal credibility and high integrity;

Utilizes internal organizational resources effectively;
Anticipates and plans for future devel opments;

Tackles difficult problems and decisions, when appropriate;
Handles pressure and stress appropriately.

OO0 O0OO0OO0OO0OO0OO0OO0OO
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Additional Factors for Academic & Administrative Supervision Positions

Permissible Questions/Inquiries

27. Coaches/Counsd s/Evaluates Staff
Questionsto Ask

28.

(0]

Give me an example of atime when you helped a staff member accept change
and make the necessary adjustments to move forward. What were the
change/transition skills that you used?

Tell me about a specific time when you had to handle atough morale problem.
Tell me about atime when you had to take disciplinary action with someone you
supervised.

Tell me about atime when you had to tell astaff member that you were
dissatisfied with his or her work.

Tell me about atime when you had to handle a highly emotional employee.
Discuss awork situation in which you felt you successfully directed the work of
others.

Tell me about atime when your department was going through long-term
changes or working on along-term project. What did you do to keep your staff
focused?

I ndicator s of Competency

(0]
(0]

(@)

O O O0OO0Oo

Employs aleadership style based on assessing the needs of individuals;
Addressesindividua needs through coaching and teaching to improve learning
and enhance performance;

Provides productive feedback to employees, co-workers and senior management
in atimely, direct and supportive manner;

Coaches others on how to anticipate, define and solve problems;

Openly shares information and resources,

Evaluates performance regularly, accurately and fairly;

Monitors staff work and follows-up appropriately;

Deals with performance problems directly, fairly, and in atimely manner,
providing current, complete and practical positive or corrective feedback.

I dentifies Areas and Supports Employee Development Opportunities
Questionsto Ask

(0]

(0]

(0]

What have you done to develop the skills of your staff? How many of your
employees have received training (any form) during the past year?

What were the specific topic areas? Did they ask for the training or did your
suggest it to them?

Tell me about a specific development plan that you created and carried out with
one or more of your employees. What was the specific situation? What were the
components of the development plan? How long was the time frame from start to
finish? What was the outcome?

I ndicator s of Competency

(0]

(0]

Provides information, tools, resources, and opportunities to help othersimprove
their abilities;
Helps employees identify areas for devel opment;
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Supports appropriate employee devel opment opportunities;

Gives people challenging assignments to develop their capabilities;

Promotes systems and processes that encourage and reward the development of
people at all levels of the organization.

29. Encourages Teamwor k and Group Achievement
Questionsto Ask

30.

(0]

(0]

Please tell me about your most successful attempt to encourage others to take
action and get the job done. What led you to take these actions?

Exactly how do you encourage others to take action or responsibility? What has
the result of your efforts? Did anyone comment on your actions? Who? What
was said? How often have you taken this type of action in the past six months?
Tell me about atime when you needed to have co-workers working on a project
who normally have different work styles/ideas. How did you pull them together?

I ndicator s of Competency

(0]

(0]

Creates a high performance work environment where others pull together to
complete tasks;

Encourages team members to discover the best ways to perform their jobs
effectively;

Actively promotes functional aswell as cross-functional teams;

Empowers teams to achieve goals by providing resources, training, responsibility
and authority;

Holds teams accountable for performance;

Shares successes with team members;

Monitors and eval uates team success and difficulty, and provides productive
feedback.

L eads Change/Achieves Support of Objectives
Questionsto Ask

(0]

(0]

Tell me about atime when you were responsible for hiring and orientating a new
employee. What did you do to help them adjust?

Tell me about atime when your department was going through long-term
changes or working on along-term project. What did you do to keep your staff
focused?

Give me an example of atime when you helped a staff member accept change
and make the necessary adjustments to move forward.

I ndicator s of Competency

(0]

O o0oOo0o

Helps employees quickly and effectively understand and adjust to new roles,
challenges and changes in the University environment and in their jobs;

Stays up-to-date on key trends, and opportunities;

Initiates change instead of reacting to external pressures for change;

Makes sure technical/functional decisions are based on department priorities;
Uses available resources (people, funds, time, material, support) and
coordinates/manages these components, including those outside the institution.
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31. Enablesand Empower s Staff
Questionsto Ask

(0]

Tell me about atime when you needed to delegate parts of alarge assignment.
How did you decide distribution? What problems occurred? What was the
outcome?

What specific information do/did you share with your staff, how often and why?
Give me an example of how you empower staff to make independent decisions.
Tell me about the expectations you create for staff. What are they? What factors
do you consider in setting/communicating expectations?

I ndicator s of Competency

(0]

0]
(0]
(0]

Provides information and resources so staff can function independently;

Enables staff to take appropriate risks;

Encourages and promotes decision making and accountability at all levels;
Organizes and structures work for othersin a manner that encourages ownership
and accountability.

32. Strivesto Achieve a Supportive Environment for Diver se Staffing
Questionsto Ask

(0]

(0]

(0]

Give me a specific example of how you have hel ped create an environment
where differences are valued, encouraged and supported.

Tell me about the specific talents and contributions of your team/staff and how
you have utilized these qualities to increase the effectiveness of the unit.

What have you done to support diversity in your unit?

I ndicators of Competency

(0]
(0]
(0]
(0]

(0]

Creates an environment where differences are valued, encouraged and supported;
Actively supportsindividuals for key positions regardless of differences,
Actively supports the development of others regardiess of differences;

Respects the talent and unique contributions of every individua, culture and
ethnic group to increase effectiveness of the unit;

Influences the culture in ways that value and support diversity.

Don’t Be Fooled By The Following Phrases:

“I’m a people person.”

“I believe in keeping an open door policy.”

“I’m always the one that people seem to come to with their problems.”
“I’m a goal-oriented individual.”

“I’m not happy until the work is done.”

“I approach my work with a sense of urgency.”

“I’m not the type of person to let things fall through the cracks.”
“One of my strengths is project management.”

“You could call me a team player.”

“The term ‘I’ is not in my vocabulary.”

“Others have told me that I’'m cool under pressure.”

“I don’t get frustrated easily.”
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Overview of Legal Issues

Per missible and Non-Permissible Questions/ Inquiries

Subject: Relatives/ Family / Marital Status
Unlawful Inquiries:
Whether the applicant is married, divorced, separated, engaged, widowed, etc.
e  “What is your marital status”?
e “What is the name of your relative/spouse/children”?
e  “With whom do you reside”?
e  “Do you live with your parents”?
e “How old are your children™?
Permissible Inquiries:
o  “What are the names of relatives already employed by Delta State University”?
Other than that specific question, NONE.

Subject: Residence
Unlawful Inquiries:
o Names or relationship of persons with whom applicant resides.
o Whether applicant owns or rents a home.
e  “Do you live in town”?
Permissible Inquiries:
Inquiries about address to the extent needed to facilitate contacting the applicant. (A post office
box isavalid address.)

e “Will you have problems getting to work at 8:00a.m?

Subject: Pregnancy
Unlawful Inquiries:

Any question relating to pregnancy and medical history concerning pregnancy.
e “Do you plan on having more children”?
Permissible Inquiries:
Inquiries to duration of stay on ajob or anticipated absences that are made to males and females
alike.

o  “Do you foresee any long term absences in the future”?

Subject: Physical Health
Unlawful Inquiries:
Any general questions (“Do you have any handicaps”?) which would tend to divulge handicaps or
health conditions which do not relate reasonably to fitness to perform the job.
e  “What caused your handicap”?
e “Have you ever had any serious illnesses”?
e “Do you have any physical disabilities”?
Permissible Inquiries:
e Areyou ableto perform the essential functions of thisjob?
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e Can you demonstrate how you would perform the following job-related functions? The
guestions have to relate to the job.

Subject: Family
Unlawful Inquiries:
Any question concerning spouse, or spouse's employment, salary, childcare, arrangements, or
dependents.
o “How will your spouse feel about the amount of time you will be traveling if you get this
job”?
e “What kind of childcare arrangements have you made”?
Permissible Inquiries:
Whether applicant can meet specified work schedules or has activities or commitments that may
prevent him or her from meeting attendance requirements.
e “Can you work overtime”?
o  “Is there any reason why you can't be on the job at 8:00 am”?

Subject: Name
Unlawful Inquiries:
Any inquiry about name that would divulge marital status, lineage, ancestry, national origin or
descent.

e “If your name has been legally changed, what was your former name”?
Permissible Inquiries:
Whether an applicant has worked for the company or a competitor under any other name and if
so, what name. Name under which applicant is know to referencesif different from present name.
i.e

e “What names are you known to the references you provided us”?

Subject: Sex
Unlawful Inquiries:
Any inquiry.
Permissible Inquiries:
None

Subject: Age

Unlawful Inquiries:
Any question that tends to identify applicants age 40 or older.
Permissible Inquiries:
e “Are you 18 years of age”? (minimum age to hire at DU)
e “If hired, can you furnish proof of age”?

Subject: Education
Unlawful Inquiries:
Any question asking specifically the nationality, racial or religious affiliation of a school.
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Permissible Inquiries:
All questions related to academic, vocational or professiona education of an applicant, including
the names of the schools attended, degrees/diplomas received, dates of graduation and courses of
study.
Subject: Citizenship
Unlawful Inquiries:
Whether an applicant is acitizen. Requiring a birth certificate, naturalization or baptismal
certificate. Any inquiry into citizenship would tend to divulge applicant's lineage, descent, etc.

e “Are you a citizen of the US”?

e “Are your parents or spouse citizens of the US”?

e  “On what dates did you, your parents or your spouse acquire US Citizenship”?

e “Are you, your parents or your spouse naturalized or native-born US citizens”?
Permissible Inquiries:
Whether applicant is prevented from lawfully employed in this country because of visa or
immigration reguirements. Whether applicant can provide proof of citizenship (passport), visa,
and alien registration number after hiring.

e “Ifyou are not a US citizen, do you have the legal right to remain permanently in the

US”?
e “What is your visa status (if no to the previous question.)”?
e “Are you able to provide proof of employment eligibility upon hire”?

Subject: National Origin/Ancestry
Unlawful Inquiries:
Everything.

o  “What is your nationality”?
o “How did you acquire the ability to speak, read or write a foreign language”?
e “How did you acquire familiarity with a foreign country”?
e “What language is spoken in your home”?
Permissible Inquiries:
e  “What languages do you speak, read or write fluently”? (If based on a job requirement).

Subject: Race or Color

Unlawful Inquiries:

Any question that directly OR INDIRECTLY relatesto arace or color.
Permissible Inquiries:

None

Subject: Religion

Unlawful Inquiries:

Any question that directly or INDIRECTLY relatesto areligion.
o “What religious holidays to you observe”?
e “What is your religious affiliation”?

Permissible Inquiries:
None except “Can you work on Saturday or Sunday”, and that’s only if it relevant to thejob.
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Subject: Organizations
Unlawful Inquiries:

e “To what organizations, clubs, societies and lodges do you belong”?
Permissible Inquiries:

e “To what PROFESSIONAL organizations do you belong”?
(Exclude names that indicate the race, religious creed, color, national origin or ancestry of its
members. These inquiries must only relate to the applicants professional qualifications).

Subject: Military

Unlawful Inquiries:

Any question regarding the type or condition of military discharge. Applicant's experiencein
other than US armed forces. A request for discharge papers.

Permissible Inquiries:

Inquiries concerning education, training or work experience in the armed forces of the United
States. (Note: veterans are viewed by EEOC as a protected class).

Subject: Height & Weight
Unlawful Inquiries:
Any inquiries not based on actua job requirements.
Permissible Inquiries:
Inquiries about the ability to perform a certain job.
Subject: Arrests & Convictions
Unlawful Inquiries:
All inquiries relating to arrests.
e “Have you ever been arrested”? (Note: Arrests are not the same as convictions.
Remember - an innocent person can be arrested).
Permissible Inquiries:
e “Have you ever been convicted of any crime? If so, when/where/disposition of case”?
e “Have you ever been convicted under criminal law within the past five years (excluding
minor traffic violations)”?
It is permissible to inquire about convictions for acts of dishonesty or breach of trust. Must relate
to fitness to perform the job.
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Samplel nterview Questions

Good interview questions can help you learn how well the candidate's previous experience and
qualifications meet the requirements of the job. Some sample interview questions are;

1. Tell usalittle more about your professional experiences, particularly those not
mentioned on your resume.

2. Why areyou interested in leaving your current assignment and why do you feel that
this assignment would be better for you?

3. Doyou fed this position is apromotion, a lateral move, abroadening of your professional
experience, or just a change? Why do you think so?

How does this position fit into your overall career goals?

Describe the duties of your current job.

What is your favorite part of your current job and why isit your favorite part?
What are the three college courses that best prepared you for your current job?
What qualities or experiences make you the best candidate for this position?

© o N o g A

Describe two or three magjor trends in your profession today.

10. Onthe basis of the information you have received so far, what do you see as the mgjor
challenges of this position and how would you meet them?

11. Describe asituation in which you did "all the right things' and were till unsuccessful.
What did you learn from the experience?

12. Discuss the committees on which you have served and the impact of those
committees on the organization where you currently work.

13. Why did you choose this profession/field?
14. What new skills have you learned over the past year?

15. Think about an instance when you were given an assignment that you thought you would
not be able to complete. How did you accomplish the assignment?

16. Have you ever had a great idea but been told that you could not implement it? How did
you react? What did you do?

17. Describe the best boss and the worst boss you have ever had.

18. Describe your ideal job.

19. What would your coworkers or your supervisor say about you?

20. Can you describe how you go about solving problems? Please give us some examples.

21. What is the biggest conflict you have ever been involved in at work? How did you handle
that situation?

22. What new programs or services would you start if offered the position?

23. Please share with us your philosophy about customer service in an academic
environment and give us some examples of service that would illustrate your views.

24. Tell us how you would learn your new job in the absence of aformal training program.

25. How would you characterize your level of computer literacy? What are some of the
programs and applications with which you are familiar?

26. Think about a coworker from the present or past whom you admire? Why?

31 Delta State University « Human Resources Management « Kent Wyatt Hall 247
Phone: (662) 846-4035 « Fax: (662) 846-4025



27. What are the characteristics that you prize most in an employee? What behaviors or
characteristics do you find intolerable?

28. Can you share with us your ideas about professiona development?

29. Describe some basic steps that you would take in implementing a new program.
30. What are one or two of your proudest professional accomplishments?

31. Do you have any knowledge of the unique role of aland grant university?

32. How do you feel about diversity in the workplace? Give us some examples of your efforts
to promote diversity.

33. Tdl us how you go about organizing your work. Also, describe any experience you
have had with computers or other tools as they related to organization.

34. Pleasetell uswhat you think are the most important elements of a good
[service, activity, product, class, etc.]

35. What professional associations do you belong to and how involved in them are you?

36. Tell us about your preferred work environment.

37. What experiences or skillswill help you manage projects?

38. Tell us how you would use technology in your day-to-day job.

39. Inwhat professiona development activities have you been involved over the past few years?
40. What volunteer or social activities have helped you develop professional skills?

41. What things have you done on your own initiative to help you prepare for your next job?

42. Do you have any concerns that would make you have reservations about accepting this
position if it is offered to you?

43. What do you think most uniquely qualifies you for this position?
44. Do you have any additional information that you would like to share?
45. Do you have any questions for us?
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Interview Questionsto Avoid

Summary
Inquiry Area Illegal Inquiries Legal Inquiries

National Areyou aU.S. citizen? Areyou authorized to work in the

origin/citizenship Where were you/ your parents born United States?

What is your “Native tongue?”’ What languages do you read,
speak, or write? (Thisquestionis
okay aslong asit isrelevant to the
performance of thejob.)

Marital status/ name | What isyour marital status? Would you bewilling to relocate?

changes/ spouse/ Do you plan to have afamily? Travel?

children How many kids do you have? Have you worked under a
What are your child care different name?
arrangements?

Any questionsrelating to these

issues may be construed as

discriminatory, especially against

women—none arejob- related.

Affiliations What clubs or social organizations | List any professiona or trade groups
do you belong to? What are your or other organizations that you
political and religiousbeliefs? belong to that you consider

relevant to your ability to perform

Thiscould reveal protectedclass | thisjob.

information that isirrelevant.

Disabilities Do you have any disabilities? Areyou ableto perform al of the
Any question on general medical duties outlined it the job description?,
condition.

Military Were you honorably discharged In what branch of the Armed Forces
from the military? did you serve?

Whét type of training or
education did you receivein the

Race or Color Complexion, color of skin, or N/A
other questions directly or
indirectly indicating race or
color.

Sex Any question related to sexual N/A
orientation if it isnot based on a
bona fide occupational
qualification.

Age N/A
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DELTA STATE
UNIVERSITY

Human Resources Management
Professional and Administrative Exempt

RECRUITMENT AND HIRING GUIDE

Candidate’s Name: Date:

Position: Interviewer:

Rating Scale;

1 Lessthan Acceptable: The candidate demonstrated less than enough effective competencies on

this criterion.

2 Acceptable: The candidate demonstrated effective competencies on this criterion.
3 Morethan Acceptable: The candidate demonstrated more than enough effective competencies on
this criterion.
Competency: Job Effectiveness Rating
1. Problem Solving/Judgment 1 2 3
e Describe an instance when you had to think quickly to free yourself from a difficult situation.
e Give me aspecific example of atime when you used good judgment and logic in
solving a problem.
¢ Give me an example of atime when there was a decision to be made and procedures were not in
place? What was the outcome?
e How do you go about solving problems at work?
e Tell meabout a specific time when you eliminated or avoided a potential problem before it
happened.
e What types of problems do you most enjoy tackling? Give me some examples of such problems
you faced. What did you enjoy about them?
2. M akes Effective Decisions 1 2 3

I ndicator s of Competency:

Give me an example of atime when there was a decision to be made and procedures were not in
place? What was the outcome?

Tell me about a time when you had to make an unpopular decision.

Discuss an important decision you have made regarding work. What factors influenced your
decision?

What’s the most difficult decision that you’ve made in the last year? What made it difficult?
What decisions are the most difficult or easiest for you to make? Why?

What’s the best decision that you’ve made?
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Competency: Making People M atter Rating

3. Builds Trust 1 2 3

e Think of asituation where you distrusted a co-worker/supervisor, resulting in tension between
you. What steps did you take to improve the relationship?

e |f you can, tell me about atime when your trustworthiness was challenged. How did you
react/respond?

e  Give me examples of how your have acted with integrity (“walked the talk”) in your job/work
relationship.

e Tell meabout atime when you had to give feedback to an employee who displayed alack of
professionalism in their work relationships. What did you say? What was the outcome?

4. Resolves Conflicts Constructively 1 2 3
o Give me an example of atime when you were able to successfully communicate with another
person even when you felt the individual did not value your perspective.
e Tell meabout atime when you and your previous supervisor disagreed but you still found away
to get your point across.
o Describe atime when you facilitated a creative solution to a problem between co-workers.
Indicators of Competency:

Competency: Organizational Success Rating

5. DisplaysVision 1 2 3
o Describe what steps/methods you have used to define/identify a vision for your department.
e Inyour current or former position, what were your short and long-term goals? How long ago did
you set them? Who else was involved in setting them? Which ones were achieved?
e How do you see your job relating to the overall goals of your present/previous organization?

6. Customer Orientation 1 2 3
e  Give me aspecific example of atime when you had to address an angry “customer” (student, staff,
faculty, etc...). What was the problem and what was the outcome?
e  Give me an example of when you initiated a change in process or operations in response to
faculty, staff, or student (“customer”) feedback.
e Tell meabout aninitiative or information dissemination you developed. How did it meet the
“customer’s” need(s)?
Indicator s of Competency:

SCORING WEIGHT RATING SCORE
1. Problem Solving/Judgment A5
2. Makes Effective Decisions .10 - _
3. Builds Trust .10
4. Resolves Conflicts Constructively 10
5. DisplaysVision A5
6. Customer Orientation .20
1.00 TOTAL SCORE
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DELTA STATE
UNIVERSITY

Human Resource Department
Reference Checking Form

Candidate’s Name

Reference’s Name Title

Organization/University

Dates of Candidate’s Employment: From: To:

Position(s) Held Salary History

As a reference, you are a valuable source of information regarding various working conditions observed during your period of
employment with the candidate. We hope you will be candid with your answers to the questions so we may learn from your
experience. Verify that the applicant has provided permission before conducting the reference check.

1. What was (is) the nature of the candidate’s work with your institution — specific duties and
responsibilities?

2. How would you describe the applicant's relationships and attitude with coworkers,
subordinates (if applicable), and with superiors?

3. Do you consider the candidate to be reliable in performing assigned tasks? Yes  No_ . How
would you describe the quantity and quality of output generated by the candidate?

4. What were (are) the candidate’s strengths and/or weaknesses on the job?

5. Why did (is) the candidate leave (Ieaving) your ingtitution (organization)?

6. What is your overall assessment of the candidate? Would you recommend him/her for this
position? Why or why not?

7. Would thisindividua be eligible for rehire? Why or why not?

8. Isthere anything else job-related you would like to tell me about the candidate?

The information you provided will be useful in our continuing efforts to make Delta State University a better place to work. We thank
you for your candid answers to our questions and for taking time to assist us.
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DELTA STATE
UNIVERSITY

Recruitment and Hiring Guide
Documentation Checklist

Position Title: Department:

The following documents are required to be compiled to document the search and selection
process. Please forward the following documents to the Human Resources Department within two
(2) weeks of the closing of the search. The hiring department should forward a copy of all

sel ection documentation to Human Resources. Contact the Human Resources Department with
any questions.

Checklist

e Employment Action Form (EAF)

o Copy of Job Description

e Original curriculum vitas, resumes, and application forms of ALL candidates
e Copy of offer letter

e  Search Committee notes and/or records

e Maitrix or other evaluation tool(s) for evaluation of candidates
(includes documents that reflect the evaluation process, including scoring mechanisms and
ranking formulas)

e Records pertaining to reference checks and any rankings which compare candidates’
recommendation or reference information

e Any letters of recommendation or reference

e  Search Committee recommendation(s) to hiring authority

¢ Members of Search Committee (include ethnicity and sex of each member)
e Acceptance or declination letters

o Copy of advertisement submitted to HR — including specific publications, journals,
newspapers, and web postings approved by the hiring authority

Hiring Authority / Supervisor’s Signature Date
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EXAMPLE A
Faculty
(Contract Employees)
Letter of Offer

Date
Dear

| am pleased to offer you a position as (choose one: I nstructor, Assistant Professor, Associate Professor, Professor)

Professor of in the Department of at Delta State University, beginning on August (date). The
salary for this nine-month, (choose one: tenure, tenure-track, non-tenure track) positionis $ payable in monthly

installments over a nine or twelve month period. This offer does not include or guarantee summer employment, but it is
frequently available.

The faculty workload consists of the teaching equivalent of twelve credit hours per semester and includes time allocated for
teaching, research, and service. Y our teaching responsibilities will be classesin both the fall and spring semester. Since
thisis___ credit hours, or ____ percent of the total workload, the remaining percent of your time will be devoted to scholarly
activities. Thisworkload is subject to review and can be maintained only with measurable productivity. The most important
measure of activity is published articles in peer-reviewed journals. Research grants, presentations at professional meetings,
research reports, service contributions, and other evidence of scholarly activities are also considered.

Asafaculty member at Delta State University, you will be expected to meet the highest professional standardsin your
contributions to teaching, research, and service. You will be evaluated annually on your performance in these areas and that
evaluation will be the basisfor decisions for future salary increases. It is our expectation that full professors will have
established national reputationsin their field of expertise.

This offer is contingent upon approval by the University President. As an employee, you are expected to comply with al
federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all University policies.
Delta State University policies are located at http://www.del tastate.edu/pages/2457.asp.

This offer is a so contingent upon your being a United States citizen or having lawful authorization to work in the United
States for the full term of the contract. This offer will be withdrawn if you are not authorized to work at Delta State University
by the beginning date indicated above. To be tenured requires that you be a citizen of the United States or be eligible for
permanent employment in this country. This offer is contingent upon an acceptable background check prior to your first day
of work. You will be allowed to start work with continued employment contingent upon successful completion of the
background check. (Please remove the previous two sentences regar ding background screening is currently employed by
DSV).

This offer also includes reimbursement of reasonable rel ocation expenses up to the amount of ¥z of your monthly contract.
Any such expenses must comply with the attached University’s Relocation Guidelines. (M ust leave this sentencein if
moving expenses ar e being reimbur sed)

It is my sincere hope that you will accept this offer to join our faculty. | believe that you have much to offer our program, and
you will achieve professional advancement and fulfillment as a member of our department. Please notify us of your
acceptance or rejection of this offer by . Should you decide to accept this offer, please return a signed copy of this
|etter to me by the above date. If you accept this offer, please contact the Human Resources Department for new employee
information at your earliest convenience. As anew employee, you have 31 days from your hire date to enroll in selected
benefits.

Sincerely,

Name
Department Head

Iam [ ] or am not [ ] actively contributing to the Public Employees’ Retirement System of Mississippi with another
agency/institution at this time (check one).

Name Date

cc: Office of Human Resources
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Guidelinesfor Reimbursing Relocation Costs for New Employee

Delta State University is authorized to reimburse rel ocation costs for a new contractual employee
using any source of fundsthat is not otherwise restricted for this purpose. Reimbursement of

rel ocation costs for non-contract employees is not currently allowed. The rel ocation costs for
contract employees must be included as an attachment to the first year contract. The new
employee cannot incur financial obligations on behalf of the university but may be personally
reimbursed upon presentation of areceipt(s) for costs incurred under the following guidelines.

Moving expense reimbursement requires prior approval by the respective Vice President and the
Human Resources Director. There will be no reimbursement in a situation of failure to secure
these approvals.

In order for a new employee to be reimbursed for moving expenses, the following steps must be
completed:

e Theemployee must obtain at least three written quotes from professional movers from
which the lowest is chosen

e The department sends the quotes to the Office of Human Resources for review and/or
approval

e Once Human Resources approves, the department will contact the employee and advise
them that DSU will reimburse the amount of the lowest quote not to exceed an amount
equivalent to one half of one month’s salary

Once the candidate has moved, he/she must provide the following documentation for
reimbursement:

e Final invoice and proof of payment to moving company or rental truck company. This
may be in the form of acredit card dlip, printed receipt from moving company or a clear
notation on the invoice that it was “paid in full”.

The following moving expenses are not reimbursed by the Office of Human Resources:
e Measand lodging expenses incurred during the move
e Transportation costs for employee and family (mileage)
e Expensesincurred for transportation of vehicles
e Moving costs for items other than household goods
e Temporary living expenses

e Car rentd costs
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EXAMPLE B
Executive, Administrative, Managerial, and Other Professional Staff
Letter of Offer

Date

Name
Address
City, State Zip

Dear Name:
| am pleased to offer you a position as in the Department of a Delta State

University, beginning on . The annual sadary rate of this (nine-month or twelve-month) position is$ payable
monthly.

This offer is contingent upon approval by the University President. As an employee, you are expected to comply with all
federal and state laws, al policies of the Board of Trustees of State Institutions of Higher Learning and all University policies.
Delta State University policies are located at http://www.del tastate. edu/pages/2473.asp?manid={ 81775A C8-5346-4E8A -9802-
D96D73CEQ50F} . This offer isalso contingent upon your being a United States citizen or having lawful authorization to work
in the United States. This offer will be withdrawn if you are not authorized to work at Mississippi State University by the
beginning date indicated above. This offer is contingent upon successful completion of an acceptable background check.
While every effort will be made to compl ete the background screen prior to your first day of work, you will be allowed to start
work with continued employment contingent upon successful completion of an acceptable background check. This letter of
offer isnot acontract or an offer of a contract .

Use this sentenceif the administrative position also retainsfaculty rank: If this administrative position is converted to
faculty status without administrative responsibilities, the administrative stipend will be subtracted from your annual salary and
the position converted to a nine-month position, if appropriate.

Should you decide to accept this offer, please return a signed copy of this letter on or before Date. |f you accept this offer,

Human Resources will schedule an appointment with you for new employee information. As a new employee, you have 31
days from your hire date to enroll in selected benefits.

Sincerely,
Insert Name
Insert Title
Enclosure

Approved:

Dean/Director, College/Division of

Offer Accepted: Title, at the salary of $ , effective

(If funding for this position is through a grant or contract, add:)
| agree to allow the sponsoring agency access to my employment records asit isrelevant to the review or audit of the project. |
understand continued employment is contingent upon the availability of funding.

insert name Date

cc: Office of Human Resources

l'am[ ] or amnot [ ] actively contributing to the Public Employees Retirement System of Mississippi with another
agency/ingtitution at this time (check one).
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(Letter to be used for employees working 40 hours per week)

EXAMPLEC
Support Staff Employee
Letter of Offer

Date

Name
Address
City, State Zip

Dear Name:

| am pleased to offer you a position as in the Department of a Delta State
University, beginning on . The salary rate for this position is $ (per year), which will be paid monthly or biweekly.
(Choose monthly or biweekly depending on if the employee is paid on a salary or hourly basis.)

While the position we are offering is normally a 40 hour per week job with the work week beginning at 12:01 AM on Sunday
and ending at 12:00 midnight on the following Saturday, you may be asked to work overtime. If you are required to work
overtime, you will be compensated with overtime pay or compensatory time for hours work beyond forty (40) during the work
week unless otherwise notified in writing.

As an employee, you are expected to comply with all federal and state laws, al policies of the Board of Trustees of State
Institutions of Higher Learning and all University policies. Delta State University policies are located at

http://www.del tastate.edu/pages/2473.asp?manid={ 81775A C8-5346-4E8A-9802-D96D73CEQ50F} . This offer isalso
contingent upon your being a United States citizen or having lawful authorization to work in the United States. This offer will
be withdrawn if you are not authorized to work at Delta State University by the beginning date indicated above. This letter of
offer isnot acontract or an offer of acontract. This offer is contingent upon successful completion of an acceptable
background check. While every effort will be made to complete the background screen prior to your first day of work, you
will be allowed to start work with continued employment contingent upon successful completion of an acceptable background
check. (Please remove the previous two sentences regarding background screening if currently employed by MSU.)

Should you decide to accept this offer, please return a signed copy of this letter on or before Date._If individual is benefits
eligible, i.e., employees who are regularly scheduled to work one-half time or more (50% time or greater) and whose positions
are expected to be active for more than four and one-half months, please include the following sentence as part of this
paragraph.

If you accept this offer, Human Resources will schedule an appointment with you for new employee orientation at your
earliest convenience. As anew employee, you have 31 days from your hire date to enroll in benefits.

Sincerely,

Insert Name
Insert Title

Approved:

Dean/Director, College/Division of

Offer Accepted: Title, at the salary of $ , effective

(If funding for this position is through a grant or contract, add:)
| agree to allow the sponsoring agency access to my employment records asit isrelevant to the review or audit of the project. |
understand continued employment is contingent upon the availability of funding.

Insert Name Date

cc: Office of Human Resources

I'am[] or am not [ ] actively contributing to the Public Employees’ Retirement System of Mississippi with another
agency/institution at this time (check one).
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EXAMPLE D
Intermittent Employee
Letter of Offer

Date

Name
Address
City, State Zip

Dear Name:

I am pleased to offer you the intermittent position as in the Department of at

Delta State University, beginning on . The rate of pay will be $ per hour or month, which

will be paid biweekly or monthly. As an intermittent employee, you are expected to comply with Regulation
36 of the Public Employees’ Retirement System of Mississippi.

A normal work week begins at 12:01 AM on Sunday and ends at 12:00 midnight on the following
Saturday. If you are required to work more than 40 hours in a work week, you will be compensated with
Choose an item. during the workweek unless otherwise notified in writing.

As an employee, you are expected to comply with all federal and state laws, all policies of the Board of
Trustees of State Institutions of Higher Learning and all University policies. Delta State University policies
are located on the DSU University Policies website at http://www.deltastate.edu/pages/2457.asp. This offer
is also contingent upon your being a United States citizen or having lawful authorization to work in the
United States. This offer will be withdrawn if you are not authorized to work at Delta State University by the
beginning date indicated above. This letter of offer is not a contract or an offer of a contract. This offer is
contingent upon successful completion of an acceptable background check. While every effort will be made
to complete the background screen prior to your first day of work, you will be allowed to start work with
continued employment contingent upon successful completion of the criminal background screen. (Please
remove the previous two sentences regarding background screening if currently employed by MSU.)

Should you decide to accept this offer, please return a signed copy of this letter on or before Date.

Sincerely,

Insert Name
Insert Title

Approved:

Dean/Director, College/Division of

Offer Accepted: Title, at the salary of $ , effective

(If funding for this position is through a grant or contract, add:)

| agree to allow the sponsoring agency access to my employment records as it is relevant to the review or
audit of the project. | understand continued employment is contingent upon the availability of funding.

Offer Accepted:

Insert Name Date

cc: Office of Human Resources

42 Delta State University « Human Resources Management « Kent Wyatt Hall 247
Phone: (662) 846-4035 « Fax: (662) 846-4025


http://www.deltastate.edu/pages/2457.asp

EXAMPLE E
Re-Hired Faculty Retiree
Letter of Offer

Date

Name
Address
City, State Zip

Dear Name:

| am pleased to offer you a time-limited position as , as a rehired retiree in the Department of
at Delta State University, beginning on and ending on . The annual salary

for this part-time, non tenure-track position is $ payable in monthly installments. (As an option, you may

list the per course salary amount but include the total amount to be paid for the time period of the offer.)

As a service retiree, you will be expected to comply with Regulation 34 of the Public Employees’ Retirement
System of Mississippi. This is a non-benefits eligible position.

Your teaching responsibilities for the Fall and/or Spring will be Number of Classes, Name of Classes and/or Other
Assigned Duties. This is credit hours, which is % of a full-time workload during a semester. (Adjust
as necessary for the percentage of the appointment.) This offer is contingent upon sufficient enrollment.

This offer is contingent upon approval by the Provost and Vice President for Academic Affairs. As an employee,
you are expected to comply with all federal and state laws, all policies of the Board of Trustees of State Institutions
of Higher Learning and all University policies. Delta State University policies are located on the DSU University
Policies website at http://www.deltastate.edu/pages/2457.asp.

This offer is also contingent upon your being a United States citizen or having lawful authorization to work in the
United States. This offer will be withdrawn if you are not authorized to work at Mississippi State University by the
beginning date indicated above. This letter of offer is not a contract or an offer of a contract. This offer is
contingent upon successful completion of an acceptable background check. While every effort will be made to
complete the background screen prior to your first day of work, you will be allowed to start work with continued
employment contingent upon successful completion of an acceptable background check. (Please remove the
previous two sentences regarding background screening if currently employed by MSU).

Please notify us of your acceptance or rejection of this offer by Date. Should you decide to accept this offer,
please return a signed original of this letter to me by the above date. In addition to your acceptance, please see
the attached list of required documents that must be completed prior to your employment at Delta State University.

Sincerely,

Insert Name
Department Head

Approved:

Insert Name Date
Dean, College of

Offer Accepted: Instructor, Rehired Retiree, % FTE, at the salary of $ ,
effective date:
| understand this offer is contingent upon sufficient enrollment.

Insert Name Date

cc: Office of Human Resources
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Employment Information — Rehired Faculty Retiree

The documents and completed employment forms listed below are required and must be
submitted to your department/unit head prior to the first day of your employment.

1.

2.

Completed state and federal tax forms (see forms attached)

An |-9 form with appropriate identification must be completed prior to your initial employment
date. Instructions for completing the form and lists of acceptable documents are available at:
http://www.uscis.gov/files/form/i-9.pdf

Completed Direct Deposit Authorization Form available at:
http://www.deltastate.edu/docs/human_resources/direct%20deposit 022009.doc

Completed Employee Information Form at:
http://www.deltastate.edu/docs/human_resources/Employee%20Information%20Form.doc

Two letters of recommendation.

Completed PERS Form 4B — Certification/Acknowledgement of Reemployment of PERS
Service Retiree.

Faculty and Teaching Credentials

The documents and completed form listed below are required and must be submitted to your
department/unit head within five days after your employment.

o Official transcript(s) for each degree earned.
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EXAMPLE F
Re-Hired Staff Retiree
Letter of Offer

Date

Name
Address
City, State Zip

Dear Name:

| am pleased to offer you the position as in the Department of at Delta State University,
beginning on . This is part-time ( %), and the salary rate for this position is

$ per hour or monthly, which will be paid hourly or monthly. As a service retiree, you will be expected
to comply with Regulation 34 of the Public Employees’ Retirement System of Mississippi. This is a non-
benefits eligible position.

This offer is contingent upon approval by the President. As an employee, you are expected to comply with
all federal and state laws, all policies of the Board of Trustees of State Institutions of Higher Learning and all
University policies. DSU University Policies are located at http://www.deltastate.edu/pages/2457.asp.

This offer is also contingent upon your being a United States citizen or having lawful authorization to work in
the United States. This offer will be withdrawn if you are not authorized to work at Delta State University by
the beginning date indicated above. This letter of offer is not a contract or an offer of a contract. This offer is
contingent upon successful completion of an acceptable background check. While every effort will be made
to complete the background screen prior to your first day of work, you will be allowed to start work with
continued employment contingent upon an acceptable background check. (Please remove the previous two
sentences regarding background screening if currently employed by MSU.)

Should you decide to accept this offer, please return a signed copy of this letter on or before Date.

Sincerely,

Insert Name
Insert Title

Approved:

Dean/Director, College/Division of

Choose an item.
Offer Accepted: Title, at the salary of $ , effective
(If funding for this position is through a grant or contract, add:)

| agree to allow the sponsoring agency access to my employment records as it is relevant to the review or
audit of the project. | understand continued employment is contingent upon the availability of funding.

Insert Name Date

cc: Office of Human Resources
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SAMPLE NON SELECTIONLETTER

[Date]

Dear :

We appreciate your interest and your time in interviewing for the [Job Title] position at
Delta State University. After careful consideration, however, we have selected another
candidate for this position whaose background and experience more closely match our
needs at thistime.

If you wish to pursue other employment opportunities at Delta State University, please
visit the Human Resources website at https://deltastate.peopleadmin.com/ for alist of
current vacancies. We would welcome your applying for any future openings that may
occur in this area.

Sincerely,

[Hiring Supervisor]
Director
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DELTA STATE
UNIVERSITY

Search Committee Code of Ethics

Position:

All search committees will have a member of Human Resources staff or a Human Resource
trained individual in the expectations as outlined in the search committee document.

As members of this search committee, we accept our responsibility to protect the integrity of
every candidate. Accordingly, each of us pledges to adhere to these principles:

¢ | acknowledge that only the Chairperson is authorized to speak to the media on behalf of
theinstitution.

o | certify that | am personally not a candidate for the position.

e | subscribeto the principle that any appearance of real or potential conflict of interest in
the relationship between me and a candidate should be avoided and that its occurrence
will be disclosed promptly to the committee.

I will follow the principles below for the management of information about the work of the
committee. Thiswork includes what is developed and received about candidates and their
employing ingtitutions. | understand this effort is necessary to attract excellent candidates, to
avoid putting their current positions in jeopardy, and to maintain my institution’s professional
image. Specificaly, | will adhereto the following code of responsibility, accuracy, and integrity:

e | pledge to respect the absolute confidentiality of all candidates. | will not revea the

name of or any information about any candidates before or after the committee compl etes

itswork.

| will adhere to the highest standards of ethical and professional conduct.

| will befair, accurate, honest, responsible, and decent in my management of information.

I will avoid practices that would conflict with my ability to be fair and unbiased.

I will guard against inaccuracies, carel essness, bias, and distortion made through either

emphasis or omission of information.

I will not permit personal interests to distort or misrepresent the facts.

o | will give reports on candidates to the Chair of the Search Committee for determining
their accuracy before the Chair shares the information with others.

¢ | understand that no code of ethics can prejudge every situation.

e | will use common sense and good judgment in applying ethical principlesto search

work.
e | consider the content and intent of this statement to be a matter of personal
responsibility.
Search Committee Member Date
Chair, Search Committee Date
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DELTA STATE
UNIVERSITY

Faculty and Staff Recruitment

Quick Referenceto thelnterview Process

FACULTY

Tipsfor Conducting the Interview
Beforethe Interview
e Book an appropriate location
e Review thejob description
o Draft and agree upon the interview questions to be asked
e Review the applicant’s resume, references, and other materials
e Agreeonaformat for the interview
e  Ensurethat you know and can identify the indicators of the applicant’s ability to perform the job.

During the Interview
e |ntroduce committee members

o Describe the format of the interview

e Ask open-ended information, situational, and behavioral questions

e Let the applicant do most of the talking

o Keeptheinterview on track

e  Observe nonverbal behavior

e Takenotes

o Leavetimefor the applicant to ask questions

e Askif you can check references and pursue references not listed on the resume
e Describe the remainder of the search process and the time it will take

e Thank applicant for hisor her time.

After the Interview
e Givethe candidate a brief overview or written synopsis of DSU Employee Benefits
e Answer any questions related to salary
e Evaluate the candidate
e Document the Interview

Interview Preparation Checklist
o  Send Welcome Package to interviewee
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FACULTY
Tipsfor Conducting the Interview

Interview Preparation Checklist (continued)

Confirm travel and lodging arrangements

Arrange transportation from airport or other location

Arrange tour of local community (if appropriate)

Arrange campus tour

Arrange meeting with hiring authority

Arrange meeting with chief executive, provost, vice president as appropriate
Arrange meeting with any appropriate standing committee or group
Arrange meeting with HR representative to discuss benefits
Arrange interview by search committee

Schedule candidate's presentation

Schedule meals and breaks as appropriate

Sample I nterview Questions for Faculty

Describe your teaching style.

Describe your teaching philosophy.

What technology applications have you utilized in the classroom.

How do you engage students, particularly in a course for non-majors?

Share your ideas about professional development.

In your opinion, how should the workload of a faculty member be split and into what areas?
What changes have you brought to the teaching of ?

How would you go about being an advocate and resource for the use of technology in the teaching
and learning process?

What courses have you created or proposed in the past five years?

What do you think are the most important attributes of a good instructor?
Where would this position fit into your career devel opment goals?

How do you define good teaching?

What do you think are your greatest strengths as an instructor? In which areas do you feel you can
use some further development?

How do you feel your teaching style can serve our student popul ation?

In what professional development activities have you been involved over the past few years?
What pedagogical changes do you see on the horizon in your discipline?

How would your background and experiences strengthen this academic department?

How do you adjust your style to the less-motivated or under-prepared student?

Have you involved your studentsin your research?

What are your current research interests?

What books and articles have you read recently?
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SUPPORT STAFF

Tipsfor Conducting the Interview

Beforethe Interview
e Book an appropriate location

Review the job description

e Draft and agree upon the interview questions to be asked
e Review the applicant’s application

e Agreeonaformat for the interview

e  Ensure that you know and can identify the indicators of the applicant’s ability to perform the job.

During theInterview
e Introduce committee members
e Describe the format of the interview
e Ask open-ended information, situational, and behavioral questions
o Let the applicant do most of the talking
o Keeptheinterview on track
e  Observe nonverbal behavior
e Takenotes
o Leavetimefor the candidate to ask questions
e Askif you can check references and pursue references not listed on the application
e  Describe the remainder of the search process and the time it will take

e Thank candidate for hisor her time

After theInterview
e Givethe candidate a brief overview or written synopsis of DSU Employee Benefits
e  Answer any questions related to salary
e Evaluate the candidate

e  Document the Interview

Conducting the Background Check

When hiring, it isimportant to request and obtain records that help determine the accuracy of the
application and assist in making the employment decision. The information obtained through reference

checking is confidential and should be used for business purposes only.

Background Check Checklist

o Askif thereisanyone you should not contact and why you should not contact that person.

e Ensurethat all references are individuals who have worked with the applicant in a professional
capacity and are not relatives or friends of the candidate.
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SUPPORT STAFF

Tipsfor Conducting the Interview

Background Check Checklist (continued..)

o Ensurethat at least one referenceisaformer or current supervisor of the applicant.
e  Ask the applicant if he or she is professionally acquainted with any of your school’s employees.
e Asktheapplicant if he or she worked under any name other than the one given you.
o Verify dates of employment, titles, and periods of time in each position.

o Verify salary (if applicable). Verify education and licenses.

o Identify strengths and weaknesses.

e Ask for copiesof past performance evaluations.

o Ask references how well the applicant works with others.

e  Obtain opinions about how the candidate would perform in your position.

e Ask about the applicant's work ethic.

o Ask whether the applicant was the subject of any disciplinary action.

e  Ask the candidate’s former supervisor if the applicant is eligible for rehire.

e Ask why the applicant |eft the position in question.

e  Compare the information you receive with the information on the application.
Document all reference-checking activities.
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EXECUTIVE, ADMINISTRATIVE, MANAGERIAL, AND OTHER
PROFESSIONAL

Tipsfor Conducting the Interview

Beforethe Interview

Book an appropriate location

Review the job description

Draft and agree upon the interview questions to be asked

Review the applicant’s resume, references, and other materials

Agree on aformat for the interview

Ensure that you know and can identify the indicators of the applicant’s ability to perform the job.

During the Interview

Introduce committee members

Describe the format of the interview

Ask open-ended information, situational, and behavioral questions
Let the applicant do most of the talking

Keep theinterview on track

Observe nonverbal behavior

Take notes

Leave time for the applicant to ask questions

Ask if you can check references and pursue references not listed on the resume
Describe the remainder of the search process and the time it will take
Thank applicant for his or her time

After thelnterview

Give the candidate a brief overview or written synopsis of DSU Employee Benefits
Answer any questions related to salary

Evaluate the candidate

Document the Interview

Interview Preparation Checklist

Send Welcome Package to interviewee

Confirm travel and lodging arrangements

Arrange transportation from airport or other location

Arrange tour of local community (if appropriate)

Arrange campus tour

Arrange meeting with hiring authority

Arrange meeting with chief executive, provost, vice president as appropriate
Arrange meeting with any appropriate standing committee or group
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EXECUTIVE, ADMINISTRATIVE, MANAGERIAL, AND OTHER
PROFESSIONAL

Tipsfor Conducting the Interview

Interview Preparation Checklist (continued..)
e Arrange meeting with Office of Diversity and Equity Programs representative
e  Arrange meeting with HR representative to discuss benefits
e Arrangeinterview by search committee
e  Schedule candidate's presentation
e  Schedule meals and breaks as appropriate

Sample I nterview Questions

Good interview questions can help you learn how well the candidate's previous experience and
gualifications meet the requirements of the job. Some sample interview questions are:

o Tell usalittle more about your professional experiences, particularly those not mentioned on your
resume.

e Why are you interested in leaving your current assignment and why do you feel that this
assignment would be better for you?

e Do you feel this position isapromotion, alateral move, a broadening of your professional
experience, or just a change? Why do you think so?

e How does this position fit into your overall career goals?

e  Describe the duties of your current job.

e What isyour favorite part of your current job and why isit your favorite part?
e What are the three college courses that best prepared you for your current job?
e What qualities or experiences make you the best candidate for this position?

e Describe two or three mgjor trends in your profession today.

e Onthebasis of the information you have received so far, what do you see as the mgjor challenges
of this position and how would you meet them?

o Describe asituation in which you did "al the right things"' and were still unsuccessful. What did
you learn from the experience?

e Discuss the committees on which you have served and the impact of those committees on the
organization where you currently work.

e  Why did you choose this profession/field?

e  What new skills have you learned over the past year?
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EXECUTIVE, ADMINISTRATIVE, MANAGERIAL, AND OTHER
PROFESSIONAL

Tipsfor Conducting the Interview

e Think about an instance when you were given an assignment that you thought you would not be
able to complete. How did you accomplish the assignment?

e Haveyou ever had agreat idea but been told that you could not implement it? How did you react?
What did you do?

e Describe the best boss and the worst boss you have ever had.

o Describe your ideal job.

¢ What would your coworkers or your supervisor say about you?

e Can you describe how you go about solving problems? Please give us some examples.

o What isthe biggest conflict you have ever been involved in at work? How did you handle that
Situation?

e What new programs or services would you start if offered the position?

e Please share with us your philosophy about customer service in an academic environment and give
us some examples of service that would illustrate your views.

e Tell ushow you would learn your new job in the absence of aformal training program.

o How would you characterize your level of computer literacy? What are some of the programs and
applications with which you are familiar?

e Think about a coworker from the present or past whom you admire? Why?

e What are the characteristics that you prize most in an employee? What behaviors or characteristics
do you find intolerable?

e  Can you share with us your ideas about professional development?

e  Describe some basic steps that you would take in implementing a new program.
e What are one or two of your proudest professional accomplishments?

e Do you have any knowledge of the unique role of aland grant university?

e How do you feel about diversity in the workplace? Give us some examples of your efforts to
promote diversity.

e Tell ushow you go about organizing your work. Also, describe any experience you have had with
computers or other tools as they related to organization.

o Pleasetell uswhat you think are the most important elements of a good
[service, activity, product, class, etc.]

e What professional associations do you belong to and how involved in them are you?
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EXECUTIVE, ADMINISTRATIVE, MANAGERIAL, AND OTHER
PROFESSIONAL

Tipsfor Conducting the Interview

o Tell usabout your preferred work environment.

e  What experiences or skillswill help you manage projects?

e Téell ushow you would use technology in your day-to-day job.

e Inwhat professional development activities have you been involved over the past few years?
e What volunteer or socia activities have helped you develop professional skills?

e What things have you done on your own initiative to help you prepare for your next job?

¢ Do you have any concerns that would make you have reservations about accepting this position if
it is offered to you?

o What do you think most uniquely qualifies you for this position?
¢ Do you have any additional information that you would like to share?

e Do you have any questions for us?
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Tipson Telephone Interviews

Planning and Arranging the Interview

Schedule acall of no more than 30 minutes with interviewee and interviewers.
Review interviewee's application materials.

Prepare questions.

Determine the order in which the interviewers will ask questions.

Test speaker-phone and tel econferencing equipment and procedures.

Conducting the I nterview

Introduce the individuals participating in the interview and describe how the interview will be
conducted.

Ask guestions pertaining to the resume (for example, questions about gaps in employment, special
training, or a change of professions).

Ask why the person isinterested in leaving his or her current position.
Ask one or two technical questions about the job.

Ask one or two questions that will help you determine the interviewee's "fit" to your campus (for
example, "What is your philosophy of 7).

Ask follow-up questions as appropriate.

Ask the interviewee if he or she has any questions.

Explain to the interviewee the next step in the selection process.
Thank candidate for his or her time.

Conducting the Reference Check

When hiring, it isimportant to request and obtain records that help determine the accuracy of the
application and assist in making the employment decision. The information obtained through reference
checking is confidential and should be used for business purposes only.
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DELTA STATE
UNIVERSITY

Sample Telephone Reference Questions

Step 1: Identify your name, department or unit from Delta State University, reason for calling, and the
position for which the applicant is applying for.

Step 2: Complete the table below and ask the appropriate questions related to the job.

Step 3: Sign the form and indicate the date the telephone reference was completed.

Applicant Name:

Position Applying For:

Person Called:

Person’s Position:

Company:

Phone Number:

Dates of Employment
at Previous Job: To:

1. In what capacity do you know (candidate's name)?

2. Were you his/her immediate supervisor? (If no) What is your professional relationship to
this individual?

What was the nature of his/her job?

3. How would you describe his/her performance in this position?

4. What are his/her strong and weak points?
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Sample Telephone Check Questions Page 2

5. How would you describe the quality and quantity of 's work?

6. Can you comment on;

a. Attendance:

b. Dependability:

c. Ability to take responsibility:

d. Ability to take instruction:

e. Abuse of sick or vacation time:

7. Why did he/she leave the position? Would you re-employ? Why or Why not?

8. s there anything else you would like to comment on regarding (applicant's) employment or job
performance?

Signature Date
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DELTA STATE
UNIVERSITY

Types of Employment

Administrative Transfer

Thetransfer of an employee may be made administratively from one position to another position
within aunit when it is considered to be in the best interest of the University, or for better utilization
of the employee's skills and abilities.

Required Forms:

1. Letter of Justification - required for all requests to include background and justification for
the request. (M ust include signature linesfor the appropriate channels up to thefinal
administrative authority and the Director of Human Resour ces.)

2. Job Description

3. Resume
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DELTA STATE
UNIVERSITY

Types of Employment

Employment Requiring IHL Approval

The University adheres strictly to Board of Trustees, Institutions of Higher Learning (IHL), State of
Mississippi, Policies and Bylaws policy 401.0102 , which requires Board approval of University
appointments to specified positions.

IHL Board Policy 401.0102 states:

DELEGATION OF AUTHORITY

Acting under appropriate statutory authority, the Board of Trustees hereby empowersthe
Commissioner and the Institutional Executive Officers of the several ingtitutions to make all
appointments and promotions of faculty and staff except as otherwise noted below:

a. Board approval shall be required for creation, appointment, elimination, or significant
modification of the position of Vice Chancellor, Provost, Vice President, Dean, or
Associate/Assistant Provost, Vice President or Vice Chancellor who supervises Deans.

b. Board approval shall be required for the award of tenure, the final, involuntary separation
of an employee to be effective during the term of an employment contract, and where
applicable creation, elimination, or modification of categories of appointments as approved by
the Board.

c. Acceptance of the resignation of an employee with a written contract on behalf of the Board
may be made by the Commissioner for the System Office and the Institutional Executive
Officers of the several institutions.

d. In accordance with Miss. Code. Ann., § 37-101-7, as amended, the Board delegatesto the
Commissioner the authority to approve the quarterly reports of employment from the several
institutions.

The effective appointment date associated with an offer of employment for any paosition covered by
this policy must be after the date of Board approval, and is contingent upon such approval.

No public announcement of hiring decisions requiring Board approval may be made in advance of
Board action.

Required paperwork for Board consideration of approval includes:
e Employment Action Form (EAF)
e Letter of Waiver Justification, if applicable

e Letter of offer endorsed by the responsible administrative channels
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DELTA STATE
UNIVERSITY

Types of Employment

| nternational Employment

The International Employment information is designed to serve DSU departmentsin
providing additional resources for work authorization, in compliance with federal laws and
regulations, specifically for H1B and Permanent Residency.

H1B | nformation
General Information

¢ AnH-1B visaalows an employer to temporarily employ aforeign worker inthe U.S. on a
non-immigrant basis in a specialty occupation. A specialty occupation requires the
theoretical and practical application of abody of specialized knowledge and a bachelor's
degree or the equivalent in the specific specialty sciences, medicine and health care,
education, biotechnology, and business specialties, etc.

e To hireaforeign worker on an H-1B visa, the position must be a professional position that
requires, at aminimum, a bachelor's degree in the field of speciaization. The occupation for
which the H-1B classification is sought must also normally require a bachelor's degree as a
minimum for entry into the occupation.

e Under current law, an alien may be in H-1B status for a maximum period of six years (may
only apply for three years at one time). After that time an alien must remain outside the
United States for one year before another H-1B petition can be approved.

e Therefore, it is advantageous to the beneficiary to submit an application for permanent
residency prior to the fifth [5"] year of H-1B status. By doing so, the beneficiary is able to
obtain an extension of H-1B status in one year increments until the final approval of the
permanent residency application.

Hiring Department Checklist - The following are the forms to be submitted to the Department of
Human Resources Management to process an H1B petition.

H1B
1. Job Description
2. Letter of Offer

3. H1B Information Form
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Attestation of Labor Condition Application
VisaHistory (2 originals)

Resume

N oo g &

Clear copy of unexpired passport to include biographical page, expiration date, and original
visa stamp

oo

Clear copy of 1-94

9. Clear copy of transcripts

10. Clear copies of diplomas

11. Clear copies of other previous immigration documents (i.e. 1-797 and/or 1-20)

12. If the employee had an H1B at another employer and we are processing an H1B at DSU, pay
stubs will be required for the last six months
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DELTA STATE
UNIVERSITY

Types of Employment

Permanent Residence Information

In order to begin the permanent residency case, the employer must conduct a recruitment procedure to
determine if any qualified U. S. Citizens or Lawful Permanent Residents would be willing to accept
the subject position at DSU for the salary offered. Once it is determined by the university and the
employee to pursue PERM status, legal council will be obtained. Legal council will then prepare a
letter of instruction which details the requirements for the PERM recruitment procedure.

In some instances, the employee would be able to submit a permanent residency case based upon a
request for classification as an outstanding professor. The USCIS guidelines for the procedure are very
strict, and not al employees are able to submit evidence to qualify for this classification. Legal

council may review the employee’s resume and material to determine the feasibility of submitting this
petition to the USCIS for adjudication.

SPECIAL NOTE REGARDING LABOR CERTIFICATION EXPENSES

Please note that on May 16, 2007, the U.S. Department of Labor issued a new final regulation
regarding certain anti-fraud measures related to applications for alien labor certification. Those
regulations require that effective July 16, 2007, all expenses related to the preparation and filing of an
application for labor certification, including attorney fees, must be borne by the employer.

Additional attorney fees will be incurred at later stages in the overall immigration process, but
these will be for legal services rendered in connection with a petition and an application filed before
the U.S. Citizenship and Immigration Service. Therefore these additional fees will not be affected by
the USDOL regulation referred to above and these fees may be paid by you.

Any other expenses incurred in the preparation of the application for labor certification, such
as advertisement costs, or other recruitment costs, and specifically those incurred on or after July 16,
2007, will be required to be paid by the employer, not the employee. The USDOL regulation also
prohibits re-coupment of expenses by the employer, from the employee.

The total attorney’s fee for this process is $8,000. The initial retainer is $3000, and this fee
must be paid by the employer. Also, this initial retainer is non-refundable.

The second portion of attorney’s fee is $2500. This fee will be due upon certification of the
application for permanent employment by the U. S. Department of Labor. The balance of $2500 will
due once we submit the I-485 applications and receive the I-797 filing fee receipts generated by the
USCIS.

Please be advised that for each dependent family member [i.e. spouse and children] for whom
we prepare an adjustment application, there will be an additional attorney’s fee of $500 per person.
This fee will be due prior to the preparation of the [-485 application for signature by the applicant.

All expenses will be billed at the conclusion of the case. It is further agreed to and understood
by the client that the stated amount for legal fees does not include additional out-of-pocket expenses.
These expenses may include, but are not limited to, the following:
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Advertisements; computerized research fee; long distance telephone calls; education
evaluations; translations (in-house and outside companies); postage; certified/special handling mail;
filing fee(s) [filing fees are set by the BCIS and are subject to change without notice]; messenger
service; fax/telex; photocopies; mileage charges; out of town trip charges; travel expenses; bank
charges (returned checks).
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DELTA STATE
UNIVERSITY

Delta State University Citizenship and | mmigr ation Service Agreement

H1-B Status (Maximum of 3 years)
Delta State University will pay 100% of the administrative and attorney fees for said employee.

H1-B Extension (Additional 3 years of non-immigrant status)
Delta State University will pay 100% of the administrative and attorney fees for said employee.

Permanent Residency

The fee to apply for and obtain permanent residency is $8,000.00. Delta State University will pay
theinitial $3,000; however, the employee is responsible to pay the remaining $5,000.00 in two
installments of $2,500.00 to Walker and Ungo.

| have read and agree to the payment terms listed above.

Applicant Printed Name Date
Applicant Signature Date
Human Resource Representative Date
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DELTA STATE
UNIVERSITY

Attestation for Labor Condition Application

| understand that a Labor Condition Application (LCA) must be filed with the U.S.
Department of Labor prior to filing an H1-B petition. | certify that this department/unit
will comply with the following requirements during the validity period of the H-1B
petition:

 The H1-B employee will be paid the higher of either: (a) the wage/salary paid to
the other DSU employees in the same occupation who have similar experience,
gualifications, and responsibilities, or (b) the prevailing wage for the occupation as
determined by the Mississippi Employment Security Commission.

+ The employment of this H1-B non-immigrant will not adversely affect the working
conditions of employees in similarly employed in the area of intended
employment.

* The department of Human Resources Management will be notified
immediately should the terms of the H1-B non-immigrant’s employment
change during the validity period of the petition.

* The reasonable cost of the H-1B non-immigrant’s return trip home will be paid by
the department/unit should his/her employment be terminated before the expiration
of the petition’s validity period.

Name of Faculty Sponsor

Signature of Faculty Sponsor Date

Name of Department/Unit Head

Signature of Department/Unit Head Date
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DELTA STATE
UNIVERSITY

Exceptionsto Recr uitment and Selection Procedur es

(Waiver Process)

Delta State University, in accordance with federal and state law and IHL policies, is committed to
providing equal opportunity in employment through nondiscriminatory open recruitment and hiring
practices. Occasionaly, such factors as financial constraints, program continuity, the unavailability of
areasonable number of qualified applicants, or the existence of highly specialized qualifications and
requirements for a particular position, require making an exception to the University's normal
employee recruitment and selection procedures.

Waiver — Types of Exceptions:

e Business or Instructional Necessity - Conducting afull recruitment effort would have a
seriously negative impact on the operational effectiveness of a department/unit or would
violate aformal contractual obligation of the University. The waiver request must specify the
business necessity reasons and the qualifications of the recommended candidate.

e Internal Recruitment Only - Under certain circumstances, a department/unit may desire to
limit arecruitment effort to qualified applicants within the University and/or hiring unit.
Internal recruitment efforts will be open to all permanent DSU employees and layoff
applicants exercising preferential re-hire rights. Positions restricted to internal recruitment
shall follow the same recruitment, referral and selection process as an external recruitment
effort.

e Quadlified, Diverse Applicant Pool (from a previous posting) — A department/unit has recently
conducted a full search that yielded a diverse applicant pool. A second opening in the same
job title within a 60-day period would allow the department to make a selection from the
original applicant pool. Human Resources will review the demographic profile of the
interview pool from the prior search and the qualifications of the recommended candidate.

e Diversity Opportunities - A waiver to achieve diversity may be granted to a department /unit
based upon its capacity to recruit qualified people of color and/or women candidates, where
there is under-representation of people of color and/or women in the department/unit
workforce profile.

Required Forms:

1. Letter of Justification to include circumstances necessitating the request, type of exception
(from list above), including the title/rank/classification of the position, the identity of the
candidate, and the candidate's race and gender (if applicable). Information detailing the length
and terms of the appointment and how the candidate was identified should a so be provided.
(Must include signaturelinesfor the appropriate channels up to the final administrative
authority, and Director of Human Resour ces.)

2. Job Description, if appropriate
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3. Application for employment or resume/curriculum vitae, if appropriate

Procedure;

The request should be submitted through the appropriate channels up to the fina
administrative authority for approval and forwarded to HRM for review.

HRM will make a recommendation and send back to the final administrative authority for
approval.
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DELTA STATE
UNIVERSITY

Posting Procedures and Hiring Checklists

Required hiring procedures and paperwork by type of hire

Regular Staff

o De€finitions

1. Regular Full-time Staff -employees who are regularly scheduled to work full-time
(100%) and whose positions are expected to be active for more than four and one-
half months.

2. Part-time Staff - Employees who are regularly scheduled to work less than full-time
(less than 100%) and whose positions are expected to be active for more than four
and one-half months.*

*Employees who are regularly scheduled to work one-haf time or more (50% time
or greater) and whose positions are expected to be active for more than four and one-
half months are benefits eligible. Employees who are regularly scheduled for less
than one-half time (49% or less) and whose positions are expected to be active for
more than four and one-half months are not benefits eligible.

e Recruitment

1. Positions must befilled by posting on the DSU Online Employment System or by
submitting awaiver request (See Exceptions to the University's Recruitment and
Selection Process).

e Posting Requirements by Type of Position (through the DSU Online Employment System)
1. Executive/Administrative/Managerial and Other Professional (non-faculty)

1. HRM procedures must be followed when establishing a new position or
changing a vacant position.

2. Positions must be posted for a minimum of five (5) calendar days.

3. Executive/Administrative/M anagerial positions — applicant materials must
be submitted online. If materials are received by mail without submission of
an online application, applicants must be contacted and asked to apply
online to ensure complete search records. Applicants will not be considered
without an online application.
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2.

4. Other Professional (non-faculty positions) — A professional application is
required. Applicant must submit cover letter and resume by online
attachment.

Support Staff

1. HRM procedures must be followed when establishing a new position or
changing a vacant position.

2. Positions must be posted for a minimum of five (5) business days.

3. A support staff application is required. Applicants will submit a cover letter
and/or resume by online attachment, if requested by hiring department.

e Required Paperwork

1
2.

o o &

10.
11.

12.

13.

Employment Action Form (EAF)
Copy of approved waiver, if applicable
Signed Offer Letter

1. Offer Letter - Executive, Administrative, Managerial, and Other Professional
Staff

2. Offer Letter - Support Staff Employee
Salary offer approval documentation from HRM, if applicable
[-9 with corresponding documentation
Employee Information Form

Tax documents, Form W-4 Employee's Withholding Allowance Certificate and
Mississippi Employee's Withholding Exemption Certificate

Online Application
Resume or Curriculum Vitag, if appropriate
Official transcript(s) (if the position requires a bachel or's degree or above)

Verified Credentials Form - Background Screen Authorization (This policy excludes
current University employees who are moving to a new position within the
University.)

1. Related Policy: University Policy, Pre-Employment Background Checks

PERS 4A Non-Covered Employment Acknowledgement Form (only if the
employee's FTE isless than 50%) - unless the employee is employed and
contributing to the Public Employees' Retirement System with another covered
employer.

Direct Deposit Form
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Faculty

o De€finitions

1. Regular Full-time Faculty - employees who are regularly scheduled to work full-time
(100%) and whose positions are expected to be active for more than four and one-
half months.

2. Regular Part-time Faculty - Employees who are regularly scheduled to work less than
full-time (less than 100%) and whose positions are expected to be active for more
than four and one-half months.*

*Employees who are regularly scheduled to work one-half time or more (50% time
or greater) and whose positions are expected to be active for more than four and one-
half months are benefits eligible. Employees who are regularly scheduled for less
than one-half time (49% or less) and whose positions are expected to be active for
more than four and one-half months are not benefits eligible.

e Recruitment

1. Positions must befilled by posting on the DSU Online Employment System or by
submitting awaiver request. (See Exceptions to the University's Recruitment and
Selection Process.)

2. Tenure-track faculty positions must be advertised in a national professional journal.
An electronic or web-based national professional journal may be used.

e Posting Requirements

1. Department is responsible for posting the position through the DSU Online
Employment System, which includes the job description.

2. Positions must be posted for a minimum of five (5) calendar days.

3. Applicant materials must be submitted online. An application is required for
applicants. If materials are received by mail without submission of an online
application, applicants must be contacted and asked to apply online to ensure
complete search records. Applicants will not be considered without an online
application.

e Required Paperwork

1. Employment Action Form (EAF)

2. Approved waiver letter, if applicable.
Signed Offer Letter — Faculty Positions
[-9 with corresponding documentation

Employee Information Form

o v M~ w

Tax documents, Form W-4 Employee's Withholding Allowance Certificate and
Mississippi Employee's Withholding Exemption Certificate
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10.

11.

12.

13.

Online Application
Resume or Curriculum Vitae
Two (2) Letters of Recommendation

Officia transcript for each degree earned (The official transcripts must be issued by
the degree-granting institutions directly to the DSU hiring department.)

Verified Credentials - Background Screen Authorization (This policy excludes
current University employees who are moving to a new position within the
University.)

1. Related Policy: University Policy, Pre-Employment Background Checks

PERS 4A Non-Covered Employment Acknowledgement Form (only if the
employee's FTE isless than 50%) - unless the employee is employed and
contributing to the Public Employees' Retirement System with another covered
employer.

Direct Deposit Form
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| nter mittent Employees

e Definition

Employees who are regularly scheduled to work full-time or part-time on an intermittent or
sporadic basis and whose positions are expected to be active for a period up to, but less than,
four and one-half months or 720 hoursin afiscal year. This category includes those hired to
work on temporary basis for the same period of time. Please note that if the individual is
already in a covered position under the Public Employees Retirement System (PERS), either
with the same or other covered agency, they will be covered by PERS.

e Posting Requirements

Most temporary positions are not required to be posted; however, Human Resources reserves
the right to require certain temporary positions to be posted due to EEOC regulations.

e Required Paperwork

1
2.

Employment Action Form (EAF)
Online Application (Required for non-exempt positions)
Resume (Required for exempt positions)
Signed Offer Letter
1. Offer Letter - Intermittent
1-9 with corresponding documentation
Employee Information Form

Tax documents, Form W-4 Employee's Withholding Allowance Certificate and
Mississippi Employee's Withholding Exemption Certificate

Verified Credentials - Background Screen Authorization (This policy excludes
current University employees who are moving to a new position within the
University.)

1. Related Policy: University Policy, Pre-Employment Background Checks

PERS 4A Non-covered Employment Acknowledgement Form — unless the employee
is employed and contributing to the Public Employees’ Retirement System with
another covered employer.

10. Direct Deposit Form
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Rehired Retiree

e Definition

Individuals who have retired from Delta State University or other State of Mississippi service.
Related Policy - Public Employees Retirement System of Mississippi Regulation 34,
Reemployment After Retirement

e Posting Requirements

1

The position will not be posted online. The link to apply to the position will be sent
viathe hiring department to the PERS Retiree so that an application can be submitted
online.

If the employee is continuing employment, the hiring department is required to send
an EAF form and the PERS: 4B Certification/Acknowledgement of Reemployment
of Retiree by the beginning of each fiscal year (July 1).

e Required Paperwork

1

2
3.
4

10.

11.

Employment Action Form (EAF)
Online Application (Required for non-exempt positions)
Resume/Curriculum Vitae (Required for exempt positions including Instructors)

If Faculty, official transcript for each degree earned (The official transcripts must be
issued by the degree-granting institutions directly to the DSU hiring department.)

Signed Offer Letter
1. Offer Letter - Faculty Lecturers, Rehired Retiree Lecturers
2. Offer Letter - Rehired Retiree - Staff

[-9 with corresponding documentation

Employee Information Form

Tax documents, Form W-4 Employee's Withholding Allowance Certificate and
Mississippi Employee's Withholding Exemption Certificate

Verified Credentials Form - Background Screen Authorization
1. Related Palicy: University Policy, Pre-Employment Background Checks

PERS: 4B Certification/Acknowledgment of Reemployment of Retiree - using the
approved title and salary listed on the EAF form must be completed and submitted at
hire and each fiscal year.

Direct Deposit Form
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Interim Appointment
e Definition

An employee may receive a salary increase for assuming a position on an “interim" basis. For
an active, vacant position, an employee may be designated and compensated as "interim."

o Upon completion of the interim assignment, the employee’s salary shall return to the
employee’s regular salary plus any performance based (merit) increases earned
during the interim assignment.

o Interim assignment terms shall not exceed a period of twelve (12) monthsin
duration. Requests for extensions must be approved by the President.

e Required Paperwork
1. Employment Action Form (EAF)

2. Signed Offer Letter (Interim appointments may require additional approvals by the
President and/or the Institutions of Higher Learning (IHL) Board of Trustees. Please
see Employment Requiring IHL Approval.)

The appropriate offer letter should be used and modified to include the following
information:

1. Description of the interim appointment, including title and pay

2. Duration of the interim appointment, including start date and anticipated end
date

3. Conditions affecting employment at the end of the assignment, including
title and salary

4. Conditions affecting tenure, if applicable

5. A statement indicating whether the employeeis eligible to apply for the
position and participate in the search processto fill the position.
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INTRODUCTION

Welcome to the Delta State University Recruitment System. This system was established to
maintain our automated internet based system for processing requisitions and accepting
applications for employment.

This system will be used to:

Create and submit Requisitions to HR

View Applicants to your Posting

Notify HR of your decisions regarding the status of each applicant
Submit Hiring Proposal

The system is designed to benefit you by facilitating:
o Faster processing of employment information

e Up-to-date access to information regarding all of your Postings
o More detailed screening of Applicants' qualifications
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Create Job Posting:

Access the PeopleAdmin site by going to https://deltastate.peopleadmin.com/hr/
(Sample screenshot of the form below)
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Type in your Username and your Current Delta State Log in Password.

You will now be logged on to our Online Recruitment System.
(Sample screenshot)
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https://deltastate.peopleadmin.com/hr/

To create of new job posting: Click on Postings on middle/top of screen. Once in site, click Orange Create
New Posting button on left side of screen. (Sample screenshot of the form below)
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%f ~ | &) hetps:ifdeltastate-training. peapleadmin. comihr/postings?pasition_type_id=1 > & | [$2][>¢] [secure search [[2]-]
File Edit view Favorites Tools Help
- e o T -

S afr [@ Delta State University HR. Site @ Posting Index :: Peo...

l

| [=] Delka State Universit Site =X | PeopleAdmin
Watch List APPLICANT TRA

Postings Applicants Hiring Proposals | My Profile

Rebecca Bouse, you have 0 messages. Human Resources | & logoul =

5 - deh - [ Page v {&F Tools ~

Postings / Main

Create New Posting

Main Postings

COpen Saved Search v Search: | | Search More search options

Main Postings o

& Saved Search” "Main Postings” (© llems Found) g

Active -
[1 Job Title VWorking Title T Department VWorkfl State {Actions)

@ I

&P Internet # 100% ~

You need to decide how you would like to create your new posting. You will pick from the following:

e Create from Posting Type (new position never posted before)
e Create from Title (search by title/position would have to have been posted before)
e Create from Posting (search by browsing postings previously posted)

(= Delta State University HR Site :: Posting Index :: PeopleAdmin - Windows Internet Explorer

6_6 + |i&] https:jfdeitastate-training peopleadmin comfhr fpostings?position_type_id=1 S & | [#2] [ ] [5ecure searcn |[2]=]

File Edt View Favorites Tooks Help

Qs Bl wnce. - B

w & [ 8 Delta State Universicy HR Site 1: Pasting Index 1 Pea... I

l - i v | page - €3 Tools -

[=] Delta State University Site m PeopleAdmin

Create New

What would you like to use to create this new Hiring Proposals | My Profile

osting?
posting hocs. [Human Resources ¥ € fogou -

Create from Position Type

Includes only the information that applies across the entire Position
Type. A new Posting from a Position Type is almost completely
blank.

Create New Posting

Main Postings

Create from Title

Copies in general information from a title. You will need to provide i
Open Saved Search v specific information inside the posting. ;l Wore search options

Create from Posting

Main Postings Uses an existing posting as a template and automatically copies in
most information

& Saved Search "Mai | E
Joh Title Working Title . Department Actions;
= Applications B N e
=l i 1 3]
& Internst H100% v




If you select “Create from Position Type” you will now type in Job Title. Your Organizational Division and
Department will already be filled in. If you are pulling from a position already posted select “Create Posting

from this Posting”. (See example below)

W do-a~ R GUIDE-REwsed - Mirnsatt Ward =R
n Home Insert Page Layout References Mallings Review View & 0
o . : s ST Ly osd 5 = % @ Fing -
=) 5 Calibri [Body) 12 AN | A | BE i 2R | AaBbC: AaBhCcl | AaBbCcDe | AaBhCe A;]B AsBhCele | A Felice
Fnj:z F Farmat Fainker [Bl I 0 rabe x, x| fir W A | B Headingl  Heading3 I_'INLmnaI Subtitie Title T Mo Sgadh.. |- E:‘j:suf s Select -
Cligboard i Font ) raragraph = es s Editing
IL ,"? ....... ST T Eare—— 30t foetoed to e e B e e R e b D e O ﬁ
State University HR Site = Posting Show @ PeopleAdmin ws Inbernet Explorer provided by MSH & Bing = -
.z-—;@v |#] https:jjdeitasste. pecpleadrin.com b fpostngsj24ifran_other=1 =& | *__r X: 1= 5o
| Fle Edt Mew Fevodtes  Tooks  Help
| ¥ W |0 - IR | [ 78 Jackson, M5 = [ tews + [T Hepis = Y Avmry Templates &, Optiors +
|x 78 Jackson MS - @R - | ¥ - W Avery Templstes &, -
1o Favodtes Dby Seabe niversty HR Gite 1 Prating Show 1 Pecp, . J T B v O m v Page~ Safety~ Taok - e
=3 | PeopleAdmin
DELTA STATE o
UNIVERSITY : -
Home Postings Applicants Hirlﬁg'ﬁébﬂs | My Profie Help
Rebecca A Bouse, you hiave 0 messages. | Human Resources 7] & logo
Postings | Main ! Agsistant Professor of Biolegy (Physiclogy) (Cloged) | Summsary
= Posting: Assistant Professor of Biology (Physiology)
(Main) ) :
= Current Status: Closed &2 Create Fosting from this Posting
Pasition Typa: Main Created by Rebecea A Bouse
L Department: Biological and Ownar: Human Resources
Physical Sciences
o Summary
i Flease review the details of the posting carefully before continuing.
G To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting”
button. You may add a Comment to the posting and alsa add this posting to your Wateh List. in the popup box that
appears, When you are ready to submit your posting, click on the Submit button on the popup box.
To edit the posting, chck on the Edit ink next to the Section Name in the Summary Section. This will take you directly to
the Pesting Page to Edit. If a section has an crange icon with an exclamation point, you will need to review this secbon 1
i ani make necessary corrections before maoving to the nest step in he workflow | _l.'J s
¥ - L3
a
: [T T T @t [Fa~[Fame = 2 P
Page:5of1d | Wardh:1,596 | o EiffREE S 100% (=} {1 {+]

:ﬁlstatl |0 Irbo - rhouseddeltasta. | {5 Pos: {Jewsstn, sdufel. . | {# Doz Stas Universty H., | 4 Delta State Universit..  [W] USER GUIDE-REwsed =M., | [z | T @ 1z3E

To create a Posting, first complete the information on this screen, then click the Next button or select the
page in the left hand navigation menu. Proceed through all sections completing all necessary information. To
submit the Posting to Human Resources, you must go to the Posting Summary Page by clicking on the Next
button until you reach the Posting Summary Page or select Posting Summary Page from the left navigation

menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible
approval step options. The posting must go through the proper approval chain depending on department

until it reaches Human Resources. Human Resources will post position.

(Sample screenshot on next page)
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{= Delia State University HR Site :: Posting Edit :: PeopleAdmin - Windows Internet Explorer

@;; - |g, https: | fdeltastate-training, peopleadmin, comhrfpostings 32/ edit V| QJ 2 || X
File= Edit Miew Favorites Tools Help
@lSecure Search P E@M‘:Afee— N -
— = . 3
72? '1'% @Delta State University HR Site :: Posting Edit :; People. .. l l ﬁ bl EB e |j’ Page ~ {3} Tools ~
& T PPTCTIT Cr OO T e e —
LV ] Guest User * Required Information
© Posting Documents Position Information
Summary
Job Title | | B
Working Title | |
Is there an approved
budget for this
position?
Mew or Replacement | Please select hd
If Replacement, Name
of Employee to be
Replaced
If Replacement, |
Position Number
Critical Health or
P
Safety Position? »
< | 2
& Internet 100w v

Fill in all the position information. This can be saved at any time as a draft to work on later. Aslongasitisin
draft mode you will be able to make changes.

When you go to the next page you have the option to select Search Committee Members. You will enter First
Name, Last Name and Email Address. If they are not located in the system you can request a new search
committee member. (Sample screenshot below)

/= Delta State University HR Site :: Posting Remowve Committee Member :: PeopleAdmin - Windows Internet Explorer

[=1
65 = | hitps:y/dsitastate-training . peopleadmin. comjhr/postings /25 remave_committee_member?committes_member_d=aata v | 4 | [+ || x| | |[2

File Edit Wiew Favorites Tools  Help
] T o -

w* ar [ @ Delta State University HR Site +: Posting Remave Com. .. ]

] - B - [irpage - % Tock -

i

|*

New Search Committee Member

Request that someone be granted access to the system for the purpose of serving as a Search
Committee Member.

Required fields are indicated with an asterisk (*).
Account Information
Please enter the following information to create an account for a new Search Committee

Member.
- First Name

Email

| |
Last Name [ |
| |
Username [ |

Save || =< Prev

b
| 2]
&P Internet L 100% <

A
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Click on the Next button.

You are now at the Rank Criteria section: You may select or add questions for candidates to answer in the

application process. (Sample screenshot below)

(= Delta State University HR Site :: Posting Edit :: PeopleAdmin - Windows Internet Explorer

G_\g:v | @] https:jideltastate-training. peapleadmin. comjhr/postings/25 editrFormat=htmisaction—editsid=25&contraller=postings % | 14 | |44 || x| [secure searcn

.

Eile  Edit

Wiew Favorites  Tools Help

L] e 2 T -

e & |22 ] = ] (@ Delta State University HR Sit. . ] 5 Delta State University HR... ]

>

| 5 - B ém < [hPage - £ Tooks -

Inbox i
| [x] Delta State University Site PeopleAdmin
_WEICI"I List APPLICANT TRACKIMNG

Postings Applicants Hiring Proposals | My Profile
M = =
Rebecca Bouse, you have 3 messages. an ~ | logoul
Postings / Main / Secretary (Posted) / Edit: Ranking Criteria
Editing Posting Ranking Criteria Save | [ <<Prev |
: . Included Evaluative Criteria e ST
© Posting Details
& Search Committee Members Category Description Weight Workflow State  Status
Ranking Criteria Uncategorized Do you have any military experience? Draft active L x]
& Posting Specific Quest. .
X Save | | =< Prev
& Applicant Documents
& Guest User
©@ Posting Documents
Summary
b
< | E]
https:jideltastate-tr aining. peopleadmin. com/hrfhiring_proposals?position_type_id=1 0 Internet # 100% T

Click on the Next button.

Posting Specific Questions:

To add a New Posting Questions: Click on the button labeled "Add a Question".

You can add an existing question.
You can Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown

menu will appear where points and disqualifying responses can be associated to the posting question.

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes
to the left of each question; checking these boxes will make a question required.

(Sample screenshot on next page)
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/= Delta State University HR Site :: Posting Edit :: PeopleAdmin - Windows Internet Explorer

g\;—;n’ - |g, https:}/deltastate-training. peopleadmin. com/hr/postings/25/editftab=4

v| & *4| |2 | |5ecure Search

File

@I Secure Search Izl |

Edit  View Favorites Tools Help

v 4

@ Delta State University HR Site 1 Posting Edit :: People. .. ] l

B 6 - e - O Taok -

o~
Home Postings Applicants Hiring Proposals | My Profile
Rebecca Bouse, you have 4 messages. | Human Resources V| c  logou
Postings [/ Main /| Secretary (Posted) | Edit: Posting Specific Questions
e Posting Specific Questions Save | [ <<Prev
Adding New Posting Questions: Click on the button labeled "Add a Question”. A pop up section will j
& Posting Details appear where you can add an existing question or create a new one.
& Search Committee Members Adding Existing Posting Questions: There are two ways to search for approved posting questions to
: o add to the job being posted. You can filter using the key word search or filter by question category.
& Ranking Criteria 1 ap g Y v gery
- P Assign Points or Disqualifying Responses: Click on the question that has been added and a =
Pl IR dropdown menu will appear where points and disqualifying responses can be associated to the
@ Applicant Documents posting question.
& Guest User Posting Question Options: Once guestions have been added to the posting, you will see a column
of checkboxes to the left of each question; checking these boxes will make a question required.
& Posting Documents .
Included Supplemental Questions Add a question
Summary
Position Required Category Question Status
Uncategorized How did you hear about this employment active L %)
opportunity?
[— 1T = ] T sl
< T | >
€D Internet Ho100% v

Click on the Next button.

Applicant Documents:

Applicant documents can be included in the application process by selecting Included to make the documents optional

and Required and Included to make the document(s) mandatory to complete the application process.
(Sample screenshot below) The application requires the candidate to list 3 references.

{= Delta State University HR Site :: Posting Edit :: PeopleAdmin - Windows Internet Explorer

5@.’ ~ | &] https:y/deltastate-training. peopleadmin. com/hrjpostings/25/edit?tab=5

~| & *2|[>¢] [5ecure search [[2]-

File

QY [5ecire Search

Edit  View Favorites Tools  Help

W 4@ |22 ] = ] /@ Delta State University HR Sit. . ] &5 Delta State University HR... > ]

] wmcaree > B

] - 8 de=h - [:F Page ~ {CF Tools -

Postings / Main / Secretary (Posted) / Edit: Applicant Documents =
Editing Posting Applicant Documents Save | [ ==Prev
Applicant documents can be included in the application process by selecting Included to make the
& Posting Details documents optional and Reqguired and Included to make the documeni
cation process.
& Search Committee Members
Order Mame Included? Required?
& Ranking Criteria
& Posting Specific Quest_ Resume e
Applicant Documents
@ Guest User Cover Letter/L efter Of I
Application
& Posting Documents . )
Curriculum Vitae ] ] L
Summary
E Teaching Philosophy [} [}
Writing Sample [} [}
E Unofficial Transcripts O O
Other Document O O -
< i | 1D
€0 Internet L 100% -
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Click on the Next button.

If you need a Guest User, create an account. Guest Users will still need to contact Human Resources to receive the
Guest User Password.

Posting Documents: To add a document to the posting, hover over the blue Action text link to the right of the
document name.

Below is a screen shot of Documents that can be added:

(= Delta State University HR Site :: Posting Edit :: PeopleAdmin - Windows Internet Explorer _' :|E|
@.\- > |g, https:fideltastate-training. peopleadmin, com/hrfpostings) 25 edit?tab=7 V| Qj 2| X% | 2|~
File Edit Wiew Favorites Tools  Help
Qoo o EIEEEa -
—— — = . »
e b [gg]v ] /€ Delta State University HR: S, [@Delta State University HR.., 30 l l ﬁ - B fey v sk Page = () Toals -
- D. T Name S Acti =
@ Guest User ocument Type ame Status (Actions)
= Marketing Plan Actions
Posting Documents Y N
Budget Authorization Actionsy
Summary 13
Job Description Actionsy
Save | | << Prev | MNext ==
b
< I >
€D Internet #100% -

Click on the Next button. Your posting is completed. Please review the details of the posting carefully before
continuing. It might be helpful to click on the See how Posting looks to Applicant button. This is what the applicant will
see when searching for positions.

Posting Completed (Submit for Approvals)
Now you will click on the Orange Take Action on Posting button. (Sample screenshot below)

= Delta State University HR Site :: Posting Show :: PeopleAdmin - Windows Internet Explorer

@.\-_/:. - |@, https:fidelkastate-training. peopleadmin. com/hrfpostings) 34 V| Qj || X | | pelis
File Edit Wew Favaorites Tools Help
e 2 :
* "1";‘\-? @I:IQDBIG State University HR Sit... [@Delta State University HR... 30 l_l & iz G Qéé hd .ange © f:J' Tools ~ ?
A
D Posting: Test (Main) Edit Delete Take Action On Posting v
Current Status: Draft WORKFLOW ACTICNS
Position Type: Main Created by: Rebecca Bouse =n \,\mrk_ing TS PDSNHQ_ 0
Department: Advancement Services Owner- Rebecca Bouse Canceled (move to Canceled)
Associate VP (move to Associate
VP)
VP/Provost (move to VP/Provost)
MOVE DIRECTLY TOC...
Summary History Settings Hiring Proposals Hiring Manager
Department Chair
5 = = — Dean/Director
Please review the details of the posting carefully before continuing. T
VP/Provost
To take the action, select the appropriate Workflow Action by hovering over the R izl R‘f"'ie"‘“'
button. You may add a Comment to the posting and also add this posting to you ’”‘-550_5'5“9 \'F_'
appears. When you are ready to submit your posting, click on the Submit buttoy HR Final Review
Approved-Pending
To edit the posting, click on the Edit link next to the Section Name in the Summ  Posted y to 3
a A, T A ; . . . | 3 v
& internet F00% v
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You will move posting to the person who would have signed your Position Requisition next. It will go along the
chain of approvers until it reaches Human Resources. Human Resources will approve and post to website.

The Hiring Department will now be setup to receive applications.

Reviewing Applications:

Click on your posting and move cursor to Applicants. Click on the Applicants box. You now will be able to view
all the applicants that have applied by clicking on their names.

To view more than one applicant at a time just put a check by their names or a check at the top of list by Full
Name to few all. Now click on the large “Actions” button on the left side and click “Down Load Applications as
PDF”. This will let you view the applicant(s) application and attached requested materials. You can also print

this list. (Sample below)

fj Delta State University HR Site = Job application Index :: PeopleAdmin - Windows Internet Explorer provided by MSN & Bing - | =) 5[
@A v Ié‘ https: /delastate-training. peopleadmin, com/hrjpostings 15/job_applications j % *+ K Bing P~
J File Edit View Favorites Tools Help
J -mlmr le - W @ 7E" Jackson, M5 + Q Mews = ﬁMaps - -Avery Templates @_ Options =
J | M -MR\' - 76° Jackson, MS ~ mj - u: A -Avery Templates ‘3‘@ -
{:3 Favarites @De\ta State University HR Site 11 Job application Index...l J f:\ - r___j + [ @ - Page~ Safety - Tools ~ .&- i
Fosting: FeopleAdmin Froject Manager (Viain) Edi Take Action On Posting » B
Current Status: Filled
Activate Guest U
Position Type: Main Created by System Account Flivate uest Ueer
Department: Accounting Owner: Human Resources i See how Posting looks to Applicant
= Print Preview (Applicant View)
&= Print Preview
Summary History Settings Applicants Reports Hiring Proposals
®x
Open Saved Search » Search: ptions
Select the document type(s) to use.
! Application and All Documents
Main Job Applications (x]  Only These Document Types
™ Application Data
© Saved Search: "Main Job Apy T Resume _ Actions
I” Cover Letter/Letter of Application FErL
[™ Reference Letter
n Full Job E Review Screening Question )
Name Title Answers
F Tebow, Tim Project Manager el %C""'”‘.Gad Screening
Question Answers
Submit Cancel Export Applicants without
4 Email
Export results
BULK
Move to Posting
Move in Workflow
Email Applicants
Download Applications as
POF
Create Document PDF per
Applicant
Reactivate Applications
| PEODIEACh'“n Better Talent. Better Future. Copyright 2013 All Rights Reserved Lastrefresh: 03/13/2012 02:08 AM R | _lj
4 »
|https:Hdeltastate-traiﬂing‘Deup\eadmm.cumfhrfpustmgs;’13J‘iub_auplicatiuﬂs?dialug=select-ducument-type-menu&a=&resu\t[6]=1&ﬂ=& ’_l_l_l_’_’_|@ Internet 5 7 | 0% v g

" Startl @ USER GUIDE [Compatibil.. . | 0 Inbox - rhouse@deltasta. . | @ Oracle Fusion Middlewar. .. | ,é Delta State Universit... || Oracle Fusion Middlewar. .. | @

7 [« )N 11:08 a0
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Manage Applicant Pool: To manage your applicant pool, move candidates that don’t meet requirements

to Not Interview/Not Hired. This will remove them from your applicant pool and place them in the not

interview/not hired category. If candidate comes to an interview, move to Campus Interview then

Interviewed/Not Hired or Recommend for Hire. You will need to make sure your title is set at “Hiring

Manager” for this to work. Make sure to hit refresh C when changing titles. The applicants will be moved to a
list that can be viewed at any time by doing a search function. You can do one applicant at a time by clicking
on the Orange Take Action on Job Application button. (Sample screenshot below).

(= Delta State University HR Site :: Job application Show :: PeopleAdmin - Windows Internet Explorer

@;}; - |@, https: f{deltastate-training. peopleadmin. comfhrfjob_applications/& V| QJ || % |

File Edit Yiew Favorites Tools Help

T o .

= . »

v (& Delta State University HR Site :: Job application Shaw. .. l l ﬁ - B s - |2k Page v {CF Tools -
-
Home Postings Applicants Hiring Proposals | My Profile g

Rebecca Bouse, you have 3 messages. | Human Resources V| & logo

Postings |/ .. /| Chris' Posting (Filled) / Applicant Review | Tim Tebow Hired

D Job application: Tim Tebow (Main)

Current Status: Hired WORKFLOW ACTIONS
Application form: Application Keep working on this Job
application

MOVE DIRECTLY TO...

Full name: Tim Tebow Created by: Tim Tebow Draft

Address: Owner: Human Resources Under Review by Dept/Committee

816 Congress Phone Interview

Austin . AL On Campus Interview v
3 | >

& Internet #00% -

If you have a group of people in the same category you can move candidates over in bulk by putting a check in
the box by their names and going to the large “Action” button on the left. Look for “Move into Workflow”.

S Rl SEabe raversity HE Site s Job appiic abion Dndes s BeoplsAdmin — Windows ntemst Expionse proviced by e i Sing —imj=i
CHEF = [E] ntrps:iiiehmtote o mmopmeckmin cami ot =75 b _anpleion =l @ [l =Erma | =
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| % e - |- [ 807 Jackeon, M - gl News - Gl Maps ~ Wl Avery Tamplates L opbans -
] [ m W s 80° Jackeon, MS - ERM - |7 - WA Avery Templates o .
o Faeoites g 2| 0 b s usm st peitmer | 82 oeita stavs pnierste i e | | | %@ - &0 - (G e - Pags - Safely - Toals - M- >
= |
Job Applications > ]
Saved Search: "Main Job Applications™ (1 ltem Found) e Actions
GEMERAL |
Job Review Scresning Qusstion 1
- Email = = VWWorkflow State Answers
Il Name Title Application Date
(Internal) Download Screesning
Reference Question Answars
Ist, PA Request Posting eric felkins@peopleadmin.com November 28, Phone Interview Export Applicants without
g Test 2012 at 09:38 am Email
= Export reaults
EULK
Move to Posting
Move in Workflow
Email Applicants
Downlaoad Applications as
PDF
Create Document POF per
Applicant
Reactivate Applications
IeAdlnn EBetter Talent. Better Future. Copyright 2013 All Rights Ressrved. Last refresh: 10/03/2012 0
=]
41 ] o
7 o | [ & tntmennt [Fa = " isow = =
i seare| O] sace ttame - rhousaaasl . | L RE) veor Pespencnin bz . | [ @8 Delka Skate Universme.. W] USER GUIDE REvized M. | Cica = Rl e BT PR
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Hiring Proposal:

Once you have decided on a candidate to hire, move them to the campus interview or phone interview
category by going to the orange “Take Action” button. After that you will select Recommended for Hire. Now
a Hiring Proposal can be done by the Department Chair/Dean/Director.

(Sample screenshot below)

/= Delta State University HR 5i ob application Show :: PeopleAdmin - Windows Internet Explorer
%f + [ hitps:/ideltastate-training. peopleadmin. comjhr fiob_applications/s > & | [#2][>] [secure search |[2]=]

File Edit Y¥iew Favorites Tools  Help
- B o T -

P «fr I@ Delta State Lniversity HR Site 1@ Job application Show. . ]

Eio- B0 =k - [rpags - 03 Tools -+

T You are now viewing the system as a member of the Department Chair group

|| Datlta State University Site

Postings |/ .. | Chris’ Posting (Filled) / Applicant Review |/ Tim Tebow Recommend for Hire

Watch List APPLICAMNT TI

Postings Hiring Proposals | My Profile Help

Rebecca Bouse, you have 3 messages. Department Chair Vl < logo

E Job application: Tim Tebow (Main)
Wiew Posting Applied To

Current Status: Recommend for Hire =

Application form: Application
PP s W Preview Application

& Evaluate Applicant

Full name: Tim Tebow Created by Tim Tebow
Address: Owner: Dean/Director ™ Wiew Completed Hiring Proposal
816 Congress o .
o &> Start Hiring Proposal - Academic ~
setin Al sl
=] 1] | >
https:{/deltastate-training. peopleadmin. com hr jactions/newzaction_definition_id—28job_application_id—& P nternet #100% -

Click on Start Hiring Proposal. (Sample screenshot below)

(= Delta State University HR Site :: Action New :: PeopleAdmin - Windows Internet Explorer

6@!' | &1 hetps:irdeltast ate-training. peopleadmin. comyhriactions/new Paction_definition_id=2ejob_application_jd=6 & & |[#2] [>¢] [52cure search [[=]-]

File Edit Wiew Favoribes Tools  Help
Q[ o) T -

o o [@Delta State University HR Site :: Action Mew :: People. .. ]

| [=] Delta State University Site | Inbox | PeopleAdmin
APPLICANT TRAC

Postings Hiring Proposals | My Profile Help

Rebecca Bouse, you have 3 messages Department Chair vl c logo

Postings / .. /| Applicant Review / Tim Tebow (Recommend for Hire) / New Hiring Proposal

Starting Hiring Proposal - Academic
Applicant: Tim Tebow
Posting: Chris' Posting

Warning: This Applicant already has a Hiring Proposal in process.

Start Hiring Proposal - Academic | or Cancel

|v

< i |
Done &P Internst * 100% <

You will enter the Hiring Proposal site. Review and input Salary and Start Date. Hit the Orange next button.
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You will now click on the Take Action on Hiring button and move to the next in line for approving. The last

step will be to move to Human Resources. Hiring proposal must be approved by H.R. before an offer is made.
(Sample screenshot below)

{= Delta State University HR Site :: Action Show :: PeopleAdmin - Windows Internet Explorer

@@r - |g, https: f{deltastate-training. peopleadmin, com/hrfactions/& V| & #9|| %| |5ecure Search | P
File Edit Yiew Favorites Tools Help
@I Secure Search @| IR =
ey »
{} *‘1";7 @Delta Skate University HR. Site :: Action Show :: Peopl... l l & i E @ h |j’ Page - -@ Tools -
-
Inbox i
‘ |Z| Delta State University Site PeopIEAdmm
Watch List APPLICANT TRACKING v |2
Home Postings Hiring Proposals | My Profile Help o
Rebecca Bouse, you have 3 messages. | Department Chair V| e logo
Main / ... | Tim Tebow {(Recommend for Hire) | Hiring Proposal - Academic | Summary
Hiring Proposal - Academic: Tim Tebow (Main) Edit Take Action On Hiring Proposal v
Current Status: Draft WORKFLOW ACTIONS
Paosition Type: Main Created by: Rebecca Bouse éreoegao\::lrkmg 0TS P
Depgnment: Accounting Cwner: Rebecca Bouse Dean/Director (mave to
Applicant: Tim Tebow Dean/Director)
Pasting: Chris" Posting
- 4
< il | >
& Internet #00% -

I Important!!!

Remember to take action on all applicants by classify them as Not Interviewed/ Not Hired or
Interviewed/Not Hired. Human Resources will move position to Filled after an offer has been
made/accepted. This will notify only Not interviewed/Not hired candidates by email that the
position has been filled. By completing this action, you are also completing the Recruiting
Report that is necessary for all positions, and affirmative action guidelines.

13| Page



REVIEW OF STEPS

Complete posting.

Route for approval.

H.R. will post when position is received and approved.

You will start receiving application directly to your posting.

When ready to hire, start hiring proposal (Page 12)

Hiring proposal to be approved by H.R. before you make job offer.
When approved:

Ny ks wNRE

a. Background check - Background checks shall be required for all new hires in regular full-time,
regular part-time, benefit-eligible, time-limited, temporary, and intermittent positions, which
are scheduled to assume their duties on or after the policy effective date. This policy excludes
current University employees who are moving to a new position within the university.
Background checks on student workers, graduate assistants, post-doctoral, and rehired retirees
will be limited to those working in the following positions:

e Positions handling cash and checks on a regular basis
e Positions having contact with minors
e Positions with access to residence hall rooms
e Positions having access to other student or employee information
o Positions having patient contact or access to prescription medications
e Other positions as requested by departments
b. Send offer letter

c. Submit EAF (Employment Action Form) to Human Resources
8. Take action on all other candidates by classifying them as Not Interviewed/Not Hired or
Interviewed/Not Hired.
9. Position will be moved to Filled by Human Resources after offer is made and accepted.
10. When position is moved to filled, the system will send out letters to candidates that were listed has
Not Interviewed/Not Hired. You will be responsible for contacting or sending out letters to all other

candidates.
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HELPFUL FACTS

Refresh Button: © - Located on top/left of screen next to your name/title.

Switching Titles: Every time you switch from one title to another you will need to click

on the refresh button to activate. (Example: Hiring Manager to Dean/Director).

Hiring Proposals: Once applicant is moved to “Recommend for Hire” only the

Dean/Director or Department Chair can start a “Hiring Proposal”. Switch to correct title
and refresh screen. Hiring Proposal will appear on right side. Fill in information (hire
date, salary, etc.) and forward for next approval.

Alphabetize Applicants - move cursor to the left of “Full Names” list above the

applicant’s names. Has you hover “arrows” will appear. Click on arrows to alphabetize.

Viewing/Printing Application Materials — Click on the box next to the name(s) of the

applicant(s). Move cursor to large Actions button on top/left and drag cursor down to
Download Applications as PDF. You will be able to select what you want to view/print.

(See Example below)

/= Delta State University HR Site iz Job application Index : PeopleAdmin - Windows Internet Explorer provided by M5N & Bing =1=1x|

&= [e s b —comih ok =1 & |[+2][ x| [Semns o~
| File Edit  Wiew Faworkes Tools  Help
[ Waverr ~[Q - BT | (D) 57 Jackson M5 - [ news - [ Maps - -n ry Templates %, Options =
J | @ W Avery =~ 67° Jackson, MS ~ CRN - ~ W Avery Templates Sy -
¢ Favoritss @ Dela State University HR, Site 11 Job application Indesx. ‘ ‘ J - B - o= - Pag Safety - Tools - @~ 7
=1

ications
earch: "Main Job Applications™ o Actions

GENERAL
ob Review Screening Question )

Email . . Workflow State Answers
tle Application Date
(Internal) Download Screening
eference Question Answers
equest Posting eric.felkins@peopleadmin.com November 28, Phone Interview Export Applicants without
t 2012 at 09:38 am Email

es

Export results

BULK

Move to Posting

Move in Workflow

Email Applicants

Download Applications as

Create Document PDF per

Applicant

Reactivate Applications
M Better Talent. Better Future. Copyright 2013 All Rights Reserved. Last refresh: 10/03/2012 09:43 PM e
s por
lhttps: //dsltastate-sb. peopleadmin.com/hr/postingsi276/1ob_applications?dialog=select-document-typs-menu [ [ [ [&mternet “a - | ®mis0% ~
@ start| O] Inbox - roouse@deltasta... | (W] USER GLIDE-REvised - M... |[ @ Delta State Universit... 2|2 [« ONIE 1110w
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Delta State University
Human Resource Management

DELTA STATE Kent Wyatt Hall 247
Cleveland, MS 38733
UNIVE RSITY Phone: (662) 8el\l/6e-2835 * Fax: (662) 846-4025

“Developing Partnerships Within the University”

Entering
Time Sheets, Personal and Major Medical Leave
User Guide

Timekeepers:

1. Access the form PHATIME. (Sample screenshot of the form below)

Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit Options EBElock Iterm Becord Query Toals Help

#‘lIE@@@IﬁﬁI@[%I%I@ ] [ <

als of Time Entry PHATIME 8

m Mo
| Tlme Sheet | Departrert
[ B | A [ ot starten

[ &

Orgn Code; press LIST forvalid codes.
Recard: 111 [ .. | Listofvalu.. | | <05C-
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2. USER ID: Name should be your user id or user name.

3. PROXY FOR:

1. Proxies are used for alternative users. If another colleague has indicated that you can be
proxy for them in the event they are unable to enter time, select the name of the user by
clicking the drop down box. Proxies can be set-up through Employee Self Service.

2. If two or more employees share the same organization code, then each user will need to
be a proxy of one another.

4. ENTRY BY: Choose from the drop down box of either Timesheet or Leave Report. Usually this
selection will be TIMESHEET.
5. TIME ENTRY METHOD: DEPARTMENT

COA: 1
ORGANIZATION: Enter the department’s organization code for which you are entering time or
personal/major medical leave.
8. TRANSACTION STATUS: Usually the selection will be NOT STARTED and ALL NOT STARTED. Other
options include:
¢ Not Started: Timesheets and leave records that have not been extracted for entry.

e |nProgress: Timesheets and leave records that have been pulled to enter leave
and hours worked.

e Pending: Timesheets and leave records that have not been submitted for approval

e Returned for Correction: The supervisor has returned the timesheet to the
timekeeper for correction. The supervisor will need to send an email to the
timekeeper to inform him/her of the changes needed.

e Completed: Timesheets and leave records approved
e Error: Timesheets and leave records that have errors

9. Enter Year: 2013

10. Payroll Id and Payroll Number: (Tables Below)

1. M1 - Employees paid over 12 months or employed on 12 month appointments.

Payroll ID Payroll Month
No.

M1 1 January
M1 2 February
M1 3 March
M1 4 April
M1 5 May
M1 6 June
M1 7 July
M1 8 August
M1 9 September
M1 10 October
M1 11 November
M1 12 December
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2.

2 — Employees paid over 9 months:

Payroll ID Payroll Month
No.

M2 1 January
M2 2 February
M2 3 March
M2 4 April
M2 5 May
M2 6 September
M2 7 October
M2 8 November
M2 9 December

BW (Bi-weekly) — Hourly Employees

Payroll Number: There are usually 26 pay periods for a calendar year. Below is the list of

remaining bi-week payroll periods for 2013.

Payroll ID Payroll Start Date End Date
No.

BW 12 May 24, 2013 June 6, 2013
BW 13 June 7, 2013 June 20, 2013
BW 14 June 21, 2013 July 4, 2013
BW 15 July 5, 2013 July 18, 2013
BW 16 July 19, 2013 August 1, 2013
BW 17 August 2, 2013 August 15, 2013
BW 18 August 16, 2013 August 29, 2013
BW 19 August 30, 2013 September 12, 2013
BW 20 September 13, 2013 September 26, 2013
BW 21 September 27, 2013 October 10, 2013
BW 22 October 11, 2013 October 24, 2013
BW 23 October 25, 2013 November 7, 2013
BW 24 November 8, 2013 November 21, 2013
BW 25 November 22, 2013 December 5, 2013
BW 26 December 6, 2013 December 19, 2013

(Sample PHATIME screenshot below)
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Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit Options Block Hem Record Query Tools Help

EIBX
ORACLE

oo |
e |
=
|

Csweser
Dmerren -
e

-

Payrall Mumber, press LIST for valid Cades.
Record: 141 | o |

| <05C=

11. There are two ways to open a time sheet:
1. To open a timesheet for an individual:

i. After entering the payroll number, hit TAB and a box should appear. Enter the

employees 900 number and click OK. (Screen shot below)

B Oracle Fusion Middleware Forms Services: Open > PHATIME

Eile Edit Options Block [tern Becord Query Tools Help

EBAEE &%

LGIGER

& |

| Prysiosl ssiencs
B | Bi-Weekly

Time Sheet
03831

%8 Time En on Criteria PHATI

[24-mav-2013

i BIEEI G G S H @0 X

L]

Department -

Mot Started h

12 D 24-MAV-2013 to 0B-JUN-2013

Empl ID; press LIST for Name/ld search

Record: 11 | | | =05C=
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2. To extract a department’s timesheets, click on the JOBS ID field. A box will appear and

click YES to begin extracting time for entry. This will open the timesheet and pull the
employees’ records to start entering hours worked for bi-week and personal and major
medical leave for monthly employees. (Screen Shot below)

Oracle Fusion Middleware Forms Services: Open > PHATIME ‘ZHE"X|
File Edit Options Block Rem Record Query Tools Help DRACLE
BOEEABE B H B RBIGmE G @ & @0 X

Department
0331 |7 Physical Science Mot Started
Bl (¥ Ei-Weekly 12 (% 24-M8v-203 o DE-UN-2013

Tirne Entry Action |
Record: 1/ | | <08C>

12. Scroll through the list by using your up and down arrow keys or use the drop down arrow to select
the individual to enter personal and major medical leave or hours worked. (Sample screen shot
below)

Oracle Fusion Middleware Forms Services: Open > PHATIME
Eile Edit Options Block Itern Becord Query Tools Help

BVEAAEE @7 BEE A S BB Gkl

of Time Entry PHATIME 8.4 (PPRD
. __& | L

e [ Moo
e — EEE—
T v

e ———

0.000000

Last Narme |
Recard: 111 [ | <08C=
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When timesheets are extracted, Banner will verify if any timesheet have errors. To view the
errors, click OPTIONS and then VIEW ERRORS. This form will tell you which employees have

errors and the reason. (Screen shot below).

Oracle Fusion Middleware Forms Services: Open > PHATIME - PHIDERR

File Edit Options Block Item Record Query Tools Help

i DEIBEERE R ey & &

oy s

FRM-40350: Query caused no records to be retrieved |
Record: 11 [ | | | <08C-

TIME ENTRY
Bi-Weekly:

1. Select the employee to enter the actual number of hours worked each day.
2. CTRL Page Down

3. Use the following codes under the EARN field to enter hours:

REG: regular hours worked each day
PLT: personal leave time

MMP: major medical leave time

OT: Overtime

P wnN e

(Screen shot below)
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B Oracle Fusion Middleware Forms Services: Open > PHATIME
Eile Edit Options Block e Becord Query Tools Help

BYEREEEE %8
1E

Tirme Entry
LGIGER
Time Shest

03831 D Physical Science
B (% Biweekly

o

B @I &I B F ek

Wy
Departmert -
In Progress N
D 24-MAY-2013 to 06-JUN-2013

000se7 o0

IIIIIIIIH

Description Rate Ind
Comp Time Eamed-Nonexempt

Comp Time Taken-Nonexempt

Holiday Pay

Major Medical Leave

Owertime Pay

Personal Leave Time

Regular Pay

Choices inlist: 7

Record; 111 | N | | =o8c=

(Above) Sample screen shot of the types of earn codes that can be entered on a bi-weekly payroll.

4. Tab to the correct day to begin entering the hours worked each day (bi-weekly) and hours
taken for PERS and MMED (bi-weekly, staff, and faculty). Sample screen shot below.

5. Click on SAVE.

Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit Options Block lem Record Query Toaols Help

FEGEER E«E@@I@‘@I

EEEE.
O

[E I E

IR

( & |

\_] 03831 Physical Science
J‘ Bi-iWeekly

Regular Pay

Personal Leave Time

d | Major Medical Leawe

0.000000

oo

@1 @101 X

i
‘ Depanmam
‘ In Prugress
e

bpoee | o |-

hon Tue Wed Thu

May 27 May 28 May 29 May 30

0.000000

0.000000

"WARNING™ Possible Insufficient Leave Balance.

Record: 33 | | <0sC-

(Above) Sample screen shot of bi-weekly payroll where regular earnings, personal and major medical leave time are

entered.
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Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit Opticns Block Item Record Query Tools Help ORACLE
BN E BEABE % E =

Time Entry PHATIME

EE=. Woupene
I. 03831 J| Physical Science ‘ In Progress
o S

T TAE T G S

Mon Tug e Thu
Jun 03 Jun 04 Jun 05 Jun 0B

Regulsr Pay 0000000 8.00 8.00 8.00 6.00

Personal Leave Time 0.000000

Major Medical Leave 0.000000

0.000000

HARMNING* Possible Insufiicient Leave Balance |
Record: 4i4 [ . | <0gc=

(Above) Continuation of the bi-weekly payroll of where regular earnings, personal and major medical
leave time are entered.

Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit Options Block Itern Becord Query Tools Help

I!ﬁl“@@@@[ﬁlﬁl@I%I@.l@.[ﬁ:ﬂ[t&[

of Time Entry PH.

N e

N CH TS A [T CEwe S

0.000000

Regular Pay

Perzonal Leave Time 0.000000

0.000000
0.000000

Major Medical Leave

Owertime Pay

Enter Time ar Doubleclick on a daily breakdown field for Time InfOut Entry. |
Record: 4i4 | N | | <05C>

(Above) Continuation of the bi-weekly payroll of where regular earnings, personal and major medical, and
overtime are entered.
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Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit ©ptions Block [tern Record Query Toaols Help

.ﬂllE@@@l@@l@ @I%IEID | 0o [ ]

Time Entry PHATIN

CE I Mouss

i. 03831 _]| Physical Science |
i W mseo s

CI O T AT TR e G

May 27 May 28 May 29 May 30

Regular Pay

Personal Leave Time

Major Medical Leave

Owertime Pay

Holiday Pay

Enter Time or Doubleclick on a daily breakdown field for Time IniQut Entry. |
Recard: 5/5 | | | | <08C*

(Above) Continuation of the bi-weekly payroll of where regular earnings, personal and major medical, holiday
and overtime are entered.

6. Once all time has been entered, click on OPTIONS. A list of available actions are:
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Oracle Fusion Middleware Forms Services: Open > PHATIME

[STOGEN Block |tern Becord Query Tools Help

« ViewErars [PHIDERF] BEE D & BRI T3¢

Y3 Elactro Submit Time for Approvals

Access Mext Time Record

B e Time P & 51y 115

Wiew or Override Labor Distribution | Departmerﬂ

e e —
“iew or Enter Comments —]| Bi-tiisekly |-—]|

Wiew Leae Taken Balance

Apprave Time
Acknowledge Time

“Wiew or Change Routing Queue
Cancel Time

May 27 May 28 May 29 May 30

Regular Pay 0.000000

Personal Leave Time

Major Medical Leave

Owertime Pay

Holiday Pay

Enter Earnings Code; Listis available |
Recard: 5/5 | | | <08C*

a. View Errors: This action allows the timekeeper to view errors when extracting
timesheets

b. Submit Time for Approval: All timesheets must be submitted for approval before the
supervisor can approve time. Each timesheet must be submitted individually.

c. Access Next Time Record: Allows the timekeeper to access the next employee’s
record.

d. Access Previous Time Record: Allows the timekeeper to access the previous
employee’s record.

e. List Leave Balances: Shows the amount of leave time an employee has earned.
(Screen shot available)
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Oracle Fusion Middleware Fonms Services: Open > PHATIME

File Edit Options Block fem Becord Quety Tools Help

BB EE D¢ S & @0 X

Time Sheet Departmerit =
03831 [:] Physzical Science In Progress <
Bt D Bi-feskly 12 G 24-MAY-201 3 10 06-JUN-2013

hdcn Tue uied Thu

gy 27 May 28 May 28 May 30

Regular Pay Description Hours Accrued Hours Banked
1 Cormp Time

hajor MedicallSTAFF

Personal

Persanal Leave Time|
Major Medical Leawve
Overtime Pay

Holictay Pay

Choices in list: 3 |
Record: 5/5 |1 | <osC>

f.  View or Enter Comments: This form is used for the timekeeper to enter comments to
the supervisor about a particular timesheet. If the CONFIDENTIAL box is checked,
then the comments cannot be seen by the employee over the web. Anyone within
BANNER itself, can see the comments if this box is checked. Comments must be
added before the supervisor approves. If a comment is needed, then the supervisor
will need to return for correction in Employee Self Service.

g. View or Change Routing Queue: This form allows the timekeeper to view the next
approval level. Timekeepers do not have access to change routing queues.

5. FINAL STEP:

click on OPTIONS and choose SUBMIT TIME FOR APPROVALS.

Each individual employee must be for submitted for approval. Batch submissions are not possible.

NOTE: ONCE THE TIMESHEET HAS BEEN SUBMITTED FOR APPROVAL, NO CHANGES OR
COMMENTS CAN BE ADDED TO THE EMPLOYEE’S TIMESHEET.
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Unapproved/Unsubmitted Time Process:

Payroll will approve all “submitted but not approved” timecards. “In Progress” timesheets will be

moved from “In Progress” to “Submitted” by the superuser (Payroll/Human Resources). All

timesheets and personal and major medical leave time must be approved prior to the following

payroll schedules:

Bi-weekly: Monday after the payroll ends by 10:00 a.m.

Below is the timesheet schedule for the remainder of 2013.

Bi-weekly
Payroll Payroll | Start Date End Date Timesheet Opens Timesheet Closes Time
ID No.
BW 12 May 24, 2013 June 06, 2013 May 24, 2013 June 10, 2013 10:00 a.m.
BW 13 June 7, 2013 June 20, 2013 June 7, 2013 June 24, 2013 10:00 a.m.
BW 14 June 21, 2013 July 4, 2013 June 21, 2013 July 8,2013 10:00 a.m.
BW 15 July 5, 2013 July 18, 2013 July 5,2013 July 22,2013 10:00 a.m.
BW 16 July 19, 2013 August 1, 2013 July 19, 2013 August 5, 2013 10:00 a.m.
BW 17 August 2, 2013 August 15, 2013 August 2, 2013 August 19, 2013 10:00 a.m.
BW 18 August 16, 2013 August 29, 2013 August 16, 2013 August 30, 2013 5:00 p.m.
BW 19 August 30, 2013 September 12, 2013 | August 30, 2013 September 16, 2013 | 10:00 a.m.
BW 20 September 13, 2013 | September 26, 2013 | September 13,2013 | September 30, 2013 | 10:00 a.m.
BW 21 September 27,2013 | October 10, 2013 September 27, 2013 | October 14, 2013 10:00 a.m.
BW 22 October 11, 2013 October 24, 2013 October 11, 2013 October 28, 2013 10:00 a.m.
BW 23 October 25, 2013 November 7, 2013 October 25, 2013 November 11, 2013 | 10:00 a.m.
BW 24 November 8, 2013 November 21, 2013 | November 8, 2013 November 25, 2013 | 10:00 a.m.
BW 25 November 22, 2013 | December 5, 2013 November 22, 2013 | December 9, 2013 10:00 a.m.
BW 26 December 06, 2013 December 19, 2013 December 06, 2013 December 16, 2013 5:00 p.m.
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Time Entry for Monthly Payrolls:

Access the form PHATIME.
Repeat Steps 2-12 from above.

Select the employee to enter the actual number of hours worked each day.

P wWN R

Use the following codes to enter hours:

a. FMED - Faculty Medical Leave (9 month faculty)

b. PERS — Personal Leave Time for Staff and 12 month faculty

c¢. MMED — Major Medical Leave Time for Staff and 12 month faculty

d. CTE - Comp Time Earned: This earn code is used for employees who earn
compensatory time. The number of hours worked in excess of 40 hours would be
recorded on the day in which the overtime occurred.

e. CTT - Comp Time Taken: This earn code is used when an employee has earned
compensatory time and wishes to use this type of time in lieu of personal and/or
major medical leave time.

5. Tab to the day to enter the hours taken for FMED, PERS and MMED.

6. Click on SAVE.

Sample Screen Shots

Oracle Fusion Middleware Forms Services: Open = PHATIME |:||E||Z|
File Edit Options Block ftem Record Query Tools Help ORACLE
BB BEABE @I B & EEI ;

"m|Electro 1 Time Entry PHATI e (e

o | B ]
e -

e a3t | X[physioal science
1 [ worttoy

Trangaction Status. |
Record: 111 | o | | «<0gCs

(Above) PHATIME with M1 as payroll ID screen shot



Oracle Fusion Middleware Forms Services: Open > PHATIME |z||EHX|
File Edit Options Block ltern Record Query Tools Help DRACLE
RO BEEBE % B BEIRE D G & & @01 X

Departmert
Mot Started

HUARMING* Pay Period not open for Time Entry. |
Record: 171 || | | =08C=

(Above) Extracting time entry on M1 payroll

Oracle Fusion Middleware Forms Services: Open > PHATIME
File Edit Options Block ltern Becord Query Tools Help

DEIBAEAEER BT E G B REI SR G SR @ 01X

chre of Time Entry P

I

Time Sheet Department
03831 D Physical Science Mot Started
M1 (% Monthly 5 [ o1-mav-2013 10 31-Mav-2013

1 time record(s) processed with no errars

Recard: 11 | ] | =05c= J

(Above) Sample screen shot of message showing how many records were processed with no errors.
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Oracle Fusion Middleware Forms Services: Open > PHATIME

Eile Edit Options Block Item Becord Query Tools Help

IR R

0383 (% Physical Science

M8 Moty

[ 4z

001110 0o

@ (@100 X

Departmert -
In Progress -

[ 01 =201 3 to 31 -My-2013

Description

Comp Time Earned-Monexempt
Comp Tirme Taken-Nonexermpt
MajorMedical Leaue

Personal Leave Time

IIIIIIIIH

Rate Ind

Choicesinlist 4

Record: 11 | | =05C=

(Above) Listing of valid earn codes for M1 payroll. Actual number of hours worked per day do not need to be
enter for M1 and M2 payrolls. Only personal and major medical hours taken are entered.

Oracle Fusion Middleware Forms Services: Open » PHATIME

File Edit Options Block ltem Becord Query Tools Help

QoD BEBE D @

.
e e —
.
ZEm

EEIE I I IR

==

O —

| [ [worthiy

L a1
E—
Er—

W EIEIEEET

oo |

e

Thu

Fri

May D1 Mey 02 May 03

Perzonal Leave Time

Maijor Medical Leawe

May D May 07

0.000000

a.00

200

0.000000

E.00

Enter Earnings Code; Listis available

Record: 32 1 | | <osC=

(Above) Sample screen shot of entering personal and major medical leave hours taken for faculty and staff.
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Oracle Fusion Middleware Forms Services: Open > PHATIME

File Edit ©ptions Block [tern Record Query Toaols Help

.mllE@@@l@@l@ B & E <

CE I z

i. 03831 _]| Physical Science |
O CETEETERTEI

I TR T OO T e G

i Thu Fri

May 01 May 02 May 03 May 06 May 07

Personal Leave Time 0.000000 | .00 200

0000000 | 5.00
0000000 ||
0000000 |

Major Medical Leave

Comy Time Earned-Monexemit

Comp Time Taken-Monexempt

WARNING® Possible Insufficient Leave Balance. |
Record: 474 | | | <08C*

(Above) Sample screen shot of entering personal, major medical leave hours, comp time earned, and comp
time taken for faculty and staff.

6. Once all time has been entered, click on OPTIONS. This will list the type of actions
available.

a. View Errors: This action allows the timekeeper to view errors extracting
timesheets

b. Submit Time for Approval: All timesheets must be submitted for approval
before the supervisor can approve time.

c. Access Next Time Record: Allows the timekeeper to access the next
employee’s record.

d. Access Previous Time Record: Allows the timekeeper to access the
previous employee’s record.

e. List Leave Balances: Shows the amount of leave time an employee has
earned. (Screen shot available)

f.  View or Enter Comments: This form is used for the timekeeper to enter
comments to the supervisor about a particular timesheet. If the
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CONFIDENTIAL box is checked, then the comments cannot be seen by the
employee over the web. Anyone within BANNER itself, can see the
comments if this box is checked. Comments must be added before the
supervisor approves. If a comment is needed, then the supervisor will need
to return for correction in Employee Self Service.

g. View or Change Routing Queue: This form allows the timekeeper to view
the next approval level. Timekeepers do not have access to change routing
queues.

7. FINAL STEP:

Clickon OPTIONS and choose SUBMIT TIME FOR APPROVALS.

Note: Each individual employee must be for submitted for approval. Batch
submissions are not allowed.

NOTE: ONCE THE TIMESHEET HAS BEEN SUBMITTED FOR APPROVAL, NO CHANGES OR
COMMENTS CAN BE ADDED TO THE EMPLOYEE’S TIMESHEET.

Unapproved/Unsubmitted Time Process:

Payroll will approve all “submitted but not approved” timecards. “In Progress” timesheets will
be moved from “In Progress” to “Submitted” by the superuser (Payroll/Human Resources). All
timesheets and personal and major medical leave time must be approved prior to the
following payroll schedules:

Monthly: eight (8) days prior to the last working day of the
month by 12:00 noon.
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Below is the timesheet schedule for the remainder of 2013.

Monthly

M1 PAYROLL
Payroll | Payroll | Timesheet Opens | Timesheet Closes | Time
No. ID
6 M1 June 1, 2013 June 21, 2013 12:00 noon
7 M1 July 1, 2013 July 24, 2013 12:00 noon
8 M1 August 1, 2013 August 23, 2013 12:00 noon
9 M1 September 1, 2013 | September 23, 2013 | 12:00 noon
10 M1 October 1, 2013 October 24, 2013 12:00 noon
11 M1 November 1, 2013 | November 20, 2013 | 12:00 noon
12 M1 December 1, 2013 | December 13, 2013 | 12:00 noon

M2 PAYROLL
Payrall Payroll | Timesheet Opens | Timesheet Closes Time
No. ID
6 M2 September 1, 2013 | September 23, 2013 | 12:00 noon
7 M2 October 1, 2013 October 24, 2013 12:00 noon
8 M2 November 1, 2013 | November 20, 2013 | 12:00 noon
9 M2 December 1, 2013 December 13, 2013 | 12:00 noon
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Delta State University
Human Resource Management

D E LTA STATE Kent Wyatt Hall 247
Cleveland, MS 38733
UNIVE RSITY Phone: (662) SGXG?-ZSSS * Fax: (662) 846-4025

“Developing Partnerships Within the University”

APPROVERS

Timesheets, personal and major medical leave time is approved through Employee Self
Service accessible through DSU Online Services.

Logging Into Employee Self Service
1. Access Internet Explorer.
Click on myDSU (upper right-hand corner)

2

3. Click on Login to DSU Online Services

4. Log into DSU Online Services using your 900 number and password. Your initial password is your
birthday in the form of MMDDYY for those who have not accessed DSU Online Services.

Click on Employee Services.
6. Click on Timesheets

v

TIME SHEET

1. Click the circle to APPROVE OR ACKNOWLEDGE TIME. click on Select.

2 Time Reporting Selection - Microseft Internet Explarer a3}
Qo - O ¥ B 0 Poewe Siproees @ -0 W - BRI S ZoEx 8
My Wk Sarch Pscarch | v address 4] P « Ejc s ¥
Goagle (G~ Cowgh - B - fF Sowmaice BN Sibeded | P chock » % Autolink = = 00 cF! | Sond taw () settings

DSU Online:cr-o-
P Hermeer Alimarend Frende Sdenland Frarcal T Erpores Series
Search | Gl SITEMAR HELP EXIT
Time Reporting Selection

&R =oiccla name from the pull-down fist to act as & proxy or select the check box o act s & Suparusar

Selection Criteria

Access my Time Sheet: (o}
Access my Leave Repaort: ]

Access my Leave Request:

Act as Superuser: T

[s]

:ﬂonn: & neeret
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2. Time Sheets:

a. Select the department to approve time and click on the appropriate pay period (BW, M1,
or M2)

Sort Order: Click on the circle beside SORT EMPLOYEES’ RECORDS BY STATUS
THEN BY NAME.

c. Click Select

£= fpprover Selection - Windows [nternet Explorer

@\__ v B Wtms oo deastate, a1 1o e el Va2 <] [ - Bl
File Edt  Miew Favarites Tods Help

% ®Convert - {HSelect

7 Favorites 5l

tes = (@] e Slize Gallzry

28 - {8 Orade Fusion Middleware Fo... @8 Orade Fusion Middleware Fo... [ Approver Selection

. - B ) s - Pagev Safckyr Tods- @
DSU onlinesorvces

SITEMAP HELP EXIT
Approver Selection

Time Sheet

Depariment and Descnplion
1, 03831, Physical Science &

1, 4113, Office of Hunan Resources
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3. Department Summary
a. Click on the employee’s name to view timesheet

e Summary - Windows Internet Explorer E\@lﬁ:ﬂ

@\_,_/ v ‘g hitps deltastate. sdu V| g | B[+ | x @ ‘ pl-

Fle Edt View Favortes Tools Help
% @Hconvert - select

¢ Favorites | 5l - B -
. . »
22|~ | €& Oracle Fusion Middieware Fo... | @ Oracle Fusion Middieware Fo... ‘gﬁummary x| [ R | = v Pager Safety v Tools - (@~
= PETSOTT OO AfdTTT oo FeTs - Stodert an Fremert Art- Empoyee serees. =
Search m
- SITE MAP HELP EXIT

Department Summary

7 Select the employee's name fo access additional details

_ 1, Delta State University

03831, Physical Science

May 24, 2013 10 Jun 06, 2013
MNotApphcable

Open until Jun 10, 2013, 10:00 AM

Change Selecion ‘ Select All, Approve er FY| | Resst | Save

|Approve Change Time Record
000857 - 00 96.00 00 Leave Balance

Child Development Center Wkr

Pay Event Transactions

|Action required by all approvers:
0
[Time or Leave Transactions Approved or FYI:
0
-

@ mternet f3 v ®ioown -

b. View the timesheet and choose from the following options.
1. Previous Menu — This option will take you back to the previous menu or screen.

2. Approve — This option will approve the timesheet.

3. Return for Correction — This option will return the timesheet to the timekeeper to make

corrections or changes to an employee’s record.

4. Change Record — This option will allow the supervisor to change an employee’s timesheet
instead of returning it to the timekeeper for correction.

5. Delete — This option will delete the timesheet from payroll.

6. Add Comment — This option allows the supervisor to add a comment to an employee’s
timesheet for the employee to review.

7. Next — This option takes the supervisor to the next employee timesheet.
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(Screen shot below)

s ® 8] Hetps (ecnnr dekastate.eda eirdib . | K e B
He  Eok Waw  Fawetss  Tools Heb
% EECowert - fGelect
S Favortes | 55 = ~ ] Web s Gy =
25+ @ orads Fusion Miderers Fo., .| @ Oracks Fusion Middiewsrs Fo.., | 48 Employes Detais % | T pm v Page= Saety - Toodse G
- ) =
Employee Details
' Select Next or Previous to access ancther em ployee.
S 1 2 155 -
)
Agorave | Retum bor Comecton | Change Record | Dette | Add Commen |
Bauing Queue | Account Distbufion
Time Sheet
Reguter Pay 1
8 7 8 8 8 & §
(Crverime Pay (1
15} )
Persanal 1
Leave Time LE] g ki |
[Msjor Medeal|l
Leave 14 bl
Hoiday Fay (1 2
al o
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c. To make changes to an employee’s timesheet:
1. Click the button Change Record. Select the link under a date to enter hours or change

hours. Select Next or Previous to navigate within the period. Click on either the hours to

change or click on Enter Hours.

e and Leave Repo ndows Internet Explorer

(€]

Flle Edi View Favorites Toos  Help

% Ehcomvert + EHselect

- [&] https delcastate e

Sy Favortes | o - & fl
58|~ | @ Oracle Fusion Middewsre Fo... | @ oracle Fusion Middleware Fo... | € Time and Leave Reporting % M ov B U @ v Page- Safety- Tooks - @~
7 Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period L

Time Sheet

) i B Jones

Child Development Center Wkr - 000867-00
Physical Science — 03831

ey ) /2 2+, 2013 0 Jun 06, 2013

Submit By Date: Jun 10, 2013 by 10:00 AM

Regular Pay
15

(Overtime Pay 1

of 1l Enter owrs| g g Enter Hours| Enter Hours| Exier Hour Enter Hours|
Personal Leave Time 1

o a3 Enter ours| Eniee i Ener Hours| Ener ours| 8 Enee s 5|
Major Medical Leave 1

of 10 Enter owrs| Enier hours| Enier Hours| Ener Hours| Exter Hours| g Ener Hours|
(Comp Time Eamed-Nonexempt 1

il 0| Enier ours| Enier s Ener Hours| Ener ours| Enier Hours| Eier s Ener Hours|
(Comp Time Taken-Nonexempt 1

ol ol Enter ours| Enter ours| Enier Hours| Enter Hours| Enter Hours| Exier Hours| Enter Hours|
Holiday Pay 1

ol g Ener o e ours| g ter ours| Ener o

o2 nel o o o " o o ol ¥
Dane & Internet Fa v B00% v
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2. Enter the number of hours in the “Hours” field (See screen shot below).

3. Click on Save.

ime and Leave Reportin; 'indows Internet Explorer,
(<18
Fle Edt WView Favortes Tools Help
x @convert - Eselect

<[] hips delcastate.edu V[ [5][%][x

T Favorites | 5l - -

_ I
22 - | @ orade Fusion Middievsare Fo... | @ oracle Fusion Middieware Fo... | @ Time and Leave Reporting X f v B 0 & v Page- Safety - Took - @~

“ Select the link under a date to enter hours. Select Next or Previous to navigate through the dates within the period. A

Time Sheet

Susie B Jones

pomne: ]

T A :id Development Center Wkr — 000867-00
Physical Sciencs — 03031

I A 1/ 24, 2013 to Jun 08, 2013
T . 10, 2013 by 1000 AM
) ot Pay

Copy | Accourt Distribuion

Regular Pay 1
0l 535 gl Enter iours| Enter iours| gl gl gl 8l
Overtime Pay 1 —
of 18 Enter Hours| Enter Hours| Enter Hours| Ene ioure| Ene ioure| Ene ioure|
Personal Leave Time 1
of 85 Enter Hours| Enter Hours| Enter Hours| Enter Hours| Ente tours| Ente tours| Ente tours|
Major Medical Leave 1
of 10 Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter ours| Enter ours| 2|
Comp Time Earmned-Nonexempt 1
ol 0| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Ener Hours| Ener Hours| Ener Hours|
b
Done € Internet fa - Hios -

ne and Leave Repor ndows Internet Explorer

@@- |2 heps deltastate.edu <8 |[5][+][x

Fie Edit View Favorites Tools  Help
x @Hconvert ~ Eigelect

¢ Faworites | 55 - el -

s . »
25| + | @ oracle Fusion Middlewars Fo... | @ Oracle Fusion Mddiswars Fo... | €3 Time and Leave Reporting ¢ %@ v B - ) v Page- Safety~ Took - @~

Time Sheet 3
T i B Jores

Child Development Center Wkr — 000857-00

T O =5ic Science — 03631

e N o 2+, 2013 fo Jun 06, 2013

Copy | Account Disiribuson

Regular Pay 1

ol 535 8 Ener tours| Ener tours| 3 3 8 Bl
(Overtime Pay 1

0l 24| gl Enter Hours| Enter iiours| Enter bours| Enter Hours| Enter Hours|
Personal Leave Time 1

0 &5 Ener Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours|
Major Medical Leave 1

o 10 Enter Higurs| Enter igurs| Enter gurs| Enter Hours| Enter Hours| Enter Hours| 2|
Comp Time Eamned-Nonexempt 1

0| ol Ener Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours| Enter Hours|
(Comp Time Taken-Nonexempt 1

0| ol Enter Higurs| Enter igurs| Enter gurs| Enter Hours| Enter Hours| Enter Hours| Enter Hours|

b
& mternet 43 - ®100% <

(Above) Overtime hours were entered for June 1, 2013.
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d. Adding comments to an employee’s timesheet.

1. Click on the Comment button. A sample screen shot is below. Enter or edit
comments until the timesheet has been submitted for approval. The supervisor can
also mark the Comment Confidential indicator to retain confidentiality.

arertim on dune | 010 fadedt © et

- @ tvesa PR

2. Enter the comment.

. Clickon SAVE.
4. APPROVE THE TIMESHEET

Click on the APPROVE button to approve the employee’s timesheet. Below is a screen shot
showing the timesheet has been approved.

Below is a screen shot of an approved time sheet.

e Details - Windows Inernat Explores

@_ v [ hitps - dekastate.ed . tast Sl | Bl x| [l i

Fie Eft Yem  Faorims Toch Hdp
x WEcomer - Eselec
o Favorhes | 5 i - @ ek o=

2 = [ Cradn Fuscn biddmiers Fr, | 8 Orarls Fuson Mikdesse Fo, | €2 Empcyes Detals x BB O W ey e Tk
" Belect Next or Frevious fo acosas ancther employes =

< Time trangaction successfully approved.

Provions Maau | Asturs Tima |

Comments | Baugieg Clseus | Acon Drsrstoe

Time Sheet

Rogsiar Pay |1
5349 i 75 i i 6

Croertime Fay |1

Personsl 1
Loave Time 85 g 5

[ 6 R -
] 3
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IVERY IMPORTANT!!
IF A SUPERVISOR DOES NOT APPROVE A TIMESHEET FOR A BI-WEEKLY

EMPLOYEE, THEN THAT EMPLOYEE WILL NOT RECEIVE A PAYCHECK FOR THE
PAYROLL PERIOD.
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SETTING UP PROXIES

Proxy Set-up
Proxies are used in the event the supervisor or the approver is not able to approve

timesheets, personal and/or major medical leave time. The supervisor can choose an
employee to act as his/her proxy to approve time.

1. In Banner, enter NTRPROX. (See screen shot below)

B 0racie Fusion Middleware Forms Services: Open > NTRPROX.
File Edit Options Block fem Record Query Tools Help

EEABEE Y DEE & BB T ¢

val Otherod e

UserID |
Record: 11 [ | <08C=

Eile Edit Options Block Item Record Query Te

NERAEE Y
s T

Mrs Terasa Boyd Varbrough 302013

User ID; Press LIST for Vald IDs |
Recard: 111 11 | <0sC>

3. Click SAVE.
4. To remove a proxy, hold down the SHIFT KEY +F6 KEY.
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Below is the link to the test database for DSU Online
Services (Employee Self Service)

https://banapp2.deltastate.edu:9010/pprd/twbkwbis.P G
enMenu?name=homepage

Test Database for BANNER
PPRD

Be sure you are in the test databases before entering any

information in BANNER and approving time through

Employee Self Service
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https://banapp2.deltastate.edu:9010/pprd/twbkwbis.P_GenMenu?name=homepage
https://banapp2.deltastate.edu:9010/pprd/twbkwbis.P_GenMenu?name=homepage

_ FT Fac

PT Fac FT Staff | PT Staff| Total [ % Minority Grad Asst| Total w/GA | % Minority w/GA
Minorities 31 12 110 10 163 27 58% 29 192 28.70%
Total 184 77 290 40 591 78 669
2011 FT Fac PT Fac FT Staff [ PT Staff| Total [ % Minority Grad Asst| Total w/GA | % Minority w/GA
Minorities 29 9 117 8 163 16 179
26.42% 26.40%
Total 184 73 317 43 617 61 678
2010 FT Fac PT Fac FT Staff | PT Staff| Total | % Minority Grad Asst| Total W/GA | % Minority w/GA
Minorities 24 8 109 13 154 o 28 182 o
Total 186 68 314 58 626 24.60% 72 698 26.07%
2009 FT Fac PT Fac FT Staff | PT Staff| Total | % Minority Grad Asst| Total W/GA | % Minority w/GA
Minorities 30 6 123 13 172 o 32 204 o
Total 193 66 338 51 648 26.54% 83 731 27.91%
2008 FT Fac PT Fac FT Staff | PT Staff| Total [ % Minority Grad Asst| Total wW/GA | % Minority w/GA
Minorities 28 7 134 16 185 31 216
0 0,
Total 192 65 361 65 683 27.09% 66 749 28.84%
2007 FT Fac PT Fac FT Staff | PT Staff| Total [ % Minority Grad Asst| Total wW/GA | % Minority w/GA
Minorities 28 7 133 14 182 32 214
0, 0,
Total 190 71 372 51 684 26.61% 82 766 27.94%
EEO FT FT Minorities | FT Female | FT Male [ PT PT Minorities | PT Female | PT Male Total
1 35 2 19 16 2 0 1 1 37
2 184 31 90 94 77 12 51 26 261
3 87 30 53 34 18 1 9 9 105
4 11 3 8 3 1 1 1 0 12
5 59 11 56 3 3 1 2 1 62
6 13 1 0 13 0 0 0 0 13
7 85 63 41 44 16 7 5 11 101
8 0 0 0 0 78 29 44 34 78
Total w/GA 474 141 267 207 195 51 113 82 669
Total w/o GA 474 141 267 207 117 22 69 48 591




