Human
Resources
Manual




Section 1, Page 1

P U DO S e e e e e et e e e e ee e e e enra e aeeenaa 1-1
U 1 Yo ] 1 Y 1-1
RESPONSIDIITIES ..eeiieeeeeeeeee e e e e e e e eees 1-1
DEPAMMENT HEAM ...ttt e e e e et e e e e et e e e e e aast e e e e s aateeeesssbeeeesraeeeeasreeaenns 1-1
Office of Equal Opportunity and DIVEISILY .........ccooiieiiiiiiieieeiiiee e 1-1
Human ReSoUrces DEPAIMENT .........coiiiiiieiiieie e e et e e e e s rr e e s sn e e e e s snne e e e s nree e e e 1-2
Payroll Unit of the Human Resources DepartMent ...........cocveiiiiiiiiieiiiee e 1-2
StUAENt EMPIOYMENT SEIVICES ....eii it ettt e e s s e e e st e e e e st et e e s aatee e e s sntaeeesantaeeeanraeeans 1-3
Office of Budgets and INSHLULIONAl ANAIYSIS .......coiuiiiiiiiiiiie e 1-3
Environmental Health SErVICES .........ooo et e e 1-3
Classification Of EMPIOYEES ......covuiiiiiiii ittt e e e e eeneens 1-3
Academic Faculty and Administrative Professionals............cccccccvvviiicc 1-3
State ClasSified PErSONNEL ...........uiiiiiiie et ar e e e aaee s 1-3
Non-Student HOUrY EMPIOYEES..........ooi ittt 1-4
STUAENT EMPIOYEES ...ttt et e et e st e e e e be e e s be e e nn e e s b e e e annee s 1-4
Graduate Assistants, Veterinary Residents and Fellowship Grant Train€es............ccccceevvivveeiiiinnnen. 1-4
Post Doctoral Fellows, Veterinary Interns and Clinical Psychology Interns............ccccovvvveveeeeiiiccinne, 14
VOIUNTEEI SBIVICES ... ittt ettt e e e e e e e e et et b r e e e e e e e e eearbaa e as 1-4
Agricultural Labor Furnished by Crew Leader .........cccccovvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee 1-5
TaTo L=t oT=Ta o 1] g A @f0] o1 = (o Ko | £ 1-5
(CT=T LT | U PPP O PPPROPPPRPN 1-5
Definition of an INndependent CONLFACION ............ccoiiiiiieiiciiee e e e e e e er e e e srre e e e s sreeaeans 1-5
Performing Artists, Athletic Officials, and CONSUItANTS...........c..uveiiiiiie e 1-6
NONAISCrMINAtION POLICY c.coiiiiiiii e 1-6
Discrimination COMPIAINTS ... 1-6
Americans with Disabilities Act (ADA) Employment Accommodation
R U ST S e 1-6
EMPIoYyMENT OFf MINOIS oo 1-7
Immigration Reform and Control ACt (IRCA)......oooeiiii e 1-7
Social Security Protection ACt.......ccooieiiii i 1-8
Work Provisions and DefinitiONS........ouuuuuiiiiiiie e 1-8
EStabliSNEA WOIK WEEK ..ottt e e e e e e e e s s abbe e e e e e e 1-8
L T TU T £ o ¢ =T 1-9

Flexible WOrK ArTaNQEIMENTS ........ciiiee it ee et e s s s e e e e e e e e e et e e e e e e e s e saanbereeeeaeeannsnrneees 1-9



Section 1, Page 10

(@ V7T o 1T 1RSSR 1-11
(@Y1 o U T D= ] 71 1T o PRSP 1-11
(@ YT 1] 0T TN ] PRSP 1-11
BT 1= 0 1 PP RPN 1-12
(@YY a1 g TN = o1 o ] 2RSSR 1-12
Travel TIMeE and OVEITIMIE. .....ci et e e e e e et e e e e e e e s e st eereeaaaeeesaannreaeeeeeaaeeaaanns 1-12
(@ T O 1| IR r= |1 PRSP 1-12
S (=T=T o o N = OO PP PP PEPPPRPPPPRPPP 1-12
Weekends and Periods Of Paid LEAVE ..........cocviiiiiiiiiii ettt 1-12
Casual, Occasional or Sporadic EMPIOYMENT.........ccueiiiiieiiie e 1-12
Accrual and Recording Of OVEITIME ...........uuiieiiiiieieieieieiereeeteeeeereeereeererererrrerererrrerrrrrrrrrrrrrrrrrrne 1-12
Charging Overtime When Working in Two or More POSItIONS .......cccooiiiiiiiiiiiiiiincs e, 1-12
Payment Of OVEITIME ...ttt e e e et e e s st e e e s annaee e ennees 1-12
COMPENSAIONY TIMIE ...eeiee ettt ettt e e e st e e e e s e e e e e esbe e e e e anbbe e e e e annbeeeeeanneeeen 1-13
When Separated from UNIVEISILY SEIVICE ......coiuiiiiiiiiiiie ittt 1-13

Time Off for Exempt EMPIOYEES.....ccooiiiiiiiii, 1-13

Employee Privileges and BENefitS ......ccooiiiiiiiiiiiiiiii e 1-13
CSU Benefits Plan (COSt SNAIE)......ciiiiei ittt e e e s r e e e e e e s enanaaeeas 1-14
Academic Faculty on regular, special senior teaching or temporary appointments................... 1-14
Administrative Professionals on regular, special or temporary appointments............ccccceeevvveeen. 1-14
Academic Faculty and Administrative Professionals on temporary appointments .................... 1-14
Post-Doctoral Fellows, Veterinary Interns and Clinical Psychology Interns..........ccccoceeevviieeenns 1-14
Federal EMPIOYEES. ... . ...ttt e ettt e e e et e e et e e e e st e e e e aasbeeeeeannseeeeaanneeaeeans 1-14
State Classified and State Classified Hourly EMpPIOYEES.........cccoviiiiiiieiiiiee e 1-14
Graduate ASSISTANT .......ee i ittt e e e e ettt e e e e e e s e e e et eeeeeaaee e e e nteeeeeeeaaeeeeaannraeeaaeeaans 1-14
Pre Doctoral Fellowship Grant TraiNEES. .........uuuuiiiieeiiiiiiiiieiie e e e e e a e e e s erar e e e e e e e naaeneees 1-15
Non-Student Hourly EMPIOYEES.......c.uii it 1-15
Student Hourly and Work Study StUENtS...........coovvvviiiiiiii e 1-15
L0 LTy ST YA U0 YA V71 =T o T 1-15
ElGIDIE COUISES ...ttt e et e e et e e et e e e et e e s e b e e nnbneeeean 1-16
INEIGIDIE COUISES ...t e et e e s et e e s e e e e e nnbneeeaa 1-17

Reciprocal StUAY PrIVIIEGE .......coooiiiiiee et 1-17
1210 0 T=T o1 = T PR 1-18
Public Employees Retirement AssocCiation (PERA)...........oeiiiiiiii i 1-18
Defined Contribution Plan (DCP) for REtIIEMENT ........c.ccuviiiiieiiieiiee e 1-19
Student Employees Retirement Plan (SERP) ........cooiiiiiiiiiiee e 1-19

Tuition Scholarship Program for Spouses, Domestic Partners, and Children.......................... 1-20



Section 1, Page 22

University RetiremMent POICY .........ouii oot e nrrre e e 1-21
Continuation of Medical Insurance under COBRA .........cooiiii e 1-21
Personnel-Budget-Payroll SyStem ............iiiiiiiiiiiiiiiiiiiiiiiiiiis 1-21
FOrM DEAAINES ...ttt et e et e e e st e e e e nt e e e e sntte e e e eantaeeeeannsaeeeeanneeeennnes 1-21
General Payroll INfOrmation ..........ooii i 1-22
PaAYrOll DOCUMENTS ......ceiiiiiiiieeiieee ettt e e e st e e et e e e e e e e e s e e e s anneee s 1-22
Pay and Pay PEIIOAS .......coooeeieiiiieee ettt e e e e e e e e e e e e e e naaeeee s 1-22
TaX WINNOIAING ..o e s e e e s e e e e 1-22
EXENAEU SICK LEAVE.......eiiiiieeiiit ettt sttt ettt sbe e e 1-22
TEIMINAI PAY ...ttt et e e e e e e e e b e e e e e b e e e e nb e e e e e e e e e e anrne e e e e 1-23
Time Limitations for TErmMiINal PAY ...........oooiiiiiiiiiiiiie et 1-23
Taxes ON TEIMUNAI PAY .....cciiuiiiieiiiiiiie et e e e e e s ebne e e e e 1-23
Moving EXpense ReIiMBDUISEMENTS. .......coiiuiiiiiiiiii e 1-23
F o AV o= SRR 1-23
OVEISEAS PAY ..ovtuiiiii ittt e e ettt e e e e e e et et e s e e e e e e e et b e e e e e e eeerbberraaan 1-23
Earnings STATEMENTS ........oiiiiiiiii e e e s e e e annee s 1-24
oY A o] =0 LU o] 4 o o 1 1-24
Overpayments and Underpayments of Salaries and Wages and Other
N 10 LU PP 1-25
ReCOVEry Of OVEIPAYMENTS .......uviiiiiiiiie ittt e st e e e st e e e aaneeees 1-25
Underpayment of Salaries and WAgES. .........euuuiiiiiiiiiiiieeiieeieeeeeeeeeeeeeeeeeeeeneeeeeeenneeneeenneenneennnes 1-25
[ (O N Y =T I o= 1< = 1-25
WOrkers’ COMPENSALION ...t e e e e aaaa s 1-25
Unemployment INSUFANCE .......ccooiiiiiiiiie e e e e e e e 1-26
Social Security NUMDBDEr ..o 1-26
NAME CRANGE ... e e e et et e e e e e e e e e e etbbna s 1-27
Family and Medical Leave ACt (FMLA) ... 1-27
Inclement Weather POLICY ... 1-27
RECOIAS POIICY oeeiiiiieee e 1-28
Outside EMPIOYMENT ... 1-28
Policy on Rights and Responsibilities Related to Creative Works................ 1-29
Oath Of AllEIANCE ... 1-29
Code of Ethical Behavior and Conflict of Interest Statements ...................... 1-29

POLITICAl A CTIVITIOS .o e 1-29



Section 1, Page 29

Smoking in Campus BUIldiNgS. i sssssssssessssssssssssssssnss 1-30
Notification Procedure for Death of a Current Employee, Retiree, or Former
E NI PDIOY O .. 1-30
EMPloyee Liability ..ocoouveeiiiii e 1-31
TYpPeS Of APPOINTMENTS ...vvviiiiiiiiiiiiiiiiiiiieitieii e aaaaasaananannnnnaa 2-1
ACAdEMIC FACUILY .ooiiiiiiiiiiiieeeeee e 2-1
Regular Full-Time APPOINTMENTS. ...ttt e e 2-1
Regular Part-Time APPOINTMENTS .......coiiiieiiiiiiiieiee e e s e e e e e e e s s e e e e e e s s e sararaaeeeeeeesaannnes 2-1
Senior Teaching APPOINTMENTS ........coc e e e e e s e e e e e e s s anerrereeaeas 2-2
Special APPOINTMENTS .......eiiiiiiieiee ettt ettt e e st e e et e e sbeesaeeabeesbeesnneeneennneen 2-2
=T gl o) =T VA AN o] 0 To 1T L T= ] S 2-3
Transitional APPOINTMENTS ........uuiiiiiie e e e s e s s e e e e e e s s srer e e e e aeeeeeaanrrreeeeesanns 2-3
Other Kinds of Academic Faculty Appointments ........cccceeeeeeviviiiiiiiiii e, 2-4
=T o L= T 1= [ [T T LSS 2-4
(o] 1oL AN o] o011 0111 01=] 1 SRR 2-4
ATFIIALE FACUITY ...t e e e e e s 2-4
VISIING FACUILY ...eeeeee ettt e e s e e e e ee e e s 2-5
EMEITUS FACUILY........ et e e e e e e e st e e e e e e e s s e snsaaaaeeeeaeesannnes 2-5
Administrative ProfeSSional .........oouuiviiiiiiiiiiieeie e 2-5
Regular APPOINIMENT ..ot e e e e e e et e e e enbr e e e e aneeeas 2-5
SPECIal APPOINIMIENTS .....eiiiiiiiiiii ettt e et e e e s b e e e e abe et e e s aabbe e e e e annbeeeeeanbneeeane 2-5
=T gl oo ) =T VAN o] 0 To 1T L 1= o] S 2-5
Joint Administrative Professional and Academic Faculty Appointments ...... 2-6
MaxXimum EMPIOYMENT.....cooi e 2-6
WOTK HOUTS oo e e ettt e e e e e e e e e s anaa s 2-6
EStablisShing POSITION ....uuiii e 2-7
ACAAEIMIC FACUILY ...ttt e e e e e e e eanneee s 2-7
Administrative Professional STaff ..o 2-7
ANNOUNCING POSITION ...ciiiiiiiiiiiiiiiiiiiiiiieie ettt eeee et e eeeeeeeeeeeees 2-7

Selection Of EMPIOYEE ... 2-7



Section 2, Page 7

APPOINTMENT .. e e e e et e e e e e e e e e e et it aeeeaeeees 2-7
ReappPOINIMENT PrOCESS ...cooeeeeiiie e 2-8
I LU PPN 2-8
LEAVE POlICIES ..ottt e e e 2-8
ANNUAL LEAVE ...ttt ettt ettt b e e st e e sttt e en b e e ssbe e e bbeeenneesnbneean 2-8
S (o 1 =T = RSSO 2-10
HOHNAY LEAVE ...ttt ettt e e e e e e nne e ene e e 2-12
Y 1T Uy YA =T Y= SRS 2-13
FUNEIAI LEAVE ...ttt ettt bttt ettt sttt e e st e e bt e e nnn e e sreaeenes 2-13
INJUIY LEAVE ...tttk ettt e st e et e e e nb e e e s e e e ann e e e nneaneeennes 2-13
Par@ntal LEAVE. .......oii ittt ettt e e e et e e e s et e e e e e n e e e e e nbee e e e anneee e eanes 2-13
B80T/ @010 I Y RS 2-16
AAMINISIFALIVE LEAVE ....eeieiieiiiie ettt ettt e e e et e e e s et e e e e e ssbe e e e e sntae e e s snsaeeaesneeas 2-16
LeaVe WILNOUL PAY.........eiiiiiiiiiie ettt e et s 2-16
Sabbatical and Other LEAVES.........oc.ueiiiiiiee e e e e e e e e e nneee s 2-16
Termination and RetIr€MENt .........uuiiiiiiiii e 2-17
Times and Methods of Salary PaymentsS............uuueieiiiiiiiiiiiie 2-17
Payments to Regular FACUILY ...........coooiiiiii e 2-17
Payments to Summer SeSSION FACUIY .........occuiiiiiiiie e 2-17
Payments for Work of Less Than @ FUll YEA ........ccovveiiiiiiiiiiiiiiee e 2-18
Payments for Fractional Months of Newly Hired and Terminating Employees.................... 2-18
SUPPIEMENTAl PAY ..o 2-19
Data FOrmMS REQUITEA ... 2-19
Academic Faculty/Administrative Professional Biographical and Appointment Data Collection
0] 10 0 ST PPPPPRPPPRP 2-19
Withholding EXEMPLIONS .......eiiiiiiiiieiitie et e s e e e e e e 2-19
D= Yo [0 T1 1[0 o 1= P PPPPPP 2-19
Retirement Plan ENrolIMENT ... 2-19
Payment DiSPOSITION ACHON ....cceeiiiiiciiieee e e e e e e e e e s s e e e e e e e s s s nnnrreneeeeees 2-19
SUPPIEMENTAL PAY.......uuiiiiiiiiiiiiiiiiii s 2-19
S T= o] o T Ui o= | I =T Y SRS 2-19
Twelve-Month Pay to Nine-Month FaCUIY ..........cceeiiiiiiiiiic e 2-19
Faculty/Staff Study Privilege Employee Registration FOrM............ccocccvviiieiieeeiiiciiieeeeeen, 2-19

Sick and ANNUAI LEAVE REPOM .......coiiii ittt e e e e s re e e e e e e e e 2-20



Section 2, Page 20

(O = 11 g o) I AN T=T 0 =T g o TR 2-20
Policy on Rights and Responsibilities Related to Creative WOrkS..............vvvvviviiiviiiiiniinnnnnn. 2-20
Employment Eligibility Verification 1-9 .............ooriiiiii e 2-20
Statement Concerning Employment in a Job Not Covered by Social Security...................... 2-20
Faculty Transitional APPOINTMIENT ........c.uuiiiiiiiii e e e 2-21
EXIENAEA SICK LEAVE. ... .ouiii ettt ettt e et e e s et e e e e st e e e s nntae e e s snsteeeeennseeeeeanees 2-21
Statement of Administrative Goals Relating to Classified Personnel ......... 3-1
Appointing Authority Delegation .........cccoiiieiiiiiiieiiiiee e 3-2
Classification SYSTEIM .....ccooeiiiiii e e e 3-3
01 11T 1= SRR 3-3
Assignment of Duties and ReSPONSIDIlItIES.............eeiiiiiiee i 3-3
POSItION ClaSSIfICALION......cciiiiiie i e e st e e eabee e 3-3
Positions Within the Personnel System..........cccceoviiiiiiiiiiiiiiiii e 3-3
=T o U] = T | 1= PSSR 3-3
REGUIAT PAIT-TIME .ottt a e e e e e e e e e e e e e e e e nnes 3-3
State ClIasSified HOUNY ......cooiiiiiiie e 3-3
Methods of Filling POSITIONS .....ccovviiiiiiii et 3-4
Establishing @ POSITION ..o 3-4
APPOINTMENT PrOCESS ..ttt e e e e eeaas e e e e e e e eeeenenes 3-4
COMPAratiVe ANAIYSIS ..uuuiiiiiiiiiiiiiiiiiiiiii s 3-4
Probationary Period .........cooo i 3-5
Trial SErvice Period .......oooiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee ettt 3-5
Early CertifiCation ........uiiiiiiiiiiiiiiiiieiii bbb 3-5
g 0T 2o 1 T Y o 1 3-6
REINSTAIEMENT ... ettt s 3-6
S P AN AL O L. 3-6
RESIGNATION ...ttt e ookt e e e ekttt e e e bt e e e e b e e e e e e e e e nae e e e nnes 3-6
=1 =0 0= o SRR 3-7
Lay-0off/lJob ADOHSNMENT.........eeeee e e e e e e e nnes 3-7

Administrative Separation for Physical Inability ..............cceeeeeiiiiiiiie e, 3-7



Section 3, Page 7

11 0SS 1SS 3-7
Compensation of State Classified Employees........cccccccvciiiiiiiiiiiieiiiciee e 3-8
N LT 1TSS 3-8
L= TS (=] £ TSSO PPPRPPPRP 3-8
LIS = (=] 0 1T ] £ PSS 3-8
912010010 o 1TSS 3-9
(0] 0 0010 £ 1SR 3-9
System MaiNtE€NANCE STUIES ....cevieeiiiiciiieee e r e s s e e e s e s s s e e e e e e e s s s snnrranneeaaeeaans 3-9
IN-RaNge Salary MOVEMENTS ........uviiiiiiiiiee ettt e e e e 3-9
SUPPIEMENTAI PAY ..ottt e s e e et e e s s e e e e e e nnes 3-9
MEIE PaY ..., 3-10
(@Y o U gTo T o= Y 41 o | P EPSSS 3-10
Shift DIffErential PaY ..o 3-10
Shift Differential OVEITIME.........ouiii i e e e e e e e e e e e e e e s e nnereeeeeeens 3-11
CAll BACK PAY ...ttt e e 3-11
(@4l Or= 1|1 = PSSP 3-11
Positions Brought Into State Personnel SYStem ...........cccuvviiiiiiiiiiiiiiiee e 3-12
Payment to State Classified Personnel ..........ccccocvveeiviiiiiiiiiiiiens 3-12
Lo YRS Tod 1= To (1 ] SRR 3-12
Regular FUIl MONTN'S PAY ......ccoiiiiiiiiiiiiie ettt 3-12
Partial Month's Pay- Full-time EMPIOYEES ... 3-12
Permanent Part-time Employees Who Work a Regular Part-time Schedule.........cccccccoeo... 3-12
Permanent Part-time Employees Who Work an Irregular or Intermittent Schedule ............... 3-13
Processing Excess Hours, Shift Differential and Overtime. ........................ 3-13
Processing Hours Worked by State Classified Hourly Employees............ 3-13
Overtime Pay EXamPIes ... 3-14
Performance Planning and Evaluation .................euvviviiiiiiiiiiiiiiiines 3-15
LEAVE POIICIES .uuuiiiiiiiiiiiiiiiiiii s 3-15
ANNUABT LBAVE ...ttt ettt e e sttt e e e s bttt e e e eabee e e e anteeeesansbeeeeanneeaeean 3-16
I [ Q== = PRSP 3-17
HOHNAY LEAVE ...ttt ekttt ettt st e et e e st e e e nn e e e aneenntee e 3-19
IMIITEATY LEAVES ...ttt n et e et e sk et e sr e e mn e e e b e e e anneennnee e 3-20

BEIrEAVEIMENT LEAVE ..ottt e e e et e et e e e s ea s e sb e e sb e e ran e ebneaerens 3-20



Section 3, Page 21

JUIY LBAVE ...ttt ettt et e e skt e e s e e e s e m e e e e e e R e e e e R e e e e e e R e e e e e e nnnes 3-21
AdMINISIFALIVE LEAVE .....ei ittt et e e et e e e e sttt e e e e st e e e e anteeeesansaeeeeaaneeeeens 3-21
LeaVve WItNOUL PAY .......ooeiiiiii e e e e e e e e e e e sres 3-22
Short-Term Disability (STD) LEAVE........cccuiieiieeiiiie ettt 3-22
VA To1 1 I (0] =T o1 1o o I RSP PRR 3-23
Volunteer FIrefighter LEAVE ..........oo ittt e e r e e e s e s e e e e e e e erees 3-23
T UV =T Y S 3-23
Family MedIiCal LEAVE ACT........oeiiiiieiiiiie ittt e e e e e e e e e anees 3-23
Leave Sharing BanK .........cocuiiii ittt e st e e et e e e st e e e et e e e et e e e e an e e e e ennara e 3-24
[ o] (0] aTo T=To I 11 g TSRS 3-24
AdMINISTrative SUSPENSIONS ...coiiiiiiiiiiiiiiiiiiieieeeeeeeeee ettt eeeeeeeeeeeeeeeeseeeeeeees 3-25
Corrective and DisSCiplinary ACHIONS ......ooiiiii i 3-25
Grievance and APPeal PrOCESS ....coii i it 3-26
GIrIBVANCE PrOCESS ...ttt ettt e e e e e e ettt et e e e e e e s e bbb et e e e e e e e e e anneneeens 3-26
Job Evaluation and Examination Action ReVIEW PrOoCESS ...........cueviiriiiiiiiiiiiieeiee e 3-27
EXternal APPEAl PrOCESS ......cciiiiiiiiiiiee ettt e st e e e e e e s e et e e e e e e e s s snsnnrraeeeaaeeeenannnns 3-28
Personnel Actions and Forms Required .........ccccooeeeiiiiiiiiiiiiii e, 3-28
State Classified Biographical and Appointment Data Collection FOrms ..........c..cccceeiviiineeenne 3-28
WithNOIAING EXEMPLIONS .....ceiiiiiiiii ettt e e s e e 3-29
3 7= 18 {ox 1T L= P 3-29
PERA Member Information Form/PERA EXCIUSION FOrM .........coooiiiiiiiiiiiiee e 3-29
Payment DiSPOSItioN ACHION FOIM ... ..uiiiiiiiiiieeee e 3-29
Sick and ANNUAl LEAVE REPOI .........euiiiiiieiiiieeeeieieieeeeeeeeeeaeeseeesaeseseeereanrnrrsrrerrnrnrrrnrnrnrnrnrnrnrnnns 3-29
Faculty/Staff Study Privilege Employee Registration FOrm............cccoceeeeeeiiieeeeeeeee, 3-29
Position Description QUestionNaIre (PDQ) .......u s ss s ss s s s s s s e e e e e 3-30
Trial SEIVICE APPIAISAL........eeiiiiiiiie ittt e e e e e e et r e e anre s 3-30
Employment Eligibility Verification FOrm (1-9)........ccoviiiiiiie e 3-30
Statement Concerning Employment Not Covered by Social Security (SSA-1945)................ 3-30
State Classified Compensatory Time AQreeMENT ..........ccoiiiiiiiiiriiee e cccrree e e e e s eearrreeee s 3-30
Performance Planning and APPraiSal............euieiiiiiiioiiiiiieeiie et 3-30
HOUIY TIME SNEET...... .ottt e s ane et 3-31
Colorado State University Time Sheet and Overtime Form (30-5-70) .......cccoceeviveiiieeenieeene 3-31
Overtime Approval and RECOIAING ........uuviiiiiiiii it e e e ea e 3-31
Policy on Rights and Responsibilities Related to Creative WOrkS..............uvvvviiiiiviviiiniinnnnnn. 3-31

(=T 0 Y0 BT o 1 I <Y=L T PR 3-31



Section 3, Page 31

YU o] o1 [T 0 T=T o) r= LI == | SRR 3-31
Corrective ACION FOMM ...ttt reae s 3-32
LT 1AV Z= Vg [of TN o] 1 [P PPPPPPP 3-32
EMPIOYMENT POLICY ooveiiiii e 4-1
Compensation of Non-Student Hourly Employees........ccccoooeeiiiiiiiiiiieneeeeee, 4-1
Leaves and Other BeNefitS ... 4-1
Payments to Non-Student Hourly EMpIOYees ......cccoovvviiiiiiiiiiiiieeieeeeiin, 4-1
Data FOrmMsS REQUITEM .....uuuieii it e e e e e e e e a e 4-2
Non-Student Hourly Initial EMpPIOYMENt FOIM ..........cooiiiiiiiiiii e 4-2
Payment DiSposition ACHION FOM .........ooiieice e e e e 4-2
Withholding EXEMPLIONS .....ccoiieeieei et e e e e st r e e e e e e e st ee e e e e e e e e e e nnees 4-2
HOUIY TIME SNEET ...t s e s b s nnre e 4-2
Overtime Approval and RECOIAING ........uuviiiiiieeeii it e s e e e e e s s raeeeaeeas 4-2
PERA Member Information Form/PERA EXCIUSION FOrM ..o, 4-3
Employment Eligibility Verification FOrm (1-9).......ccovii it 4-3
Statement Concerning Employment Not Covered by Social Security (SSA-1945).................. 4-3
Program AdmMIiNISTrAtION ..........euuiiiiiiiiiiiiiiiiiieiiieeiieeerreerreeererrre .. 5-1
Definition of a Student EMpPIOYEe ......cooii i 5-1
EMPIOYMENT POLICY vttt 5-1
University Work-Study Program ... 5-1
International StUAENTS ......ciiiiii e 5-2
Compensation of Student EMpPIOYEES.........ccoeiiiiieiiiieecieeee e 5-3
Payments to Student EMPIOYEES........uuiiiiiiiiiiiiiiiii e 5-3
EVAIUALIONS ..ot e s 5-4
Name and Address ChangesS.......ooouuuiiiiiiiii e e e e eeanaaaes 5-4

L= 10T E= A 0] A F TP 5-4



Section 5, Page 4

Leaves and Other BenefitS ... 5-4
Sexual Harassment POLICY ... 5-4
EMPIOYMENT CONCEIMNS .uuiiiieii i e e e s 5-5
Data FOrmMS REQUITEA .....uuueii i e e e e e a e as 5-5
Employment Verification Affirmation FOrM .........c..ouviiiiiiiii e 5-5
Employment Eligibility Verification FOrm (I-9).......cuiir it 5-5
Payment DiSPOSItioN ACHION FOIMN .......uiiiiiiiiieie et 5-5
Employee’s Withholding Exemption Certificate (W-4)........coooiiiiiiiiieiciieee e 5-6
[ [0 TU 4 A T 1= 1= PSSR 5-6
Graduate ASSISTANTS ...t 6-1
Graduate SCNOOI POICY .....cooiiiiieiiiie e ennes 6-1
Leaves and Other BENETILS ........cccuiiiiiiiiie e 6-1
(@70 aa] 01T a1 T 1 1 o o PSPPSR 6-1
Hourly WOrk and PayMENT ........c.ueiiiiiiiiie ettt nnes 6-1
Veterinary ReSIHENTS ......oouiiiiii e e e e e e e e e eaeaeaes 6-2
Leaves and Other BENETILS .........oiiiiic e 6-2
Fellowship Grant TrAINEES ..........uuuiiiiiiiiiiiiiiiiiiiiiiiii bbb 6-2
Leaves and Other BENETIS .........ciiiiiiiiiii e 6-2
Personnel Actions and Data Forms Required .............c.cuueeveiiiiiiiiiiiiiniiiiinnns 6-2
Graduate Assistant Appointment/Certification form (GAAC form)- Used for GA's .................. 6-2
Initial EMPIOYMENT FOIM..... e e e e e e e et e e een 6-3
Payroll DiSPOSItioN ACHON FOMMN........ooiiiiiiiiiiiie et 6-3
WithNOIAING EXEMPLIONS ......eiiiiiiiii ittt e e e e e e e e es 6-3
Employment Eligibility Verification FOrm (1-9).........coouiiiiiiiie e 6-3
Policy on Rights and Responsibilities Related to Creative WOrKS ............cccooviiiiiiiiiiiieiiniies 6-3
Oath OF AllEGIANCE ...ttt e et e e s e e e e e 6-3

POSE DOCIOTAI FRIIOWS ...t eeens 7-1



Section 7, Page 1

VeteriNary INTEIMS ... e e e e e e e et e e e e e e e e e eeneannas 7-1
Clinical PSychology INterns ... 7-1
Leaves and Other BeNefitS ......cccoooioiii e 7-1
Data FOrmsS REQUITEA .....uvuiiiiie e e e e e 7-1
Other Salaried Employee, Initial Employment Forms-Used for PD’s, VI's, and CPI’s.............. 7-2
Payroll DiSPOSItIoN ACHON FOMMN........coiiiiiieiiiiie e 7-2
Withholding EXEMPLIONS .......uuuiiii e 7-2
Employment Eligibility Verification FOrm (1-9).........coouiiiiiiiiei e 7-2
Statement Concerning Employment in a Job Not Covered by Social Security.........ccccceeeeenne. 7-2
Policy on Rights and Responsibilities Related to Creative WoOrks..........cccccovvveeiiiiiiciiinneeennns 7-2
L@ = 1| T 0 AN | =T o= T = 7-3
Retirement Plan ENrollMeENnt ..o 7-3
Faculty/Staff Study Privilege Employee Registration FOrmM..........cccoccvvieiiiiiiee i 7-3
Leave/Termination ACHON SNEEL ........ooii e a e e 7-3
Management REPOITS . ... e 8-1
Account Summary Management REPOM .........c.ooiuiiii i 8-1
Employee Summary Management REPOI ........coooi it eeee e see e e e 8-1
Summer Session ManagemMent REPOIS .......ccoiiiiiiiiiiiiee et ee e e e e e e e e aeeeeae s 8-1
EXpense DistribUtion REPOIMS ..........uuiiiiiiie e e s e e e e 8-1
Payroll Expense Distribution Changes ..........ouuveiiiiiiiiiiieiiiiiiie e 8-1
EXPENSE TranSTErS (ET) ...uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiie s 8-2
Sponsored Program Salary Clearing NUMDEers .........coiiiiiiiiiiiiieiiiiieee e, 8-2
Departmental AdmMIiNIiSTration .........uueiiii i 8-2
LCT=] 0= = | P URP TP PRSRRR 8-2
0= T ol o O 41 (T - VPSSP 8-3
[ 1= 1 010 SRR 8-3
Account Number ASSIGNMENt @NA USE .......ooiiiiiiiiiiiiiiiiiecee e 8-4
L oTot=To [0 =2 PP PPRP 8-4
COST SNANING - 8-4

Database Spreadsheet Download FilesS ............uuviiiiiiiiiiiiiiiiiiiiiiiiins 8-4



Section 8, Page 5

Account SUMMArY SamMPle.....ccooiiiiii e e e e eeaaae 8-5
Employee Summary Sample ..o 8-5
Summer Session Employee Summary Sample .......ccccccviviiiiiiiiiiiinns 8-6
Expense Distribution Report Sample ... 8-6
Expense Transfer FOrm Sample ..o 8-7
Database DOWNIoad File .....cccoooiiiiiiiiiiie e 8-8
P U P O S e 9-1
INdividuals REPOITEA ......ooiiiiiie e eeeeaaes 9-1
Federal REQUITEMENTS ......coooi i e e e s 9-1
REPOIT CONTENT ... e e s 9-2
(=T Ao Lo [ @01V = o TS 9-2
NGRS e 9-2
Signature and Report SUBMISSION ... 9-2
Certification Report EXamples ... 9-3
Multiple Page Certification FOIM .........uiiiiiiiiiiiiiiiie e 9-3

Contact HRIS, Human Resources, for a copy of this section.



Section 1: General Provisions

Purpose

The purpose of this Human Resources Manual is to:

1. Provide the personnel and payroll policies and procedures affecting the various categories of University
employees.

Outline the employee classifications, regulations and benefits.

Establish requirements and instructions for submission of Human Resources System data.

Outline the conditions, methods and schedules of employee pay.

Provide format and instructions for the time and effort reporting system.

Outline provisions and procedures of the workers' compensation insurance coverage.

Authority

The classifications, rates of pay, leave policies, insurance benefits and retirement, as well as the basic records and
procedures are prescribed by State regulations and by the Governing Board. The personnel policies and procedures
are issued in compliance with the rules and regulations of the Colorado State Personnel System. Basic payroll policies
and procedures are contained in the University Fiscal Rules.

If through administrative error any part of the manual is in conflict with State law, rules of the State Personnel System,
or policies of the Governing Board of the University, such other authority prevails.

ibilit
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1. Department Head

The department head is responsible for compliance with policies and procedures set forth in this manual and for
prompt and accurate submission of required data. The department head or other immediate supervisor is
responsible for accurate recording of time worked by employees and for certification and submission of required
time sheets and Time and Effort Reports.

2. Office of Equal Opportunity and Diversity

Colorado State University is a land-grant institution committed to offering access in it's educational, scholarly and
outreach activities to all individuals representative of our multi-cultural society and providing an environment of
excellence in which all individuals can participate to the full level of their capabilities, realize their aspirations and
contribute to the global society in which we live. The Office of Equal Opportunity is charged with implementing,
monitoring and evaluating programs, activities and procedures that support this commitment.

The following are key programs and activities of the Office of Equal Opportunity:

1. Monitor and support University compliance with federal and state laws and CSU policies
prohibiting discrimination and harassment.

2. Develop and implement the University's affirmative action program.

3. Oversee the University's search and selection process for all Academic Faculty and Administrative
Professionals.

4. Work in conjunction with the Human Resources Department in the hiring process used for State Classified
employees to ensure compliance with affirmative action and nondiscrimination requirements.

5. Conduct investigations and resolve complaints of discrimination and harassment in accordance with
University procedures.

6. Serve as aresource and provide assistance to units, departments and University constituencies regarding
matters related to equal opportunity, affirmative action, access and nondiscrimination.

7. Provide education and training to faculty, staff and students on matters related to equal
opportunity, discrimination and harassment.
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Coordinate University compliance with the Americans with Disabilities Act and Title IX of the
Education Amendments of 1972.

Collaborate with the Vice President for Diversity to cultivate awareness, appreciation and
engagement with diversity and its relevance in a University environment.

2. Human Resources Department

The Human Resources Department has the following responsibilities:

1.

9.

10.

11.
12.

Maintaining a personnel policy that is directed toward equity to employees, preservation of
employee rights, and optimum employee morale and job satisfaction, to the extent possible within
the capability and resources of the University as a public institution.

Maintaining, or recommending to the administration as appropriate, policies and practices which
ensure compliance with laws and regulations.

Counseling supervisors and employees on matters involving employment relationships.

In cooperation with the University Office of Equal Opportunity, assuring that personnel policies and
practices are supportive of the commitment of the University to affirmative action and equal
opportunity.

Providing training programs designed to enhance opportunities for and performance by
employees.

With recommendations from the University Benefits Committee (UBC), developing and maintaining
employee benefit programs for Academic Faculty and Administrative Professionals. Administering
employee benefit programs established by the State Personnel Director and the Public Employees
Retirement Association (PERA).

In cooperation with the State Department of Personnel and Administration, administering programs
for state classified employees with respect to recruitment, testing, and employment classification.
Determining exemption of positions from state classification in accordance with statutory
provisions and established guidelines.

Serving as the delegated appointing authority in all actions affecting the University’s employees
covered by the State Personnel System requiring such power. (Refer to the Section 3 of the
Human Resources Manual for additional information).

Processing and recording of personnel actions, transactions of data of all University personnel
except for student hourly employees.

Publishing administrative and informational manuals which provide guidance on personnel matters
to University departments and employees.

Serving as technical liaison to the Classified Personnel Council.

Administering the unemployment compensation insurance program.

3. Payroll Unit of the Human Resources Department

The Payroll Unit has the following responsibilities:

1.
2.
3.

Verification of payroll data to see that all employees are paid accurately and in a timely manner.
Process Expense Transfers and Payroll Journal Entries.

Input and/or Verification of additional types of pay. (Supplemental pay, uniform allowances, tips,
overtime, shift differential, etc.)

Entry of W-4's and Payment Disposition Data.

Input and/or verification of payroll deduction items, including insurance benefit programs, tax-
deferred investments, taxes and various other deductions. Also, collect and remit cash payments
for benefit programs not otherwise covered.
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6. Payments of all monies withheld through the payroll system to the appropriate agency including:
Federal, State and local taxes, Medicare, PERA, benefit programs, retirement accounts,
employee and student receivables, parking permits, athletic ticket accounts, University Club, etc.

7. Prepare and submit Federal, State and other required reports associated with payroll processing.

8. Calculate, withhold and remit monies ordered by court systems for garnishments, tax levies and
child support. These include Department of Social Services; Federal, State and local court
systems throughout the U.S.A., Guam, Virgin Islands, Puerto Rico and the District of Columbia.

9. Prepare and submit W-2's and maintain records for prior years.
10. Certify all PERA data for prospective retirees and maintain PERA records.

11. Load and monitor back salary, tax adjustments and overpayments due to late paperwork
submission.

12. Handle stop payments, prepare and process special checks and hand drawn checks concerning
payroll.

13. Distribution of Certification Reports and maintenance of certification data in the Personnel/Payroll
System.

14. Maintaining or recommending to the administration as appropriate, policies and practices which
ensure compliance with Federal, State and local tax laws.

4. Student Employment Services

Student Employment Services is responsible for basic student employment data including job
classification codes, pay rates, student employee wage structure and the Student Employee Retirement
Plan eligibility (SERP). The Benefits Unit of the Human Resources Department is responsible for
retirement plan administration.

5. Office of Budgets and Institutional Analysis

The Office of Budgets and Institutional Analysis is responsible for providing, as of July 1, the staffing
pattern for continuing faculty and classified employees.

6. Environmental Health Services Office

The Environmental Health Services Office (EHS) is responsible for processing employee claims for
workers' compensation benefits. Information about this insurance and the required forms/reports can be
obtained directly from the EHS website at www.ehs.colostate.edu.

Employees of Colorado State University are categorized as:

1. Academic Faculty and Administrative Professionals

These employees are appointed by the Governing Board or President of the University as applicable,
upon recommendation of University officials. See Section 2 of the Human Resources Manual for details.

2. State Classified Personnel

State classified personnel are appointed by the Executive Director and Chief Human Resource Officer
of the Human Resources Department. These employees are classified according to and are governed by
State Personnel Rules and Regulations and University policies. See Section 3 of the Human Resources
Manual for details.
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3. Non-Student Hourly Employees

Non-student hourly employees are employed in jobs where the work usually is of short duration or
intermittent in nature. These employees are paid by hourly rates. Personnel and payroll data are entered
by the department and electronically transferred to the Personnel/Payroll System. See Section 4 of the
Human Resources Manual for details.

4. Student Employees

Student employees perform duties assisting in an academic program, routine general labor and general
office duties. These employees are treated as hourly personnel for payroll purposes. Students may be
hired as student hourly or work-study employees. Special eligibility criteria and maximum hours of work
apply. Processing is handled by Student Employment Services, a section of the Student Financial
Services. See Section 5 of the Human Resources Manual for details.

5. Graduate Assistants, Fellowship Grant Trainees (Pre Doctoral)

Graduate assistants assist with academic programs and research, but are students first and foremost.
Pre Doctoral Fellowship Grant Trainees are graduate level fellows being paid/sponsored on certain types
of Federal training grants, and thus are not considered University employees. See Section 6 of the
Human Resources Manual for details.

6. Post Doctoral Fellows, Post Doctoral Fellowship Grant Trainees, Veterinary Residents, Veterinary
Interns and Clinical Psychology Interns

Post doctoral fellows typically have recently completed their PhD, and are engaged to work primarily on
research projects. Post doctoral Fellowship Grant Trainees are post graduate level doctoral fellows who
are paid/sponsored on certain types of Federal training grants, and thus are Post Doctoral Fellows.

Veterinary residents are post-graduate veterinarians (some of whom have completed internships) who
are enrolled in a 2-3 year combined graduate and residency program resulting in an advanced degree
(MS or PhD), which may ultimately prepare them for advanced board certification in a recognized
specialty. Veterinary residents are licensed to practice Veterinary Medicine in Colorado.

Veterinary internships are formalized through the Veterinary Teaching Hospital and the interns are
DVM's or equivalent completing a 1 year program that results in receipt of a certificate of completion in a
specialty area (small animal medicine or surgery, large animal medicine or surgery, or combination).

Clinical psychology internships are formalized through the University Counseling Center (USC) and the
interns are pre PhD in Counseling or Clinical psychology who are typically completing the last
requirement of their PhD program, the internship, which results in receipt of a certificate of completion.
See Section 7 of the Human Resources Manual for details.

Every individual performing work for the University (except for independent contractors as defined in the
appropriate section below) must be employed in one of the employee categories above.

Volunteer Services

Generally, the use of volunteer services without compensation by individuals performing functions for which
compensation normally would be paid is discouraged. The volunteer would not be covered by workers'
compensation. In some cases involving injury to a volunteer, the "employer" has been held liable for
medical costs.
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However, this is not intended to apply to University students who perform services to the University as part
of their educational experience, nor to affiliate faculty, guest speakers and lecturers, performers and artists,
members of advisory committees and boards, 4-H club volunteer fund raisers, boosters and the like.

Questions concerning interpretation of this policy in specific cases should be referred to the Executive
Director and Chief Human Resource Officer of the Human Resources Department.

: I : I

Generally, individuals providing agricultural labor to the University are employees hired as non-student
hourly personnel subject to withholding of payroll taxes, Medicare and Public Employee's Retirement
Association contributions. However, a special provision in the Internal Revenue Code of 1986 states that if a
crew leader (1) furnished agricultural labor to the University, (2) pays the workers either on his own behalf
o r on the behalf of the University, and (3) is not designated as the University's employee in any written
statements between himself and the University, then the laborers are employees of the crew leader rather
than the University. The crew leader is an independent contractor under these circumstances. It is the
responsibility of the crew leader to collect, pay over and report payroll taxes of the laborers. Crew leaders
may be paid, as any other independent contractor, through the Accounts Payable Section or they may be
paid from special operations imprest bank accounts. If payment from an imprest account is contemplated,
please refer to Financial Policy and Procedure Instruction Manual, Number 15.00 "Special Operations
Imprest Bank Account.”

Independent Contractors

1. General

Careful distinction must be made between work which should be accomplished by employees on the
University payroll or by individuals or firms on a personal services contract (verbal, letter or formal).
Since there are numerous employer-employee obligations as well as independent contractor liabilities,
the individual's status should be carefully considered and cases of doubt resolved in favor of the
employee classification. An erroneous classification as an independent contractor can result in serious
penalty to the University for failure to deduct withholding taxes. In some circumstances, the University
contracting officer should require a certificate of insurance coverage to not only relieve the University of
liability, but to further establish a valid independent contractor relationship.

Work may be undertaken as an independent contractor only when the individual or firm is as defined
below and is not an employee of the University, unless specific exception is provided by the Executive
Director and Chief Human Resource Officer of the Human Resources Department.

2. Definition of an Independent Contractor

An independent contractor, for the purposes of this manual, is defined as an individual or firm who
performs personal services and who:
1. Retains the right to decide the way in which final results are achieved and the details of when,
where and how the work is to be done, and also

2. Receives no benefits, directly or indirectly, that accrue to University employees. For example, the
individual(s) is not covered by the University for workers * compensation covering personal injury,
for public liability covering injury to others, or for unemployment compensation.

3. The above factors are controlling.
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In addition an independent contractor generally:
1. Provides own tools and materials.

2. Has a place of business and a business listing in a directory where the services are offered to the
public.

3. Agrees to perform specific services for a fixed price.
4. s free to work for any one or more clients during any given interval.

3. Performing Artists, Athletic Officials and Consultants

Employment of performing artists, athletic event officials and consultants is covered in the Purchasing
Manual.

Colorado State University does not discriminate on the basis of race, age, creed, color, religion, national
origin or ancestry, sex, gender, disability, veteran status, genetic information, sexual orientation, gender
identity or expression, or pregnancy. The University complies with the Civil Rights Act of 1964, as amended,
related Executive Orders 11246 and 11375, Title IX of the Education Amendments Act of 1972, Sections 503
and 504 of the Rehabilitation Act of 1973, Section 402 of the Vietham Era Veterans’ Readjustment
Assistance Act of 1974, as amended, the Age Discrimination in Employment Act of 1967, as amended, The
Pregnancy Discrimination Act of 1978, Americans with Disabilities Act of 1990, the Civil Rights Act of 1991,
the ADA Amendments Act of 2008, the Genetic Information Nondiscrimination Act of 2008, and all civil rights
laws of the State of Colorado. Accordingly, equal opportunity of employment and admission shall be
extended to all persons. The University shall promote equal opportunity and treatment in employment
through a positive and continuing affirmative action program for ethnic minorities, women, persons with
disabilities, and veterans. The Office of Equal Opportunity is located in 101 Student Services.

Pay Transparency Nondiscrimination Provision

The contractor will not discharge or in any other manner discriminate against employees or applicants
because they have inquired about, discussed, or disclosed their own pay or the pay of another employee or
applicant. However, employees who have access to the compensation information of other employees or
applicants as a part of their essential job functions cannot disclose the pay of other employees or applicants
to individuals who do not otherwise have access to compensation information, unless the disclosre is (a) in
response to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, or
action, including an investigation conducted by the employer, or (c) consistent with the contractor’s legal duty
to furnish information.

Discrimination and harassment are not tolerated. Incidences of discrimination and harassment should be
reported to the Office of Equal Opportunity at 970-491-5836 or oeo@colostate.edu.

lai

University employees have the right to file a complaint with the Office of Equal Opportunity when they
believe there has been a violation of the Nondiscrimination Policy. The same right is available through State
and Federal agencies for discriminatory acts based on race, age, color, religion, national origin, gender,
sexual orientation, veteran status or disability.

An employee with a disability as defined by the ADA may be entitled to employment accommodations under
that act. The Office of Equal Opportunity is responsible for determining whether an individual qualifies for
protection under the ADA. Any employee who believes that he/she has a qualifying disability must submit a
request for determination to that office.
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Employment of Minors

The Colorado Youth Employment Opportunity Act of 1971 and the child labor provisions of the Fair Labor
Standards Act outline specific requirements concerning times, hours and categories of work permitted for
minors between the ages of 14 and 17. Departments contemplating employing a minor should refer to the
Human Resources Summary of Child Labor Laws in Appendix 7 of the Human Resources Manual.

Immigration Reform and Control Act (IRCA)

The Immigration Reform and Control Act of 1986 (IRCA) requires all employers, under penalty of fine and/or
imprisonment, to hire only U.S. citizens and aliens lawfully authorized to work in the United States and to
maintain documentation indicating compliance. Enforcement of this new law rests with the Department of
Homeland Security (DHS). An Employment Eligibility Verification (Form 1-9) must be used in documenting
compliance. Every employee hired on or after June 1, 1987, must have a completed I-9 Form on file within
three days of commencing work. See "CLASSIFICATION OF EMPLOYEES" and "INDEPENDENT
CONTRACTORS" in Section 1 of this Human Resources Manual.

The DHS requires employers to certify examination, via Form I-9, of work authorization documents,
acceptable to the DHS, as a prerequisite to employment of anyone hired on or after June 1, 1987.
Employers are responsible for updating and/or re-verifying employment eligibility of employees whose
employment eligibility documents carry an expiration date. Questions pertaining to foreign passports, alien
registration cards and VISAs should be directed to the Office of International Services.

In cases where individuals are waiting to obtain documents needed to establish their identity or work
authorization, the employer can satisfy the verification requirements by obtaining some official verification of
the employee's application for such documentation within three days of the initial hiring and then examining
the documents within twenty-one days of hire. Those employed for less than three work days must provide
identity and work authorization by the end of the first work day.

1-9Forms must be kept on file in the Human Resources Department for three years after the date of hire or
for one year after the date the employment is terminated, whichever is later.

To assure compliance with the IRCA, no appointment will be approved until a properly completed
Employment Eligibility Verification Form has been forwarded to the Records Unit. Departments must follow
the established University process outlined below:
1. Obtain a Form I-9 from every employee within three days of hire or upon expiration of an existing
Form I-9, as prescribed by law.

2. Review certain documentation to ensure that the individual employee is authorized to work in the
United States. The documentation the employee presents shall be used as long as the documents
satisfy the requirements listed on the Form 1-9. Completed I-9 forms must be forwarded to the
Records Unit.

a. If the documents presented appear valid on their face, and if they meet the requirements
listed on the reverse of the form, the review of the documents is sufficient and no further
action is necessary.

b. If the documents presented appear to have been tampered with or do not appear to be
“authentic”, the matter should be referred to the Executive Director and Chief Human
Resource Officer of the Human Resources Department for resolution.

3. If separate information is received regarding an individual's immigration status, the University may
be obligated to review and respond to that information as deemed appropriate, based upon the
circumstances. These cases should be referred to the Executive Director and Chief Human
Resource Officer of the Human Resources Department.
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NOTE: Departments should contact the Executive Director and Chief Human Resource Officer of the
Human Resources Department, Office of Equal Opportunity or Office of General Counsel before taking any
employment action related to the 1-9 process which might deviate from the process outlined above.

ial : :

The Social Security Protection Act of 2004 requires state and local government employers like Colorado
State University, who do not participate in the Social Security program, to disclose the effect of the Windfall
Elimination Provision (WEP) and the Government Pension Offset (GPO) to employees hired on or after
January 1, 2005. Under the provisions of the GPO and the WEP, Social Security benefit calculations are
based on a modified formula when a worker is entitled to a pension from a job where the worker did not pay
Social Security tax. As a result, these workers may receive a lower Social Security benefit than if they were
not entitled to the public pension. Starting in calendar year 2005, new employees who are required to be
covered by a retirement plan (PERA, DCP or SERP) must be advised of the potential reduction of future
Social Security benefits.

Form SSA-1945, Statement Concerning Your Employment in a Job Not Covered by Social Security, is the
document that must be used to meet the requirements of the law. The SSA-1945 explains the potential
effects of two provisions in the Social Security law (GPO and WEP). This form is available online at the
Social Security website, www.socialsecurity.gov/form1945.

For employees hired on or after January 1, 2005, departments are required to:
1. Prior to the start of employment, give the required notice (Form SSA-1945) to any employee
required to participate in a retirement plan. This includes:
a. Academic Faculty
Administrative Professionals
State Classified regular and hourly employees
Post Doctoral Fellows
Clinical Psychology Interns and Veterinary Interns
Non-Student Hourly employees
Certain student employees not qualified for exemption from retirement plan participation
(Student Employment will notify affected employees and their respective departments to
secure the required form for SERP eligible students)

2. Have these new employees sign the notice attesting to the fact that they are aware of a possible
reduction in their future Social Security benefit entittement. When completing Form SSA-1945,
use 84-6000545 for the Employer ID Number and the employee’s social security number for the
Employee ID Number.

3. Forward the original signed Form SSA-1945 to the Record’s Unit (or to Student Employment in the
case of a student employee) along with other required new hire forms (i.e., Creative Works Policy,
Form [-9, and W-4). As per the provisions of the law, the Human Resources Department is
required to maintain the Form SSA-1945 and to forward a copy to the appropriate pension paying
agency (PERA).

@ ~poooT

Questions about this procedure should be directed to the Records Unit. Additional information about the
GPO and WEP is available on the Social Security website at: www.socialsecurity.gov/gpo-wep/.
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1. Established Work Week

An established work week is any regularly recurring period of 168 hours - seven consecutive 24-hour
periods - designated as a period of work for an employee. The established work week for all University
departments shall be 168 consecutive hours beginning 12:01 a.m. each Saturday. Deviations from this
established work week must be approved in writing by the Executive Director and Chief Human
Resource Officer of the Human Resources Department.
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Generally, administrative offices are open from 7:45 a.m. to 4:45 p.m. or 8:00 a.m. to 5:00 p.m., Monday
through Friday, during the academic year, and from 7:30 a.m. to 4:30 p.m. during the summer.
However, many units have operating hours that deviate from these times based upon client service or
other operational considerations that dictate different schedules.

The nature of the educational endeavor makes it impractical to establish specific work hours for
Academic Faculty and Administrative Professionals with assignments in the areas of teaching, research,
and administration of these areas of institutional responsibility.

2. Hours Worked

Hours worked is the time for which an employee is entitled to compensation. For employees eligible for
overtime, compensation must be paid for the time the employee is required to be on duty on the
employer's premises, or at a prescribed work place, and for the time the employee is "suffered or
permitted" to work, whether or not requested to do so. Thus, hours worked can include time spent in
idleness and in incidental activities as well as in productive labor.

Scheduled meal periods are discretionary, are not counted as work time and must be at least 20
minutes. However, if the employee is materially interrupted or not completely free from duties, the meal
period is counted as work time.

Work breaks are discretionary. If granted, breaks of up to 20 minutes are considered work time. Breaks
shall not be used to offset other work time nor to substitute for paid leave, shall not be taken at the
beginning or end of the workday, nor shall be used to extend meal periods.

NOTE: Work-Study Rules and Regulations for student employees are located on the Student Employment
Services website at: www.ses.colostate.edu/wsrulesregs.aspx.

3. Flexible Work Arrangements

The University values its employees’ well-being and strives to promote a positive work-life integration. Flexible
work arrangements, such as flextime schedules, compressed workweeks, part-time arrangements,
telecommuting, job sharing, sabbaticals, and phased retirement can help employees balance work and
personal life demands while, at the same time, enabling employees to meet their needs and perform well the
duties of their position. Flexible work arrangements are encouraged whenever, in the discretion of the
department or unit head, they will promote the productivity and efficiency of the work unit and enhance
employees’ work-life integration.

Types of Flexible Work Arrangements:

1. Flextime Schedules: A work schedule that allows an employee to vary their start and end times around
pre-defined core hours without changing the total hours worked in a defined work week. The core period
will vary by the unit, position, and sometimes the time of year; in most areas, it is between 7:30 a.m. and
5:30 p.m.

2. Compressed Workweek: A full-time work schedule that is compressed by varying the length of the
workday into fewer than five days. For example, an employee who normally works 40 hours Monday-
Friday may work four 10-hour days instead.

3. Telecommuting: A work schedule that allows employees to work part or all of their work hours from a
location other than their regular work site. An example would be an employee who works from a home
office two days per week.
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4.

Job Sharing: A work arrangement in which the responsibilities of one full-time position are divided by two
employees who work a part-time schedule. Job sharing differs from part-time work in that job share
partners are expected to be interchangeable in work assignments and represent a single employee in all
respects. Job sharing arrangements MUST be approved by Human Resources before being
implemented.

Flexible work arrangements are an additional management tool available to supervisors to assist a work unit to
operate effectively and efficiently. Flexible work arrangements are encouraged when it is reasonable and
practical to do so and when operational responsibilities of a unit are not adversely impacted. Flexible work
arrangements are not an employee benefit or right. Before implementing schedule changes or other variances
from established work days, hours and locations, the department or unit head should check with the responsible
higher authority (dean, vice president, vice provost, etc.). The following guidelines shall be observed:

1.

Employees who are non-exempt (i.e., overtime-eligible) may not be able to work varying hours unless
care is taken to comply with the Fair Labor Standards Act (FLSA) and other applicable laws and
regulations governing work hours. Supervisors should consult with Human Resources before approving
flex hours for non-exempt employees.

Employees who are exempt from overtime under the FLSA do not work a specified number of hours per
week; they may exceed 40 hours in a workweek without earning overtime pay. Flexible work
arrangements do not convert an exempt position to a non-exempt position; if the demands of the job
require the employee to work more hours than the flex arrangement reasonably allows, or to work at a
specific time or place that conflicts with the arrangement, then the flex arrangement will have to be
modified (or not used during the period in question). In all cases, the primary consideration is the
employee’s ability to meet all usual expectations for performance of the work.

Not all positions or job assignments are suitable for flexible work schedules, telecommuting or job
sharing. If one position within a department is found to be suitable for such an arrangement, it does not
necessarily mean that other positions may also be suitable. Principles of efficiency, fairness, department
morale, and accountability must all be taken into consideration when reviewing each flexible work
arrangement.

Flexible work arrangements should be confirmed in writing, signed by both the supervisor and the
employee, and kept in the employee’s file along with performance plans and reviews. Such writings are
not contracts, but may help avoid misunderstandings about expectations. Flex plans are always subject
to change or termination, at the supervisor’s discretion, in the best interests of the work unit and the
institution.

Both the employee and the supervisor have responsibilities to assure