Information contained in this document was presented at the June 1, 2006 Staff Senate meeting. Please see the Employee Handbook for current information.


SUMMARY OF EMPLOYEE HANDBOOK CHANGES
The Staff Employee Handbook was revised to reflect the changes necessary to implement the new staff compensation system.  Some, but not all, of the changes are described below:
Chapter 4 

· Salary increases - Salary increases are determined by cost center administrators on an individual basis based on the money available in the salary increase pool, the results of performance evaluation, and internal and external equity considerations.  
· Starting salaries - The starting salary for a new employee will be set at the minimum of the approved salary range for the position.  A higher starting salary may be warranted when the new employee’s education and experience are substantially above the required minimum qualifications.   
· Promotion - Employees who are promoted will receive a salary increase that is either: (1) determined by the hiring official with approval by the Provost, Chancellor, Chief Financial Officer, or vice president, or (2) the minimum of the approved salary range, whichever is greater.  The salary increase, however, can not exceed the maximum amount of the salary range.  
· Transfer - 


University-initiated Transfers
· Lateral Transfer-there is no increase or decrease in the employee’s base salary.
· Transfer to a Lower Salaried Position- the employee’s new salary will remain the same, provided the employee’s current salary does not exceed the maximum of the salary range for the new position.  If the employee’s current salary exceeds the maximum of the salary range for the new position, the employee’s salary will be set at the maximum of the salary range for the new position.

If the transfer occurs as the result of disciplinary action, the employee's salary will be determined jointly by the employee's new department head and the Director of Human Resources with approval from the Provost or the respective vice president. 


Employee-initiated Transfers

· Lateral Transfers -there is no increase or decrease in the employee’s base salary.
· Transfer to a Lower Salaried Position- the employee's salary will be reduced.   Determination of the employee’s new salary will be based upon one of the following options:
1. If the employee’s current position has an established salary range and the transfer is to a position that also has an established salary range, a 5% salary reduction will occur for each salary  range below the employee’s current salary range and the salary range of the new position.
2. If the employee’s current position has an established salary range and the position that the employee is being transferred into does not have an established salary range, the employee’s new salary will be set within the approved starting salary range. 
3. If the employee’s current position does not have an established salary range and the position that the employee is being transferred into also does not have an established salary range, the employee’s new salary will be set within the approved starting salary range.
4. If the employee’s current position does not have an established salary range and the position that the employee is being transferred into has an established salary range, the employee’s new salary will be set within the new position’s salary range as determined jointly by the employee’s new department head and the Director of Human Resources with the approval of the Provost or respective vice president.

Chapter 5

· The performance evaluation process consists of three major steps.
1. The first step is performance planning during which the supervisor and employee determine training and development needs, discuss and come to a mutual understanding of job duties, projects, or objectives to be accomplished throughout the coming year. 
2. The second step is scheduling at least one mid-year meeting between the supervisor and employee during which progress and challenges are discussed relative to accomplishing the performance plan which was established during step one.

3. The third step of the process is the annual performance evaluation meeting during which the evaluation report is reviewed and discussed by the supervisor and employee. 
· All performance evaluations will occur between October 1-January 31 of each fiscal year. 
· Includes an appeal process for performance appeals
1. Step 1 - Employees desiring to appeal a performance evaluation must submit a written appeal to their direct supervisor within 10 work days of receiving the performance evaluation.
2.  Step 2 - The employee and supervisor will meet within 10 work days after receipt of the written appeal to discuss the employee’s concerns. If the employee’s concerns are not resolved, and the employee desires to continue the appeal, the employee must submit a written appeal to the next level of supervision within 10 work days following the employee’s appeal meeting with his/her direct supervisor. 
3. Step 3 - The appeal process may continue to the employee’s vice president or Provost whose decision will be final. 
Chapter 6

· changed the vacation accrual policy to base the distinction between the two accrual plans on exempt and nonexempt employment status instead of classified and unclassified employment status.  Exempt employees will use the former Unclassified vacation accrual plan and nonexempt employees will use the former Classified vacation accrual plan. 
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