HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 1: GENERAL PROVISIONS Page
PUMDOSE. .ot e et e e e e e e e 1-1
F U 1 0] 1 PP 1-1
RESPONSIDITITIES. ...ttt et e e s et e ettt e e nen e 1-1
DepartMeENt HEAA ........coiiiiiiiiiitee ettt e e e e et e e en e 11
Office of Equal Opportunity and DIVErSity..........c.oiiiniie it e 1-1
Human Resource Services Department ...........veveeeiiiiciiiiiiiirieeeeeeee e e ee e 1-1
Payroll Office of the Human Resource Services Department .............ccccoeeeeeennnns 1-2
Student EMPIOYMENT SEIVICES ....ccvviieeiiii it e e e e e eet e e e nens 1-3
Office of Budgets and Institutional ANalYSIS ........ccceeeieiiiiiiiiiiii e, 1-3
Environmental Health Services OffiCe .......uuiiiiiiiiiii e, 1-3
Classification Of EMPIOYEES. ......ccccuueiiiiiiiiiee e e s ear et e eaeaea e e aen e eaans 1-4
Academic Faculty and Administrative Professionals..........ccccccoeeeiiii i 1-4
State Classified PEersonNel ...........oooioiiiiiiiiii e e e e e 1-4
Non-Student Hourly EMPIOYEES .........veviiiiiiiiiee ettt e et ee e 1-4
Student EMPIOYEES ...t et e e e e 1-4
Graduate Assistants, Veterinary Residents and Fellowship Grant Trainees......... 1-4
Post Doctoral Fellows, Veterinary Interns and Clinical Psychology Interns.......... 1-4
V0] [0 ] (=TT ST =T Tt S 1-5
Agricultural Labor Furnished by Crew LEader ............cccvuiiiiiiiieiee e e ee e 1-5
TaTol=T o =Talo L= o1 A @do] g 1= Tor (o] £ P 1-5
(1= 1T | P 1-5
Definition of an Independent CONtraCLOr ...........cooeecuviiiiieiie e e e e e 1-6
Performing Artists, Athletic Officials and Consultants .........ccccccccvvviiiiiie i ceeve v, 1-6
NONISCHMINALION PONICY .....veiiiiiiiiiiie e et et et e et e e e ae e 1-6
Discrimination COMPIAINTS.........coiiiiiiiie i e et e e ettt e e et aeenes 1-6
Americans with Disabilities Act (ADA) Employment Accommodation Requests................ 1-6
EMPloyment Of MINOIS. .. ... e e e e e e e e 1-7
Immigration Reform and Control ACt (IRCA) ......ooiiiiiii e e 1-7
Social SeCUrity ProteCtioN ACT........iiiii it e e e e e e e 1-8
Work Provisions and DefiNItiONS .........eoviiiiiiiiieeiiiie e et e e e e e e e e 1-9
EstablisShed WOrK WEEK .........ocoiiiiiiiiiiiiiee et e e e 1-9
HOUIS WOTKE. ... e et et e e e e aeaas 1-9
Flexible WOrk HOUF SYSEEM ....uuiiiiiii i e e e vea e e aenaens 1-9
SPECIAI PIANS ..o e 1-9
L@ YT 1 o = 1-10
OVErtime DefinitioN.........cioi i e e e e 1-10
L@ YT {1 4 1= 2 LT 1-10
L1 1 PP 1-10
OVvertime EGIDIlIY ........oooiiie e e e e e e 1-10
Travel TiIme and OVEILIME .....oooiiiiiiieiie et e e et e e e a e eaaas 1-11
ON-Call SEAIUS. . eeieiiiiiiie ettt et e e e s e e set et ae e et teeeen e aeneeeneens 1-11
S (1= o R T T I = P 1-11
Weekends and Periods of Paid LEAVE ..........c.eeeiiiiiiiiii i e e 1-11
Casual, Occasional or Sporadic Employment .........ccccvveevveieeeiiiiiic e e e 1-11
Accrual and Recording of OVEItIME .......ccuviiiiiiiiiee e e e e 1-11
Charging Overtime When Working in Two or More Departments...................... 1-12
Payment Of OVEITIME .......c.uiiiiiiiiie e et e e e e a e 1-12
COMPENSALOTY TIMIE ..eeiiiiiiiiee ettt et e et et e e e et e e en e aenen e 1-12
When Separated from UNIVErSity SEIVICE ... e e e 1-12
Time Off for EXemMPt EMPIOYEES ......uuiiiiiiiiiiiee e e e e e ae e e 1-12
Employee Benefits and PrivilEgES........oooieiiiiiiiiieie e e e 1-13
INSUFANCE PlANS. .. ..ttt e e e e e e e e ees 1-13



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 1: GENERAL PROVISIONS (continued) Page
University StUAY PrIVIIEOE .....coouiiiiieii e e e e e 1-14

Tuition Scholarship Program.............eeo i e 1-14
RetiremMeENt PIANS ......cooiiiie e e e e e e 1-15

Public Employees Retirement Association (PERA) ........ccccceiiiiiiiiiiiecnnnns 1-15

Defined Contribution Plan (DCP) for Retirement ............ccccooiiiiiiiiiiiinnenes 1-15

Student Employees Retirement Plan (SERP) ..........cccoooeviiiiieeiieieeeeeeeens 1-16

University RetiremMent POLICY.......c.vi it e e e e e e e ae e 1-16
Continuation of Medical Insurance Under COBRA...........cciiiiviiiiiieiiniee e 1-16
Personnel-Budget-Payroll SYSIEM .......cooiiii i e e e e e ven e eae e 1-17
FOIrM dEAAINES ...ttt e e et e e 1-17
General Payroll INfOrM@tioN ..........ooci oo e e v e e e e e een e e 1-18
Payroll DOCUMENTS ......uiiiiiiiiiiiee ittt ettt e e e en e een e aeeeans 1-18

Pay and Pay PeriOUS .......c.ooiuiiiiiiiiiiee et et e 1-18

TaX WINNOIAING .eveeieiiee e e e et e e e e 1-18
EXtended SICK LEAVE. .. ... oot i e e e e 1-18
TEIMINAL PAY ...ttt et e ettt e e et aen e e 1-18

Time Limitations for Terminal PayY ...t e e 1-18

Taxes 0N TerMINAI PAY ....cveiiiiiiiiii e e ee e e teae e eaeaeeas 1-19

Moving EXpense REIMDUISEMENLS ......uuiiiiiiieeeriiiiciiiiie e e i e e e venaaeeens 1-19

YN0 1= 1 (o] =SS 1-19
OVEISEAS PAY ..ottt ittt e et e e e e e 1-19
Earnings StAtEMENTS ....coiiiiiiiiii e e e e e e e e 1-19

Payroll DEAUCLIONS ......oiieiiiiiiceie e e e e e e e s e s e e e e et e een e e e eenaeen 1-20
Overpayments and Underpayments of Salaries and Wages and Other Amounts............... 1-21
[ (07 N oY o= T = - 1-21
WOIKErs' COMPENSALION .....eeeiiiiiiieeeiiiiit ettt e e e e et e e eae rea e eaeaen e aaeaes 1-21
UNemployMENT INSUFAINCE ...ttt e e e et e e e e e e te b e eae aenaeeaes 1-22
Social Security NUMDET ... et e et e e e e e e eans 1-22
N E= T g TSI O g T T To = T 1-22
Family and Medical Leave ACt (FIMILA)........uuiiiiiiiiieeee e e e e e e e e eeeae e 1-23
Inclement Weather ADSENCES .........uiiiiiiiiie e e e e e e e e aeans 1-23
=TT 0] 0 £ = {03 1-24
L@ 18] =3 o L= = g1 o] [0)Y7 0.0 1=T o1 1-24
Policy on Rights and Responsibilities Related to Creative WOrkS .........cccccveeeeviiiiine e, 1-24
Oath Of AllEGIANCE. .. ... e e 1-24
Code of Ethical Behavior and Conflict of Interest Statements ...........cccccvvieeci e 1-24
Lo L Tor= U o 1)1 =P 1-24
Smoking in Campus BUIlAINGS.......oooiiiiiiee e e e et e e e e aea e 1-25
Notification Procedure for Death of a Current Employee, Retiree, or Former Employee.....1-25
EMPIoyee Liability ... ... ..o e e e e e e 1-25

SECTION 2: ACADEMIC FACULTY AND ADMINISTRATIVE PROFESSIONALS

QIR YZ 01253 7 o o o] 1 ] 1 0 =T o] £ 2-1
W= Vo L= a gL o Tt U S 2-1
Regular APPOINTMENTS ........ceiiiiiiiieeee e e e et e et e e e e e e een 2-1
Regular Part-Time APPOINTMENTS ........oiiiiiiiiiiee e e e e e 2-1
Special APPOINTMENTS ....coiiiiiiiie i et e e e a e e e 2-1
Temporary APPOINTMENTS ........eiiiiiiaiii it e et e e e aen e aenes 2-2
Transitional APPOINTMENTS .....cooiiiiiie e e e e e e e e ea s 2-2



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 2: ACADEMIC FACULTY/ADMIN PROFESSIONALS (Continued) Page
Other Kinds of Academic Faculty APPOINtMENTS..........cooiiiuiiiiiiiiiiiee e et eeneeeeanas 2-2
DepartMent HEAUS ........ooiiiiiiiiieiiee et et e e e e n e e e e 2-2
JOINT APPOINTMENTS ...eiiiiiiiiiie et e e e et e e e eeaea e 2-3
AFFIIALE FACUILY ..t e e e e e e e et e e eans 2-3
ViSIING FACUILY ... e e e e e e et e e eans 2-3
L= (TS = Lo U 2-3
AdMINIStrative ProfeSSIONaL...........oiiiiiiiiiiiii e e e e e 2-4
(R I=To ] = Tar=To] oTo]] )10 T=1 o] £ 2-4
Special APPOINIMENTS .....viiiiiiiiee e et e e e e e et ae e e neean 2-4
Temporary apPOINIMENTS ......cuiiiie it e e e e e e e s e e e rrareeasaenaeeanns 2-4
Joint Administrative Professional and Academic Faculty Appointments.......................... 2-4
Maximum EMPIOYMENT .....ooiiiiiiiiiiieiie et e e e e e e e n e e ean e 2-4
RVAY 0 = o U T 2-5
EStabliShiNg POSILION .....oooiiiiiiie e e et e e e e e eenean 2-5
ACAEMIC FACUILY ...coiiiiiie e e e et e et e e e e e e 2-5
Administrative Professional Staff ... 2-5
ANNOUNCING POSITION ...eiiiiiiiiie e e et e e e e e ren e e aenenas 2-5
SY=1[=Tox (o] o]l =0T 0] 0] V=T P 2-5
Y o] o 1o 121 (41T o | 2-6
REAPPOINIMENT PIOCESS ..ottt e e e s e et e et e e e et e e aen e ees 2-6
1= 01 PP TPPRTPPRIN 2-6
[Ty o o o PP 2-6
ANNUAT LEAVE ...ttt e et e e et e e ren e e e e 2-7
S [ = = 2-8
HONAAY LEAVE ..o e et et et e e e e 2-9
MIlITAIY LEAVE ...ttt e e e e et et e e e e e eea e eens 2-9
FUNEBIAL LEAVE.....eeeeeeiieeie et e et e et e e e aea e e 2-9
INJUPY LEAVE ..ttt e et e et e e rea e eaeaenaea 2-10
[TV o U == 2-10
AdMINISITALIVE LEAVE ...ttt et et e e e e et e e e et ee e 2-10
Leave WIthOUL Pay ... ..ot e e e e e e e e e e e 2-10
Sabbatical and Other LEAVES ........ccooiiiiiiiiiiiiiie e e e e e 2-10
Termination and RELIFEMENT ........ooiiiiiiii e e e et et e e renen s 2-10
Times and Methods of Salary PaymeNnts ...........eeeiiiiiieiiiiiiiiereceee e e v ve e neane e 2-11
Payments to Regular FACUIY ..........ooioiiiiiiiiiiiiie e e e e e 2-11
Payments to Summer Session FaCUILY .........oooiiiiiiiiiiii e 2-11
Payments for Work of Less Than a Full Year ... 2-11
Payments for Fractional Months of Newly Hired and Terminating Employees ...... 2-11
SUPPIEMENTAI PAY ...t e e e e e e e et n e e 2-12
Data FOrMS REQUIFEA ......oooiiiiiiiiiee ettt e et e e et e een e e renanes 2-12
Academic Faculty/Administrative Professional Appointment Form ..............ccc.ee.... 2-12
Academic Faculty/Administrative Professional Personnel Action Data Form.......... 2-12
Withholding EXEMPLIONS ...eeeeiiiieiiic e e e e e e e eens 2-12
[B=To 8 Tox 1 o] o 1= PP 2-13
Retirement Plan ENrollMeNnt .........ooo i e e e 2-13
Payment DiSPOSItION ACHON .......cooi i e e ee e e e e e ven e 2-13
Biographical Data FOIrM.........couiii it e e e 2-13
T A oYl =14 00T =Y oo PR 2-13
SUPPIEMENTAI PAY ... e e e 2-13
SADDALICAI LEAVE ... e e e e e 2-13
Twelve-Month Pay to Nine-Month Faculty ... 2-13



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 2: ACADEMIC FACULTY/ADMIN PROFESSIONALS (Continued) Page
Faculty/Staff Study Privilege Employee Registration FOrm ...........ccccccovviieeennnnen. 2-13
Sick and ANNUAl LEAVE REPOIT ......coiuuuiiiiiiiiiiee ettt et e e e 2-13
Oath Of AllEQIANCE ......eeeieiiieiii e e e et et e e e e e 2-14
Policy on Rights and Responsibilities Related to Creative WOrks ....................... 2-14
Employment Eligibility Verification FOrm 19 ..........cccoiiiiieeii e e e 2-14
Faculty Transitional APPOINTMENT .......coviiiiiiiii e e e e e aeees 2-14
EXteNded SIiCK LEAVE. ... ..ccvie ittt e e e e e 2-14
SECTION 3: STATE CLASSIFIED PERSONNEL
Statement of Administrative Goals Relating to Classified Personnel........................o... 3-1
Appointing AUthority DeIegation. .. .........uie i e e 3-2
ClassSIfICAtiON SYSIEIM ... ... e e et e e e e e 3-3
POSIHIONS. .. e e e 3-3
Assignment of Duties and Responsibilities......... ... 3-3
Position ClassifiCation.............oe i e 3-3
Positions Within the Personnel System...........coiiiiiiiiii i e e e 3-3
Regular fUl-tIME. .. .o e e e 3-3
ReEgUIAr Part-tIMe. ..o e e e e e e 3-3
State Classified HOUNY.........oiii i e e e e e e 3-3
Methods Of FilliNng POSIIONS. ... ... e e e e e e e e e e e 3-4
EStablisShing @ POSIHION. .. ... e e e e e e e e e e e e e e 3-4
APPOINTMENT PrOCESS. .. .ttt et et e et et e e e et et et e et et et ren e ee e 3-4
3= 10 01 F= 11T 1 3-4
Probationary PeriOq. .. ... i e e 3-5
Trial SEIVICE PEIIOM. ...t e e e e e e e e e 3-5
Early CertifiCation..........ooi i e e 3-5
(00 10 1T} L 3-6
=TT ES1 £= L =T 1= o | 3-6
Y= = = LT o TP 3-6
RESIgNATION. .ot eeeeeeeeeere eeeee e eee aan 3-6
= =T 1.4 1= 0 3-6
2 ) 1 3-7
Administrative Separation for Physical Inability................coooiiiiii i, 3-7
DISIMISSA. .. .ttt e e e e s 3-8
Compensation of State Classified EMPIOYEES.........oiuii it e e 3-8
[N [T 1T £ PR 3-8
THANSTOIS e e e 3-8
REINSIAIEMENTS. .. .t e e e e e e e e 3-8
7= 3 T 1T L 3-9
L (0010} 1T L 3-9
System MaintenNancCe StUdIES.......ov it e e e e e 3-9
IN-RaNge Salary MOVEMENTS. ... ...ttt e e e e e e e e e ee e ees 3-9
SUPPIEMENTAI PAY ... .ot e e e e e e e e e e e 3-9
Performance Pay Base Salary Increases and Non-Base Awards....................... 3-10
OVEIIME PAYMENT. ...ttt et et et et e et e et e e e e n e e e 3-10
Shift DIfferential Pay.........c.ouie o 3-11
Shift Differential OVertime. ... . ... e e 3-11
Call BACK PaAY ... ot e 3-11
ON-Call PAY ...t e e e e e e 3-12
Positions Brought Into State Personnel System............ccooiii i i, 3-12
Payment to State Classified PErsonnel...........ccoo oo e s 3-12



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 3: STATE CLASSIFED PERSONNEL (Continued) Page
Pay SChedUIe. .. ... 3-12
Regular FUll MONEN'S PAY.......ou i e e e e e 3-12
Partial Month’s Pay — Full-time EMPIOYEES.........ciuii i e, 3-12
Permanent Part-time Employees Who Work a Regular Part-time Schedule......... 3-13
Permanent Part-time Employees Who Work an Irregular or Intermittent Schedule 3-13

Processing Excess Hours, Shift Differential and Overtime.............ccooocovviiiiiieiine e, 3-13

Processing Hours Worked by State Classified Hourly Employees ..........cccocooviiiieiinnnn, 3-13

OVErtiIME Pay EXamMPIES ... cv ittt e e e et e e e e e e e e e 3-14

Performance Planning and Evaluation..............ccooiiii i e e e 3-15

LEAVE POlICIES. .. ettt e e e e e e e e e 3-16
ANNUAT LBAVE. ...ttt e e e e e e e e e e e e 3-16
S [ G = - = P 3-17
HONAAY LEAVE ... ..ot e e e e e e 3-18
MIBEAIY LEAVES ... ...ttt et e e e e e e e e e et e e 3-19
Bereavement LEAVE. ... ..o 3-20
JUNY LAV . ..ot e e e e e e e e e 3-20
AdMINISTIALIVE LEAVE... ..ottt e e e e e e e e 3-20
Leave WIthOUL Pay ... ..ot e i e e e e e e e s 3-21

Short-Term Disability (STD) LEAVe.......cccviiiie i i e, 3-22
Voluntary FUrlough..........coooi i 3-22
VICHM ProteCHION. .. ..e ittt 3-22
T 0T Y2 == 1Y 3-22
Family Medical Leave ACt (FMLA).......coiiii i e e e e e 3-23
Leave Sharing BankK...... ..o e e e 3-23
Prolonged HINESS. ... i e e 3-24

AdMINISTratiVe SUSPENSIONS ... ...ttt ettt e et e et e et e e e et aet e eaeenenas 3-24

Corrective and DiSCIplinary ACHONS ... . ... ittt e e e e e e 3-25

Grievance and APPEAI PrOCESS. .. ... .ttt et e e e e e e e e 3-25
GlIBVANCE PrOCESS. . ittt et ettt et e e et e e et e et e e et e e e e e e eeneans 3-26
Job Evaluation and Examination Action Review Process............cccocvvveveinennnnn. 3-27
EXternal ApPPeal PrOCESS. .. ..ot ittt e e e e e e e 3-27

Personnel Actions and FOrms ReQUINEd............o.iiiiiiniie i e e e e re e e 3-27
State Classified Personnel Action Data FOrmM..........cooovviiiiiii i 3-27
Withholding EXEMPLIONS ..ot e e e e e e e e e e eeees 3-28
7o 11 o 1 0] o 1 3-28
PERA Member Information Form/PERA Exclusion Form.............cc.ccoevvviiieins 3-28
Payment Disposition ACHON FOIM........o.ii i e e e 3-28
BIiographiCal Data... ... .....ouuiei e e e e 3-28
Sick and Annual Leave REPOIT. .. ..o e e 3-28
Faculty/Staff Study Privilege Employee Registration Form................cccooveinnee. 3-28
Position Description Questionnaire (PDQ).........c.vviiiiriie i e e 3-29
Trial SErviCe APPraiSal.......cccuiiriie it i et e e e e e e e e 3-29
Employment Eligibility Verification Form (Form 1-9).............cooiii i, 3-29
Statement Concerning Employment Not Covered by Social Security (SSA-1945)..3-29
State Classified Compensatory Time Agreement..........c.oovevivviiiieciiienne e 3-29
Performance Planning and Appraisal.............ccooviiiiiii i e 3-29
HOUPY TIMESNEEL. .. .. e e e 3-29
Colorado State University Time Sheet and Overtime Form (30-5-70).................. 3-30
Overtime Approval and ReCOrdiNg..........ouiui i e e e 3-30
Policy on Rights and Responsibilities Related to Creative Works....................... 3-30
EXtended SICK LEAVE. .. ... oottt e e e e e 3-30
SUPPIEMENTAl PAY ... ..ot e e e 3-30
(@05 = Tod 117N o 1T o T 0 o o 3-30
LT Lo 7= g ot o] o o 3-30



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 4: NON-STUDENT HOURLY EMPLOYEES Page
EMPIOYMENT POLICY ... ..t e e e e e 4-1
Compensation of Non-Student Hourly EMPIOYEES..........coieiiiii i e 4-1
Leaves and Other BENEfitS. ... ..o e 4-1
Payment to Non-Student Hourly EMPIOYEES....... ..ot 4-1
[z U= B o] 0 0 ESJ =T 01T 4-2
Non-Student Hourly Personnel Action Data Form..............coocevviii i e, 4-2
Payment Disposition ACtION FOIM....... ..o it e e e e 4-2
Withholding EXEMPLIONS .....e it e e e e e e e re e e e eeees 4-2
Biographical Data FOrm .........oiiie e e e 4-2
HOUMY TIMESNEEL. .. .. e e e e e e e e 4-2
Overtime Approval and ReCOrdiNg..........ouiuie i e e 4-2
PERA Member Information Form/PERA Exclusion Form.............cc.ccoevvviiieinnns 4-2
Employment Eligibility Verification Form (FOrm 1-9)...........ccoooiiiiiiiiii e, 4-2

SECTION 5: STUDENT EMPLOYEES

Program AdminiStration. ... ......co ot e e et e e e e e 5-1
Definition of a Student EMPIOYEE.......oviuiii i e e e e e e e 5-1
EMPIOYMENT POICY ... .t e e e e e e e e e e 5-1
University WOork-Study Program..........covuie it s e e e s e e e e e ae e eae e 5-1
RTAT 0 €S (0 0 Y O g = o = 5-2
INternational StUAENTS. .. ... .c. et e e e et e e e et e e e e re e renaens 5-2
Compensation of Student EMpPIOYEES. ... e e 5-3
Payment to Student EMPIOYEES. .. ... .o e e 5-3
EVAIUALIONS. .. e e e e e e e e e e 5-4
Name and AdAreSS ChaNQES. .. ... ... et e e e e e e e e e e 5-4
JLICE] 0011 LT L 5-4
Leaves and Other BEnefitS. .. ... .o e e e e e e e 5-4
Sexual HarassSmMeENt POIICY ... ....uiiii i e e e e e e e e e e e e 5-5
0] o] 07 0 01= 0 A0 Lo =1 o 1 1 5-5
Data FOrMS REQUINEA. .. ....e ittt e et e et e e e et e e e e e e e e e e aen e 5-5

Student Employee Personnel Action Data Form .............cccooii i, 5-5

Employment Eligibility Verification FOrm I-9...........cooii i, 5-5

Payment Disposition ACHION FOIM....... ..o e e 5-6

Employee’s Withholding Exemption Certificate (W-4).......cccooviiiiiiiiiiii e 5-6

HoUrY TIMESNEEL. .. .. e e 5-6

SECTION 6: GRADUATE ASSISTANT, VET RESIDENT, FELLOWSHIP GRANT TRAINEE

GradUate ASSISTANTS. .. ettt et it et e e e et e e e et et e e e e 6-1
Graduate SChool POIICY ......couie i e e e e 6-1
Leaves and Other BenefitS.........oo.iiii i e e 6-1
LO0] 131 0= 8 157 11T} o 6-1
Hourly Work and Payment.........o.uie e e e e 6-1
Veterinary RESIAENTS. .. ... . e e e e e e 6-2
Leaves and Other BENefitS. .. ......oi i e 6-2
FellowShip Grant TraiN@ES. .. ... .. ettt e e et e et e e e e et e e n e eenas 6-2
Leaves and Other BENefitS. ... .....oi i e 6-2

Vi



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 6: GRAD ASST., VET RESIDENT, FELLOWSHIP GRANT TRAINEE (Cont.) Page

Data FOMMS REQUINE. .. .. . it et e et e e e e e e e et e e e 6-2
Graduate Assistant Appointment/Certification form (GAAC form)-Used for GA’s.. 6-2
Graduate Assistant Personnel Action Data Form — Used for GA’S, ............ccce...e. 6-2
Post Doctoral Fellow & Other Salaried Employee Pers. Action Data (VR/FGT)...... 6-3
Payroll Disposition ACHION FOIM..... ..ot e e e e 6-3
Withholding EXEMPLIONS .....cciiiit e e e e e e e e e 6-3
Employment Eligibility Verification FOrm 1-9...........cooiiii i 6-3
Policy on Rights and Responsibilities Related to Creative Works....................... 6-3
Oath Of AllEQIANCE. ...t e e e e e e 6-3

SECTION 7: POST DOCTORAL FELLOW, VET INTERN, CLINICAL PSYCHOLOGY INT

POSt DOCLOral FEIIOWS. .. ... e e e e e e e e e e 7-1
AV (T g F= T Y 1 (=] 1 L PR 7-1
Clinical PSychology INTEINS ... ... e e e e e e e e e e 7-1
Leaves and Other BENefitS. ... ..ot e e e e e e e 7-1
Data FOIMS REQUINEA. .. ...cu ittt i et e e et e e e e et e et e e e e e e e e aen e 7-1
Post Doctoral Fellow Personnel Action Data Form — Used for PD’s, VI's, CPI’s.... 7-1
Payroll Disposition ACtION FOIM..... ..o e e e e 7-2
Withholding EXEMPLIONS ..o e e e e e e e e e e e eeees 7-2
Employment Eligibility Verification Form [-9...........cocoiii i e, 7-2
Biographical Data FOIM ........coouii i e e e e 7-2
Policy on Rights and Responsibilities Related to Creative Works....................... 7-2
Oath Of AllEQIANCE. ... .t e e e 7-2
Retirement Plan ENrollment. ... e e e 7-2
Faculty/Staff Study Privilege Employee Registration Form................c.ccooveinnee. 7-2
Leave/Termination ACtion Sheet ..........ccooii i e 7-2

SECTION 8: MANAGEMENT REPORTS

MaNAGEMENT REPOITS. ..ottt e e e e e e e e e e e e e e et eeeens 8-1
Account Summary Management REPOIt..........ovuvii i 8-1
Employee Summary Management REPOI..........ovveiiiii i e e 8-1
Summer Session Management REPOIMS. ... ...o.ouuie ittt v 8-1
Expense Distribution REPOIS. ... .. .ot e e e 8-1

Payroll Expense Distribution Changes...... ..o i e e 8-1

EXPENSE Transfers (BT) ...t e e e e e e e e e 8-2

Sponsored Program Salary Clearing NUMDEIS..........ooiii it 8-2

Departmental AdminiStration..........ou oo e e e e e e e e e 8-2
L= T - | 8-2
Criteria for Departmental Administration Charges............ccoovii i i 8-3
DEfINItIONS ... et 8-3
Account Number Assignment and USE..........ooviiiiii i e e e 8-4
(0 7o L1 =P 8-4

(7011 B ¢ =T 1 oo [ OO 8-4

Database and Spreadsheet Download Files. ... 8-4

Vii



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 8: MANAGEMENT REPORTS (Continued) Page
ACCOUNt SUMMATY SAMPIE... ... e e e ee e aeans 8-5
Employee Summary Sample... ... e 8-5
Summer Session Employee Summary Sample.........coii i e 8-6
Expense Distribution Report Sample....... ... 8-6
Expense Transfer FOrm Sample ... e e e e 8-7
Database DOWNIOA FilE.........couienie it e e et e e et et 8-8

SECTION 9: CERTIFICATION REPORTING

PUI DS ... e e 9-1
INAIVIAUAIS REPOIEA. .. ... e e e e e e e e 9-1
Federal REQUITEIMENTS. .. ...ttt e e e e et e e et et e e e e e e e e eeaas 9-1
[T olo] (A ©f0] ¢ 1= o | S PP 9-2
Report Format and ProCeAUIES ... ... e e e e e e e 9-2
L0 0T 0o TS PP 9-2
Signature and Report SUDMISSION. .. ...i.uit it e e e e e e e e e e aeans 9-2
Certification REPOIt EXAMPIES. .. .. ittt et e e e e e ven e et ee eeaeees 9-3
Multiple Page Certification FOIM ..ot e e e e e e 9-4

SECTION 10: HUMAN RESOURCE SYSTEM

Contact Data Systems, Human Resource Services, for a printed copy of this section.

SECTION 11: FORMS AND RELATED INSTRUCTIONS

General
Creative Works Policy (all employees except student and non-student hourly)................... 11-1
Oath of Allegiance (all employees except state classified, student & non-student hourly)...11-2
Required Forms Checklist-Initial Employment............ccoieoiiiii e e e, 11-3
Employee’s Withholding Allowance Certificate - Form W-4 (all employees).................... 114
Instructions for Completing the W-4 ... e 11-4
FOIrM W-4 (SAMPIE)....ecee it e e e e e e e e 11-5
Out-Of —State Work Location Information Sheet Instructions.................cccoeeeneee. 11-6
Out —Of-State Work Location Information Sheet.............ccoooeiiiiii 11-7
Payment Disposition Action — PDA (all emplOyees)...........uuuueiiiiiiiiiiiiiiii e e 11-8
Employment Eligibility Verification - Form 1-9 (all employees)..........cooveiiiiiiiiiiiiiine i 11-9
FOrm 19 (SAMPIE) ..o ittt e e e et e e 11-9
Instructions for Completing the 1-9 ... e 11-10
Lists of Acceptable DOCUMENES.........c.t ciiiieee e e e e e 11-11
Statement Concerning Employment Not Covered by Social Security (SSA-1945)............. 11-12
State Classified Compensatory Time AgQreemeNt.........c.ivriieciiieie e re e eaeeeens 11-13
Retirement Plans (all employees except students, grad asst, vet res, fellow grant trainee) 11-14
PERA Member INformation FOIM....... ... e e e 11-14
o = TN el [0 £ o] 1 o o 11-15
Defined Contribution Plan (DCP) Retirement Plan Enrollment Form..................... 11-16

Viii



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 11: FORMS AND RELATED INSTRUCTIONS (Continued) Page

Time and Leave Records
CSU Hourly Payroll Form (all hourly employees, and classified staff with excess

hours, shift differential and OT for reporting time to the HR payroll system)......... 11-17
Hourly Payroll ProCeaUIES..........ooi it e e e 11-17
Instructions for Classified Excess Hours, Shift Differential & OT............... 11-17
Hourly Timesheet (SAmMPIES).......cooviiiiiiiiiiiiiiee e e 11-18
Overtime Authorization and Usage (state classified and non-student hourly)........ 11-20
Overtime Approval and Recording INStructions..........cccceeeeviviiiiciivieeenennn, 11-20
Overtime Usage Request and Authorization/Certification Form................. 11-21
Time Sheet and Overtime Form (regular state classified staff-kept at department) 11-22
Instructions for Preparation of the CSU Time Sheet and OT Form............ 11-22
CSU Time Sheet and Overtime Form (blank form)..........cccccovvii i, 11-23
CSU Time Sheet and Overtime Form (Overtime Eligible example).......... 11-24
CSU Time Sheet and Overtime Form (Exempt example)....................... 11-25
Hourly Payroll Minute to Decimal Conversion Chart.............cccccceiiiiiiiiiiiiiiieeeeeenn 11-26
Year End Sick and Annual Leave Report (acad faculty, admin pro, classified)...... 11-27
Example: State Classified ..o e 11-27
Example: Academic Faculty and Administrative Professional................. 11-28
Supplemental Pay (used by academic faculty, admin pro, state classified and others)...... 11-29
Operating Guidelines for University Supplemental Pay Requests............ccccccuen.. ... 11-29
Supplemental Pay Approval FOIM...........uuiiiiiiiiieee e e e e e e 11-30
Authorization for Supplemental Pay (required by Payroll)...........ccccccvveeeiiiiiieninnns 11-31
Faculty/Staff Study Privilege Employee Registration Form (AF/AP/SP/PD/VIICPI) ........... 11-32
Study Benefit Request form for Resident Instruction Courses............c.ocovevvnne. 11-32
Study Benefit Request form for Continuing Education Courses...............cc.oc.vve.e. 11-33
Extended Sick Leave - Request to Charge to Fringe Benefits Pool Form (AF/AP/SP)........ 11-34
Oracle HRMS Access and Signature Authority Request FOrm...........ooooooiiiiiiiiine e, 11-35
Academic Faculty and Administrative Professionals
Information on Nine-Months’ Pay Over Twelve Months .........ccccccoeeeiiiiiiiii i, 11-36
Application Of 9-Month Acad Fac/AP To Receive Salary Payments Over 12 Months ....... 11-37
Request for Sabbatical Leave..........cc.cooiiii e e e e 11-38
Memorandum Of Understanding (SBA & Faculty) Regarding Sabbatical Leave .............. 11-39
Personnel Action Data Initial Employment FOrm..........oooiiiiiii i e e 11-40
Academic Faculty/Administrative Professional Certification Form (example).................... 11-41
Academic Faculty Transitional Appointment HRS Processing Instructions....................... 11-42
Request for Transitional APPOINTMENT.... ... .ot e e e 11-43
State Classified Personnel
Personnel Action Data —Initial Employment FOrmM..........c.cooiiiiii i e e e, 11-47
State Classified Trial Service Rating FOrM..........ooooiiiiiiiiiiiiieei e e e 11-48
CSU Performance Pay Program Planning Confirmation and Overall Evaluation Form....... 11-49
Corrective Action/Performance Improvement Plan...........ccccuvvvviiiiieee i e v e 11-50
LT o Tt 3 o o o 11-51
State Classified Grevance ProCeaUIE..........ouieuiii i e e e 11-53



HUMAN RESOURCE SERVICES MANUAL
TABLE OF CONTENTS

SECTION 11: FORMS AND RELATED INSTRUCTIONS (Continued) Page
Non-Student Hourly Employees

Verification of Student Status at Other Institution Form (exemption of 6-mo rule)............. 11-55
Personnel Action Data-Initial EmMployment FOrM..........c.ooiiiiiii e e 11-56

Student Employees

Student Employee New Hire FOrM..... ..ot e e e e e e 11-57
Student Employee Evaluation REPOIM.......c.ciiii i e e e ve e e eenaee e 11-58
Graduate Assistants, Veterinary Residents and Fellowship Grant Trainees

Graduate Assistant Personnel Action Data-Initial Employment Form................ccoocevene . 11-60
Graduate Assistant Appointment/Certification Form (GAAC Form)............ccovevennnnn. 11-61
Graduate Assistant —Terms and Conditions of Appointment.............c.oooviiiviiiiniieceninen 11-62

Post Doctoral Fellows, Veterinary Interns, Clinical Psychology Interns

PD/VI/CPI Personnel Action Data-Initial Employment FOrm..........oooccciviiieii i, 11-64
APPENDICES Page
Salaried Employees Pay Schedule (web link)..........ccooiiiii i e e Appendix 1
Hourly Payroll Schedule (Web link).........coooiiiii e Appendix 2
State Classified Hourly Insurance Procedures and Cash Payment Schedule....... Appendix 3
Earnings StatemENt........iriii i e Appendix 4

CSU Compensation Plan Sorted By Class Code — Monthly Salaries (web link)..... Appendix 5
CSU Compensation Plan Sorted By Class Title — Monthly Salaries (web link)....... Appendix 6
CSU Compensation Plan Sorted By Class Code—Month/Annual/Hourly (web link) Appendix 7
CSU Compensation Plan Sorted By Class Title—Monthly/Annual/Hourly (web link) Appendix 8

Work Study Allocation Breakdown Table............iiiieiiieeeeen Appendix 9

Human Resource Services Summary of Child Labor Laws (web link)................ Appendix 10
T 1S3 1) (U o] T O 0T [P Appendix 11
NCESC Instructional Program COdES..........ccuivuiiiiiiiiiiieeeeeee e e e e seesinvnreeee e e een Appendix 12
Appointing Authority Delegation — State Personnel System.............cccoeevivvennnen. Appendix 13



