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Supervisor 101
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Sally, a PSS staff member (hourly),
has been working for the University
for 3 months. Sheisinneed of a
medical procedure that will take her
out of the office for the month of
August for surgery and recavery.

Definitions




Employment Definitions

Exempt Non-Exempt
« Exempt employees must: « Non-Exempt employees:
a) Be paid at least $23,600 per a) Paid hourly
year ($455 per week), and b) Must be paid 1% times their
b) Be paid on a salary basis, and regular rate of pay when they
also work more than 4o hoursin a
c) Perform exempt job duties week
+ Not qualified for overtime * Qualified for overtime
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Employment Definitions

At will For Cause
* An employee can be * An employee is terminated for
terminated for any reason and any actions that are considered
without warning to be grave misconduct
« Examples:

* Violation of policy

« Falsifying records

* Violence or threatening violence
« Stealing money or property

« Lying

* Harassment

Unions




Employment Groups

» Alliance of Professional Support Staff (APSS)
« Executive, Administrative and Professional (EAP)

* Maintenance, Grounds and Service (MGS)

* Faculty

» Public Safety Staff

o Command (COAM)
o Officer (POAM)
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Unions

APSS

Alregular ol and pork e st
members in clerical, offic
technical and engineering
elassifications

Excludes: supervisors, faculty,
exequtive, adminisaiztive and
prafessional stzff members,
Phys vl plant operations slall
members, campus safety and
sacurity st

confidential staff members, a |
temporary staff members and
otaer staff members

373 employees
Currenl conuecl dales:
13h12014-9/30/2017

5 Bargeining begins Spring 17

MGS

Allregular employees war dng in
Custodial Services, Grounds
Maintenance, Building
Maintenance and Material and
Mail Distribution and Service
Staf

Excludes: office ar d clerical

COAM POAM

+ AllDepartment of Public Safety
employzes with the titde of
Sergeant, Seniof Sergeant, or
Field Trzining Sergeznt

Fxcludes: olficers, ollice and
clarical smployees, students,
temporary, exacutive

i I, and

employees, play
and quards, studerte, temporary
or executive and supervisory
employees

169 employees

Current comerect dates: 5/1/2013-
Lhoj2019

all others not specifically
included in Apy Aof
contract

26 {total in COAM & POAN;

Current contracs dates:
6/1f2015-5/31/2018

All Department of Public Safety
smployees with the title of
Officer, Seniar QFicer, Field
Training Officer, or Detective

Freludzs: office and ¢ e
amplovees, students, temporary,
executive, supervisary
employees and all others nat
specifically includad in Appendix
Aof contract

26 {total in COAM & POAM)

Current contract dates:
6/1/2015-5131/2018

Leaves of Absence & FMLA




Family Medical Leave Act (FMLA)

Overview

« 12 weeks of unpaid leave
within a 12 month period

* Provides certain military family
leave entitlements
« Upto 26 weeks to care fora
covered service member with a
serious illness or injury

Eligibility
« Length of Employment

« Employed for at least 12 months
« Employee Effort

« Worked atleast 1,250 hours in
the preceding 12 months
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Qualifying Events

Birth of a child

Placernant of a child with employee
Adoption or foster care

Employee’s serious health condition

Care for a family member with

serious health condition
Emplayment contracts allavs for use
of salary continuatian in situations
whers FMLA does nol & pply

Qualifying exigency

Care for a covered service member
with a serious injury or illness

Serious Health Condition

Serious Conditions

An illness, injury, impairment, or
physical or mental condition that
involves:

« Inpatient care
* Continuing treatment

Non-Serious Conditions

« Common cold

* Flu

« Earaches

Upset stomach

Minor ulcers

Headaches (other than migraines)
Routine dental ar orthodontia problems
Eye examinations

Routine physical exams
Periodontal disease




Family Member

Spouse

Parerit - not including mother-in-law
ar father-in-law

Child - Biological, adapted, foster .

child, stepchild under age of a3
Household Member

W
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Benefits

Paid Time Off Unpaid Time Off

= University remains responsible * University remains responsible
for its portion of medical costs for its portion of medical costs

« Employee remains responsible for o Employee remains responsible
their portion of medical costs for their portion of medical

« Employee’s portion will continue costs
through payroll deduction « Infinisource will notify

+ Salary continuation, STD, WC, employee of benefits costs and
vacation/sick time run how to submit payments

concurrently with FMLA

Salary Continuation

Amaunt Available Appropriate Use

PSS -uato 20 days ~ Primarily personal liness, injury,
B} hospitalization & appointment

MBS -usesick leave pertaining Lo health

AP —uato b months Secondary - family member

Faculty variable based an ness, irjury, et

positian type - Familymamber s defincd in the
applicable eriployze kardboc<
of conract

Bereavemart ~up o 5 days
depending on relationship

Inappropriate Use
Car
Pets.
Trees
Electric
Furnace
Home repair

Questions? - Conlact HR

*If employee anticipates 10 consecutive days or more off notify HR prior to the time off of work




Return to Work

* Must provide HR with a return to
work release stating return with or
without restrictions

* Without Restrictions —return to
work on release date

* Restrictions — employee must give
at least 2 days notice to evaluation
accommodations

« Accommodation requests must be
evaluated on a case-by-case hasis
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Employer Responsibilities

Department Supervisor

» Consistent application of * Coordinate leaves less than 10 days
in length with employee

leaves ) . * Recognize potential FMLA events
+ Includes salary continuationand Notify HR to determine eligibility
sick time

* Ensure accurate records are
« Communicate potential maintained folf FMLA usage
instances of FMLA to HR {intermittent leaves)
Enter/confirm time is being recorded
correctly in UltraTime
Work with HR on placement for
employees return as needed

Employee Responsibilities
* For absences less than 10 days
coordinate time off with supervisor
* For absences 10 or more complete
leave/FMLA application and send to HR
* Provide 30 days advanced notice of leave
if anticipated
« If unforeseen give notice as soon as
possible

» Communicate and coordinate the details
of leave with HR and supervisor




LOA Case Studies
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Sally, a PSS staff member (hourly),
has been working for the University
for 3 months. Sheisinneed of a
medical procedure that will take her
out of the office for the month of
August for surgery and recavery.

Case 2

Jimis an _Adf’unct AP wha is in need
of a medical procedure that will
keep him off work for 12 weeks.
He has had his contract with the
University renewed for
consecutive g years. Jim has used
5 of his 10 vacation days so far this
year.

« What if his leave extanded
anather 3 weeks?

* What if it was already planned
that his contract would be
renewed during his leave?




Melody, an AP, is going on
maternity leave with an expected
delivery date of June 15t and is
anticipating a natural birth. She
would like to take an additional 6
weeks of combined vacation (4
weeks) and unpaid (2 weeks) time
beyond the standard 6 weeks
provided for the birth of a child.
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Case 4

Frank is a custodian (MGS)
whois in need of a medical
procedure that will keep him
off work for 3 months. He
has been working for the
University for 5 years and has
worked 1,500 hours in the last
12 months.

Caseg

Janeis aTenure Track g
maonth faculty member
expecting to go on maternity
leave beginning October 15
and is anticipating a c-
section. She does not intend
to take any additional time
off after the initial 8 weeks
provided for the birth of a
child by ¢c-section.




Case 6

Jeffis an Affiliate Faculty (3 yr.) member.
He is in need of a leave of absence to care
for hisill father.
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Compensation

http://lwww.gvsu.edu/hro/compensation-employment-185.htm

How do we get More info?
1. Visit www.gvsu.edu/hro




Human Resources

L VT B -

Carent ob trerings
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http://www.gvsu.edu/hro/compensation-employment-185.htm

Compensation Information
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4
#2.5%
#3.5%

14.50
15.26
16.12
18.01
18.46
18.64

15.46
16.27
17.28
19.24
19.72
19.91

16.46
17.28
18.42
20.47
20.98

2119

18.59
19.58
20.75
22.96
23.53
23.76

20.41
21.47
2274
25.28
25.91
26.16
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Special Pay Adjustments

[ acaressing satary a
Fact

navor Tiie Questions |

13



o DamigpeOme s P

5/23/2017

GrANDNALLEY
SN DRy

P

™

At ey e
[
[y S ——

o e e ot o o o

[ETR———.

e e e T
B ——
GrappVry R——
oare U pesiry + Vo st e o
+ oo
S ——
e e Vi AP e ket T P - e
fre—
S I RN IS, -
1t e e s
PRr——
o———— T T
[— -
Ee——
S S

[RE——
[ ———
[ S ——

Sepind Ly kst i S b s s cmge
ettt e -
Pty

PR —

14



Compentaton
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http://www.gusu.edu/hrojcompensation-employment-185.htm
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Questions?

Contact Information

Employee Relations Compensation

Dev Butler LindaYuhas

Director of Staff Relations & Development Director of Compensation & Employment
P:616-331-2215  F: 616-331-3216 P:€16-331-2215  F:616-331-3216
Email: butledev@gvsu.edu Email: yuhasl@gvsu.edu

Natalie Trent

Human Resources Representative
P:616-331-2215  F:616-331-3216
Email: trentnat@qvsu.edy
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