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Supervisor 101

Part 1: Compensation, Employee Groups/Types, Unions, and
Leaves of Absence

HUMAN
RESOURCES

Compensation

HOW DO WE GET
MORE INFO?¢

Visit gvsu.edu/hro




At the HR website... (gvsu.edu/hro)

@ GraxoVALLEY Stare Universimy

Human Resources

The GVSU Human Resources Department is
here for you throughout your career.
Hete e s bl yoot
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Compensation Philosophy
The objective of the University's Compensation rates for Faculty and
compensation program is to: Affract, Executive, Administrative and
Retain, Motivate, & Reward faculty Professional (EAP) positions are set
and staff fairly, equitably, and based on:
competitively. The University is
committed to fair and equitable 1. Market data for similar positions
compensation that compliments the within local, regional and/or national
responsibilities of the position and the markets,

performance of the incumbents.
2. Sensitivity to internal equity, and

3. Available fiscal resources




Monitoring Market Data, Internal
Equity, & Compression Issues
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Market Comparisan Spreadsheet

Years of Exp
Ing Position Check for  Check
First Name Last Name itk Executive Officer  Appointing Offices  Department  CUTe™t  S0rting Position Chackfor Checkfor g
salary Date Market Compression
Gvsy
Amy  Adame  Negotutor Jim Jones Sandy Anderson  Bolr 0,000 41/2016 o
Doug  smin  Negouator nm sones sandy Andarson 55000 1172000 B i
L3 BIS  Average 0% avg, 90% Avg. NNAVE  120%AVE © Degree  Degree Year i
1 3 $50,000 840,000 45,000 $35,000  $60,000.60 200
1 a 550,000 540,000 $45,000 $35000  $60,00000  12/30/1%95 | MPA 1955 purdue

Setting Salaries

In addition to market data (which is provided to appointing officers
annually) and internal equity within the department, several other
factors are used to set salary including:

= Qualifications of the selected candidate

* Relevant experience

* Applicable educational credentials

» Budget

Merit Increases

The salary increase program for both Faculty and EAP staff is based on
merit.

Merit pay reflects individual performance and should reflect the overall
performance category you received on your annual ePDP. Be sure to
check your increase percent to make sure it matches the performance
category.

Merit increases will normally take effect on August 6 each year and must
be approved by the appropriate VP and Human Resources.




EAP Salary Increase
Categories
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Faculty Salary Increase
Categories

1

14.50 15.46 16.46 18.59 20.41
2 15.26 16.27 17.28 19.58 21.47
3 16.12 17.28 18.42 20.75 22.74
4+ 18.01 19.24 20.47 22.96 25.28
#2.5% 18.46 19.72 20.98 23.53 25.91
#3.5% 18.64 19.91 21.19 23.76 26.16




Special Pay Adjustments

When an incumbent is identified as needing a special pay
adjustment due to market, compression or equity the adjustment
is normally made during the salary increase program in addition
to the merit increase.

Mid-year adjustments are occasionally made when justified by
market and/or internal equity concerns, with the approval of the
appropriate appointing officer, Human Resources and Vice
President.
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Addressing Salary and/or Title Questions

Pursuing resolution to a title and/or salary concern2 You can have a
confidential meeting with Linda Yuhas to discuss your concern. Then:

1. Discuss concerns with supervisor

2. If no resolution is reached, the faculty or staff member is welcome to
meet with their appointing officer

3. If no resolution comes from this meeting, the faculty or staff member is
welcome to meet with their executive officer. The executive officer's
decision is final.
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THANK YOU

gvsu.edu/hro/compensatio
n

[F] Linda Yuhas,
Director of Compensation &
Employment Services
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Sally, a PSS staff member
(hourly), has been working for
the University for 3 months.
She is in need of a medical
procedure that will take her
out of the office for the
month of August for surgery
and recovery.

Definitions
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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 40 hours in 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 any
terminated for any reason and actions that are considered to be
without warning grave misconduct

* Examples:
* Violation of policy
* Falsifying records
* Violence or threatening violence
* Stealing money or property
* lying
* Harassment

Unions
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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

Al regular full and part-time
Staff members in clerical, office,
technical and engineering
classifications

Excludes: supervisors, faculty,
executive, administrative and

Bhysical plant operations staff
mbers, campus safety and
security sta

Confidential staff members, al

temporary staff members and

other staff members

381 employees

Current contract dates:
10/1/17-9/30/2020

MGS

AH regu\ar empluvees wnrkmg N
todial S s, Grol
Mzm[enancE, Buiding
Maintenance and Material and
Mail Distribution and Service
af

Excludes: office and dlerical

mployees, security employees
and guaras, students,
‘temporary or execunve and
supervisory employe

157 employees

Current contract dates:
5/1/2013-4/30/2019

COAM

All Department of Public
Safety employees with the
title of Sergeant, Senior
Sergeant, or Field Training

xcludes: officers, office and
clerical employees, students,
temporary, executive
administrative professional,
and all others not tsjpec\flcal\v
included in Appen

24 (total in COAM & POAM)

Current contract dates:
6/1/2018:5/31/2031

POAM

AH Department of Pubhc SafeW
mployees with the

Sy entor Offfcer e

Training Officer, or Detective

Excludes: office and clerical
employees, students

temporary, executive,
upervisory employees and all
others o specifically included
in Appendix A of contra

24 (total in COAM & POAM)

Current contract dates:
6/1/2018-5/31/2021

Leaves of Absence & FMLA
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Family and Medical Leave Act (FMLA)

Overview

* 12 weeks of unpaid leave
within a 12 month period

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

Eligibility
« Length of Employment
* Employed for at least 12 months

* Employee Effort

* Worked at least 1,250 hours in
the preceding 12 months

Types of Leave

Continuous

* Absence for more than 3
consecutive business days and
has been treated by a doctor

* Unable to perform the duties of
their position, may include
essential functions during that
continuous period of time

* May require temporary
accommodations upon return

Intermittent

« Time off in separate blocks due
to a serious health condition

* Does not exempt the employee
from performing essential
functions of the job

* Employees must adhere to other
policies and procedures to utilize
leave (ex: department call in
procedure)

Qualifying Events

Birth of a child
Placement of a child with employee
« Adoption or foster care
Employee’s serious health condition
Care for a family member with a
serious health condition
« Employment contracts allow for use of
salary continuation in situations
where FMLA does not apply
Qualifying exigency
Care for a covered service member
with a serious injury or illness
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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 or orthodontia problems
* Eye examinations

Routine physical exams
Periodontal disease
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Family Member

Spouse

Parent — not including
mother-in-law or father-
in-law

Child — Biological,
adopted, foster child,
stepchild under age of 18

Household Member

Benefits
Paid Time Off

Employee’s portion will
continue through payroll
deduction

Salary continuation, STD, WC,

vacation/sick time run
concurrently with FMLA

In both cases:
* University remains responsible for its portion of medical costs
* Employee remains responsible for their portion of medical costs

Unpaid Time Off
* Infinisource will notify

employee of benefits costs and
how to submit payments
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Salary Continuation/Sick Time

Amount Available Appropriate Use Inappropriate Use
+ PSS —up to 20 days * Primarily personal illness, « Car
injury, hospitalization &
* MGS — use sick leave ﬁppﬂhntment pertaining to « Pets
eal
* AP -—upto 6 months + Secondary — family member * Trees
* Faculty - variable based on '”"eisl ";J”"V: esc-_ defined * Electric
iti « Family member is defined in
position type the aép\icable employee « Furnace
handbook or contract

Home repair

Questions? — Contact HR

Bereavement —up to 5 days
depending on relationship

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

* May need to involve Disabilits
Support Resources (DSR) for M)ng
term/permanent
accommodations

Employer Responsibilities

Department Supervisor

« Consistent application of leaves * Coordinate leaves less than 10 days

X X in length with employee
* Irjclu(_ies salary continuation and Recognize potential FMLA events
sick time

. . Notify HR to determine eligibility
* Communicate potential Ensure accurate records are

instances of FMLA to HR maintained for FMLA usage
(intermittent leaves)

Enter/confirm time is being recorded
correctly in UltraTime

* Work with HR on placement for
employees return as needed

12



Employee Responsibilities

8/26/2019

* 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

Sally, a PSS staff member
(hourly), has been working for
the University for 3 months.
She is in need of a medical
procedure that will take her
out of the office for the
month of August for surgery
and recovery.
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Case 2

Jim is an Adjunct AP who 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
5 years. Jim has used 5 of his 10
vacation days so far this year.

* What if his leave extended
another 3 weeks?

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

8/26/2019

Caose 3

Melody, an AP, is going on
maternity leave with an expected
delivery date of June 1%t 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.

Jeff is a PSS employee who has been at GVSU
for 5 years. A recent increase in symptoms for a
long term back issue have caused Jeff to be out
of the office on a more regular and ongoing
basis to attend doctor’s appointments and
physical therapy pertaining to the injury. There
is currently no known end date to this
treatment plan.
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Case 5

Frank is a custodian (MGS)
who is 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.
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Case 6

Jane is a Tenure Track 9 month
faculty member expecting to
g0 on maternity leave
beginning October 15t 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.

Questions?
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SIATEURIvERSITY
i B A

15



Contact Information

Compensation

Linda Yuhas

Director of Compensation & Employment
P:616-331-2215 F:616-331-3216

Email: yuhasl@gvsu.edu

Leaves of Absence

Natalie Trent

Human Resources Representative
P:616-331-2215 F:616-331-3216
Email: trentnat@gvsu.edu
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