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	[bookmark: _Toc243298310][bookmark: _Toc243374290][bookmark: _Toc243374328][bookmark: _Toc243374411][bookmark: _Toc246746508]Welcome to FGCU
Thank you for taking the time to access this online resource for managers at Florida Gulf Coast University.  Whether you are new to FGCU or a new manager promoted from within the FGCU community, it is our hope that this overall summary of management practices, resources, and responsibilities will be a tool you frequently consult as you transition into your new role. Links to frequently used web sites and forms have been provided throughout the document. 

	

Organizational Chart
	[bookmark: _Toc243298311][bookmark: _Toc243374291][bookmark: _Toc243374329][bookmark: _Toc243374412][bookmark: _Toc246746509]University-Wide Organization Chart 
In order to understand how your position and department fit into the overall structure of the University, review the FGCU Organizational Chart. On the far left of the chart you will see the areas which report directly to the University President.  With the exception of these areas, most positions report to one of four University Vice Presidents…the Vice President of Advancement, Vice President of Student Affairs, Provost and Vice President of Academic Affairs, or the Vice President of Administrative Services and Finance.  As you interact and learn the responsibilities of your job, please use this organizational chart as a framework for understanding your relationship with other areas. 

	
	[bookmark: _Toc243298312][bookmark: _Toc243374292][bookmark: _Toc243374330][bookmark: _Toc243374413][bookmark: _Toc246746510]College/Department Organization Chart 
Your immediate supervisor may provide you with an Organization Chart for your department to help you visualize the relationship of the various positions that you may supervise or work most closely with.

	











	[bookmark: _Toc243298313][bookmark: _Toc243374293][bookmark: _Toc243374331][bookmark: _Toc243374414][bookmark: _Toc246746511]Expectations For Your Position 
As discussed during the recruitment process, your position description provides the essential functions and major responsibilities of your position.  Discuss with your immediate supervisor the specific performance standards (or “expectations”) and goals related to your major responsibilities.  The performance standards serve as the foundation used by your supervisor to assess your performance. 
As an individual in a leadership role, you are also responsible for the performance management process for individuals reporting to you. Additional information regarding this process is in the Human Resources Information section of this document.  
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	Environmental Health & Safety




Emergencies
	[bookmark: _Toc243298315][bookmark: _Toc243374295][bookmark: _Toc243374333][bookmark: _Toc243374416][bookmark: _Toc246746513]In Case of Emergency
The FGCU Office of Environmental Health and Safety assists members of the campus community in meeting their responsibility to ensure a safe, healthy, and sustainable environment for students, employees, and visitors.   

For emergency situations call 1-911 from any campus phone.  Managers should review the Environmental Health and Safety Emergencies Webpage for general familiarity with emergency procedures.   

	Administrative Services Intranet







A-Z index
	As a manager, it is recommended that you familiarize yourself with individuals in your area authorized to handle the following: email accounts, leave and attendance records, property management, telecommunication requests, work management requests, Banner access, budget responsibility, purchase orders and PCard processes.  It is also recommended that you contact each respective office from the Department listing on the Intranet or access the A-Z index on the FGCU Home Page to obtain further instructions on the processes associated with each function mentioned above.

	Business Operations






Campus Reservations and Records Management
	[bookmark: _Toc243298316][bookmark: _Toc243374296][bookmark: _Toc243374334][bookmark: _Toc243374417][bookmark: _Toc246746514]Business Operations
The Department of Business Operations provides essential services and resources such as Eagle Dining, University Bookstore, Multi-Purpose Vending, Eagle ID, and Duplicating to Florida Gulf Coast University faculty, staff and students that assist in their efforts in meeting their academic standards and goals.

The Department of Campus Reservations and Records Management is provides excellent service with every phase of event planning as well as overseeing the entire FGCU records management program which includes but is not limited to, records retention, retrieval, disposition, and the Sunshine Law. 


	University Budget Office
	[bookmark: _Toc243298317][bookmark: _Toc243374297][bookmark: _Toc243374335][bookmark: _Toc243374418][bookmark: _Toc246746515]University Budget Office
The University Budget Office supports the mission of Administrative Services, and the University, by providing operational management of appropriated resources and analytical review of fiscal issues impacting the institution. The University Budget Office is charged with the oversight of the entire University Budget, and therefore will interact through teamwork at all levels of the administration. It is through this interaction that the Budget Office provides its greatest service, supporting individual units in completion of their mission through effective communication and guidance on the utilization of resources. 

	Computing Services





	[bookmark: _Toc243298318][bookmark: _Toc243374298][bookmark: _Toc243374336][bookmark: _Toc243374419][bookmark: _Toc246746516]Computing Services
Computing Services provides leadership and instills confidence through exceptional technology and assistance to our customers. We strive to implement and upgrade technologies in order to maintain a state-of-the-art infrastructure; ensuring the University community’s pursuit of academic excellence. 
The Computer Support Help Desk provides technical support via the Internet, phone or email. You can access the Help Desk web site or send email 24 hours a day, 7 days a week at helpdesk.fgcu.edu. Note: this page is an intranet page and can only be accessed on campus. Phone support is available Monday through Friday 8 a.m. to 6 p.m.
The Network Group is responsible for the network backbone infrastructure and administrative computing resources. The Network Group manages and maintains network and e-mail account services for faculty staff and students, security policies, server maintenance, Internet access, campus connectivity, spam filters, firewalls, and the student housing network. 

	Data Administration
	[bookmark: _Toc243298319][bookmark: _Toc243374299][bookmark: _Toc243374337][bookmark: _Toc243374420][bookmark: _Toc246746517]Data Administration
Collects and maintains management information resources for official reporting to state and federal governments and provides an information store for reporting and analysis.


	Finance & Accounting
	[bookmark: _Toc243298320][bookmark: _Toc243374300][bookmark: _Toc243374338][bookmark: _Toc243374421][bookmark: _Toc246746518]Finance & Accounting-Office of The Controller
Office of The Controller recognizes its role of providing support for the University's mission through the efficient execution of its responsibilities. Therefore, it is the mission of the Office of The Controller to provide timely and reliable student and departmental financial information, as well as to provide professional and efficient financial services. Although Office of The Controller directly supports the University administration to link objectives to financial resource requirements, it is equally important to support the educational needs of the student.

	Procurement Services
















Purchasing Card Program

















Property Procedure Manual




University Travel


Travel Procedures Manual
	[bookmark: _Toc243298321][bookmark: _Toc243374301][bookmark: _Toc243374339][bookmark: _Toc243374422][bookmark: _Toc246746519]Procurement Services 
[bookmark: _Toc243374302][bookmark: _Toc243374340][bookmark: _Toc243374423][bookmark: _Toc243298322][bookmark: _Toc243298323][bookmark: _Toc243374303][bookmark: _Toc243374341][bookmark: _Toc243374424][bookmark: _Toc246746520]The Office of Procurement Services is dedicated to providing professional and efficient procurement services and supports the activities of the University which include: education, research and community service, through contracting for all commodities, services and lease of space by maintaining procedures which foster fair and open competition, inspire public confidence that all contracts are awarded equitably and economically, and by acquiring the greatest possible value and quality in the services and products purchased with timely delivery.

Purchasing Card (P-Card) Program 
The Purchasing Card (P-Card) Program allows departments increased flexibility to purchase low cost items directly from vendors without going through the purchase order process, saving the department time, reducing the use of payee invoices for employee reimbursement, and reducing paperwork.

Each person receiving a P-Card must have an Account Manager and/or Business Manager fully trained in the approval process prior to receiving a P-Card. The Cardholder or department head is responsible for assigning the appropriate individuals to handle the approval process on their card.

Property Management
In each department, an individual(s) is designated to administer Procurement Services’ procedures related to manage University property inventory 

University Travel
Procurement Services manages University policies related to travel, which are outlined in the Travel Procedures Manual; it is important for managers to be familiar with these procedures.

	Telecommunications
	[bookmark: _Toc243298324][bookmark: _Toc243374304][bookmark: _Toc243374342][bookmark: _Toc243374425][bookmark: _Toc246746521]Telecommunications
The University provides individual telephone numbers and voice mail services to faculty and administrative staff, in an effort to avoid unanswered incoming calls. Various types of telephone sets and features are provided based on the functional requirements of a position. These services can be tailored to meet the needs of individuals and departments. Please contact the department of Telecommunications with any inquiries.

University telephones are to be used for State business only. Excessive use of University phones for personal business during duty hours is not allowed and reimbursement will be required for any personal calls made. Long distance detail is currently being provided in the form of Phone Certifications. These forms are distributed subsequent to the posting of chargebacks online. Further detail can be provided upon request.

	Information Systems
	[bookmark: _Toc243298325][bookmark: _Toc243374305][bookmark: _Toc243374343][bookmark: _Toc243374426][bookmark: _Toc246746522]Information Systems 
Information Systems manages and maintains the more than 30 separate systems used at Florida Gulf Coast University. These systems include a variety of applications, and in most cases are interfaced with the University’s Enterprise Resource Planning system - Banner database.
Below is a partial listing of some of the systems that you may encounter in your role at FGCU:


	Angel


	[bookmark: _Toc243374306][bookmark: _Toc243374344][bookmark: _Toc243374427]Angel 
Angel is the University’s learning management system for students, faculty, and staff.  It is primarily supported by Instructional Technology; however, Information Systems maintains some of the associated interfaces.  

	Banner

	[bookmark: _Toc243374307][bookmark: _Toc243374345][bookmark: _Toc243374428]Banner
Banner is the primary system used by FGCU to conduct its business and to keep records for many of its business activities. You may hear Banner referred to as ERP or the Enterprise Resource Planning system. For more detail please see the document titled “What is Banner? “on the Information Systems website.  

	Bitek


	[bookmark: _Toc243374308][bookmark: _Toc243374346][bookmark: _Toc243374429]Bitek 
Bitek is the phone accounting system for Telecommunications.  With the appropriate access, users can log into the BITEK Service center and view current or prior months’ chargeback for a particular Banner Index.

	
	[bookmark: _Toc243374309][bookmark: _Toc243374347][bookmark: _Toc243374430]Blackboard
Blackboard is a group of applications supporting ID card transactions on campus, off campus and online. The Datacard system within Blackboard creates the identification cards used by students, faculty and staff. Blackboard also contains a print management system called Pharos.

	
	[bookmark: _Toc243374310][bookmark: _Toc243374348][bookmark: _Toc243374431]Bosscars 
Bosscars is a system used by the University Police Department to issue and process parking permits and tickets. Students and Employees can apply for a new parking permit, renew an existing permit, or appeal a ticket via Gulfline. 

	Gulfline
	[bookmark: _Toc243374311][bookmark: _Toc243374349][bookmark: _Toc243374432]Gulfline
Through the Gulfline system, all employees may access their bi-weekly pay stub, leave balances, deduction information, and (if applicable) approve Other Personnel Support (OPS) employee time sheets, and/or create or approve electronic personnel action forms (EPAFs).  

	e~Print
	[bookmark: _Toc243374312][bookmark: _Toc243374350][bookmark: _Toc243374433]e~Print 
e~Print is a report repository. Users with access to Banner can login to e~Print to view Banner Reports without having to print the report.  Since e~Print utilizes Banner security, users can only view reports that they are authorized to access through Banner. 

	
	[bookmark: _Toc243374313][bookmark: _Toc243374351][bookmark: _Toc243374434]PeopleAdmin
PeopleAdmin houses the Human Resources’ applicant tracking system, also known as SOAR (Self Managed Online Automated Resources).  Expansion of the PeopleAdmin system is underway to incorporate online job descriptions. 

	
	[bookmark: _Toc243374314][bookmark: _Toc243374352][bookmark: _Toc243374435]Pharos 
Pharos is the University wide copying and printing management system. 

	Human Resources Benefits Web Page

PeopleFirst

	[bookmark: _Toc243374315][bookmark: _Toc243374353][bookmark: _Toc243374436]PeopleFirst 
The University participates in many State-sponsored benefit plans.  PeopleFirst is the State of Florida’s third party benefits administrator.  Employees may enroll and make changes to their State-sponsored benefits from the Human Resources Benefits Web Page link or directly from the People First Web Page. 

	
Campus Reservations














Campus Wide Calendar of Events


	[bookmark: _Toc243374316][bookmark: _Toc243374354][bookmark: _Toc243374437]R25 Schedule Reservation System
The Department of Auxiliary Services is dedicated to providing strategic coordination and operational support to the entire campus community through quality services, facilities and programs.  The R25 schedule reservation system is used by Campus Reservations to assist individuals and groups in event planning to ensure that each campus event successfully projects the University's commitment to excellence. 

Campus Reservations serves as a campus information source to the University and the community by maintaining a campus- wide calendar, booking event and space reservations, and by assisting in the coordination of other event-related services such as catering, audio-visual needs, equipment rental, parking and shuttle service. 
The calendar of events provides a current schedule of classes, meetings, events, and other activities on campus. 

	Physical Plant












Work Management System 








Work Requests
	[bookmark: _Toc243374317][bookmark: _Toc243374355][bookmark: _Toc243374438][bookmark: _Toc246746523]Physical Plant-Work Management System
Physical Plant is dedicated to provide resources and to constantly maintain all University buildings, grounds, and equipment that are fundamental to a healthy academic environment. The Physical Plant team is committed to maintaining an atmosphere that will foster pride, teamwork, and cooperation among the University faculty, staff, students, and visitors. 
      HOURS OF OPERATION: MONDAY-FRIDAY 8AM-5PM
      CLOSED ON SATURDAYS, SUNDAYS  & UNIVERSITY HOLIDAYS
Florida Gulf Coast University Physical Plant has established a Work Management Center, which is responsible for entering and monitoring work requests using a database software system. Maintenance requests such as repairs, plumbing, lock requests, sign requests, building renovations, grounds, pest control, custodial, moving, electrical, and any special requests may be requested through a Customer Request module accessed through the University's Intranet. 
Each University department and college has a primary and secondary designee who has been trained on the work management system. All work requests, especially special, chargeable requests, must initially go through the designee who has a password to log-in to the system, enter requests, and access status updates. This designation will prevent duplication of services. 
The Physical Plant charges for special requests regarding signs, electrical setups, and custodial services (for large events). The Physical Plant will require a ten (10) day lead time to provide services. Customers may request cost estimates for large projects so that funding can be verified/obtained prior to final customer approval.  
A Customer Request for an estimate of charges should be entered (10) business days prior to an event. The Physical Plant will do everything possible to accommodate emergencies caused by unforeseen circumstances, but due to limited staff, no expectations should be made for requests with less than ten (10) days notice. A late fee of $20 will be added for requests submitted with less than ten (10) days notice.
Routine Maintenance: Basic Operational Services 
The Physical Plant receives budget allocations for these services. These services directly relate to the overall operation and maintenance of the Physical Plant. Such services are rendered without charge to the University community. Areas and buildings that are not budgeted for these services are Auxiliaries that include residence halls, dining services, bookstore and outside vendors leasing space in the University. 
Special Requests: Chargeable Services 
These are services rendered to departments and activities for which the Physical Plant does not receive budget allocation. The Physical Plant charges labor and materials for these types of services including actual cost plus overhead for supervision. Labor rates used reflect prevailing wage rates and fringe benefits. The departmental designee will receive a written estimate for the service and upon approval of the budget official in the requesting department, the job will be scheduled. 
The Work Management Center receives the customer request, and the system creates a work request coded with a unique number for tracking, and a customer ID code which will pre-fill the work request with data relating to the Customer Department, Account, Building and Location of the work requested. 

	
	[bookmark: _Toc243452629][bookmark: _Toc246746524]HUMAN RESOURCES INFORMATION

	
	[bookmark: _Toc243298327][bookmark: _Toc246746525][bookmark: _Toc243374319][bookmark: _Toc243374357][bookmark: _Toc243374440]FGCU Employee Classification
Support Personnel (SP)
This category includes secretarial/clerical, para-professional, maintenance, skilled labor, police, and some levels of information technology positions.  Employees in this category can be designated exempt or non-exempt. 

	
	[bookmark: _Toc243374320][bookmark: _Toc243374358][bookmark: _Toc243374441]Administrative & Professional (A&P)
Vice Presidents, Associate and Assistant VPs, Directors, Associate Directors, Assistant Directors, Specialists and Coordinators fall within the A&P category.   These are exempt level administrators and information technology-related positions.

	
	[bookmark: _Toc243374321][bookmark: _Toc243374359][bookmark: _Toc243374442]Faculty
Instructional faculty and academic administrators such as Deans & Chairpersons as well as Academic Advisors and Librarians are included in the faculty classification.

	
	[bookmark: _Toc243374322][bookmark: _Toc243374360][bookmark: _Toc243374443]Adjunct Faculty
Adjunct faculty positions are part-time, non-benefit earning, temporary employees.  In order to be hired as an adjunct at FGCU, the incumbent must have completed at least 18 graduate semester hours in the teaching discipline and hold at least a master’s degree from a regionally accredited institution or equivalent accreditation. Adjunct faculty teaching courses at the masters and specialist degree level must hold the terminal degree, usually an earned doctorate. According to the Southern Association of Colleges and Schools (SACS) exceptions must be documented and other requirements must be approved by the Provost. 

	
	[bookmark: _Toc243374323][bookmark: _Toc243374361][bookmark: _Toc243374444]Other Personnel Services-OPS
Full or part-time temporary, non-benefit earning workers.

	
	[bookmark: _Toc246746526]New Position Process
1. Unit business manager must obtain written VP approval to establish salary funding.
2. Once approved, contact University Budget Office to establish a new position number.
3. Contact Human Resource Specialist assigned to your department/college to establish an SP and/or A&P position classification.  
4. Submit a draft PD to Human Resources for classification review.

5. Once classification is approved by HR and department head, an electronic version of the established position will be sent electronically for signature.

	
	[bookmark: _Toc243374324][bookmark: _Toc243374362][bookmark: _Toc243374445]Organizational Charts
1. To update or establish organizational charts, contact the HR Specialist assigned to your department/college.  
2. The HR Specialist reviews and updates the requested changes.
3. Once approved by HR and the department head, an electronic version of the organizational chart will be sent electronically for signature.
4. Appropriate department head signs the organizational chart and returns it to HR for the master file.

	
	[bookmark: _Toc243298329][bookmark: _Toc246746527]Replacement Position Process
1. Obtain VP approval to fill vacancy and send the approval email to Human Resources.
2. Contact HR Specialist to review SP and A&P position classification and submit draft position description (PD) electronically for review.

	
	[bookmark: _Toc246746528][bookmark: _Toc243374325][bookmark: _Toc243374363][bookmark: _Toc243374446]Classification Procedures
A&P & SP Reclassification Process
1. Supervisor and employee discuss any changes in level of responsibilities and duties assigned to the position since the last update to the PD. 
2. Draft PD is submitted to HR for review.

	



Employee Payroll Action Form


	[bookmark: _Toc246746529][bookmark: _Toc243374326][bookmark: _Toc243374364][bookmark: _Toc243374447]Payroll Responsibilities
Attendance and Timekeeping Procedures
The hiring official is responsible for submitting a completed Employee Payroll Action Form (EPAF) to HR prior to the start date so that the employee can be entered into the payroll system. 

	Support Personnel Timesheet
	All SP employees must complete an SP Timesheet.  Detailed instructions are provided on the reverse side of the form.

	
Web Time Entry Instructions
	Web Time Entry is the keeping method for Hourly OPS employees at Florida Gulf Coast University. Hourly OPS employees are responsible for entering and submitting their hours worked every pay period.  The employee’s supervisor will be responsible for approving the hours worked. Once the supervisor has approved the hours, the Payroll Liaison submits the hours via Banner or Gulfline for processing by the Payroll Department.

	Payroll Calendar
	[bookmark: _Toc243298332][bookmark: _Toc246746530]Payroll Calendar Definitions
Pay Number -  the unique sequential payroll number assigned to each biweekly pay period (1-26)

	
	Biweekly Salary (BS) - includes employee classes of SP, A&P, Executive Service, Faculty and Adjunct Faculty 

	
	Biweekly Hourly (BH) - includes all OPS employee classes except Adjuncts

	
	Appointment Forms/PAF Due to HR-the last day HR will guarantee processing of these forms for a scheduled pay period

	Payroll Calendar
	Payroll Liaison/Supervisor Approval Deadline-the last day for payroll liaison/supervisor to approve time submitted for a scheduled pay period.*
*If hours are submitted or approved after the deadline, the employee may not be paid and the department may be charged a $25 on-demand check fee. 

	
	Check Date -the date checks are deposited directly into bank accounts or available for pick up from the department’s designated Payroll Custodian.
Please note: Payroll and processing deadlines may be moved forward because of holidays or unforeseen circumstances.

	Leave Types











Leave Summary Report
 (click appropriate year)



	[bookmark: _Toc243298333][bookmark: _Toc246746531]Leave Reporting
The Employee Handbook explains the various types of leave that employees are entitled to, according to position classification, including Annual, Sick, Holiday, Personal Holiday for SP, Administrative Leave, Leave with Pay, and Leave without Pay. 

Managers or designees are responsible for submitting the appropriate leave forms to Human Resources in accordance with the payroll deadlines.  

The Leave Summary Report is available for review on e-print.  It is recommended that managers review this report each pay period to track availability of all categories of leave as well as the budgetary implications of these hours. 

	


	Faculty, A&P and Executive Service
Under the Leave of Absence policy, employees must obtain pre-approval from their supervisor by completing a Faculty and A&P Application for Leave form available from the Human Resources/Payroll Office.  

The approved form is then routed to the assigned Payroll Custodian, who is responsible for submitting the Faculty and A&P Application for Leave Form to Human Resources by the scheduled deadline.  

	Support Personnel Timesheet   
	SP Leave
 SP employees must obtain supervisory pre-approval as appropriate in accordance with department procedures (written documentation is recommended for leave). Supervisors may determine departmental approval procedures as desired.  All approved leave is reflected on the timesheet submitted each pay period.  The approved timesheet is routed to the assigned Payroll Custodian who is responsible for submitting it to Human Resources by the scheduled deadline. 

All SP employees are entitled to one personal day per fiscal year, prorated based on F.T.E., which must be used in one work day.  Personal leave not used within the fiscal year (7/01 – 6/30) will be forfeited.

	
	Other Personnel Services  (OPS)
OPS employees complete time entry process through Gulfline.

	
	[bookmark: _Toc243298334][bookmark: _Toc246746532]Family Medical Leave Act (FMLA)
FMLA is federal legislation that provides an employee up to 12 weeks of unpaid leave in a 12-month period for the following:
· the birth of a child, 
· placement of a child for adoption or foster care, 
· to care for an eligible family member with a serious health condition, or
·  employee's serious health condition. 

FMLA runs concurrent with other University leaves, may be taken on an intermittent basis (480 hours maximum) and an employee may substitute paid leave for unpaid leave using available accrued leave. 

Under the FMLA, an employee’s health benefits must be maintained under the same conditions as if the employee continued to work and the employee must be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment on their return from leave. 

	FMLA Leave Policy









FMLA Leave
	Who is eligible for FMLA?: Any employee (including OPS) who has worked a total of 12 months at  FGCU AND  has worked a minimum of 1250 hours in the previous 12 months may qualify for FMLA. 

Supervisors ARE NOT to initiate discussions or inquiries into employee’s or their immediate family member’s personal medical conditions.  

If a supervisor believes that an employee may be eligible for FMLA (e.g. due to the frequent use of leave), please contact Noyra Valentin for assistance at 590-1415.
If an employee requests information regarding FMLA, please refer them to the FMLA leave policy on the Human Resources website. For answers to additional questions relating to their specific circumstances, refer them to Noyra Valentin at 590-1415.

	



Request for Leave of Absence



Medical Certification Statement
(Employee’s Own Serious Illness)

Medical Certification Statement 
(Illness of Employee’s Family Member)

	[bookmark: _Toc243298335][bookmark: _Toc246746533] FMLA Process
Step One – (Employee) 
Employee must submit the following two forms to begin the FMLA process:

Request for Leave of Absence – Submit to supervisor as soon as possible.


FMLA Medical Certification – This form needs to be completed by the attending physician(s) and submitted directly to Steven Belcher, Human Resources by fax (590-1011) or by mail as soon as possible.
 
Please note:  Supervisors should not accept the Medical Certification form.  


	
	 Step Two – (Supervisor) 
When a supervisor receives a Request for Leave of Absence form, they should follow the approval procedure as instructed on the form.  The completed form should then be forwarded to Human Resources.

Under NO circumstances should a supervisor accept the Medical Certification form from the employee.  The Medical Certification form must go directly to Human Resources, Attn: Steven Belcher.

If the University becomes aware of a potential FMLA qualifying event, Human Resources may initiate the FMLA process without an employee’s request. 

	
	Step Three – (Human Resources) 
Once the medical documentation has been reviewed by Human Resources, a notification letter will be issued to the employee and copied to the supervisor.

	Supervisor Responsibilities










Workers’ Compensation


	Step Four– (Supervisor) 
Leave taken (whether paid or unpaid) must be documented on an SP Timesheet or Faculty and A&P Application for Leave form, as applicable. Send these completed forms to HR/Payroll on a biweekly basis.  (NOTE: If the employee is not able to complete the required timesheet or leave form, the supervisor should complete the form on the employee’s behalf and submit to HR/Payroll on a biweekly basis.)

Workers Compensation-Notify HR immediately regarding any work related injury. 

	First Aid Procedures
	In a medical emergency, supervisors should ensure the injured employee receives emergency medical treatment.  Following the arrangement of emergency medical treatment, supervisors should call 1-877-518-2513 to report the injury to OptiComp.  Please access the Environmental Health and Safety Web site for additional details regarding first aid and workers’ compensation procedures. 

	

HR/Payroll Liaison
	[bookmark: _Toc246746534]Payroll Liaison
Payroll liaisons are designated employees who assist with the workflow between their department and Payroll.  For auditing purposes the payroll liaison must maintain timesheet records.

	
	Payroll Check Distribution 
All paper checks are printed and housed in Finance & Accounting/Cashier’s Office area and may be picked up by the payroll liaison on or after the pay date.

Direct deposit is required for all faculty, A&P and SP; however, all other employees are strongly encouraged to participate.  Direct deposit forms may be completed and submitted to HR.

	
	Payroll Redistribution 
Reallocating payroll funds from one FOAPAL (index/fund combination) to another.  HR reserves the right to charge a payroll redistribution fee. 

	

E-Print Reports
	Payroll Reports
Bi-weekly payroll reports are available on e-print on Tuesday afternoon of each pay week.  The payroll custodian or designees have access to view and print reports as needed.  Certification of payroll hours worked is required.
Bi-weekly leave reports are also available on e-print each Tuesday afternoon of each pay week. 

	








List of Acceptable Documents
	[bookmark: _Toc246746535]I-9 Form
IMPORTANT NOTE:  A critical component of the new employee sign-on process is the completion of the U. S. Citizenship and Immigration Services (USCIS, formerly INS) I-9 Form. Completion of the I-9 form is required to verify the identity and employment eligibility of anyone hired by the University. According to USCIS requirements, all new employees must complete the I-9 Form on or before the first day of employment and are required to produce the original documents that support the I-9 within three days of their date of hire.
Employees must also present an original document or documents that establish identity and employment eligibility. Employees can choose which document(s) they want to present from a list of acceptable documents attached to the I-9 form. 
Employees must bring their original documents of choice to their Getting On Board session. They should also bring a photocopy of their Social Security card for Payroll W-4 purposes if they will not be presenting their original Social Security card as one of the I-9 documents.

	Search & Screen Guidelines

	[bookmark: _Toc243298336][bookmark: _Toc243453031][bookmark: _Toc246746536]SOAR (Self-Managed Online Automated Resources) 
SOAR provides an automated system for approvals of recruitment plans, web based posting of positions, receiving and processing applications, and OIEC review and monitoring of the application process.  SOAR also provides managers, committee members and/or interview panels with access to applications.  Hiring officials have access to complete electronic appointment forms.  Additionally, the system provides automated communications with hiring officials, applicants, committee members, interview panel members and others involved in the recruitment and hiring process. 
A Search & Screen Committee meeting is required to be held at the beginning of the recruitment process.  

	





Search & Screen Guidelines
	Internal Vacancy Announcements
The internal announcement option offers opportunities to qualified FGCU employees within the University and takes into consideration the skills and knowledge gained by such individuals through their service to the University.  

The hiring official has the option to request a vacant position be recruited internally. Refer to the Search and Screen Guidelines for additional criteria.

	
	New Employee
The hiring official is responsible for submitting a completed Payroll Action Form (PAF) to HR prior to the start date and ensures employee data is entered into the payroll system prior to submission of the first timesheet.

	Department Orientation Checklist 
	Department Orientation Checklist
The orientation process at FGCU is a joint responsibility. Human Resources provides information from the overall perspective of the University, and department representatives provide information specific to the role of the new employee.  

To assist in this effort, Human Resources has developed a “Department Orientation Checklist” which provides a useful guide to information the employee will expect to receive directly from a department representative.  Please note that this checklist is also provided to each new employee on the New Employee Orientation CD, so a new employee will have an expectation for the department manager to cover these items.

	


Getting  On Board with HR 

New Email Account

Getting On Board with HR Sign-on Packet



Copier Index Assignment Form

Telephone Service Requests

Key Request
	The Department Orientation Check List references activities that may require action from other departments such as:
· Establishing new employee on payroll system-See Getting On Board with HR below. 

· Request an email account and network access.

· Instructions on obtaining an Employee ID /Key Card and Parking Permit may be accessed in the Getting On Board with HR sign-on Packet. (See below)

· Request printing/copier access.

· Set up telephone, voicemail, directory listing. 

· Building/Office Key Access.

	

Getting On Board with HR Sign-on Packet
	[bookmark: _Toc243298337][bookmark: _Toc243453032][bookmark: _Toc246746537]Getting on Board with HR 
Getting On Board with HR sign-on packages are available to new employees according to their employee class. Some employee classes may have additional forms to be completed during the payroll sign-on session. Employees or managers uncertain of the appropriate employment classification of a particular employee may contact Human Resources at 239-590-1400.  

	

Getting  On Board with HR 


Getting On Board Schedule





Getting On Board Packet
	Payroll Sign-On Process 
New employees MUST complete their payroll sign-on paperwork on or before their first day of work. 

Human Resources conducts new employee payroll sign-ons each business day.  Refer to the On-Boarding Schedule for times and locations.
Each new employee will receive information regarding the Getting On Board schedule in their employment offer letter.
In preparation for the Getting On Board with HR Program we ask that all appropriate payroll sign-on forms are printed in advance and not printed double sided. 
If an employee is unable to attend the appropriate or assigned session, please ask the new employee to call HR at 590-1400 to re-schedule to one of the other sessions available on or before their first day of work. 

	

Human Resources





International Services
	Foreign National Faculty and Staff Employment
Upon receipt of a fully executed Appointment letter, hiring officials assisting employees requiring H-1B visa status should contact the University HR Immigration Liaison to coordinate sponsorship. 

Hiring officials assisting student workers or employees with temporary or visiting research assignments requiring visas other than an H-1B should contact the International Services Office to coordinate sponsorship.

	
International Services 
	International Student On-campus Employment
The International Services Office provides guidance and resources to international students on an F-1 or J-1 visa status. International student workers may be authorized to work up to twenty hours per week during the academic periods (when school is in session) and up to 40 hours per week during non-academic periods (when classes are not in session). An on-campus employed international student who works beyond 20 hours/week while the University is in session risks violating his or her immigration status. Potential effects of violating international student immigration status include but are not limited to termination of SEVIS record and the need to regain immigration status through costly and sometimes lengthy procedures.

	Employee Handbook
	[bookmark: _Toc243298338][bookmark: _Toc243453033][bookmark: _Toc246746538]HR Policy Overview 
It is recommended that you as a new manager/supervisor review and utilize the Employee Handbook as a guide to benefits, procedures and responsibilities, as well as for direction to various University departments and their respective web pages. 

	Human Resources Policies & Procedures

Administrative Services Policies & Procedures

	It is recommended that all managers review HR Policies & Procedures found either on the Human Resources or the General Counsel Policy Web Pages.

	Appraisal and Evaluation Policy
	[bookmark: Perormance_Management][bookmark: _Toc243298339][bookmark: _Toc243453034][bookmark: _Toc246746539]Performance Management Process
Performance Management is a process for establishing a shared understanding about what is to be achieved, and an approach to managing people that increases the probability of achieving success.

	

Appraisal and Evaluation Policy 


	Forms & Supervisor's Handbook
Performance Appraisal Form - click here to view.
Performance Appraisal Supplement for Athletics only (required) - click here to view.
Performance Goals form (optional) - click here to view.
Professional Development Goals form (optional) - click here to view.
Performance Appraisal Handbook for Supervisors - click here to view.

	
	Manager Notification 
Approximately 30 days before the appraisal due date (A&P and SP) you will receive an email notice of upcoming performance appraisals to be completed. Also included will be comprehensive information to assist you with the appraisal process.  It will be imperative that you familiarize yourself with all of the information provided, so that appropriate procedures are followed.

	

	Training
Periodically the Human Resources Department conducts training sessions regarding the performance appraisal process.  These sessions provide opportunity for review of live scenarios, skill practice and Q&A.  Announcements of upcoming sessions will be received via FGCU email.

	

General Counsel Regulations

	Disciplinary Actions 
Managers should be familiar with the FGCU Standards for Disciplinary Actions found on the FGCU General Counsel Regulations web page.  In general, disciplinary actions should be consistent with those found within the “Guidelines for Progressive Disciplinary Action”.  Managers should consult Human Resources prior to discussing or issuing disciplinary action to an employee.  Certain aspects of disciplinary actions are unique depending upon employment classification; therefore managers should consult Human Resources with respect to appropriate procedures for handling disciplinary matters.  

	













Separation Clearance Process
	Termination Procedures
Involuntary termination- Managers should consult with Human Resources with respect to appropriate procedures for handling involuntary employee termination.

Voluntary termination-Upon receipt of a letter of resignation from an employee, managers should immediately contact Human Resources at 590-1400 and then forward the original, accepted letter or email received from the employee to Human Resources.  Human Resources will initiate the Separation Clearance Process and schedule an exit interview with the employee.

	
	[bookmark: _Toc243298340][bookmark: _Toc243453035][bookmark: _Toc246746540]Classification Procedures

	
	A&P & SP Reclassification Process
1.  Employee and supervisor discuss any changes in duties and level of responsibilities assigned to the position since the last update to the position description form (PD).

	
	2.  Through discussion, employee and supervisor determine whether the changes are significant and should be provided to the next level of supervisor for review.

	
	3.  The PD is reviewed by the Dean/Director.

	
	4.  HR will review the PD and discuss any concerns, questions and/or recommendations with the Dean/Director to finalize the new updated PD.

	
	5.  If the Dean/Director and HR support the need to reclassify the position the recommendation will be submitted for review by the appropriate VP.

	
	6.  If the VP supports a reclassification, the PD is submitted to HR to be finalized.

	
	7.   If it is determined that the changes do not support a reclassification following a discussion with the requesting department, the PD will be updated and routed for signatures.

	
	8.  If a reclassification is recommended, the next step is to determine if budgetary funding is available.

	
	9. HR will contact the requesting department and determine the effective date and salary increase being requested.

	
	10. The department will prepare an A&P or SP appointment form and route for appropriate signatures.  

	
	11. The employee will be requested to provide an updated resume and official transcripts (if a higher degree has not been documented in the official employee file).  The signed position description should be attached to the appointment form when routed for signatures.  

	
	12. Upon receipt of the approved A&P or SP Appointment Form with all appropriate signatures and documents, HR prepares an acknowledgement memo/letter that is sent to the employee advising them of the completed action with a copy to the official personnel file.

	
	Position Description and Compensation 
Contact the HR Assistant Director, Classification and Employment for assistance with developing or updating position descriptions, reclassifications and/or organizational changes. 

	
	[bookmark: _Toc243298341][bookmark: _Toc243453036][bookmark: _Toc246746541]Communications and Marketing
“All Staff” Informational Emails
Throughout the University, designated employees are authorized to send “All Staff” emails to a complete distribution list that is comprised of faculty, staff, and adjunct professors. Find out who has been designated in your departmental unit, and refer any such communication to that person for distribution. In general, employees are not permitted to send email correspondence to the “All Staff” distribution list except through a designated representative.

	HR Updates

	HR Updates
“HR Updates” is an employee newsletter generated periodically by the HR Department.  HR Updates is one of HR’s primary means of communicating with employees when a new issue is published. 

	WGCU


Program Schedule
	WGCU Public Media
WGCU Public Media serves Southwest Florida with the finest in public television and radio programming. 

	

Community Relations and Marketing









Pinnacle Magazine
	Office of Community Relations and Marketing
The Office of Community Relations and Marketing serves as the University hub for communication to the media, public-at-large and campus community. They disseminate information and advise on FGCU identity, copy style guidelines and marketing strategies to ensure a clear, memorable and compelling representation of the University - a consistent and effective image for all communications.
Pinnacle Magazine
Pinnacle Magazine is FGCU's free publication for faculty, staff, alumni, donors and friends of Florida Gulf Coast University. It is published quarterly by the Office of Community Relations and Marketing.

	
	[bookmark: _Toc246746542]Employee Events & Recognition

	
	Welcome Back Celebration (August)
All University Faculty and Staff are invited to the opening of the new academic year to hear the President’s State of the University Address and share in a delicious lunch sponsored by a local restaurant.

	
	Service Award Breakfast (April)
This breakfast celebration honors employees who have reached a milestone anniversary (5, 10, 15 … years of service) with FGCU.

	
	Celebration of Excellence  (April)
The entire University community is invited to this event which highlights a diverse array of research activities, culminating in an awards ceremony to celebrate numerous achievements over the past year.

	
	Cinco De Mayo Celebration (May)
All University Faculty & Staff come together for a festive themed luncheon and farewell for the summer.
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