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Presentation Notes
Add user id, password, domain – Will receive from Allan

As you introduce yourself, refer participants to HR Consultant Teams form.

Inform participants of location of rest rooms. Also, let them know that the orientation will go from 8:45 am – 12:00 pm.

Pass out agenda.



Agenda

e Units of Importance
. The DIVISIOn of Human
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TCW will be in by 10:30

EAP will be in between 10:15-10:30


Units of Importance

 Equal Employment (313) 577-2280

» Office of International (313) 577-3422
~ Students and Scholars NO—
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Presenter
Presentation Notes
Equal Employment – 4324 A/AB
Affirmative action and equal opportunity program planning 
Americans with Disabilities Act monitoring and compliance 
Veterans Administration reporting 
Conflict resolution and mediation 
Anti-discrimination, diversity and sexual harassment seminars 

Office of International Students and Scholars (OISS) - 416 Welcome Center 
OISS Clearance
I-9 Processing

Academic Personnel – (aka-Provost Office)-4092 FAB
AAUP-AFT Contract
Faculty and Academic Staff Promotion and Tenure Procedures
Faculty Relations and Recruiting

Labor Relations-3900 A/AB
Negotiations for all unions 
Grievances and administration for all unions 
Management guidance and training
Contract interpretation/administration

Payroll-3600 A/AB
Issue all employee paychecks
Receive and enter all Income Tax Withholding forms.
Vendor payments for all deductions from employee's check.
Issuance of W2 forms and issuing duplicates at the employee's request.
Direct Deposit of checks.-automated via Pipeline

Risk Management-3200 A/AB
Prevention of injuries to all University employees, students and visitors.
Process workers’ compensation claims.
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Office of the Associate Vice President
HR Administrative Services 
HR Systems Support

Employment Service Center
Audit/Processing/Data Entry
Human Resource Consulting Services
Clerical & Typing Tests
Process Improvement/Work Flow
 
Organization and Employee Development
Seminar Registration, Scheduling, Facilitation, Confirmation, Follow-up
Program and Non-Credit Tuition Assistance 
Customized Training and Employee Development

Total Compensation and Wellness
Compensation and Classification
Benefit Administration
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Presentation Notes
Discuss each phase of the orientation process.

There are  four elements to orientation
Faculty/Staff Orientation (ESC)  – offered weekly
Department Orientation (Unit)
The University Orientation (OED) – offered four times per year (discuss the next date and how to enroll)
On-going Orientation (Unit)

The reason for multiple orientations is because each one is different and each pertains to different aspects of employment at WSU.



The OneCard

 Employee ID Card
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What is the WSU OneCard?
Your WSU OneCard is a 
multi-purpose identification and debit card all in one (parking, building access)
a convenient, easy-to-use 
access to a wide variety of campus services 
offers a "cashless" environment to its cardholders by debiting funds from their account
Deposits can be made on the Pipeline homepage (credit card only) 
Machines throughout campus accepts cash deposits
used for parking, door access, copying and printing services, food and bookstore purchases

It has your Banner and Access IDs.
Can be used at:
Bookstore
Vending Machines
Restaurants
London Luggage (next door to C&IT)

Lost or Stolen Card 
contact the WSU OneCard Office at (313) 577-CARD immediately
After hours, contact Public Safety at (313) 577-2222  

https://www.jsatech.com/sessionkeys/deposit/depositform.php?cid=115&pid=150
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Campus Pipeline
As long as you have access to web, you can access Pipeline
In order to log in, you must have an access id (access ID & 9 digit Banner Id) *Flyer in C&IT Folder
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Campus Pipeline
First page is general WSU info, you may have a employee, student and/or faculty status
You can do the following on Pipeline (a lot of human resources info is available in Pipeline, this could decrease your wait time)
Look at leave balances
Medical/Dental benefits
Sign-up for Training
Pay stub
Access Banner and Reports
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As participants complete all forms needed, send them to the OneCard Office (Rm. 257) and Parking, if applicable. Inform those who need parking that they will need to go to the office next to the OneCard office. Inform the employee that they will need to take the OneCard application, employment verification form and picture id. 

Premium lots cost $32.50/per pay period
Standard lots/structures cost $22.50/per pay period

Parking meters are enforced Mon-Sat. 

Blue light phones can be used to make emergency calls. No number needed, just pick up phone to make call.

Send participants to OneCard Office (Rm 257)
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Presentation Notes
The temporary copier code is ‘54321’

These are the forms that we will be completing on the right side of the folder.

As people complete their forms, facilitator should review the forms. 

Union Dues/Service Fees
Union dues provide voting rights
Service fees don’t provide voting rights or option to attend union functions. However the employee still receives representation.
Initiation for Staff Association is $20; union dues/service fees equal one hour of pay per pay period
Initiation for P/A is $10; union dues/service fees equal one hour of pay per pay period
AFSCME is responsible for union dues, no initiation fees
AAUP forms sent separately 
For building access, remind employee to get form from their supervisor
For information regarding bonds, contact Payroll.



http://tm.ask.com/r?t=c&s=p&sv=0a300528&uid=0D846A9778E88EE24&sid=1AA39D35D3D96BF24&o=0&id=30751&p=%2Ffr&u=http%3A%2F%2Fwww.gliac.org%2Fmembers%2Fimages%2FWS_campus.jpg

Frequently Asked Questions

e Contracts/Manual
. Probatlonary
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Presentation Notes
Contracts available from labor relations website for bargaining units or union office. For non-rep, see HR website.

Probationary periods are:
Staff Association – 6 months
P&A – 6 months
AFSCME 
Parking – 6 months
All Others – 90 days
Non-rep
General Support Staff (non-exempt) – 6 month
Professional (exempt) – consult your unit

Consult leave info form in folders for vacation & illness leave.

Consult holidays form.
Contract/Manuals-Contract on Labor Relations website; Non-Rep manual on HR website, may request hard copy directly from Union
Probationary Periods-See memo
Types of Leave-See Memo
Emergency closure information is normally available on the local news and television, WDET-FM (Public Radio 101.9), and WSU homepage, WSU Pipeline and by phone at 577-5345. 
Units may have a snow tree system to notify employees.
WSU Policies - discuss the location of policies and how each employee needs to read them over for clarity.
Important Contact Information – discuss frequently called numbers/websites.


Questions



Presenter
Presentation Notes
Reinforce if participants have questions at anytime that they should contact someone on their consultant team.
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