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I Session Objectives

As a result of this module, participants will be able to:

Describe the Role and Expectations of Client Services as
it pertains to staffing

Reference WSU’s Talent Management model as part of a
strategic approach to recruitment and retention

Understand WSU’s recruitment process including key
policies and procedures, collective bargaining agreement
articles, and systems for academic and non-academic,
represented and non-represented faculty and staff

Contact appropriate WSU central units for support as
needed
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Why WSU?

Getting to Know Each Other &
WSU Points of Pride
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I Getting to Know You

» Share Your Name, Region
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http://www.youtube.com/watch?v=CHnV5hvEDlQ&feature=relmfu

Client Services Roles &
Key Interactions

DEVWiVAVA
Organization & Employee Development
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Staffing Within the Regions

Dir.

Interfaces:

Dean/Exec Leader
BAO

Department
TCW Talent
Academic Personnel
Labor Relations

Mgmt.

OEO/OGC Coord.
OISS
Payroll
Purchasing
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I Non-Academic Staffing Within the Regions

Dir.

Interfaces:

Dean/Exec Leader
BAO
Department

TCW Talent

Labor Relations
OEO/OGC

Mgmt.

OISS Coord.
Payroll

Purchasing
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IAcademic Staffing Within the Regions

Dir.

Interfaces:

Dean/Exec Leader
BAO
Department

TCW Talent

Academic Personnel
OEO/OGC

Mgmt.

olss Coord.
Payroll
Purchasing
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WSU Talent Management Model

Organization & Employee Development
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IWhat’s the Connectifoll?

A4

» What words come to mind when you hear the word

Integration?
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Talent Strategy/University
Alignment

Recruitment & Retention

rOWorkforce Planning ] eOnboarding
*WSU Brand sStrategic
eTalent Acquisition X:?n/Goal
eSuccession p rlfgnment
L}
Management Mzn‘;;r::::;:i
.
LEARN &
REWARD
d DEVELOP k
sCompensation eAssessments
sRecognition Program. eCoaching
eLeadership Dev.
sProfessional Dev.
L J eCareer Pathing

Competencies
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WSU Recruitment Process

DEVWiVAVA
Organization & Employee Development
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Resource Portal

Employee
Hire

Employee

E'g.-paf'atinn

Employee Corrective
Transition Action
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%
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T
Ej
Cments
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https://blackboard.wayne.edu/webapps/blackboard/execute/launcher?type=Course&id=_976555_1

WSU Applications

garmer Forms JL_D22ETy 2
Banner Navigation
S

Banner Self-Service
WTE & EPAF

(Blackboard Oniine)

Third Party
Applications

(-9, FMLA, WayneBuy, ProCard,
OISS, TravelWayne)

Data Inquiry.

MH#MJ\J

(ClassroomiTraining)




I Employee Groups in the Resource Portal

This position Is..

5= @

Represented Non-Represented Represented

Not Including WSU Student and Temporary Employment
7/25/2013 Slide 16 M

Non-Represented



WSU Recruitment Process:
Non-Academic Employees

Mary Earhart
Manager, HR Solutions
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I Resource Portal: Non-Academic/Non-Rep Tools

Contracts

Systems

Metrics
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IWSU Hiring Process

HM
determines
need for
vacancy

Dean/VP
grants
approval to
HM to hire

Does
position
exist?

No

HM establishes
position
through TCW or
Provost

TMC posts
vacancy

HM Conducts
Search
Process

7/25/2013

HM Fills
Vacancy
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HM Conducts
Department
Orientation
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Hiring Process: Non-Academic, Non-Rep

Vacant Position Additional Position

Mew Position

L]
W
r
¥
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Non-Academic/Non-Represented Policy

To Access:

, Non-Academic New Hire WSU Policy
|. Click on any

Non-Academic,
Non-Rep hiring
Step in the Resources & Support
Resource Portal

WSU Policies/Procedures & 5t3

Non-Represented Employee Manual v

Wayne Stare University Board

2 R f h of Governors Statutes
. Refer to the .
[owg A compilation of MNon-Represented Employee Manual 3.9: Nepotism
Resources & W policy as set by the
Board of Governors.
Support shaded
menu on left Wayne State University
Policies . ,
Mon-Represented Employee Manual 1.3 Policy Regarding
H - Policies issued by [ i
3. Click on Bglevant IE' Foies fesued Employment Relationships
WSU Policies Wayne State
. Universitv throuah
icon
\SnoZi
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Hiring Process: Non-Academic, Represented

LIAW Staft Association LUNITE HERE!
Local 2071 Local 24 Housmg - Housekeeping

AFSCME oy Operating Enginears

Local 1497 Local 324

LAW PE A - ODperating Engineers Superndisonrs
Local 19749 Local 324

SEIL Michigan Bullding &

Local 517M Construction Trades Council

LINITE HEKE] Police Officers
Local 24 FPEM - lanitors Labor Council
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Non-Academic Collective Bargaining Agreement:
Sampling of Contract Considerations

Collective Bargaining Article/Resource
Agreement

Professional & Administrative
(P&A)

Staff Association

AFSCME

Michigan Building and
Construction Trades Council
(e-class SK)

Operating and Supervising
Engineers

Greater Detroit Building and
Construction Trades Council

Article 15: Promotions & Transfers for Method |
(seniority-based hiring) & Method Il (most
qualified based hiring); Article 21: Postings
(duration)

Article 19: Promotions & Transfers (posting duration);

Article 24: Promotions & Demotions (posting
duration)

External notification to Union Hall required for
position posting


http://laborrelations.wayne.edu/testing-summary.php
http://laborrelations.wayne.edu/op_supervisors.pdf
http://laborrelations.wayne.edu/trades.pdf

Staffing Metrics

» Turnover @_gi' bt L5004+ (G- 0R+ B2000= 143.00

Lf}@ é b ’E‘Lpu (PR %Dw %{) il e
» Time to Fill :
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Non-Academic Onboarding Process

Element 1
Element 2
Faculty & Staff . :
Department Orientation
Orientation P

Introduction to the Schoal,

WELI policies, benefits, Callege ar Division

completion of forms, etc.

Wwsu
On-Boarding
Process

Element 4 Element 3
On-Going Orientation University Orientation

Continuous Ferformance Strategic Directions, Service
Flanning & Development Expectations and

‘ Metwarking
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IAdditional Key Resources for New Employees

Virtual Office

[~ FN T




Key Non-Academic Contacts

Department .

HR Solutions
Phone: (313) 577-2010

Labor Relations
Phone: (313) 577-2081

Office of Equal Opportunity
Phone: (313) 577-2280

Office of International Students & Scholars

Phone: (313) 577-3422

Organization & Employee Development

Phone: (313) 577-2111

Payroll
Phone: (313) 577-2138

Total Compensation & Wellness
Phone: (313) 577-3717

Data Integrity, Reporting, Systems
Vendor Management

Non-Academic, Represented
(unionized) Employees

Non-Discrimination

Foreign Nationals

Onboarding, Performance
Management, Training/OD Support

Payroll

Non-Academic Job Classification &
Benefits for All Employees



WSU Recruitment Process:
Academic, Represented & Non-Represented Employees

[sabel Gutierrez, Academic Personnel and
Kimberly Saks-McManaway, Office of Equal Opportunity
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IAcademic Personnel Agenda

The Role & Responsibility of Academic Personnel
Tenure-Track Faculty Binder
Office of Equal Opportunity Hiring Forms

Represented Members of the AAUP Collective
Bargaining Agreement

» Other AAUP Classifications
» Relevant University Policy

<
<
<
<

» Academic Personnel Support

7/25/2013 Slide 29
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Fipeline | Directories | Contact W3LU | A-Z Index

WAYNE STATE UNIVERSITY J——

OFFICE of the PROVOST Q

Home About Us Resources Reporting Units Contact Us

For Administrators Resources

For Faculty and Academic For Administrators

Staff « Policies and Manuals

= Academic Program Beview
For Students « Recruitment

« Student Success

For Faculty and Academic Staff

= University Beports
« Academic Personnel
= Awards., Honors and Grants

» Faculty Affairs
« Undergraduate Affairs

For Students

« Campus Life
= Academic Calendar

« Enrollment Services
= Student Success Services
= Awards and Honors




Fipelineg | Directories | Contact W3U | A-Z Inc

WAYNE STATE UNIVERSITY

OFFICE ofthe PROVOST

Home About Us Resources Reporting Units Contact Us

For Administrators Academic Personnel
For Faculty and Academic Collective bargaining agreements
Staff
Graduate assistantships
University Reports Promotion and tenure procedures

> Academic Personnel Templates and instructions

Collective Bargaining Statutes

Agreement

Resource Pordal - A Leadership Development Tool

Promotion and tenure
procedures

Templates and
instructions

Awards, Honors and Grants
Faculty Affairs
Undergraduate Affairs

For Students



Pipeline | Directories | Contact W3L | A-Z Index

WAYNE STATE UNIVERSITY AIM HIGHER

OFFICE of the PROVOST Q

Home About Us Resources Reporting Units Contact Us

For Administrators Collective Bargaining Agreements
For Faculty and Academic - AAUP
Staff = GEOC (PDF)

- UPTE (PDF)
University Reports

= Academic Personnel

Collective Bargaining
Agreement

Promotion and tenure
procedures

Templates and
instructions

Awards, Honors and Grants
Faculty Affairs
Undergraduate Affairs

For Students



Fipeline | Directories | Contact WSU | A-Z Index

WAYNE STATE UNIVERSITY JR—

OFFICE ofthe PROVOST Q

Home About Us Resources Reporting Units Contact Us

For Administrators Templates and Instructions
For Faculty and Academic Academic Calendar Dates (MNew)
Staff
All documents are in M3 Word format unless otherwise specified
University Reports Facufty
» Academic Personnel = Faculty with Tenure |etter of Offer
-« Tenure-Track Professor Letter of Offer
Collective Bargaining = Tenure-Track Instructor Letter of Offer
Agreement « Tenure-Track Renewal | etter of Offer
= Lecturer Letter of Offer
Promotion and tenure = Employment Agreement
procedures = Tenure-Track Retreat | efter of Offer
= Tenured Reireat L etter of Offer
Templates and = Faculty Professional Record

Instructions - Financial Responsibility Form

= MNon Renewal Motice Template

Awards, Honors and Grants - Non Renewal Notice Template for appointment through end of seventh year on tenure-track
- Renewal Template for Senior Lecturer/Lecturer
Faculty Affairs = Appointment Summary
- Hiring Freeze Waiver Reguest Form
Undergraduate Affairs - Template for Unpaid Leave of Absence & Coniinuing Benefits form (Revised)
For Students Academic Staff

« Academic Staff Employment Agreement
= Academic Staff Hire on ESS Track

« Academic Staff Fractional Hire

= Academic Staff (Eenewal Contract) Hire




OEO Hiring Plan Forms

Vacant Non-Tenured Track
Faculty Position

OF Il CE
FQUAL

OPPORTUNITY Faculty Hiring Process

OEO Provides Faculty
Hiring Support

Post the Vacant Positson

OEOQ Hiring Plan Form / Tenure Track with Instructions (PDF) Updated 12/17/10

Diversity Related Publications for Faculty Hiring Plans (PDF) Updated 01/14/11

A Guide for Successful Searches (DOC) Updated (08/25/11

Complate and Send

Hiring Templates

Schedule Facu ity Lnentaton

Slide 34



OEQ’s Guide for Successful Searches

Shares
Search
Guidelines:

e Planning

e Adbvertising

e Screening

* Interviewing

e Selecting
Candidates

7/25/2013

Advertise and Search Aggressively

National advertisement is required for all standing appointments for
executives, administrators and tenured/tenure-track faculty.

¢ Determine where advertisements will be placed to produce the widest
applicant pool as possible. Advertisebroadly and go bevond the traditional
methods ofidentifving applicants. Advertise the positionat least 30 davs
before the application deadline. Visit our website for a listing of diverse
resources/publications: www.oeo.wayne.edu/.

LV T YN

A
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I OEO Considerations for All Employment Searches

» Recruitment
» Interview

» Selection

» Overall

7/25/2013 Slide 36 M



IOEO Considerations: Recruitment

» Make the pool as broad as possible by developing a
recruitment plan.

Consider advertising in diversity related publications
(Diverse Issues in Higher Education, etc.).

Make sure we are providing our listings to agencies that
deal with persons with disabilities and military veterans.

A
7/25/2013 Slide 37 M
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IOEO Considerations: Interview

» Consistency for each candidate
Same basic questions
Same time frame
Same tours, explanations and demonstrations
Treat internal candidates the same as external ones

» Core questions in the interview process
Avoids the problem of favoring one candidate over another
Provides consistency
Allows for better note taking during interviews
Can ask questions to follow up on information that is offered.

» There are certain things that are not appropriate or
legal during the interview process. Refer to the
Interview Question and Inquiry Guide.

A
7/25/2013 Slide 38 M
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OEO Considerations: Interview

Interview Question & Inquiry Guide I
+
4

INTERVIEW QUESTIONS '
The best way to guard against disparate treatment, ensure sound selection procedures and avoid unlawful ?
discrimination is to be fair, objective, and consistent in the hiring process. Inguiries concerning a candidate’s
personal characteristics not related to ability, performance, or gualifications as determined by University

policy or by state or federal authorities must be excluded from the hiring process. This includes not only direct
guestions, but also attempts to draw conclusions on prohibited matters from letters of application, CV's or
resumes, and letters of recommendation.

The following are examples you should review to enable you to conduct interviews and reference inguiries in a
non-discriminatory manner. The same guestions should generally be asked of all candidates.

INFORMATION OFFERED VOLUNTARILY 1
Even if a candidate offers information about a protected basis voluntarily, the committee or decision maker

cannot make the hiring decision based on that information or in reliance on that information. In other words, "
that information cannot be used to disgualify a candidate.

il A gt s o Pl nell """"‘"' ot g
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IOEO Considerations: Selection

» Select best qualified candidate based only on
qualifications and experience.

» You must be able to justify your decision on
legitimate non-discriminatory grounds.

7/25/2013 Slide 40
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IOEO Considerations: Overall Process

» Document everything from the search committee
to the hiring decision.
Utilize OHS for this purpose.

» Retain records according to policy.

» Call OEO if you have any questions or concerns
about interview questions that can be asked or
making accommodations for persons with
disabilities in the interview and selection process.

7/25/2013 Slide 41
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Academic Collective Bargaining Agreement:
Sampling of Contract Considerations

Collective Bargaining Article/Resource
Agreement

American Association of Article |, Recognition: Represented and Excluded
University Professors Individuals
(AAUP)

Article X: Layoff and Recall Procedures
Article XVIII: Selection Advisory Committee

Article XX.B.2: Term Appointments

Article XXIIl: Promotion Procedures

Union of Part-Time Faculty Article XllI: Posting

(UPTF)
Article XIV: Appointments & Reappointments

Graduate Employees Article 2: Represented and Excluded Individuals

Organizing Committee
(GEOCQ)



Academic Policy

To Access:

From the Academic,
Represented New
Hire resources
page in the
Resource Portal

Scroll below
contract icons

to the WSU Policies
& Procedures and
Statutes icon

Reference
University &

Board of Governors
Statutes

7/25/2013

Wayne 5State University Policies

Personnel Actions

University Policy 99-4 Approval of Personnel Actions

FPosition Posting

University Policy 99-5 Position Posting

Academic Appointments & Reappointments

University Policy 01-1 Recommendation for Term Appointme

' \ and Reappointment of Faculty and Academic Staff (Second

Feleasze)

s Appointments and Reappointments (Second Release) and
Appendix A

] University Policy 01-2 Subdelegation of Autharity for Academi

K
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Key Contacts for Academic Hiring & Contract
Renewals and Other Support

Academic Personnel
Phone: (313) 577-2003

Graduate School
Phone: (313) 577-2170

Office of Equal Opportunity
Phone: (313) 577-2280

Office of International Students &
Scholars
Phone: (313) 577-3422

Postdoctoral Office
Phone: (313) 577-2172

Office of the Vice President for Research
Phone: (313) 577-5600

Academic Represented & Non-Represented
Faculty and Staff

Graduate Teaching Assistants, Graduate
Student Assistants & Graduate Research
Assistants

e Faculty Hiring Plan
* Diversity Publications
* Guide for Successful Searches

Foreign National Work Authorization and

Postdoctoral Appointments and Reviews

Academic Research


http://www.oiss.wayne.edu/departments/guide-to-hire-foreign-employees.pdf

Selling WSU

Organization & Employee Development
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I Selling WSU

» WSU Points of Pride
» Creating our “Pitch” |

7/25/2013


http://www.youtube.com/watch?v=CHnV5hvEDlQ&feature=relmfu

—
Selling Detroit

DETROTI T
——

ORIENTATION
INSTITUTE

o
Resources from the

EXPLORE | e
DETROIT

About Detroit

What to Do
Family Fun
About W5U
FAQ

Contact Us



http://doi.wayne.edu/index.php

Wrap Up

Organization & Employee Development
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I Session Objectives

As a result of today'’s session, participants will be able to:

Describe the Role and Expectations of Client Services as
it pertains to staffing

Reference WSU’s Talent Management model as part of a
strategic approach to recruitment and retention

Understand WSU'’s recruitment process including key
policies and procedures, collective bargaining agreement
articles, and systems for academic and non-academic,
represented and non-represented faculty and staff

Contact appropriate WSU central units for support as
needed

7/25/2013 Slide 49 M
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