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Agenda

HR Liaison of Quarter
Dining Services
Performance Appraisal System
Off Cycle Checks
On-Boarding Update
Records Management Updates
Green Card/H1B
Wellness Updates
Update on Post-Docs
Service Awards Rollout
OEI Updates
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Ann Draper
UD Early Learning Center
4™ Quarter — HR Liaison of the Quarter



HR Liaison Meeting

Ryan Boyer
Marketing Director




* $50 FREE Points with the purchase of
$100 in Points

e Available to the first 150 University
faculty and staff members that sign up

[UNIVERSITY or [ JELAWARE.




* Essentially getting $50 in free meals

* Points are accepted at ALL on-campus dining
locations

e Automatically programmed after payment is
received at Dining Admin office in the Perkins
Student Center




* Email sent to all faculty & staff members
within the coming week

 Web page will detail the sign up process
Including payment options

e Link provided in the email to the web page

[UNIVERSITY o DELA\NARE




 Dally list of sign ups sent at end of
business day to Dining Contracts office
for processing

 Funds programmed onto card within 24
hours




 Get the word out! This is an incredible value
to anyone who signs up or who frequently

Visits and uses our dining locations

* Provide feedback if you purchase a plan




QUESTIONS &

COMMENTS
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Exit Help Logout
Performance Planning and Appraisal Form (print) 3
The annual appraisal covers the time period from April 1 of the previous year through March 31 of the current year.

This appraisal provides a written record of the employee's major job duties, goals and competencies, as well as the supenisor's assessment of performance. It is
designed to improve job understanding, encourage effective performance and establish goals that support unit and career development. In addition, the appraisal provides
information to support merit salary determinations and other personnel actions. Supenvisors are expected to be accurate and candid in their evaluation of employees. This
appraisal will become part of the employee's permanent personnel file.

@

Compensation
P:csss Assessment and
Development
Ongaing Process

Coaching
and Feedback

%)

Formal Year-and
Review

Quarterly
Follow up
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Symbol Key:  Required Information, * Ermor

Employee Information

Employee: Employes, Aimee A (T001234567)
Job title: Program Coordinatar
Department/Office:  Conference Center

Supervisor: * List individuals rating your performance. Do not include individuals wha will enly approve the
form.

(lookup)
Appraisal period: 04/01/2008 - 3/31/2010
Date due to HR:  04/28/2010

Major Responsibilities

List the major responsibilities of your position in approximate order of importance. Use the "Add" butten to create each entry. You may type or cut and paste up to 18,000
characters, about 4 pages of text. The il icon pastes text in from Microsoft Word.

. e Add
BIHMEHEEEE‘:;: H?Lp

18,000 characters left
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Self-appraisal

The self-appraisal section is designed to encourage constructive discussion between you and your supenvisor about your accomplishments and professional goals. The
mare involved you are in your performance appraisal, the mare effective the appraisal interview is likely to be. Type or cut and paste up to 18,000 characters, about 4
pages of text. Use the &8 icon to paste text in from Microsoft Waord.

Position description: Do you feel that the expectations of your job are clear and consistent with your position description?

BIQ||3E|

Wty = HELP

18,000 characters left

Accomplishments: Identify at least two accomplishments during the past year that enhanced your job performance and the goals of the
officefunit.

BIH||3E|

18,000 characters left

Development: Indicate your immediate and longer-term career objectives, including any plans for further education and/or skill
enhancement.

BIg||_‘@||

18,000 characters left
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Training opportunities: What courses or training programs would enable you to improve your performance and contribute to overall unit goals?

BJ U | @ E e

18,000 characters left

Organizational climate: Are there changes in the way the office/unit functions that would assist you and others to perform more effectively?

B J U |@|S

. —L
ek o e HELP

18,000 characters left

Prioryear Goals/Objectives

List the prior-year goals that were agreed upon by employee and supenvisor. Use the "Add” button to create each entry or use the Z# icon to paste from Microsoft Word.
View previous evaluation.

W
B 7 U @ = =it Add
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Goal Setting Worksheet (To be discussed and agreed upon by employee and supervisor.)

List goals for the coming year that will suppart unit objectives and enhance job performance. You may type or cut and paste up to 18,000 characters, about 4 pages of

text. The "Add” button can be used to create individual entries or you can use the 8 icon to paste text in from Microsoft Word. We recommend using the S.M.AR.T.
criteria for setting effective goals:

Specific - Helps staff member to understand exactly what is expected.

Measurable - Measurements help staff member and supenvisor understand when the expectation has been achieved.
Achievable - Expectations should focus on end results.

Results-Oriented - Expectations should be realistic.

Time-Specific - Deadlines should be identified where applicable.

Well-worded example: | want to write a wark manual on how to on-board graduate students that covers all aspects of

on-boarding and get it completed by June 30th 2010. | will write at least 4 pages every
weekday until | complete the manual.

Poorly-worded example: [ want to write a manual.

BIU === e Add

€9 Exitwinout saving | () Fared it | | submit Form @
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 The system will allow an employee and supervisor to go back and
forth in order to complete the employee’s portion of the appraisal

* Once the supervisor begins the rating process the employee can no
longer see the appraisal until the supervisor completes the rating
process and shares the performance appraisal with the employee

« Allows more than one supervisor to provide input into the evaluation
* In the future — Ability to see multiple years
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Payroll.& Systems Administration .
University of Delaware
search: [ NI © r-vro! = Systems Admin @ all uD
Payroll and
Systems Administration
413 Academy Street
MNewark, DE 19716
Phone: (302) 831-8677
Fax: (302) 831-3255
Contact us
HR. Staff Directory 1
HR Forms _ s February 2010 WELLAWARE Mewslstter
Benefits providers = 2009 Total Compensation Statements are available at
Related web sites https-//chico nss udel edu/psview/total_comp_view jsp?ssv
Web Forms & W-2 Reprint Request Form is now available
Web Views s Ann Draper named HR Liaison of the Quarter
- : + Payroll Update: W-2's mailed Thursday, January 21, 2010
VP Administration Home * |-9 Form updated, new version expires 8/31/2012
HR Home e DelaWELL University: Register today and graduate to a higher level of health!
UD Home » 2009 Get The Best From Your Benefits?
e Health Plan Comparison Charts and Rates
L’
HR Executive Group Deduction Information
HR. Liaisons Listing Honaors Day Awards
HR Liaison of the Quarter Minimum Wage Guides
HR Analysts Pay Stubs
HR Support Tean Payroll Deadlines
Request for Off Cycle Pay Check
Salary Guides
W-4 Worksheet
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« Secure permission from a Payroll before sending the Request for Off Cycle
Pay Check form. E-mail pr-staff@udel.edu, including "Off Cycle Pay Check"
in the subject line.



mailto:pr-staff@udel.edu?subject=Off-Cycle Pay Check�

UNIVERSITY or DELAWARE

Human Resources
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Please Fill out the Following Form, You cannok save data typed inko this Farm, (=] a
Please print vour completed Form if vou would like a copy For your records. | =] Hihiiaht Fieids

University of Delaware
Payroll & Systems Administration
Request for Off Cycle Pay Check

Jane Doe 70011199
Street or Dept

123 Apple Road

City State Zip Code
Newark DE 19711
Special Delivery Instructions

Name |Err|p|oyee D

Pay Group
COSRG EsoT OBAF O BOT

Please call x7654 when check is ready for pic kK-up
Purpose of Payment/Galculation

To pay student for work performed in prior pay cycle. 40.0 hours @ $15.00 = $600.00|

Purpose/Account/Class Eamings Code |Percent :z-rﬁue Amount
HR SA 1 10000 126 000000 STH S 600.00
S
S
S
S
S
Total Gross Amount to be Paid $ &00._00
Req ID (Form number payment pertains to) | *Deductions. “Net Amount
1223345
Originator Extension Dats MM-DD-YY)
Approwver

*For Payroll Use Only

*For Payroll Use Only
Check Number Page Mumber Pay End Date

Processed By Date Added to
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Fax, send an e-mail attachment or deliver the Request for Off Cycle Pay
Check to the Payroll & Systems Office, 413 Academy Street, Room 268.

If you need any additional help, please contact HR Payroll & Systems
Administration at 302-831-8677

Request for Off Cycle Pay Check
(http://www.udel.edu/HRSystemsAdmin/payroll/OffCycleCheck.pdf)
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Total Job Data for New Hires processed by HR central On-Boarding
AESCME(BAF) — 9 Benefitted(SRG) — 125

Grads on Contract(SOT) — 322 Post Doc Fellows(SOT) - 11
Total =467 + 90 ELI Grad Stu Labor =557

Total Job Data for New Hires processed by HR Liaisons — BOT
Total = 1,245

Total Job Data for New Hires processed by HR Liaisons — Non-BOT
non-Grads on Contract(SOT) — 295
non-Paids(NPD) — 50

Total = 345 - 90 ELI Grad Stu Labor = 255
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 Changes that came about with your feedback:

-Direct Deposit backup can now be scanned

-EDD, Direct Deposit, W-4 appear as submitted on New Hire
 Changes for Group On-Boarding:

-Less volunteers needed

-More Benefits representatives on group Faculty day
 Changes that are upcoming:

-Rehires will be processed on the Job Data for New Hires form

-Standardization to use UD ID on forms/views vs. Employee 1D

As always, please provide constructive feedback so we can work
toward continually improving this process.
Contact us at hr-onboard@udel.edu



mailto:hr-onboard@udel.edu�
mailto:hr-onboard@udel.edu�
mailto:hr-onboard@udel.edu�
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mployees Between Departments

 ‘New’ Department contacts ‘Old’ Department

 ‘New’ Department provides information and asks ‘Old’ Department to
prepare JED

 ‘Old’ Department prepares JED with information provided

ldeally ‘New’ Department should provide ALL information needed for the
transfer. This allows the transfer to happen with one JED.

If ALL information isn’t provided by ‘New” Department, multiple JED’s
and additional processing time are required. This can delay the
completion of the Transfer.

Let’s work together!!
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urrently piloting an 8 week series wi e College of Engineering
Session 1-Recruitment , job description to offer status
Session 2-On-Boarding, New Hire JED process, NEO

Session 3-Change JED’s, Leaves, FMLA, Disability,
Action/Reasons, Class, Salary Plan, Supervisor Codes

Session 4-Time Records, Time Off-OT-Compensatory Time, TRF's,
S Contracts, GNCPs

Session 5-Performance Management, Employee Relations, Safety,
Workers’ Compensation

Session 6-Leaving UD, Unemployment, Separation Checklist, Exit
Interview, Required Paperwork

Session 7-Training Opportunities
Session 8-Foreign National Processing
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Permanent/Home

must be completed with place of residence
W-2 goes here

Mailing/Local

not used
« Foreign Nationals(non-Permanent Residents)

Permanent/Home

must be completed with home country
if non-active employee, W-2 goes here
Mailing/Local

must be completed with place of residence
If active employee, W-2 goes here



H-1B (Temporary worker):
http://www.udel.edu/oiss/forms/h1bdetails.pdf

http://www.udel.edu/oiss/forms/h1bquest.doc

http://www.udel.edu/oiss/forms/hlbdetails-sampleltr.pdf

Permanent Residency:

http://www.udel.edu/oiss/information/residency.html
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Mark Your Calendars!
— Step Into Spring — March 29

e **Cost - $20 Wellness Dollars

**Participants of Wellness Plus program will receive this program fo
FREE as part of their WP membership

— Spring Cooking Demonstration — March 24
 Vita Nova Instructional Kitchen
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Wellness Plus Program Update

Fithess assessments
» Begin in mid-February — mid-March
“Know Your Numbers” screening

o Offered throughout the month of March

» The screening will also be offered as a general screening, available
for employees interested in having their numbers checked.
(Cost: $15 Wellness Dollars)

HEALTHY-U

WELLNESS PLUS PROGRAM

WWW.UDEL.EDU/HEALTHYU
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Workshop Offerings

“‘Desktop Yoga” — Feb. 8 (filled)
“Weight Management and Balanced Nutrition” — Feb. 18
“Stay Fit While You Sit” — March 18

— Check out http://www.udel.edu/EmployeeTraining/ to
register and for additional workshops



http://www.udel.edu/EmployeeTraining/�
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Evaluating benefits

Generic position descriptions
Handbook/website

Training
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Tentative roll out for the program will be February 22
Website will be ready to preview February 18

Recipients will receive a mailing at their campus location that will
contain the awards that they are eligible to choose from and
ordering information.

All gifts will be sent to your campus address.
If no gift selection is made, a default gift will be sent

If there are any problems with ordering, gifts, returns, etc... recipient
should contact the company (MTM Recognition)

Contact information will be in the packet as well as on the website.

If there are any problems with service dates, please e-mail *" ﬂ)“
A l\/\,(‘)

hrsystemsadmin@udel.edu



mailto:hrsystemsadmin@udel.edu�

Upcoming Nomination/Award Deadlines

Redding Diversity Award: February 12
Carter/Collins Student Awards: March 12
Student/Faculty Travel: March 12
Trabant Equity Award: March 26

Info about these awards is available on UDally
(under campus FYI) or by calling 831-8063



Upcoming Events

Black History Month: February, various activities

New Female Faculty Reception: February 24

Women'’s History Month: March, various activities

GEIS Student Conference: March 13

P&T Faculty Workshop: March 15

Redding Lecture: March 18

Sexual Assault Awareness Month: April, various activities
LGBT Film Series: Tuesdays in April

Students of Distinction Celebration: April 17

Info about these events are found on the University
calendar or by calling 831-8063

UNIVERSITY or DELAWARE
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On the Horizon...
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Forum/Reunion Weekend

U Did It Picnic

Benefits/Wellness
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e Questions ?
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