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Welcome to Washington State University!

This program is designed to help you get started in your new career with
the University. If you have questions or concerns, please contact Human
Resource Services for assistance. Thank you for joining our University
Community!
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Payroll Services

236 French Admin Bldg
Pullman, WA 99164-1024
Email: payroll@wsu.edu
Phone: (509) 335-9575
Fax: (509) 335-1472

Web: www.payroll.wsu.edu

The mission of Payroll Services is to: provide accurate and timely compensation for work
performed; ensure all deductions, benefits and taxes are correctly deducted and reported timely
to the appropriate agency; maintain employees’ earnings, payroll and benefit records; and
ensure we are compliant with all University, state and federal laws, rules and regulations.

When do 1 get paid?

WSU's pay frequency is known as a semi-monthly lagged payroll leave period. Paydays are set
by Revised Code of Washington (RCW) 42.16.010.

Pay Periods Payday
15t — 15th 25% of current month
16th — 31t 10t of next month

You must complete a W-4 form to instruct Payroll Services how much federal income tax to
withhold from each of your paychecks. There are two tax calculators provided under the Taxes
section of the Payroll Services website to provide assistance in determining how to complete
the W-4 forms.

Is Direct Deposit available?

You can decide to either have your net pay Directly Deposited or receive a paycheck mailed to
your home. Direct Deposit is convenient, safe and secure — and it saves time:

» All employees are eligible

» To enroll, sign authorization form and attach a voided check

*  Must have U.S. issued social security number in order to enroll

» Be sure and report to Payroll Services any account number changes or if you decide to

change banks or bank account numbers
To enroll, complete a Direct Deposit Authorization Card, which is available for
downloading at the Payroll Services website.

Where do I view my Earning Statement?

WSU provides a secure internet site, www.ba.wsu.edu/webpbs, where you can view and/or copy
your earnings details four days before payday. - ) You may view your earnings detail and the
following on this site.

e Benefit Details e W4 Tax Status
e Pay Rate & Funding Source e Direct Deposit Details
e Retirement Contributions e W2 Tax Statement
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WSU Payroll Services website provides access to additional items, including the following:
e Paydays Calendar e Name & Address Changes
e Taxes & Tax Calculators o Faculty & Staff Pay
e Non-US Citizens Tax Treaties e Student Pay

What if I don’t get paid?

Contact your supervisor or the payroll person in your department and find out why you
weren’t paid. Payroll is calculated five days before payday so your department has two working
days to review and approve all payments prior to payday.

What if I am overpaid?

Notify your supervisor or the payroll person in your department or notify Payroll Services at
(509) 335-9575 or email at payroll@wsu.edu with details. State of Washington ethics laws
prohibit you from keeping any overpaid funds.

What if my mailed paycheck never arrives?

No sooner than two days after payday, we will have you complete a form which must be
notarized. Then there is a 48 hour period for Payroll to prepare a replacement check. Sign up
for Direct Deposit to avoid having to wait for your money.

What about benefit premiums?

Attend Employee Benefits Orientation as quickly as possible to make an educated, informed
decision about your medical coverage.

Most medical plans require payroll deduction for premiums and the longer you delay making a
choice, the more retroactive premiums may be withheld from your first paycheck.
e Medical premiums withheld from the 10th of the month and the 25th of the same
month represent the premiums due for that month’s health coverage.
¢ Life insurance premiums are withheld from the paycheck of the 25th and the 10th of
the next month.

What if my name or address changes?

Name changes for WSU are processed by Payroll Services. See special section known as Name
Changes on Payroll Services website for particulars. If you are a nonresident alien,

you must update your passport and present it to Payroll before your name change can be
processed.

Address changes may be processed online. From the payroll services website, select Faculty &

Staff pay and then Address Changes. You will be directed to the WSU Infonet where you can
change your mailing address and e-mail address.
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WSU ID and Network ID

Information Technology Services

2088 Information Technology Building
Phone: (509) 335-3663

Web: infotech.wsu.edu

What is the WSU ID?
The WSU ID is the employee’s personal identification number at Washington State University.

How does an employee obtain a WSU ID?
When Human Resource Services (HRS) processes the Personnel Action Form (PAF), confirming
the new employee’s appointment, a WSU ID number is automatically generated.

The hiring manager should submit the PAF as soon as possible after the offer of employment is
accepted by the new employee.

If the new employee was previously a student, had a WSU Library card, and/or an official
affiliation with the university, a WSU ID may already be established.

What is the Network ID?
The Network ID is the employee’s personal identification for using Washington State
University computing and network services.

How does an employee obtain a Network 1D?
The Network ID may be created online at www.wsu.edu/nid after a WSU ID has been issued.

To obtaining a Network ID, the employee must enter the following information:
e WSU ID; Last 4 digits of SSN; Date of birth

What is the purpose of the Network ID?
Once a Network ID has been created the new employee must contact his or her department IT
person to set-up an email account.

In addition to email access, a Network ID is used for the following purposes:

e To create a UNIX account from the WSU InfoNet
To access dial-up networks for the WSU terminal servers
Access to financial records and grades from the WSU InfoNet home page
Access to personal information such as, employee earnings and benefits status
Provides a means to change personal address and telephone information online
Access SkillSoft e-learning at www.hrs.wsu.edu/skillsoft

Resources
More information can be found in the Business Policies and Procedures Manual section 85.37,
Network Services Account Request. www.wsu.edu/~forms/PDE/BPPM/85-37.pdf
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CougarCard Center

Cougar Card Center

Compton Union Building
Room 60

PO Box 647204

Pullman, WA 99164-7204
Phone: 509-335-CARD (2273)
Web: www.cougarcard.wsu.edu

Why should I get a CougarCard?

As your official University ID, the CougarCard is your passport to life at WSU. You'll use it for:
e Cougar CASH purchases, both on and off campus
e Student Recreation Center Access
e Pullman Transit Access
e Check Out Books

What is Cougar CASH?

Cougar CASH is a prepaid, stored-value account that's part of your CougarCard. There are no
fees associated with Cougar CASH.

What are the advantages of the CougarCard?

Convenient: Forget about carrying cash, checks or additional credit cards.
e TFast: With exact change every time, the CougarCard is even faster than cash!
o Safe: Is your CougarCard lost or stolen? Simply notify us. We'll take care of the rest.
e  WSU Spirit: Your CougarCard shows off the Washington State name with pride.

How do I deposit funds into my Cougar CASH account?

You can visit the CougarCard Center to make deposits, or make online deposits at the
CougarCard website (CougarCard.wsu.edu. At the website you will also be able to view your
account statement(s), account balance(s), or report your CougarCard as being lost.

What discounts are available with my Cougar Card?

Receive a discount when you use your Cougar Card at these campus sites
o Hillside Café
Northside Marketplace
Rotunda Dining
All Campus Espresso Bars
All Campus Markets
Vendors in the CUB including Subway and Panda Express
Bookie — show your Cougar Card for a 10% discount on most non-textbook items.

Can my Cougar Card be linked to my bank account?

If you upgrade your CougarCard to a CougarCard Maxx by linking your CougarCard to a U.S. Bank
checking account. Use your CougarCard Maxx for ATM transactions and debit card purchases
anywhere Visa debit cards are accepted worldwide
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Parking Services

Hours: 7:00 a.m. - 6:00 p.m.

Summer: 7:00 a.m. - 5:00 p.m.

Phone: (509) 335-PARK

Web: www.parking.wsu.edu

E-mail: parking@wsu.edu

Office: The Parking & Transportation Building is located on the

corner of Colorado and D Street

Do I need a Parking Permit ?

Yes, having a permit is the first step toward hassle-free parking on campus. Like other universities in
Washington, parking is “self sustaining.” Your parking fee is a “user” fee which enables WSU to
build new parking facilities and maintain existing ones. Without these fees, we would not be able
to provide adequate parking facilities.

How do I apply for an annual parking permit?

Annual and daily permits are available from the Parking and Transportation Services office on
the corner of Colorado and D Street and on their website. Pay & Park parking is available in
the Library and Smith Center garages 24 hours a day, 7 days per week. Both garages offer
convenient access to the Central Campus destinations including the CUB, and the Libraries.
Daily parking permits are also available at the WSU Visitor Center located in downtown
Pullman.

After 5:00 p.m.

After 5:00 P.M. some of the parking permit requirements change. Please read the signs at the
entrances to the parking lots. The signs will let you know when permits are required to park.
Crimson and Gray zones are NOT open for general parking AT ANY TIME.

Lost and Stolen Permits

If you find a permit that is not your own, return it to the Parking and Transportation Services
office. PERMIT OWNERSHIP IS NOT TRANSFERABLE. The display of a permit that has been
reported lost or stolen carries a $350 fine and possible criminal prosecution. If your permit is
stolen or lost, call our office as soon as you notice it.
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Employment Basics

Human Resource Services

139 French Administration Building
PO Box 641014

Pullman, WA 99164-1014

Phone: (509) 335-4521

Email: hrs@wsu.edu

Web: www.hrs.wsu.edu

Human Resource Services (HRS) is available to answer your questions and concerns as you
begin your new position and throughout your career at WSU. HRS provides a variety of services
to the University community including, guidance through the recruitment and selection
processes, official personnel record keeping, interpretation of employment policies, procedures
and regulations, employee relations consultations, and training and development
opportunities.

Civil Service Employees

What is a “civil service” employee?

A civil service employee follows a system of personnel administration known as Title 357 of the
Washington Administrative Code (WAC).

Where can I find Title 357 WAC?

Visit the HRS website at www.hrs.wsu.edu and select, “Washington Administrative Code” from
the menu on the left-hand side of the screen.

Where can I find salary information for civil service employees?

You can find salary information on the HRS website at www.hrs.wsu.edu. Just click on “Civil

Service” and then go to the “Job Classification Listings and Salary Grid.” Also, refer to WAC
357-28 regarding other compensation issues.

Does a civil service emplo

Yes. The initial period of employment is considered a probationary period. All new employees
who do not hold permanent status must serve a six month probationary period. Annual leave
and tuition fee waivers cannot be used during the probationary period.

Where can I find out information on holidays and leave including how much vacation and

sick leave I can accrue?

See the Business Policies and Procedures Manual 60.57 — Civil Service Employee Leave. Also
refer to WAC 357-31 regarding holidays and leave and WAC 357-31-165 regarding vacation
leave accrual rates.
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Your supervisor will establish your hours of work including meal and rest periods. You will be
provided a minimum of a 30 minute, unpaid meal period which commences no less than 2
hours or more than 5 hours from the beginning of the shift. No employee shall be required to
work more than 5 consecutive hours without a meal period.

Workers must be allowed a paid rest break of 15 minutes for each 4 hours worked. This is
scheduled as near as possible to the midpoint of the work period.

Bargaining Unit Covered Employees

What is a “Bargaining Unit Covered” Employee
This refers to an employee whose position is covered by a contract agreement. Contracts can
be found on the HRS website by clicking Labor Relations.

Do the civil service rules apply to bargaining unit covered employees?
No. Refer to the appropriate bargaining unit contract available on the HRS website by clicking
Labor Relations.

Administrative Professional Employees

What is an “Administrative Professional” employee?

An employee who performs administrative, managerial, professional, research, public service,
extension, or combinations of these responsibilities, and is exempted from coverage of the Title
357, Washington Administrative Code under the provisions of the Civil Service Rules.

Where can I find exemption criteria for Administrative Professional positions?
This information is located in the Administrative Professional Handbook as well as on the
Administrative Professional link located on the HRS website.

Where can I find title/title codes for Administrative Professional emplo
You can find information on the Human Resource Services website at www.hrs.wsu.edu. Just

click on “Administrative Professional” and then go to “Classification”

No.

Where can I find information about earning vacation and sick leave?
Refer to the Administrative Professional Handbook and to the Business Policies and Procedures
Manual section 60.56 - Faculty and Administrative Professional Personnel Leave

New Employee Orientation Page 8 Updated July 2009


http://www.hrs.wsu.edu/

WASHINGTON STATE
LR GETTING STARTED AT WSU

World Class. Face to Face.

Is there an Administrative Professional group?

Yes. The Administrative Professional Advisory Committee (APAC) was formed to discuss
employment issues, communication among A/P employees throughout the university system,
and institutional issues. More information about APAC is available at their website
www.apac.wsu.edu.

Faculty Employees

What is a “Faculty” employee?
Faculty employees are those who are appointed to faculty positions and perform academic,
extension, library, and student affairs duties as determined by the Faculty Manual.

Where can I find the Faculty Manual?
The Faculty Manual is available on the HRS website by selecting “Faculty” from the menu on
the left side of the screen.

What is the contact information for the Office of the Provost?
436 French Administration Building
PO Box 641046
Pullman, WA 99164-1046
Phone: 509-335-5581
Fax: 509-335-0103
provost.wsu.edu

Where can I find New Faculty Orientation information?
Information is available at the Office of Provost’s website: provost.wsu.edu

What is the Faculty Senate?

The Faculty Senate exercises legislative powers delegated to it, and makes recommendations to
University officials on matters affecting the general welfare of WSU and its educational,
research and service activities. More information on the Faculty Senate is available at
facsen.wsu.edu

What is the Faculty Status Committee?

The Faculty Status Committee assists in resolving disputes within the faculty and between
members of the faculty and the administration. Any member of the faculty may bring a
problem to the attention of the Faculty Status Committee. Temporary faculty also have access
to advice from the Faculty Status Committee.
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WSU Holiday Schedule

What holidays does the University observe?

2009 - 2010 2010 - 2011
Independence Day July 3, 2009 July 5, 2010
Labor Day Sept. 7, 2009 Sept. 6, 2010
Veterans Day Nov. 11, 2009 Nov. 11, 2010
Thanksgiving Day Nov. 26, 2009 Nov. 25, 2010
Thanksgiving Holiday Nov. 27, 2009 Nov. 26, 2010
Christmas Day Dec. 25, 2009 Dec. 24, 2010
Christmas Holiday (WSU will observe a Dec. 23, 2010
Christmas holiday in lieu of President’s | Dec. 24, 2009
Day)
New Year’s Day Jan. 1, 2010 Dec. 31, 2010
Martin Luther King, Jr. Day Jan. 18, 2010 Jan. 17,2011
Memorial Day May 31, 2010 May 30, 2011
Personal Holiday
This schedule is effective for:
e WSU Pullman ® WSU Puyallup Research & Extension
Center

® WSU Spokane
e WSU Vancouver Research & Extension

® WSU Tri Cities Unit

® WSU Wenatchee Tree Fruit Research &

® WSU Vancouver A
Extension Center

e Intercollegiate College of Nursing e WSU West
es

® WSU Mt. Vernon Research &
Extension Unit
® WSU Prosser Irrigated

Where can I find the holiday schedule online?

The holiday schedule can be found in the Business Policies and Procedures Manual
60.76.2. www.wsu.edu/~forms/PDF/BPPM/60-76-2.pdf

® USDA Yakima Agricultural Research
Laboratory
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Helpful Policies

Office of Procedures, Records, and Forms
Info Tech Building

Room 3089

PO Box 641225

Pullman, WA 99164-1225

Phone: (509) 335-2005

Email: hrs@wsu.edu

Web: www.wsu.edu/~forms/index.html

What services does this office provide?

The Office of Procedures, Records, and Forms is primarily responsible for the following:

¢ Maintaining university manuals (see below)

¢ Managing, tracking, and responding to all public records requests made to the
University;

e Coordinating form purchases and designs forms used University-wide and distributing
automated and electronic forms; and

e DPreparing records retention schedules.

FEATURED POLICY MANUALS The following is not an all encompassing list of Washington
State University policies. Employees have the responsibility to know and adhere to university
policies.

Business Policies and Procedures Manual (BPPM)

The BPPM is intended to guide and assist employees and administrators in the conduct of day-
to-day administrative functions of the University.

The manual contains instructions for completing forms and provides detailed procedures for
requesting services from University units and external organizations.

Procedures are based upon approved University administrative policies and applicable state
and/or federal statutes and regulations. Sections may include both policy and procedural
statements.

Frequently Requested Policies:

o Personal Use of University Resources e Personnel

BPPM; Chapter 20; Section 37 BPPM; Chapter 60
o Summary of Ethics Law & Policies o  Whistle Blower Act
BPPM; Chapter 10; Section 21 BBM; Chapter 10; Section 20

e  Workplace Violence Policy
BPPM; Chapter 50; Section 30
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Executive Policy Manual (EPM)
The Executive Policy Manual includes University policies approved by the appropriate
governing body of University executive officers.

Frequently Requested Policies:

e Alcohol & Drug Policy o Electronic Publishing & Appropriate Use

EPM; Policy #20 of Computing Resources Policy
EPM; Policy #4

o Equal Employment Opportunity & o Ethics, Conflict of Interest, and
Affirmative Action Policy Technology Transfer
EPM; Policy #12 EPM; Policy #27

o Policy on Faculty-Student and e Policy Prohibiting Discrimination &
Supervisor-Subordinate Relationships Sexual Harassment
EPM; Policy #28 EPM; Policy #15

The Safety Policies and Procedures Manual (SPPM) is the primary publication used by the
University administration to distribute safety and health information, directives, policies, and
regulations to the University community.

The manual includes topics such as accident prevention, accident reporting, accident follow-

up, protective equipment, motor vehicle safety, fire safety, environmental health, occupational
health, and radiation safety.

Frequently Requested Policies:

e Accident Prevention Responsibility e Hazard Notification
SPPM; S20.10 SPPM; S20.15
e Safety Orientation & Training e Reporting Accidental Injuries, Occupational
SPPM; S20.30 and $20.31 Illnesses, and Workplace Violence
SPPM; $25.20
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Ethics in Public Service

Internal Audit Office

2127 Information Technology Building
PO Box 641221

Pullman, WA 99164-1221

Phone: (509) 335-2001

Email: hlopez@wsu.edu

Web: internalaudit.wsu.edu

What is the Ethics in Public Service Act (RCW 42.52)?
The law addresses allowable use of state resources, special privileges, outside compensation,
conflicts of interest, gifts, honoraria, etc., and is adopted by WSU in Business Policies and
Procedures Manual (BPPM) (10.21 - Ethics, 20.37 — Use of Resources). In summary, it provides
that:
e State officers and employees have a duty to ensure the proper stewardship of state
(WSU) resources.
e State resources under your control may not be used for the private benefit or gain of a
state employee, officer, or another employee, person or organization.

Why is the Ethics Act important to me?

As a state employee or officer, you are responsible to know about Ethics laws — ignorance is not
a defense for violating the Act.
o If you violate the Ethics in Public Service Act, the liability is personal to you
e Penalties may be assessed by more than one investigating agency —-Washington State
University, Executive Ethics Board, State Auditor’s Office, etc.

What are State resources?

State resources are real and personal property provided to WSU employees for the purpose of
performing their jobs, including

e Computers e Equipment
¢ Consumable Resources ¢ Employees
e Database Lists o Facilities

What is meant by private benefit or gain?

You may not avoid a cost or expense by:
e Using WSU resources to benefit yourself, other employees, or persons, OR
e Using WSU resources to support outside business or interests.

Essentially, using WSU resources for anything other than to perform the functions of your job,
or WSU purpose, is prohibited.

New Employee Orientation Page 13 Updated July 2009


mailto:hlopez@wsu.edu
http://internalaudit.wsu.edu/

WASHINGTON STATE

UNIVERSITY GETTING STARTED AT WSU

World Class. Face to Face.

The Executive Ethics Board (EEB) allows personal de minimis use so long as you don’t use
resources for any of the prohibited purposes. De minimis use is infrequent, occasional,
personal use resulting in little or no cost to WSU and no disruption of WSU employees or
operations. Prohibited uses include:

¢ Outside business or private employment

e Supporting, promoting, or soliciting for an outside organization or group (unless

approved by University official designee)

¢ Promoting or opposing a candidate for office or a ballot proposition

e Lobbying unless assigned by WSU

e Use of property away from WSU

¢ Any use prohibited by law or WSU policy

Can I just reimburse the state for personal use?

No, reimbursement is not allowed. The EEB has determined reimbursement to state agency for
personal use of a state resource requires too much administrative time.
e Exception: allowed only when Dr. Rawlins or designee has determined there is no
alternative and WSU has obtained approval from EEB to do this

What are the most common personal use concerns?

Personal email and phone use
¢ Some personal use is allowed, remember application of de minimis:
e Use cannot interfere with WSU duties
¢ Cannot be for prohibited purpose
e Personal chain emailing is prohibited
Remember: You are making e-mail public by putting on WSU computer;
Anyone can make a public records request for it and it will become public;
Consider front page of newspaper test whenever you create e-mail
Internet use
e Generally, all of the rules for e-mail are the same for the internet
e Personal use of WSU internet prohibited except as provided in WSU’s Electronic Use
Policy and BPPM 20.37
e If you access the wrong internet site, do not panic, just back out of the site and
remember how you got there so it does not happen again
Computer games
e You cannot use a WSU computer for computer games at any time unless your
supervisor pre-authorizes it for a WSU purpose. The use must be de minimis and the
game must be preloaded by the manufacturer on your WSU computer
e Many WSU Department heads have determined no use of computer games is to the
best interests of the Department. If this is Department policy, you must comply.
Phone and E-mail Use -- Executive Ethics Boad FAQ Example
¢ An employee makes a telephone call or sends an e-mail message to his children to
make sure that they have arrived home safely from school.
¢ An employee makes a call to doctor to confirm appointment.
¢ An employee uses her computer to send e-mail to another employee wishing them a
happy birthday.
These are not ethical violations. So long as call or e-mail is brief in duration, there is little or
no cost to state, and use does not interfere with performance of official duties.
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Can I accept gifts?

e A gift is anything of economic value for which no consideration is given

e Never accept a gift, gratuity or anything of value if it could be reasonably expected to
influence your judgment or action.

o If not expected to influence judgment, there is a $50 annual limit on acceptance of
gifts.

e Door prize: You may not keep a door prize if your state agency paid for the conference
and you are attending the conference, seminar, trade show, or similar event on state
time. Should you win a door prize at the event, you must return it to the agency. The
agency may either keep the prize or dispose of it in accordance with state rules and
regulations. The agency may not allow an employee to keep the prize.

¢ Drawings: You may not use your official state business card to enter drawings, especially
when you attend the event or place of business in your personal capacity. This includes
placing your state business card in a “fishbowl” at your local coffee house or restaurant
to win a free drink or lunch. If you want to participate in these types of drawings, use
personal calling cards, not your state business card.

What should I do if I suspect a violation?

If you suspect activity occurring that may be an ethical violation:
e Contact your supervisor, if possible
e Know your resources and use them! (see list below)

Where can I learn more about ethics policies?

e WSU Internal Audit Office
0 Responsible for coordinating with Executive Ethics Board
0 Assists employees/departments with ethics related issues
e WSU Business Policies and Procedures Manual (BPPM)
e Executive Ethics Board (EEB)
ethics.wa.gov
o Interprets and enforces ethics law
o Imposes sanctions for violations
o Provides ethics training
o Final determination on ethics interpretations
e State Auditor’s Office
WWW.Sa0.Wa.gov
o Serves as state government accountability
0 Conducts fraud and Whistleblower investigations
¢ Revised Code of Washington 42.52 — Ethics in Public Service
http://apps.leg.wa.gov/RCW/default.aspx?cite=42.52
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Equity & Diversity

Division of Student Affairs, Equity & Diversity
134 French Administration

PO Box 641013

Pullman, WA 99164-1013

Phone: (509) 335-8888

Email: diversity@wsu.edu

Web: www.thedivision.wsu.edu

Washington State University advances equity and diversity throughout the institution
and in the communities it serves, by expanding inclusion, providing opportunities, and
encouraging individual and community development and achievement.

Why an office dedicated to issues of equity and diversity?

As part of the University’s overall Strategic Planning, President Rawlins appointed two high-
profile planning groups — the Diversity Design Team and the Trust and Respect Design Team —
to formulate strategies. Among the recommendations was to create the position of the Vice
President for Equity and Diversity. The office was established in 2004.

What is meant by “equity” and “diversity?”

Equity:

Diversity:

The principle that every person deserves fair and ethical treatment: it is the
foundation of our strategic goal of trust and respect in all we do.

As defined in Washington State University policy and practice, is those
differences, including race, sex, religion, age, color, creed, national or ethnic
origin, language, physical, mental, or sensory disability, marital status, sexual
orientation, class and status as a Vietnam era or disabled veteran, which enrich
and complicate our interactions with one another.

What departments and programs report through this office?

e Americans with Disabilities Act (ADA) Compliance

e Center for Human Rights (CHR)

e Disability Resource Center (DRC)

e Gender Identity and Expression and Sexual Orientation Resource Center (GIESORC)
e  Multicultural Student Services (MSS)

e Talmadge Anderson Heritage House

¢  Women's Resource Center (WRC)
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Center for Human Rights

WASHINGTON STATE

225 French Administration Building
PO Box 641022

Pullman, WA 99164-1022

Email: rights@mail.wsu.edu

Phone: (509) 335-8288

Fax: (509) 335-5483

Web: www.chr.wsu.edu

The mission of the Center for Human Rights (CHR) is to carry out investigative and monitoring
activities to ensure equal employment opportunity and respect for human rights at WSU and
promote improvements in relevant policies and procedures. Increasingly, CHR also will
conduct affirmative, pro-active activities that will educate, train and inform the broader WSU
community in equal employment and human rights issues, and assist University units to detect
and address relevant issues before they become problems.

What does CHR do?

CHR is responsible for monitoring compliance with state and federal laws and University
policies in the following areas:

Recruitment, Hiring and Outreach
e Train search committee members in the proper application of EEO/AA laws and
regulations, and WSU recruitment procedure.
¢ Monitor the recruitment, hiring and other employment actions of for EEO/AA
compliance.
¢ Update WSU administration on progress made toward achieving affirmative action
and equal employment opportunity goals.

Affirmative Action and EEO Compliance
e Develop WSU’s annual affirmative action plan.
e Prepare EEO reports and maintain applicant flow data collected from recruitments
and searches.
e Audit WSU environment for posters, materials and activities which violate WSU'’s
discrimination and sexual harassment policy.
o Interface with government agencies regarding compliance, audits and reporting.

Americans with Disabilities Act (ADA) University Coordinator.
e Coordinate policies, programs, and responsibilities to assure compliance with the ADA,
federal/state laws, and regulations pertaining to persons with disabilities.
e Provides consultative services.
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Discrimination and Sexual Harassment Complaint Investigation

e CHR is the University’s central intake and referral office for internal discrimination and
sexual harassment complaints from students, staff and faculty.

e CHR offers a spectrum of services, which range from self-help advice, to informal
assistance in resolution of such issues, to formal investigations.

e CHR works closely with other University offices, which each play an important role in
forming a University-wide safety net to address student and employee complaints and
problems in the classroom and workplace.

What services does CHR provide if a discrimination or sexual harassment complaint is filed?

Consultations

¢ CHR provides advice and guidance to complainants, supervisors, faculty and hiring
officials on how to address complaints of discrimination and sexual harassment.

e CHR facilitates the prompt resolution of complaints at the most appropriate level and at
the earliest opportunity.

¢ Advice includes: suggested questions to ask, language to use with the parties involved,
policies, procedures and forms, which may be helpful and suggested avenues for
resolution.

Informal Resolutions
e Informal resolution may be attained through mutual consent of those involved.
¢ CHR performs an initial review of the complaint and discusses possible solutions with
the complainant.
¢ CHR may facilitate the complaint process or refer to another University office.

Formal Investigations
¢ CHR conducts comprehensive investigations of allegations of discrimination and sexual
harassment when those complaints cannot be resolved through consultation, review or
referral.
e CHR acts solely as a neutral fact-finder.
e CHR makes determinations on whether the facts support the allegation, credibility
assessments when necessary, and recommendations to address the situation.

What types of training does CHR offer to the WSU community?

CHR offers educational programs for the WSU community on issues regarding equal
opportunity, affirmative action, sexual harassment, complaint investigation, and other related
topics. For more information, go to www.chr.wsu.edu and click on Training and Education.

New Employee Orientation Page 18 Updated July 2009


http://www.chr.wsu.edu/

WASHINGTON STATE
v

UNIVERSITY GETTING STARTED AT WSU

World Class. Face to Face.

Safety

Environmental Health & Safety

Corner of Grimes Way and Airport Road
PO Box 641172

Pullman, WA 99164-1172

Phone: (509) 335-3041

Email: ehs@wsu.edu

Web: www.ehs.wsu.edu

What safety services are provided by WSU?

Environmental Health and Safety (EH&S) is a non-academic service department dedicated to
promoting and supporting the university's efforts to protect human health, safety and the
environment. EH&S provides consultation and services in the areas of public health, air and
water quality, worker health and safety, biohazards, and chemical waste disposal and cleanup.

How do I report safety concerns?

Anyone can call EH&S directly for information, but also work through your supervisor and
your Safety Committee Representative. Each WSU area is represented by Safety Committees
which bring employees and management together to promote safety and health in the
workplace.

What safety information should I know first?

Specific safety practices and protections vary depending on your work environment. As a new
employee, your supervisor/manager will provide job specific safety information and training to
you.

e The Safety Orientation Checklist is tool designed for the employer to go through with the
new employee to acquaint him/her of safety policies and procedures applicable to the job.
Web Link: http://www.wsu.edu/manuals forms/PDF/SPPM/S20-30-2.pdf

e The Safety Guide — download a copy of the WSU'’s current safety guide which can be found
at the Campus Police website.
Web Link: www.police.wsu.edu

Is training available?

If you are working with hazardous materials or bodily fluids your supervisor is required to
provide with training.

IMPORTANT: Do not use any hazardous material prior to receiving training regarding
Material Safety Data Sheets (MSDS) and Personal Protective Equipment (PPE).

EH&S offers an introductory safety course entitled “Safety and You at WSU” twice per month for
all employees. You may register for this course by visiting the HRS website, www.hrs.wsu.edu
and selecting training.

Specialized training courses available upon request delivered by EH&S staff directly at your
workplace. Visit the EH&S website to view available courses.
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Campus Safety and Security

Office of Emergency Management

PO Box 641045

Pullman WA 99164-1045,

Phone 509-335-7471

Email: emergencymanagement@wsu.edu
Web: oem.wsu.edu/

Washington State University is committed to providing a safe and secure

environment for students, faculty, staff, and visitors on the Pullman campus.

What type of emergency communication capabilities does the University have?

To enhance WSU's emergency preparedness, the campus has improved emergency
communications capabilities with the addition of the Campus Outdoor Warning System
(COWSY) and the Crisis Communications System (CCS) including the WSU ALERT web site.

What is the Campus Outdoor Warning System (COWS):

Outdoor Warning System consists of sirens and public address speakers mounted throughout
campus.

What is the Crisis Communication System (CCS)

The Crisis Communication System (CCS) consists of a vendor provided service that contacts the
university community directly via cell phones (both voice and text), landlines (voice), email and
pagers with emergency warnings and notifications.

The CCS is an opt-in system. Students, faculty, and staff are strongly encouraged to sign up to
receive emergency messages through this system. Follow these instructions to register for the CCS:

e Connect to my.wsu.edu

e On the left side menu select COMMUNICATIONS NOTICES then find the section for
Emergency Notification (right side menu)

e Click Register to enter your personal information.

Be sure to read the TERMS OF SERVICE prior to registration. If your cell phone service charges fees
for text messages, you are responsible for those charges.

What is primary resource for information during an emergency?

During emergencies, the primary resource for information on the current status of WSU for the
university community as well as the general public will be the WSU ALERT web site. The site is

available to anyone with access to the internet and will be updated as conditions warrant with
current information during a crisis affecting the university.

http://alert.wsu.edu/

What type of information is posted on the WSU Alert website?

WSU utilizes the WSU Alert website to post safety information important to the campus and
community. Topics posted may include:

e Inclement weather advisories — including University and road closings
e Flu alerts
e Criminal activity
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Workers’ Compensation

Human Resource Services

139 French Administration Building
PO Box 641014

Pullman, WA 99164-1014

Phone: (509) 335-4521

Email: hrs@wsu.edu

Web: www.hrs.wsu.edu

HRS is the primary resource for employees and supervisors when a work related injury or illness
occurs.

Injured employee:

e If necessary, seek medical attention.

¢ Notify your supervisor immediately.

o Notify the clinic or hospital staff that your injury is work-related.

e Contact HRS to discuss medical situation, provide them your Labor and Industries (L&I)
claim number, and return paperwork. All paperwork regarding any medical condition
should be submitted to HRS and should never be returned to the employing
department.

What if an employee I am supervising gets injured?
Supervisor:
e Ensure the injured employee receives medical attention if necessary.
¢ Investigate the incident and gather any witness statements.
e Report the injury on the On-line Incident Report system. This system is available 24
hours a day.
o www.hrs.wsu.edu/forms/incident report.aspx

e  WSU Policy requires that all (major and minor) injuries be reported within twenty-four
(24) hours.

e Additional information/documentation may be necessary depending of the type of
injury or illness

What if I have restrictions? Can I return to work?

Employees must provide notification from his/her physician specifying the return to work
status and restrictions, if any. HRS will work collaboratively, with the department, and the
employee on the details of the employees return to work.

What if I am unable to work?

Workers” Compensation provides medical benefits and possible wage replacement to an injured
worker on an approved claim. Medical care costs are covered at 100%. HRS will work with
employees to determine wage replacement.

Additional information on Workers’ Compensation can be found at:
www.hrs.wsu.edu/Workers Compensation

New Employee Orientation Page 21 Updated July 2009


mailto:hrs@wsu.edu
http://www.hrs.wsu.edu/
www.hrs.wsu.edu/forms/incident_report.aspx
www.hrs.wsu.edu/Workers%20Compensation

VWASE i1 '\'(‘]IK..).‘\] ‘S'I_f-'\:l'l-l
R LINPERSITY GETTING STARTED AT WSU

World Class. Face to Face.

Work Climate Concerns

For help understanding university policies and procedures or to begin the process of resolving
problems and grievances, please consider these resources first:

Human Resource Services
139 French Administration Building
PO Box 641014
Pullman, WA 99164-1014
Phone: (509) 335-4521
Email: hrs@wsu.edu
Web: www.hrs.wsu.edu

Employee Assistance Program
286 Lighty Building
PO Box 641065
Pullman, WA 99164-1065
Phone: (509) 335-1744

Email: eap@wsu.edu
Web: www.eap.wsu.edu

University Ombudsman
Wilson Hall, Room 2
PO Box 644002
Pullman, WA 99164-4002
Phone: (509) 335-1195
Web: www.wsu.edu/~ombuds/
Email: ombudsman@wsu.edu

Center for Human Rights
225 French Administration Building
PO Box 641022
Pullman, WA 99164-1022
Phone: (509) 335-8288

Email: rights@mail.wsu.edu
Web: www.chr.wsu.edu

CHR can assist with workplace concerns that involve sexual
harassment or discrimination issues.
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Employee Assistance Program

Lighty 286

PO Box 641172

Pullman, WA 99164-1172
Phone: (509) 335-1744

Email: eap@wsu.edu
Web: www.eap.wsu.edu

What is the Employee Assistance Program (EAP)?

WSU’s Employee Assistance Program offers confidential, professional assistance in identifying,
resolving or managing personal problems that may affect job performance. EAP strives to assist
WSU employees overcome obstacles, improve job performance, and maintain the well-being of
themselves and their families.

What kind of problems can be addressed by the EAP?
Any concern which is impacting an employee’s ability to perform his or her job. Examples
include, but are not limited to, the following:
e Family/Marital/Parenting Relationships
Emotional Stress/Depression
Changes in the Workplace
Anger and Anxiety
Personal and Interpersonal Concerns
Grief/Loss
Alcohol or Drug Abuse

Who may contact the EAP?
Full-time and part-time civil service, administrative professional, and faculty employees may
contact EAP.

How often can I use the EAP?

Typically up to five visits can be anticipated; however the exact number will vary on a case-by-
case basis. Issues which require external resources or considerably more than five visits, will be
referred to outside agencies as appropriate.

Does the EAP deal with substance abuse?
Consultations and assessments are available through the EAP. If appropriate, a referral will be
made to community providers for treatment.

Can EAP help with issues in the workplace which may affect an entire work group?
Yes. Workshops, presentations, and/or facilitated meetings for the work group may be
arranged. The EAP uses a collaborative approach, utilizing the expertise of a number of
university departments to provide the best possible services for specific needs.
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Do I need to take time off from work to visit EAP?
WSU departments are to provide employees with release time to consult with the EAP.
Appointments with the EAP are considered to be time worked.

An employee must have the approval of his or her supervisor for time away from the
workstation for consultation with EAP. Employees and supervisors should agree upon
appointment times in advance.

For more information see the Business Policies and Procedures Manual 60.86

How do I make an appointment?
Employees located in Pullman, should call the EAP office at (509)335-1744 to set-up an
appointment.

How do I utilize the EAP if I am not a Pullman based employee?

Employees not based in Pullman, should contact the Washington State Employee Assistance
Program. Visit the EAP website at www.eap.wsu.edu for a contact information and office
locations.
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Internal Communication

WSU Announcements

WSU Announcements is the University's official e-mail communication service that carries
daily messages about WSU news, activities, policies and other topics of importance to WSU
faculty and staff. To subscribe: announcements.wsu.edu

WSU Toda

WSU Today carries information of interest to faculty and staff and items on intra-university
matters and is delivered right to your e-mail address. To view the online publication visit:
www.wsutoday.wsu.edu

Washington State magazine
WSM covers news and issues of interest to Washington State University faculty, statf, students,
and alumni, and the people of Washington. It is delivered to your work area each quarter.

More information is available at: washington-state-magazine.wsu.edu/

myWSU
This university-wide portal is designed to enhance teaching, learning, communication, and
conducting University business on-line. Create your custom profile and get the information

you need at my.wsu.edu

Perspectives

President Floyd regularly posts a column at the website address below. Archived columns can
also be found at this website. Sign up for WSU Announcements to be informed of updates to
President Floyds’ website.

www.wsu.edu/president/perspectives

President’s Dialogues
Videostreams of presentations sponsored by the President’s Office can be viewed at:
experience.wsu.edu/depts/depts.asp?dept=16

Daily Evergreen
This student publication is delivered to your work area daily during the academic year and
twice weekly during the summer. View it online at www.dailyevergreen.com
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Training and Development

Human Resource Services

139 French Administration Building
PO Box 641014

Pullman, WA 99164-1014

Phone: (509) 335-4521

Email: hrs@wsu.edu

Web: www.hrs.wsu.edu

WSU offers many, programs and opportunities for the continuing education and professional
development of employees.

How do I learn what training is available?

The Human Resource Services (HRS) web site (www.hrs.wsu.edu) contains links to training
calendars, searchable training event lists, and online e-learning resources. Most of the live
training events and topics focus on WSU specific programs, systems, and processes. The online
resources include computer skills, personal and professional development topics, and business
content. Notices of upcoming classes are also regularly posted in WSU Today and WSU
Announcements.

How do I enroll in live training and online training?

All current employees and students have an account in the WSU e-learning system hosted by
SkillSoft. To access your personal account, enter your Network ID and password at the sign-in
site (www.hrs.wsu.edu/skillsoft). From there, you can search for online training from over
3,000 courses and research some 12,000 online books. Live training classes conducted by WSU
departments are also listed. It usually takes two to three weeks for new employee accounts to
be established in the e-learning system.

How much training can I take?

Two types of training exist — directed and elective.

e Directed training is training which your supervisor directs you to attend. Your
supervisor will determine how much directed training you will be required to complete.

e FElective training is training you choose to attend contingent upon your supervisor’s
approval. The Release Time for Training Policy (BPPM 60.72.2), allows full time
permanent employees to participate in up to 96 hours of approved training programs
per year (half-time, permanent employees may participate in up to 48 hours).

Hours spent attending training outside of regular work hours are not to be included as part of

your annual release time total. However, the University does not reimburse such training
hours as extra compensation unless the training is required or directed by the supervisor.
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Can I attend academic classes?
Most half-time or greater permanent employees are eligible for Tuition Fee Waivers (BPPM
60.70.1). Eligible employees may enroll for up to six semester hours each fall and spring
semester, and up to four hours during summer session. A $5.00 administrative fee is required.

World Class, Face t

Face

The fee waiver may not be used for certain courses and you must be admitted to WSU in order
to receive credit for course work. Also, you must acquire approval for attending courses from
the instructor, your department, Human Resource Services, and the Registrar’s Office.

The hours you are allowed through the Release Time for Training policy may not be used to
attend academic courses.
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The Cougar Experience

When you are the guest!

As a Cougar, you will quickly find that it is not all work! You are also encouraged to
enjoy the many events and services of Washington State University. Below is just a
sampling of what is all part of “The Cougar Experience”

e WSU Libraries and Museums

e Beasley Performing Arts
e Music and Theatre Arts
e KWSU

e Cougar Athletics

e University Recreation Center

e Campus Carts and Dining Centers

o  WSU Creamery
o  WSU Press
e Children’s Center

e All University Picnic

e Employee Recognition Program

e Crimson Spirit Award

Browse the WSU website to learn more about these and other events and services

available to University employees.

Interested in learning more of the history of WSU? Be sure to visit WSU Highlights by

Decade at www.wsu.edu/WSU-history/index.html.
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