GLENVILLE STATE COLLEGE POLICIES

PERSONNEL POLICY 22

PERSONNEL ADMINISTRATION 0
22.1. General ' ¥, \ J
1.1. Scope - This rule establishes policy in a number of areas regarding personnel isfdtio?

for Glenville State College employees

w
1.2. Authority - West Virginia Code 818B-1-6, §18B-1-8, §18B-9-4, §18 -9-%)), 8B-9-5(a)
1.3. Effective Date — April 20, 2005 (POLICY WAS REPEALEI? Ii 13, 2018)

1.4. Repeal of former rule - Repeals and replaces Series 62 of Title 181 Legislative Rule of the
Board of Directors of the State College System of West Virgirﬁfectl March 28, 1994.

22.2. Definitions ® é‘- 4

Qo 4
2.1. This subsection defines the different types of e oyhngnt that institutions may

use and the status under the classification program and far’benefits.

2.1.1. Full-Time Regular Em ‘eQ(G:?))Any employee in a classified position created

to last a minimum of n| hs'ef a twelve month period and in which such
employee is expec less than 1,040 hours during said period. The full-
time equivalent fsucha position must be reported at no less than .53 FTE.
Such an employee d under the classification program set out by Series 8 of

the Higher, ti Pollcy Commission rules and is eligible for all applicable
benefit ull- e,(egular classified employee, subject to the qualifying

condl enefit. Such benefits shall be prorated in relation to a 1.00
Ql of service as a full-time regular employee with the State of West

|a shall be credited toward initial placement on the salary schedule.

Me Regular Employee (PTR). An employee in a position created to last less
than 1,040 hours during a twelve-month period. An employee in a PTR position is
w)t eligible for benefits, but is covered under the classification program.

.1.3. Temporary Employee. An employee hired into a position expected to last fewer
than nine months of a twelve month period regardless of hours worked per week. A
temporary employee is not eligible for benefits, but is covered by the classification
program.



2.1.4. Casual Employee. A casual employee position is a position created to meet specific
operational needs at an institution for no more than 225 hours in a 12-month
period. Individuals in a casual employee position are not eligible for benefits and
are not covered by the classification program.

2.1.5. Student Employee. An employee enrolled at the institution as a student and Whoo
primary purpose for being at the institution is to obtain an education. A stud@t \ \ J
employee is not eligible for benefits and is not covered by the classification y

least a nine-month contract basis) for at least six (6) semester credit rg‘féaching
per semester or the equivalent in teaching, research, publigsservicg; and/or

administrative responsibilities. Faculty are not consideredicl 'fgd employees or
subject to the classification program. ¢ )

program. %
2.1.6. Full-Time Faculty - Employment as a faculty member for a full ch year (at

2.1.7. Non-Classified Employee. An employee, designated byuresident, who is
responsible for policy formation at the departmeﬂ) institutional level or reports
directly to the president of the institution, or isiin‘aposition considered critical to
the institution by the president. Non-clagw ployees are not subject to the
classification program but are eligiblé¥ér bepefits. Non-classified shall not exceed
ten percent of the total number of employees at the institution who are eligible for
membership in any state retirement% and shall serve at the will and pleasure
of the president. An additwnal peréent of the total number of employees of that

institution may be plac atggory if they are in a position considered

inthi
critical to the institution By thevpresident.

2.1.8. Change In Status. ﬁre ident or his/her designee will review and make a final
determinati to'the status or change in status of any employee under this
subsectior@r heypresident or his/her designee determines that a part-time
regulag€mployee becomes a full-time regular employee, he/she shall credit that
emplo previous service toward any calculation of length of service for
purposes of this rule and benefit eligibility based upon a prorated comparison

ainst a }DO FTE. Previous length of service as temporary, casual, and student

P s shall not be credited toward seniority calculations under other sections

this rule or statute.

2. 6b. A collection of duties and responsibilities performed by one or more employees at one
“Brmore institutions whose work is substantially of the same nature and which requires the same
% skill and responsibility level. For jobs occupied by only one employee, the terms "position" and

"job™ shall be considered the same.



2.4. Job Title. The label that uniquely identifies and generally describes a job. The same

descriptive job title shall be given to a group of jobs, regardless of institutional location, which

are substantially the same in duties and responsibilities, and which require substantially the same
knowledge, skills and abilities performed under similar working conditions. 0

2.5. Position description form. The document which describes the set of essential and non-' " \ 5
essential functions of a position at a particular institution.

R4
2.6. Generic Job description. A summary of the essential functions of a job, includ'Meneral
nature of the work performed, a characteristic listing of duties and responsibili and th
specifications necessary to perform the work. Generic job descriptions shall be% d*for
systems-wide and institution-specific titles occupied by more than one employee. Fora job
occupied by only one employee, the position description becomes the | iption.
2.7. Pay Grade. A range of compensation values for a job defined b’y a series of step values.
Positions which occupy the same job title shall be assigned to the sa grade. Job titles
having similar factor levels, shall be classified within the sam@ grade.

A4
2.8. Promotion. Movement from a position requiring ggﬁablevel of skill, effort and authority

to a vacant or newly created position assigned to a different job title and higher pay grade
|t& , v

requiring a greater degree of skill, effort, and autm

2.9. Interim Responsibilities. A signific‘wt change ties and responsibilities of an employee
on a temporary basis justifying an int€timr o'g,ién or upgrade for salary purposes. Such a
temporary reassignment shall normallybe wo less than four (4) consecutive weeks and no
more than twelve (12) consec i%ﬂt and shall only occur when the responsibilities being
undertaken by the employee areithose of another position that is vacant because of the
incumbent’s illness or resi ionor because of temporary sufficient change in the duties and
responsibilities of a fillf@(' nAlf the temporary reassignment of responsibilities meets the
test for a temporary gpgra orgror’hotion under Sections 13 and 14 of this rule, the affected
employee shall havehisfher base salary adjusted upwards consistent with a promotion or
upgrade under this ruleMAtsthe end of the temporary reassignment, the affected employee shall
have his/he arNdyéd to its original level including any salary increase which the employee
would h ve%iwin his/her regular position.

2. Nawn advancement of the employee's current position to a higher pay grade as a
if

e as icant change in the position's existing duties and responsibilities. When a
& posi is upgraded, the employee does not move to a different position in a higher pay grade,
- er it’is the employee’s position that is moved to a higher pay grade because of a significant

ineggase in the position's existing responsibilities, as determined by job evaluation. When an
\ rade occurs to an employee occupying a title held by more than one individual, the position's
% current title shall be changed to a different title in the higher pay grade. When an upgrade occurs
to an employee occupying a title exclusively assigned to that position, the current title may or
may not be revised depending upon how relevantly the current title describes the position.



2.11. Demotion. Movement from a position requiring a certain level of skill, effort and
responsibility to a vacant or newly created position assigned to a different job title and lower pay
grade requiring a significantly lesser degree of skill, effort and responsibility.

2.12. Downgrade. A reassignment of the employee's current position to a job title assigned to aov
lower pay grade as a result of a significant reduction in the existing position's duties and ' \ J
responsibilities. When a position is downgraded, the employee does not move to a different

position in a lower pay grade, rather it is the employee’s position that is moved to W )’
grade because of a significant decrease in the position's existing responsibilities as‘de ned by

job evaluation. When a downgrade occurs to an employee occupying a title he more than
one individual, the position's current title will be changed to a d|fferent title m% rpay
grade. When a downgrade occurs to an employee occupying a title exclusivel ed to that
position, the current title may or may not be revised depending upon h antly the current
title describes the position.

2.13. Transfer. Movement from one position or job title to another pow or job title requiring
the same degree of skill, effort and authority. Both positions the same pay grade.

«
2.14. Base salary. The amount of salary paid annuall)’ ‘@memployee, excluding any annual
increment earned pursuant to W.Va. Code §18B-5- QQtaJ salary is base salary plus any

increment earned. g!
2.15. Base salary adjustment. The amo t th alary increases within the pay grade to

reward performance, to rectify inequi es acebmmodate competitive market conditions.
2.16. Longevity. The total nu yea employed at state institutions of higher education and
other agencies of state govern West Virginia for purposes of determining placement on
any salary schedule WhIC sub quently enacted by the Legislature or adopted by the
governing boards at t| e entatlon of the classification program authorized by this rule.

2.17. Institution. GI e State College

\

2.18. Board GoNngs. The Glenville State College Board of Governors as appointed by the
Governg and\a &ved by the legislature.

9 den This term shall be used in this rule to refer to the President of Glenville State

legh

o™ 0. CRancellor. The chancellor of the Higher Education Policy Commission.

\g
901, Salary schedule. A schedule consisting of a series of pay grades, enacted by the
3 Legislature.



2.22. Recall. An employee terminated under the provisions of §18B-7-1 and recalled to work at
his/her previous institution under the same provisions. Salary for a recalled employee will be
consistent with the entry rates described in Section 10 of this rule.

2.23. Rehire. An employee who leaves the service of an institution by resignation and later 0
applies for and accepts a position at the same institution. Salary for a rehired employee will be
consistent with the entry rates described in Section 10 of this rule. ' ¥ \ J

2.24. FTE. Full time equivalency is the percentage of time for which a position is e Iisryi, Y
with a full-time position working 1950 hours per year being 1.00 FTE. '

2.25. Classified Employee. An employee who is covered by the provisions of t%s"ﬂbation
program outlined in Series 8 of the Higher Education Policy Commissi rules'

2.26. Exempt. Employees not covered by the Fair Labor Standardsﬁ A) for overtime

purposes.
\J

2.27. Non-Exempt. An employee who is entitled to overtime t{r}its as outlined in federal and
state law. \\ )
@ gy

G W .
2.28. Factor. One of the thirteen (13) items used to ®valuate jobs. The items are knowledge,
experience, complexity and problem solving, freedem tion, breadth of responsibility, scope
and effect, intrasystems contacts, external contacts, d

irgct supervision exercised, indirect
supervision exercised, working conditic‘s,’p@kz}

ordination, and physical demands.

2.29. Point factor methodology: The instrument used to assign weights to the factors. The total of
the weights determines the pa de to Jch a job title is assigned.

2.30. Job Family. A serie¢ob tles{an occupational area or group.

22.3. Compensation; Pa alc\laﬁons
.

3.1. Base salary'is calc gted on a thirty-seven and one-half (37 1/2) hour work week.

y 4
3.2. Wry\ b%sﬁy-increases are calculated and rounding is involved, the policy is to round up
rest even doll

to the {Q ar amount.

. @ rtlr%ay for nonexempt employees is calculated at the rate of one and one-half (1 1/2)
timesithe regular hourly rate, which is the total base salary, plus any incremental pay, divided by
= 50 hours. Overtime does not commence until forty (40) hours have actually been worked

within one (1) workweek. Regular hourly pay, also known as "straight time," is paid for work
\ ?ﬁne between thirty-seven and one-half (37 1/2) hours and forty (40) hours in a work week.

3.4. Only actual hours worked are included in calculating overtime. Pay which is received for
holidays, annual leave, sick leave, or work release time, as authorized by Series 38 of the Higher
Education Policy Commission rules, is not counted as working hours for purposes of overtime.



3.5. Annual leave, sick leave and longevity do not accumulate in any part of a month for which
an employee is off the payroll on a leave without pay or during a terminal leave period. A
terminal leave period is that time between the employee's last day of work and his/her last day on

the payroll.

22.4. Compensatory and Holiday Premium Time Off ' 0
)

4.1. Compensatory time off shall be allowed only to the extent authorized by federal and state y

law.

designated board or institution holiday, that employee at his/her option shall receive,regular pay

4.2. When a full-time or part-time classified non-exempt employee is required % on;any
for that holiday plus substitute time off or additional pay at the rate of o and{ve- It (11/2)
hind S

times the number of hours actually worked. The time off must be used ix-month period
following the holiday. [ ¢ \

4.3. When an exempt employee is required to work on any desi nateMd or institution

holiday, that employee shall be given substitute time off on a -for-hour worked basis.
\. )

22.5. Workweek

5.1. The workweek is a regularly recurring perlo uhdred sixty-eight (168) hours in the

form of seven (7) consecutive twenty-four ( r periods. It begins at 12:01 a.m. on Sunday

and ends at 12 midnight the foIIowmg esident or the president's designee may

establish a workweek different from this pfo ed#nat record keeping requirements are met as
set forth in relevant law. A work sghe lrty seven and one-half
(37 1/2) hours will be establis ithin ,yyorkweek

22.6. Appointment ‘/

6.1. A classified en%@ (;ntrhent letter shall be completed for each classified employee at

the time of initial ment

22.7. Acces%Pe\Qr]pe‘l File
p

7.1. A ‘gm loyee may have access to his/her personnel file when the employing institution is
no pen for business. An employee may examine his/her own file and the contents therein
follewing exception:

o™ _, 7.1.1. Materials which were gathered with the employee's prior agreement to forfeit
\ \v his/her right of access, such as some references.

NT72.A representative of the custodian of records shall be present with the employee during the
review. The date, time and location of each review shall be recorded in the personnel file.



<\

7.3. A copy of any material in the personnel file, except as noted above, shall be provided to an
employee upon request. A small copy fee may be charged. Positive identification of the
employee must be established prior to providing access to the personnel file. Documents may not
be removed from a personnel file by the employee. An employee may petition at any time for
either the removal or addition of documents to his/her own personnel file. The employer may
require that employees schedule an appointment to see the personnel file.
NV

22.8. Changes in Name, Address, Number of Dependents and Related Matters y

8.1. It is the exclusive responsibility of each employee to notify all appropriate pef%ﬁmies
and parties when record changes occur, including emergency information. Thig must be done in
writing and a copy of such notification will be placed in the employee's personm Sa
permanent record that he/she notified appropriate persons, agencies an rties,

22.9. Classification Review Request ( \ ‘

9.1. When significant changes occur in the principal duties and respoMtles of a classified
position, it is the responsibility of the supervisor to recommend t ough established procedures
that the position be reviewed. Requests for position rewews\h so,may be initiated by an
employee after discussion with the immediate supervﬁ in thirty (30) days from the date
of request for review of a job, the department of hu resources shall report to the requestor, in
writing, whether the reclassification has been deni foved. The immediate supervisor
must prepare a complete and accurate position description form of the duties of the position, but
the description may be written by the e Io e at upervisor's request. The responsibility for
assigning tasks and duties to a pomﬂ% to‘me supervisor. It is the supervisor's

ringipa

responsibility to document and su ition description form for classification review
when significant changes occ duties and responsibilities of a position. It is also
the responsibility of a supervis nsu completlon of required forms. The president or the

president's designee may initi te action to review positions. The president or the president's
the 3?1
p

designee has authorlty s to make classification determinations for institution-
specific titles or the loyees under existing systems-wide titles. The president may
delegate authority t uman resource administrator for day to day management of the
classification pregram anagement of the program requires adherence to written rules which
ensure a uniferm s mof personnel classification. All classified positions shall be placed on
the salay sC LNnucted by the Legislature.

escription form shall exist for every classified position. It shall be reviewed by
rVI and/or the president or the president's designee on a formal basis at least every
thre ars as part of the position audit procedures established by each institution. The date of
ch review shall be recorded on the description.

~



y .

22.10. Entry Rates
10.1. The entry rate for any classified employee appointed after the effective date of this rule

shall not be below the established minimum set out below for the pay grade assigned. The entry
rate for any classified employee appointed on or after July 1, 2005 shall not be below the entry,

(zero) step set out in W.Va. Code §18B-9-3 for the pay grade assigned. '
10.2. Classified staff minimum equity step and entry rates effective July 1, 1994 \ k

R4
Pay Grade  Minimum Equity Step 0"

1 10,092

2 10,392 ""
3 10,716 > o
4 11,040

5 11,376 (\Q ‘
6 11,736

7 12.396 \J

8 13,116 O

9 13,884 \ /)

10 14,712 * N N

11 15,612 Y \

12 16,596 >

13 17,640 (J

14 18,780 C 0)

15 20,004 QY

16 21,348

17 22,800

Q’ ) 3
18 24,372

19 26,088 \ v 4
20 27.948 < R

21 29,9Q \\

22 32,1 X
23 34,584 N\
24 37202 45
25, \10080"

11 ach year the President shall present to the Board a plan for the distribution of general
ary increases to all classified employees. The general salary increase plan shall be developed
0 fter funds become available. The plan shall exhibit a proportionate amount of dollars to be

22 ancreases for Classified Staff
1.

“Histributed in an equitable and unbiased manner to classified employees in order to reach full
\funding of the current salary schedule as pursuant to W.Va. Code 818B-9-4(b).



22.12. Merit Increases for Classified Staff

12.1. As funds become available, the President shall present to the Board of Governors and the
Chancellor of the Higher Education Policy Commission, for approval, a plan for the distribution

of merit salary increases to classified employees as pursuant to W.Va. Code 818B-9-5(a) . Th

merit salary increase plan shall be developed only after the funds become available. The plan

shall exhibit a proportionate amount of dollars to be distributed to classified employees baﬁd\ \ 5
upon reasonable performance standards as recorded on their performance evaluation. y

, ’

22.13. Promotion

13.1 Promotions result from an employee moving from his/her current position%? ant or
newly created position assigned to a different job title and higher pay gratle andawhigh requires a
significantly greater degree of skill, effort and responsibility than that of.t ployee's current
position.

13.2. Upon promotion from a position in one pay grade to a differentMon in a higher pay
grade, the employee will receive an increase of five percent (5%).per pay grade rounded to the
next highest step in the new pay grade based upon the empl ase salary, or the entry rate of
the new pay grade described in Section 10 of this rule’,w \ver Is greater. However, under
adverse recruiting conditions in which an institutiofiyekperiences great difficulty in filling a
position, an increase which brings the employee ‘(%iﬁt no greater than the maximum of
the grade may be given. Promotional increases W%(C%d the standard formula must meet the
same criteria which appears in the sectigh onfentry rates of this rule and must be approved

in accordance with the process outlinéd inéh segﬂon. The new base salary may not exceed the

maximum of the new pay grade.Q \
%

22.14. Upgrade \
14.1. Upgrades result fr@ rogess of job evaluation where a determination is made that a
I ki& effort, and responsibility exists in the employee's current

significantly higher leve
position. A new pa e valde shall then be established based on the application of the job
evaluation plan‘and the'galetilation of a revised total point value for the position. Upon
determinati ftl\pq»brade, job descriptions shall be reviewed of other titles having the same
pay gray and,wi ‘duties, responsibilities and requirements closely match the work of the

as it isthow described. The position shall then be slotted into the classification whose
grad nsistent with the point value calculated and whose duties and requirements most
iately’Characterize the position. For unique and specialized positions where no current

e he“position is properly classified and graded within the system. This work must be done by
theywuiman resource administrator or the human resource administrator's designee.

% 14.2. When an employee occupies a position at the time that a position upgrade is to be placed
into effect, the method of calculating the employee's base salary increase is the same as that
specified for a promotion. In the absence of funds to support an upgrade, work at the higher level
shall not be performed.



22.15. Demotion

15.1. Demotions result from an employee moving from his/her current position to a vacant or
newly created position assigned to a different job title and lower pay grade, and which require
significantly lesser degree of skill, effort and responsibility than that of the employee's current

position. N n

15.2. Upon demotion, the employee's base salary is decreased five percent (5%) pe gryie Y
rounded to the nearest step in the new pay grade. m

22.16. Downgrade \ "“'

16.1. Downgrades result from the process of job evaluation where a de ion is made that a
significantly lower level of skill, effort and responsibility exists in 's current
position. A new pay grade shall then be established based on the application of the job evaluation
plan and the calculation of a revised total point value for the position. determination of the
pay grade, job descriptions shall be reviewed of the other titIe@ing the same pay grade and
whose duties, responsibilities and requirements close¥ mat mvprk of the position as it is
now described. The position shall then be slotted into ification whose grade is consistent
with the point value calculated and whose duties an qu(remefnts most appropriately
characterize the position. For unique and speciali s where no current titles exist at the
needed grade, the creation of a new title shall be ed so that the position can be properly
classified and graded within the system hlgjk t be done by the human resource
administrator or the human resource iflistrator$ designee.

16.2. The method of calculati mp ee s new base salary after a downgrade is the same as
that specified for a demotion.

22.17. Transfer \
: h

17.1. No change of alary'as a function of a transfer may occur.
" Y

\
\y
Apprm@s: Kv

Date

Chair of the Board Date



