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Actually Gets You Hired



What |
role o

s the most important

" a supervisor?

Understand my role and the role of those | supervise

Set clear expectations and communicate effectively

Motivate and develop my employees



Hiring/Onboarding Process

HR Policies for Employees
Time Cards and Payroll
Performance Management
Employee Relations
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Full Time Staff: 224
Part Time Staff: 350
Full Time Faculty: 117
Adjunct Faculty: 404
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Posting and
Screening

Interviewing

Selecting

Onboarding

Full-Time Hire Process

e Complete the rationale form (to be approved by HR/President/President’s Team member)
* HR posts open position for two weeks once approved
* HR Screening process — candidates are reviewed to ensure they meet the minimum requirements

e Interviewing and/or Search Committee

e Hiring supervisor reviews candidates in Page Up }

* HR completes Salary Calculation Worksheet (to be approved by HR/President/Budgeting/Superviso

¢ Hiring supervisor communicates selection and HR runs background check
r)
e Hiring supervisor makes verbal offer and completes EAR to submit to Kay Nixon/Willie Neal

e Selected hire accepts the offer and HR schedules onboarding meeting to complete paperwork to

* HR sends offer letter to selected hire through Page Up
start




Posting

Interviewing
and Screening

Selecting

Onboarding

Part-Time Hire Process

e Hiring supervisor sends email to Kay Nixon with the position title, job code, GL#, and
department budget communication of approval

* HR posts open position for two weeks OR hiring supervisor shares link to specific individual

e Hiring supervisor reviews candidates in Page Up

e Interviewing as needed — Hiring supervisor must confirm selected hire meets minimum
requirements

and HR runs background check
e Hiring supervisor makes verbal offer contingent upon cleared background check

* HR sends offer letter to selected hire through Page Up

e Selected hire accepts the offer and can come to complete paperwork to start on Monday,
Wednesday, or Friday between 1pm-5pm anytime

e Hiring supervisor communicates selection, completes EAR to submit to Kay Nixon/Willie Neal}




MUST complete 1-9
ON or BEFORE first
day of work

Employment Eligibih'ty Verification USCIS
Department of Homelang Security Form I.9

i . o 4 OMB No. 1615.0047
UsS. Citizenship and Immigration Services Expires 08/3172019

»START HERE: Reag instructions carefully before completing this form. The instructions must be available, either in paper or electronically,
during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: itis illegal to discriminate against work-authorized individuals, Employers CANNOT specify which
documem(s) an employee may present to establish employment authorization ang identity. The refusal to hire or continue to employ
an individual because the docum entation presenteq has a future €Xpiration date may also constitute illegal discrimination,
Section 1. Employee Information and Attestation (Employees

than the first day of employment, byt not before accepling a job offer.)
Last Name (Famity Name) First Name (Given Name)

Employee's Telephone Number

lam aware that federal law Provides for imprisonm,
connection with the completion of this form.

| attest, under Penalty of perjury, that | am (check one of the following boxes):

ent and/or fines for false statements or use of false documents in

D 4. An alien authorized to work until (expiration date, i applicable, mm/ddiyyyy):
Some aliens may write "N/A" in the €Xpiration date fielq (See /hsrmclions)

Aliens authorized to work Mmust provide only one of the following document numbers to complete Form 1-9:

An Alien Registration Numberuscis Number OR Form 1-94 Admission Number OR Foreign Passport Number.

1. Alien Registration NumberIUSCIS Number:
OR

2. Form |-94 Admission Number:
OR

3. Foreign Passport Number:

OR Code - Section 7
Do Not Write In This Space

Country of Issuance:

Signature of Employee

Preparer and/or Translator Certification (check on

| did not use a Preparer or translator,
(Fields befoyw must be completed
| attest, under Penalty of Perjury,
knowledgs the information is tru,
Signature of Preparer or Translator

Last Name (Famiy Name)

Address (Strept Number ang Name)

Form 19 07/17/17 N

Page | of 3




“ DALLAS COUNTY COMMUNITY COLLEGE DISTRICT .
EMPLOYMENT AUTHORIZATION REQUEST New Hire -

Part Timeor Full Time

1 mmmmummnmsmﬁmhmwzumw’
if yes. Mw’nnnﬂdﬁoemsvmumb“\g mmmﬁoﬂpr'\onoyoubownvm

WW—M!\WME O Yes No — HR Infials
. WA Fedevalvm&\g-mosmombﬂna\ﬂersnwwdvdev WA D —— OYes O MNo _HR Infials
. Fom k9, mmhmsmw}yvrpemd 19 Date: . Yes o No HR Intidls
. CBC; Mmﬂ:&mbmws-pwpmod.wc”pwﬁbmz, e OYes o No ,,,,HRMS
. zRewdonﬁe(pphS:oR.C only) 0 Yes o N ~ HR Iniials
. Me'.uemsycwp:r.-amRemxﬂmmien;a\'esmnsmowryws e form required) O Yes O N — HR Infials
2 mmmmumccowoﬁeﬁanm’ oYes O No
if yes, which retrement m are you 3 member oms O ORP
3. Ave youre! MMNDCCCDW Cadre Program”? O Yes o No
OYes O No

Telephone: () ——

Emergency Contact Name: _ _ = = = _— -
MEMN NUMBER 1, YOU ARE REQUIRED TO COMPLETE NEW DOCU!EK\'SPR!ORTOWORKNG

FYOU ANSWERED “NO"TO

COMMENTS:

| [Eirstlevel supenvisor naw

| Teemest spproveilens Viewng Oote

WMW ! . me‘ -

ThemsteBeckwp Tmezhedt & Dele Dete

m—vw/
| T e Clear Print

Use this form anytime
you want to make a
change for an employee

v New Hire
v’ Rehire

v Position Change

PLEASE PRINT LEGIBLY



New
Hire

Brand new
to DCCCD

(must have
background

check and

application
already

completed)

Rehire

Has worked
in DCCCD in
the past
(any
College/
Campus/
Location)

Add

Position

Splitting
current
position
with a
second one

Change

Position

Switching to
different
position




NOV/Rationale Form

Must be completed to start
the process of filling a
vacant position

Will be reviewed by
President’s Team

Check out an example in
your binder

North Lake College —
Rationale for Requesting New or Replacement Positions Posifiont
Claszification: Admizistrative Faculty _  Pmfsssional Suppart Staff Close
Fill Doanac

Type:_ FullTms _ EreopeMNonFuampe _ PatTim ﬁ:;m
Special Employment: _ Visitiog Schobr __ Temporsy ___ Eewim__ Otiar

Mew __ Feplacement-Presently or Last Oocupied by: # of Positions to be filled
GrantFunded _ enddae Mo Funding Source/GL#
D Diivision: Pogition Titla:
JIC: Eange or Ban: Minimmm Salary: monthly: annually:

Start Date: Additional Cost:

Work days and hours:

State the amount currently budzeted for this position. Explain how this will affect your budget, corent and next year,
(positively/negatively).

Rationale for filling position:
Names and'or number of sthers in the same position in the workzronp:
Impact if position is not filled:

Value added if position filled

Requested advertising (in addition to DCCCD web site):

New Hire Request: Facilities:

Office: Foom MNumber Heed a roomicubicle Ouiline plan for securing office space if no office has been
designated

Eeys: need access to this noomis)

Furniture: Ho fumniture needad Furniture needed List furniture needad or special purpose

New Hire Request: Information Technology:

Computer: Computer not nesded list location of current o be nsed,

Computer neaded list equipment needed, ie. computer, printer, scanner

Network prinfer access: name and location
Network line: network line slready in office

Outline sny other special requirements (inchding non-standard software) or special requirements.

Supervisor Signature Date  Supervisor Title Supervisor Phone

Areq Fice PresidentPT Member Duate FPBS Signature Date President Signature Dte

Director qf Human Resources  Date HE. only — date moved to DHE. for posting

Plaara work with Human Retource: for complating the form. Submit to your PT member, for procersing. Jf approved you will be contacted by Human
Resources. lovders




LEAVE TYPES

AN OVERVIEW OF PAID LEAVES




VACATION

Full-time staff — Staff accrue vacation
tDigceclsased on their duration of service with

» 0-60 months (5 years) 1 day per month (8
hours)

» 61-120 months (6 to 10 years) 1.25 days
per month (10 hours)

» 121-180 months (11 to 15 years) 1.50 days
per month (12 hours)

» 181-239 months (16 to 19 years) 1.75 days
per month (14 hours)

» 240 months (20 years or more) 2 days per
month, (16 hours)

Only 48 days maximum per year are carried
into the next fiscal year.

Full-time administrators

» Employees on 12-month contracts are
eligible for 24 working days of vacation
per fiscal year (accruing two days per
month). Only 48 days maximum per year
are carried into the next fiscal year.

DONT WASTE YOUR

~ USE THEM!




SICK LEAVE

» Administrators: 12 days/96 hours per
new fiscal academic year (Sept. 1).

» Staff: 12 days/96 hours paid sick leave

per new fiscal academic year (Sept. 1).

» Faculty: six hours of paid sick leave
per month for the length of the
employment term (Sept. 1).

A maximum of 66 days per year can be
carried forward into the next fiscal year.

Sick leave shall only be used for the
following:

>
>

1. illness of an employee.

2. Illness of a member of the

employee’'s immediate family or
another person who occupies a position
of similar significance in the family of
the employee. Up to 12 days per year
or 96 hours

3. Family emergency.

4. Birth or placement of a child when
taken within the first year after the
child's birth, adoption, or foster
placement.

5. When employees have medical or
dental appointments are during the
work hour, get the supervisor's
approval.

6. Appointments with the College
District-authorized employee and
dependent assistance program
provider.



Bereavement (Funeral Leave)

» Up to three (3) consecutive days,
per episode, may be granted at
any one time for the death of an
immediate family member

“Immediate family” is defined as:
spouse,

son or daughter,

a son- or daughter-in-law,

Parent and parent-in-law,

Sibling and sibling-in-law,
grandparent and grandchild or

any person residing in the
employee’s household at the time
of illness or death.

vV V. v v v v v Vv




PARENTAL LEAVE

» A full-time employee employed for
36 consecutive months or more
may take up to four (4)
consecutive weeks of paid leave.

» A new-born child,

» Placement of a child in the
custody of the employee for
adoption, or foster care,

» Employee leaves within the 12
months at the beginning of the
birth of a child, or the placement
of the child in the custody of the
employee for adoption or foster
care.

» Employee requesting leave must
provide the appropriate medical,
adoptive, or foster care
documentation

“There are
no unwanted
children.
Just unfound

families.”?

—NATIONAL ADOPTION CENTER



CATASTROPHIC SICK LEAVE POOL

» During hardship and when an
employee has exhausted all leave
time earned (vacation, sick days,

» The month of August is set aside
for administrators and staff
employees to donate a maximum

of 10 days (80 hours) to the extenuating circumstances days),
an employee and employee’s

family may request to use days
» Faculty employees may contribute from the sick leave pool.

to the pool annually from May 1
through June 1.

Catastrophic Sick Leave Pool.

» The maximum number of days
available to be drawn from the
sick leave pool is one-third of the
total amount of time in the pool
or 90 working days.

» Up to 12 working days for a
dependent after a 20-calendar day
elimination period.




Court Appearances (formerly Jury Duty)

» Full compensation for jury duty
due to compliance with a valid
subpoena or for jury duty by the
College District and shall not be
deducted from the employee's pay
or leave balance.

» This privilege does not apply to
court cases involving an
employee’s personal business.




MILITARY LEAVE

» An employee may be granted a
leave of absence from their duties
without loss of time, vacation
days or salary.

» This is for a period not to exceed
fifteen (15) working days per year
to perform authorized training or
short-term active duty military
service.




Personal Leave (formerly Extenuating

Leave)

All employees shall earn two days
of paid leave per fiscal year to
conduct personal business in
accordance with administrative
regulations.

An employee may accrue, and use,
if available, a maximum of four
days of personal leave each fiscal
year.

Upon termination of employment
with the College District, accrued
personal leave forfeited.




SABATTICALS (LONG AND SHORT-TERM)

» Sabbatical leave, if approved, is Long-term sabbatical leave:
granted to faculty and

administrators who have worked > Administrators: for one (1)

at least seven (7) consecutive semester,
years. » Faculty: up to one (1) year.
» The purpose of sabbatical leave is Short-term sabbaticals leave:

for personal and professional
improvement that benefits the
institution of students and
employees. » Faculty: six (6) to 12 weeks.

»  Administrators: a maximum of six
(6) weeks,

Staff is not eligible for a sabbatical
leave of absence.




WORKER’S COMPENSATION

» When employees receive injured
on the job, the district covers the
workers' compensation insurance.

» Injuries sustained on the job must
be reported immediately to the
employee’'s supervisor and then to
the nurse’s office.




HOLIDAY CALENDAR

NAME LENGTH OF HOLIDAY SPECIFICS OF HOLIDAY

MARTIN LUTHER KING, JR

SPRING BREAK

GOOD FRIDAY
MEMORIAL DAY

FOURTH OF JULY

LABOR DAY

THANKSGIVING

CHRISTMAS AND NEW YEARS

CHRISTMAS EVE

One (1) Day

Five (5) Days

One (1) Day
One (1) Day

One (1) Day

One (1) Day

Two (2) Days

Six (6) Days

One (1) Day

Third Monday in January

The week of Spring Break as provided in academic calendar

If holiday falls on a Saturday the Friday before will be
recognized, if on Sunday the Monday afterwards will be
recognized

Thursday (Thanksgiving) and following Friday

Christmas Day through New Year’s Day

Only when December 24t falls on a Monday



Everything you need to
know about entering
time sheets!




H Dallas County
Bl Community College District

Future Student Menu  Credit Student Menu l t Menu Employee Menu Browsable Class Schedule Catalog |eCampus

eConnect Main Menu

eConnect is a web interface that provides a variety
of online services to DCCCD students, faculty, and
staff.

Future Student Menu
NOTE: eConnect hours of operation are 4AM -

1AM CST unless otherwise noted. Current Credit Student Meny

Select a menu on the right and then an action from the
menu, you will be prompted to log in if needed.

I'm New to eConnect

What's My Password?
Employee Menu ‘

Retention Alert




eConnect for Employee

eConnect Menu  >> Employee Menu

My Personal Information

My Messages
DCCCD Emergency Alerts Information

Chan e E-Mail Addres

Supervisors

Review My Staffs | eave Infarmation

for Part-time
1sors

for Full-time

;Sugemsursl

My eConnect Account

Change Password

Update My Challenge Question

Forgot/Reset My Password nt-‘Reset My Password

Employee E mall Information

Access Employee E-mail (Outlook)

Academic Calendar
District Software Training and Support




Part-time Time Sheet Approval (Supervisors)

Flease select the employee time sheet to be reviewed or chose the supervisor you are substituting for,

Time

Time
Choose | Sheet| g ot | To Be Paia | APPrOve By | Employee | b hon Title position 1D | 'O | status
Cne Start E Date | Name Hours
nd Date
Date
10/06/M19 | 11/0219 | November 11/05/19 Administrative Clark PCCE-07 0.00 | Incomplete
’ 7| 2019 11:59p)) | Emploves | g’
10/06/19 | 11/02/19 | November 11/05/19 Emplovee 2 STUDENT ASSISTANT-ON CAMPUS P511-07 0.00 | Incomplete
2019 11:R9PM pioy WORK STUDY-FED FUNDS
10/06/19 | 11/02/19 | November 11/05/19 Employee 3 STUDENT ASSISTANT-ON CAMPUS P5S11-07 0.00 | Incomplete
2019 11:59FPM WORK STUDY-FED FUNDS
09/08M19 | 10/0519 | October 10/08/19 Administrative Clerk PCCE-O7 0.00 | Approved
“ "7 2019 11:50p)) | Empioyee ! PP
09/08/19 | 10/05/19 | October 10/08/19 Emploves 2 STUDENT ASSISTANT-ON CAMPUS P5S11-07 76.00 | Approved
2019 11:59PM ploy WORK STUDY-FED FUNDS
09/08/19 | 10/05/19 | October 10/08/19 Employee 3 STUDENT ASSISTANT-ON CAMPUS P511-07 76.00 | Approved
2019 11:59PM WORK STUDY-FED FUNDS

Approve time sheet entries on behalf of:

L

oo |




Part-time Time Sheet Entry (Supervisors)

Time must be entered in a 12 hour format using a colon and either "AM or 'PM' (exampla: 8:458M).
Time sheets submitted after the approve by date of 11/05/19 will not be processed.

Employee Position Title Position 1D Pay Period End Date | To Be Paid Approve By Date | Total Hours
) Administrative Clerk | PCCE-07-107019 11730019 | November 2019 | 11/05/15 11:55PM 0.00
Date Day | Hourly Rate Time In Time Out | Insert Row | Hours | Notation

10/06/19 Sunday
10/06/19 Sunday

10/07/19 Monday
11/02M19 Saturday

Did the employee take mandatory vacation during this time sheet period? If so, enter the starting and ending date in MMDOYY format.

Mandatory Vacation Start Date Mandatory Vacation End Date

| understand that falsification of this document may result in disciplinary action, including termination of employment.
IMPORTANT: The employee will not be paid for this time until it is approved by the supervisor.

Employee Decision Employea has electronically signed the time sheet entry as complete: No
Employee Comments MNone

Supervisor Decision v
Supervisor Comments

Employee E-mail Address

suBMIT




Approved - The time sheet has been
submitted and approved.

Pending Approval — The time sheet has been
submitted and is ready for approval.

Incomplete - The time sheet has not been
submitted to the supervisor.

Rejected - The supervisor has rejected the
time submitted and the employee needs to
correct and resubmit the time sheet.



Unigue Situations

Contact HR asap if missing employee for time sheet
approval

Work on Holiday — must include comments

Work/Study — must have enough funding to cover
hours worked during pay period

Part-Time vs Full-Time time sheet due dates



Continuous SupervisionTraining
L Priorities Communication Grow

SPERFORMANCES
2 MANAGEMENT 3

of-eedback Development HRS
= Improvement SEmployees 3
Objectives GoalsS Corrective=
Direction Job DescriptionsReview
CoachingPromoteMonitorReward









Performance Improvement Process

Verbal
Warning
Written
Warning

Performance
Improvement
Plan

Decision
Making Leave
Day




Reported by an
employee against a
supervisor

Must have occurred
within the past 30 days




Administrative




a0 e m.ﬁ'lli:’f. Reguest
i Juri > Joke Wﬁ'nms Sﬂﬂmmarmn phyioa
hgres “‘"ﬁh[ﬁﬂtﬁ fifec egal " .
Hea

ance:

I a r Etmss” th hﬁ?‘i&ﬂ A gre 33‘ ﬂ umi.'.'-'-
Women 7 A I a te

Unﬁ?{ 'dgﬂﬁi{l Eqr ol du [k i: nfﬂ Emar ks Seﬂgnodatm Se ’ ’y

\u\\eSSBX al- Hara§§mehtiif%%
Effgcts =

Bl'.t
?5 o \ugu;a\ Stress W a ‘\ ﬁnsmgmﬂ b.l\ ances it

arks
Mo b Es\ tm h Effects “\e q}.ﬂw
w 0 m V ’ eall et “ﬁt
WMDI Cri m M tions; Stress “3{\“35 \Ie‘m\ tw -

 Request
Vm tm] [y Jnnmctmn '*-w




Hostile Work Environment



ADA Disability Accommodations

Braille




Q & Atime
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