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WELCOME FROM THE PRESIDENT

Welcome to your new position at Bowling Green State University. No matter what your job title
may be, | firmly believe that every m®n at our University plays a critical role in our success. As a
member of our distinguished support team, you have the chance to make a difference in the lives of
our students, faculty and staff, and community supporters. | encourage you to make ifetimabst
opportunity.

This Handbook describes the policies, procedures, benefits, and services available to you at BGSU.
Please refer to it in order to understand your opportunities for professional growth and your
responsibilities as a BGSU employee.

We have attempted to anticipate many of the questions and concerns you may have about working at
BGSU, but do not hesitate to bring to the attention of the Office of Human Resources or the
Classified Staff Council anything we may have overlooked. We wedcgour suggestions as well

as your questions.

Best wishes for a satisfying career at BGSU.

Sincerely,

sl

Carol A. Cartwright
President



BGSU.

Bowling Green State University

VISION

Bowling Green State University aspires to be the premier Learning Community in Ohio, and oneeef the b
in the Nation. Through the interdependence of teaching, learning, scholarship, and service we will create an
academic environment grounded in intellectual discovery and guided by rational discourse and civility.

Bowling Green State University senie diverse and multicultural communities of Ohio, the United States
and the world.

This Vision is supported by:

e an extensive portfolio of distinctive undergra
and a select number of nationally rgnzed doctoral programs;

e scholarly and creative endeavors of the highest order;

e academically challenging teaching, fully connected with research and public service; innovative
academic planning that focuses oandthe@pprogriaty 6 s c h
integration of technology;

e an educational environment that develops culturally literateasslired, technologically
sophisticated, productive citizens who are prepared to lead, to inspire and to preserve the great
traditions of ou democracy.

CORE VALUES

The Core Values to which the University adheres are:

respect for one another;
cooperation;

intellectual and spiritual growth;
creative imaginings;

pride in a job welldone.

Bowling Green State University is dedicategtoviding quality academic programs in a learning environment that
promotes academic and personal excellence in students, as well as appreciation of intellectual, ethical and aesthetic
values. Wisdom, sound judgment, tolerance and respect for othergeaxgibures and ideas are the hallmarks of an
educated person and the characteristics that the University hopes to develop in its students.
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This Notice revision was approved byClassified Staff Councilon February 20, 2008 and Board of Trustees on May 2, 2008
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GENERAL RULES OF CONDUCT/CODE OF ETHICS

All members of theUniversity community share the responsibility of sustaining the highest principles of
professional behavior. Regardless of the position to which one is assigned, each person employed by BGSU
has the responsibility of promoting a healthy clinfatdearning and contributing to the success of the
University's programs and services. Effective job performance serves to sustain and promote academic and
professional excellence as well as ensure the sound management of institutional resources.

More information on the General Rules of Conduct/Code of Ethics can be viewed at:
http://www.bgsu.edu/downloads/execvp/file8118.pdf

On June 24, 2005 the Board of Trustees approved a Code ofhitts and Conduct Policy to cover all University Employees.
To view this policy, go to:http://www.bgsu.edu/downloads/execvp/file12700.pdf
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OFFICE OF HUMAN RESOURCES

The Office of HIman Resources, located in Room 100, College Park Office Building, handles all matters for
classified staff members such as recruiting, interviewing, testing and fempoyer verification. Because
BGSU is a statsupported agency, it must operate byte&Std Ohio procedures. The Office of Human
Resources, therefore, is responsible for making sure those policies and procedures are followed in the
employment of all classified staff.

The Office of Human Resources keeps a personnel file on every clastiffesiember. You may review

your personnel file, with the exception of confidential letters of reference, by making an appointment with a
Human Resourcéstaff member. Included in your file will be information on your employment history at
BGSU, all pesonnel/pay actions, performance evaluations, application form and other materials essential to
your work record.

If you change your name, address, phone number, or marital status, etc., contact the Office of Human
Resources immediately. All information your personnel file must be as accurate antbwufate as possible.

The Assistant Vice President for Human Resouf8é22259) is designated as the appointing authority for
classified staff employees at Bowling Green State University and is resjgofusibkplaining and
interpreting personnel policies and civil service laws, advising and counseling classified staff on human
resource matters, and developing and implementing benefit programs. In addition, the Assistant Vice
President for Human Resourageanages the entire Human Resources area, which includes the following
services:

Employment/Employee Relationg372-2227)

Assists classified staff members and supervisors withgtatied questions or problems. Deals with all
matters related to recruiimt, interviewing, applications, job posting, job audits and reclassifications, and
affirmative action matters.

Training and Development (3722628)

Provides individual and group training, professional developnugmtard mobility and employee orientatio
For more information, go to:

http://www.bgsu.edu/offices/ohr/training/index.html

Records and Processes (372558
Processes all personnel/pay actions and maintains personnel files.

Human Resources Administration (3722113)

Deals with matters relating to University policies and procedures, Ohio civil service law, compensation, wage
and salary administration, classification plan, unemployment compensation, layoffs, performarat@oasalu
employee handbooks and retirement counseling and assistance.

Insurances/Benefits (372112)

Deals with all matters related to staff health, dental and vision insurances, as well as life insurance, tax
deferred annuities, and workers compensatiéar more information, go to:
http://www.bgsu.edu/offices/ohr/benefits/index.html
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The Office of Human Resources keeps you informed through the Monitor, a University publicatien, of th
following types of announcements:

Job vacancies

Training programs

Explanation of policies and procedures
Items of interest

In the Handbook, we will try to answer as many of your questions about the University as we can. If you still
have questiongall or visit the Office of Human Resources. Don't let questions go unanswered about your:

Classification
Pay Rate

Next Pay Raise
Benefits

Staff members in the Office of Human Resources will be happy to counsel you about career plans. They can
tell you about different opportunities at BGSU for which you may be qualified. Or, if you are interested in a
position for which you need additional training, the Office of Human Resources staff members can counsel
you on ways to improve your qualifications.dh matters, your discussions and visits to the Office of Human
Resources will be kept strictly confidential.

HR Information:

Front Desk: 419372-8421 Fax 419372-2920
Web Address: http://www.bgsu.ed/offices/ohr/
Classified Jobline: 419-372-8669

Administrative Jobline  419372-8522
OUR MISSION STATEMENT
The Office of Human Resources working as a team within the office and throughbunivieesity:.

e Recruits the Best
e Retains the Best
e Assigs the employees as they reinvest in their future

BGSU employees should be aware that most personnel records are considered public information pursuant to
Ohio Revised Code Section 149.43. Certain records, including medical information, Social Seoulvitys

and residential and family information of law enforcement officers, are exempt from disclosure. Most other
records, including performance evaluations, salary, leave balances, disciplinary actions, grievances, and
applications of employment, are pigly available. Human Resources will indicate in your file who has

viewed it. For more information on the Office of Human Resouxgsi$ their website at:
http://www.bgsu.edu/offices/ohr/
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BENEFITS
EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Bowling Green State University Employee Assistance Program (EAP) is provided for all employees and
their family members as a means to obtain confidential and professional assistance in dealing with the
difficult situations in life, which most of us face at one time or another. These situations include family or
marital problems, financial difficulties, stress, depression, alcoholism or other chemical dependency.

The EAP is provided through an external orgatiiza All services are provided by the University at no cost

to you and are strictly confidential. EAP referrals to other resources are tied into the University's health care
programs as eligible. To take advantage of this betlefitemployee can call {800-422-5338) to schedule

an appointment with a professional EAP counselor.

For further information and copies of available brochures on the program, please contact the Office of Human
Resourcesit 372-84210r go to:http://www.4symmetry.org/
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INSURANCE (PERMANENT Full Time Staff Only)

Beginning the first of the month after your date of hire, you and your eligible dependents are covered under
Medical, Dental anéPrescription servicesThe employee qys a portion of the premium costs of individual

and family coverageOn the first day you go to work, however, you are insured with Life Insurance and
Accidental Death and Dismemberment coverage

If any changes occur in your marital or family statesitact the Office of Human Resources at-3122 or
go ta
http://www.bgsu.edu/offices/ohr/benefits/page11202.html

For information oremployee related services the Student HealtBervice, go to:
http://www.bgsu.edu/offices/sa/health/facstaff/page11238.html
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MILITARY DUTY LEAVE POLICY

Bowling Green State Uni v e rcovers alldassifiguemployeegThasenwhaoni | i t a
are called to duty are covered by the Uniformed Services Employment aardpgReyment Rights Act

(USERRA), the Ohio Revised Code, and the Ohio Administrative Code related to military duty. For

information on thespecific details for coverage for those needing military leave, contact the Office of Human
Resources or go tattp://www.osc.gov/userra.htm

Classified staff who are members of the Ohio National Guardldarpireserve units are eligible for military
leave with pay. Leave for active duty or field training cannot exceed 31 calendar days per calendar year. A
copy of military orders or other authorization document for such duty must be submitted to youissuper

and the Office of Human Resources to qualify for military leave. Such leave is in addition to regular vacation
time. The maximum hours for which payment under this provision will be made in any calendar year are 176
hours (22 days).

Classified stéffwith at least 90 days of University service who are involuntarily called to extended active duty
in the military service shall be granted military leave without pay for the duration of such service. Upon
application within 90 days of the date of discleafiggm extended active duty, the individual shall be

reinstated to the position held prior to military service. This reinstatement right should be recognized by
anyone hired to replace an individual on military leave. If a classified staff merbelige or voluntarily

extends the original tour of active duty, reinstatement rights are forfeited.
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MILITARY SERVICE CREDIT (Public Employees Retirement System)

If you have five (5) years of retirement credit with an Ohio retirement system (PERS, 8ESTRS), and if

you have completed a tour of active military service, you are entitled to "buyback" up to five (5) years of
military time for retirement credit. Obviously, you can increase your monthly retirement benefits under PERS
by purchasing youactive military service credit.

(Career military retirees receiving a pension are exempt from this provision.) Payment for the purchase of
active military service may be made by payroll deduction. For additional information on this contact the
Office of Human Resourcest 372-2113).

For more information, go to OPERS websiteh&ttis://www.opers.org/about/membership/serviceeredit.shtml
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OUT-OF-STATE SERVICE CREDIT (Public Employees Retirement System)

If you have five (5) years of retirement credit with an Ohio retirement system (PERS, SERR®S)r and if

you have worked under the federal civil service, another state's civil service program, or other public
employnent, you are entitled to "buy back" up to five (5) years ofddtsttate time for retirement credit.

Payment for the purchase of federal civil service, other state civil service, or other public employment may be
made by payroll deduction. For additionaflarmation on thiscontact the Office of Human Resourets

372-2113.

For more information, go to OPERS websitehat://www.opers.org/
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TOLEDO INDUSTRIAL RECREATION AND EMPLOYEE SERVICES (T.L.R.E.S.)

The Toledo Industrial Recreation and Employee Services Council isprofinassociation of management
representatives from leading Toledo and surrounding area businesses, academia, industry, government and
community service organizations, establishegrtomote employee services and recreational programs for
employees, to promote the exchange of ideas and administrative expertise, and to provide discounted member
services.

Bowling Green State University is a member of this organization, and adbuegrsity staff members are
eligible for special rates or discounts on products and services that T.I.R.E.S. members have to offer.

Additional information on these services can be obtained by contacting the Office of Human Redources
3728421 or going tohttp://www.tirestoledo.org/index.php

- 18-


http://www.tirestoledo.org/index.php

CLASSIFIED
\LSTAFF COUNCI

RETIREMENT (Public Employees Retirement System)

All classified staff members of Bowling Green State University are required by law to participaedhith
Public Employees Retirement Syste@PERS) http://www.opers.org

PERS provides hospital and medical insurance to each retiree who receives a monthly benefit and who on
July 1, 1986 and after has ten year©bfo retirement service credit. Time under the State Teachers

Retirement System, School Employees Retirement System, as well as military servidestate public

service, and Federal Civil Service purchased before January 29, 1981 may also behasealénlation of

this tenyear requirement. Classified staff retiring with less than ten years retirement service credit must make
separate arrangements for hospital and medical insurance.

Classified staff members contribl@e%of their gross salarynd the University, as the employer,
contributesl3.77%of each classified staff member's annual earning to PERS. The University picks up
payment of the staff membe8s%share. For purposes of Federal and State income taxe$.5Miss

excluded fromhie staff member's taxable income. It becomes taxable upon claiming the funds after retirement
or upon the optional withdrawal of the account when a person leavesdpioRSred employment.

These contributions plus interest from investments provide affanmdwhich staff members will receive

monthly checks after they retire. Staff members are eligible to retire at age 60 with five years of service, at
age 55 with 25 years of service, or at any age with 30 years of service. With exception of policethéieer

is no mandatory retirement age. Police officers must presently retire at the end of the fiscal year in which age
70 is reached.

Service credit is based on income earned each month. A full month's service credit is granted if the employee
earns ateast $250 per month. Employees earning less than $250 per month will receiategrservice
credit based on the amount of money earned.

Retirees eligible for free health coverage may also pick up a dependent spouse and dependent children subjec
to a premium deducted from the monthly retirement check.

After eighteen months of employment and contributions to PERS, the retirement system provides for the
payment of benefits as well as medical coverage to survivors of deceased members. The retgtement s

also has provisions for disability retirement due to illness or injury and provides income and medical coverage
to the member, medical coverage to the spouse and dependent children, and survivor benefits. To be eligible
for disability retirement mendys must have five years of retirement service credit. Details of these benefits as
well as informational brochures are available in the Office of Human Resource843T7R

Classified staff members who are on a Univerajtproved leave of absence ntsgyable to purchase a

maximum of one year of PERS retirement service credit after they have returneditodWiniversity
service for at least one year.
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Classified staff members who terminate public employment before retirement may request afreftiR@
contribution by completing an application form in the Office of Human Resources. Afteday3aiting
period from the last day of employment, PERS will refund the staff member's direct retirement contributions.

When fulktime classified staffnembers retire from BGSU into the Public Employees Retirement System, they
are eligible for the following benefits

A permanent ID card designating the individual as retired staff.
The same library and computer privileges as current staff.
Receipt of he BGSU publications, AT BOWLING GREEN and the MONITOR.
The same discounts or charging privileges granted to current staff.
Appropriate office space and support services when possible if the retiree is engagetinrepart
instruction or other paid seo8s.
e Opportunity to audit or take a course without payment of the instructional, facility or general fees on
a space available basis.
¢ When requested, the same ticket arrangements and prices for intercollegiate sports events and musical
and drama produatis.

¢ When requested, continuing access to BGSU's recreational facilities.
approved by the Board of Trustees, October 11, 1979

The Office of Human Resources encourages classified staff members to visit at least three months prior to
their planned retiraent date for a preetirement interview.

For information on Retirement Plans, gohuap://www.bgsu.edu/offices/ohr/benefits/page12557.html
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FEE WAIVER POLICY

The policygoverning benefits for classified staff members is as follows:

l. Full-time Classified Staff Member

A. Eligibility. For the purposes of this policy, a permanenttioie classified staff member is one
who works 40 hours a week on a regular schedulésagahployed fultime for a minimum of nine
months a year (including an individual employed-fiutie at theUniversity but compensated by
another agency such as ROTC or a granting agency).

B. Benefit. Permanent fultime classified staff may enroll in 1Bedit hours each year (the accounting
of courses taken begins with the fall semester, i.e., from fall semester through the following
summer session of each year), and if working during the semester not to exceed 8 credit hours per
academic term (semesten) either an audit or credit basis, without payment of the tuition or
general fees if:

1.

The staff member initiates a request via a fee waiver form. These forms are available in local
department offices.

The staff member's supervisor certifies that tm@kment will not interfere with the discharge

of duties as &niversity employee. In order to avoid interruptions on the job, classified staff
members should whenever possible register for classes, which meet outside of their regular
work schedules. Whethis is not feasible, staff members, may, with the approval of their
supervisors, enroll in a class during the regular workday. All time taken from the regular
workday to attend classes must be made up.

The staff member's enroliment in the course is@pmd by the appropriate academic dean or
area administrator, who will then forward the fee waiver form to the Office of Human
Resources 100 College Park.

The staff member's enrollment will not prevent a regularly registered student from attending the
class section.

The staff member enrolls for the course through the Office of Registration and Records.
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C. Reciprocity. An agreement exists between Bowling Green State University (BGSU) and the
University of Toledo (UT) whereby permanent ftithe classifiel staff of one university may take
courses, with a fee waiver, at the other university. This arrangement cov¢iradutiassified staff
only and does not include waivers for dependents. The following conditions apply:

1. The staff member must be prolyeadmitted as an undergraduate or graduate student at UT
before registering for courses.

2. Fee waiver forms must be filed and approved. These forms are available in local department
offices.

II. Spouse/Child of a Permanent FullTime Classified Staff Memkber

A. Eligibility. The child, children, and/or cohabitant spouse of atiimé classified staff member who
has completed three years of ftithe service at Bowling Green State University is able to receive fee
waiver benefits. Permanent péirhe serviceprior to conversion to fultime employment may be
used toward meeting they@ar eligibility requirement on the basis of 2,080 hours of work equals one
(1) year of fulltime University service. Fee waiver benefits are granted provided that:

e The individual to receive the fee waiver is eligible to be considered a personal exemption under
the provision of Section 151 of the Internal Revenue Code, or

e The staff member must initiate a fee waiver form to receive benefits for his or her epouse
child. Formsare available in local department offices.

B. Benefit. The child or spouse of a staff member may enroll as ifiodl or paritime student without
payment of tuition fees. The student may attend classes at the main campus or ata@ampo$f
branch orcenter. The student will pay the general fee and other course fees or charges.

I11. Widow/Widower or Child of a Deceased Permanent Fulltime Classified Staff Member

A. Eligibility . The widow/widower or child of a deceased-tirhe classified staff nmaber (deceased
while employed at BGSU) is eligible to receive fee waiver benefits provided that:

e The deceased classified staff member served at Bowling Green State University for three years
or more.

o The widow/widower or child was eligible to be coraigld a personal exemption under
provision of Section 151 of the Internal Revenue Code, or

e The spouse of a deceased classified staff member is eligible for fee waiver benefits until such
time they remarry.

B. Benefit. The widow/widower or child of a deceabclassified staff member may enroll as afintle
or parttime student without payment of the instructional fees. The student may attend classes at the
main campus or at any branch campus or center. The student will pay the general fee and other course
fees or charges.
IV. Retired Permanent Fulttime Classified Staff Members

A. Eligibility . A permanent fultime classified staff member who has formally retired into PERS is able
to receive the same fee waiver benefits as an activérhdl classifiel staff member.

B. Benefit. Retired classified staff members may take courses on a space available basis without
payment of the tuition, facility or general fee.
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V. Spouse/Child of a Retired Permanent Classified Member

Eligibility. The cohabitant spse, child and or children of a permanent-futie retired classified staff
member (who has completed 10 years oftiutie service at Bowling Green State University) and were
dependents of the fulime classified staff member at the time of retiremeray enroll in classes without
payment of tuition fees subject to Section 151 of the Internal Revenue Code.

VI. Permanent Part Time Classified Staff Member

After completing one year of employment (that is equivalent to 2,080 hours of work) at Bowieg G
State University, permanent pdirhe classified staff members are eligible for a fee waiver to attend
classes. Entitlement of fee waiver benefit is restricted to a prorated portion of hours employed. For
example, a permanent pairne classified stéfmember employed 20 hours per week would be eligible
for an equivalent of eight credit hours of waived fees during the year.

In determining the number of credit hours that may be taken, the average number of hours worked each
week will be calculated bgveraging the total weekly hours worked during the past 12 months (or 9
months for academic year staff) immediately preceding the first day of the semester authorization is
requested. The average weekly number of hours will assign the number of creslihapunay be taken
during the fiscal year as follows:

Average Weekly Hours Worked Number Credit Hours Per Fiscal Year

10- 19 hours 4 credit hours

20- 29 hours 8 credit hours

30 or more hours 12 credit hours

Classes may be enrolleddneithe r an audit or credit basis i f an

e Administrator certifies that the individual's enrollment will not interfere with the performance of
assigned duties as a University employee;

e Enroliment in the section of a subject is recommended by the@jgisoacademic dean or area
administrator;

¢ Enroliment will not prevent a regularly registered student from attending the class section;

¢ Enroliment for the course occurs in the Office of Registration and Records.
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Important Information : In order to avi interruptions on the job, classified staff members should,
whenever possible, register for classes which meet outside of their regular work schedule. When this is
not possible, classified staff members may, with the approval of their immediate supeivisth for a

class during the normal workday. All time taken from the regular workday to attend classes must be made

up.

The accounting of credit hours taken each year begins with the fall semester and ends with the following
summer session. For regiion details (schedule of classes, admission forms, etc.) contact the Office of
Registration and Records. Fee waiver forms are available from local department offices. All regular
University courses, graduate or undergraduate, are covered by this @aolitinuing Education courses

and special fee programs are excluded from this policy.

The Fee Waiver policy does not apply to spouses or children of a permandgimeatassified staff
member. It also does not apply to a widow, widower or childd#aeased permanent panie classified
staff member.

Fee waiver forms for permanent pame classified staff members will be approved after verification of
service at BGSU is 2,080 hours or more and the Office of Human Resources verifies the awvabage n
of hours worked in a week.

VII. Other

A. Appeals Appeals of the application of these procedures should be made to the President of
Bowling Green State University. The President of the University is authorized effective September
1, 1976, to povide for the payment of instructional fees under exceptional and appropriate
circumstances.

B. Graduate Application Fee The application fee fddniversity-classified staff that enrolls in a
graduate degree program is also waived.

C. Taxing of Graduate Fee WaiversIn accordance with the Internal Revenue Code (I.R.C.), the
University is required to report as taxable compensation, graduate level tuition reductions (fee
wai vers) made on behalf of an empl ohisee, an em
reportable compensation results in additional taxes (Federal, State, City and School); it is not
subject to state retirement contributions.

D. University employees who have fee waiver benefits and are laid &fdom employment may
continue to have ttion fee waiver benefits for themselves and their dependents in accordance with
existing eligibility requirements, for the equivalent of one school year (maximum of two semesters
and one summer term) following the effective date of layoff.

For further hformation about fee waiver benefits, please contact the Office of Human Resources at
372-8421 or visit http://www.bgsu.edu/offices/ohr/benefits/page12550.htnar
http://www.bgsu.edu/downloads/execvp/file8113.pdf

(BGSU Trustees, 1976, Revised July 23, 1982, December 10, 1982, December 6, 1999)
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CLASSIFIED STAFF
CLASSIFIED STAFF COUNCIL

Classified Staff Coutil was established to provide direct channels of communication between classified
staff employees and the University administration. Composed of permanedithéufind partime

classified employees, Council addresses matters of interest and/or condassified staff employees.

Such matters may be policies, procedures, benefits, and/or services. The membership of the Classified
Staff Council consistof representatives from each division of the University and apportionment is
approximatelyl represetative for every 40 employees.

Classified Staff Council will:

1. Serve as a representative board for the discussion of policies, procedures, benefits and services
affecting classified staff

2. Provide an avenue of i nput sdesigoeminoling smatterfdf ed st a
concern related to their employment at BGSU

3. Provide University officials with an effective method for soliciting and disseminating information
about plans, policies and concerns affecting classified staff

4. Follow through orthe charge of thel@ssifiedStaff Councilas a working group providing University
officials with assistance in addressing matters of concern or of interest to classified staff.

To view Classified Staff Council website, go to:
http://www.bgsu.edu/organizations/csc/

In Il'ight of the Universityod6s desire to have cl as
the Classified Staff Council, its committees and other University conagjttdassified staff members

appointed or elected to serve on the Classified Staff Council, its committees, or any University committee
will be allowed time to perform the duties associated with such appointment or election.
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CLASSIFIED STAFF COUNCIL ST ANDING COMMITTEES
Bylaws Committee: Update and review, on a yearly basis, the CSC Bylaws and Classified Staff Handbook.

Campus/Community Committee: Develop and manage all fundraising ventures and special events for the
benefit of the classified staff al@SC.

Committee on Committees:Maintain and update all CSC standing and ad hoc committee memberships.

Election Committee: Supervise regular and/or special elections conducted by CSC to insure fair and accurate
results.

Merit Appeals Committee: Review ajpeals from classified staff for the merit portion of their yearly salary
increase.

Outstanding Service Award Committee:Develop criteria and methods for the selection of a classified staff
person to be named recipient of this award and publicize thadeligeis sufficiently. This award is to
recognize and commend a classified employee whose efforts benefit students, academic units, and the
University community and who encourages and promotes excellence within the workplace.

Parking Appeals Committee: Review appealed parking citations in which they grant or deny an appeal.

Personnel Welfare Committee:Gather and compile a report of related information to make
recommendations for enhancement of the current benefit package for staff at BGSU.

Professiona Development Committee: Develop criteria and methods to provide financial support to
eligible classified staff who wish to seek professional and individual growth and development.

Salary Compensation CommitteeWork with the Office of Human Resourcescionducting wage surveys
and gathering additional information available through other sources to insure all classified staff receive a fair
market wage.

Scholarship Committee:Develop criteria and methods for selection of person(s) to be named recjpént(s

the scholarship award and publicize guidelines. Scholarships are awarded to deserving classified staff
members, their spouses or dependents, who have a minimum of a 2.5 grade point average. The scholarships
are used to pay any education related expgn

Spirit of BG Award Committee: Develop criteria and methods for the selection of a classified staff person

to be named recipient of this award and publicize guidelines. This award is to recognize on a monthly basis,
BGSU staff who are caught showifigt he spirit of BGO. Criteria for
that the employee demonstrates to his/her department and to the campus community.

Team Award Committee: Develop criteria and methods for the selection of a group of employeés aith
classified staff area to be named recipient of this award and publicize guidelines. This award is to recognize
persons within a classified staff area who work together on a daily basis as a team and whose collective
efforts benefit students, units,mltment divisions and tHéniversity community.

Website Committee:Gather and update the CSC website with pertinent information for classified staff.

Ad Hoc Committeesmay be appointed as necessary to facilitate the business of the CSC Members

For moreinformation, go to:
http://www.bgsu.edu/organizations/csc/page35608.html
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UNIVERSITY COMMITTEES

The University has numerous standing committees, which provide assistancefio dpeartments or the
University in general. Membership on committees varies. In some cases, the Classified Staff Council elects
classified staff members to committees. University standing committelage, but are not limited to, the
following:

Dining Services Advisory Board
Equal Opportunity Compliance
Health, Wellness and Insurance
Information Technology

Insurance Appeals

Public Arts Committee

University Naming

University Parking

University Planning 2-year position
University Union Advisory

For more information about these or other standing committees, contact the Classified Staff Council, Box 91,
University Hall or go tohttp://www.bgsu.edu/organizations/csc/page35608.html
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CLASSIFIED STAFF COUNCIL AWARDS AND RECOGNITIONS

CLASSIFIED STAFF COUNCIL OUTSTANDING SERVICE AWARD

During the annual Classified Staff Convocation the Classified Staff Council recognizes a number of classified
staff members who have providedtstanding service to Bowling Green State University. Any current

classified staff member, either permanentfufle or permanent patime, who has been on thuniversity

payroll for twelve continuous months is eligible to be recognized. Any faadtyinistrative staff or

classified staff member is eligible to nominate a classified staff member for the award.

Criteria used to recognize outstanding service include job performance (dependability and attendance,
cooperation, willingness to serve, imaion, initiative, attitude and ability to give more than required) and
relationship to th&niversity (concern, commitment, willingness to give uncompensated tikjeiversity
activities: willingness to work on committees making up work time or job ti@eis missed, assisting people
even though it is not their job to do so, positive interaction and promoting harmony).

Information and forms are available from your Classified Staff Council representatiménes

For more information on the CSC Btanding Service Award, go to:
http://www.bgsu.edu/organizations/csc/page35906.html

For a nomination form, go to:
htt p://www.bgsu.edu/downloads/bgsu/file35907.pdf
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CLASSIFIED STAFF COUNCIL SCHOLARSHIP PROGRAM

Each year the Classified Staff Council awards scholarships to deserving classified staff members, their
spouses or dependents, who have a minimun2d grade point average. The scholarships are used to pay
any education related expenses. The awards will be made in one payment from funds deposited with the
BGSU Foundation, Inc. The scholarship is funded through donations from BGSU classified stagfsnemb
Application forms may be obtained by contacting the Office of Human Res@#2€&gl21, contacting a
Classified Staff Council representativeamline at:http://www.bgsu.edu/organizations/csc/page35901.htnfor
information or:http://www.bgsu.edu/downloads/bgsu/file35896.pdior application.

-29-


http://www.bgsu.edu/organizations/csc/page35901.html
http://www.bgsu.edu/downloads/bgsu/file35896.pdf

CLASSIFIED
¢STAFF COUNCII.)

CLASSIFIED STAFF COUNCIL SPIRIT OF BG AWARD

BGSU operates on dgiacts which build and strengthen our community on and off campus.
These acts, along with other deeds that are above and beyond the call of duty, may be
acknowledged and the responsible individual recognized. The Classified Staff Council presents
the "Sprit of BG" award on a monthly basis

Further information is available at;
http://www.bgsu.edu/organizations/csc/page35884.html

To download a CSC Spirit of BG Award Form, go to:
http://www.bgsu.edu/downloads/bgsu/file35879.pdf
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CLASSIFIED STAFF COUNCIL TEAM AWARD

The Classified Staff Council Team Award (CSCTA) recognizes and applauds classified
employees whas a group of outstanding individuals within a classified staff area, work as a
team and whose collective efforts benefit students, academic units, and the University
community as well as encouraging and promoting excellence within the workplace.

For moreinformation on the CSC Team Award, go to:
http://www.bgsu.edu/organizations/csc/page35915.html

For an award nomination form, go to:
http://www.bgsu.edu/downloads/bgsu/file35909.pdf
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PROFESSIONAL AND PERSONAL DEVELOPMENT

Bowling Green State Universityods Classified Staff
established in September 2005 with the mis$o provide financial support to classified employees who wish

to seek professional and individual growth and development through opportunities such as workshops,
conferences, jobelated classes, training and/or presentations which will further thavliedge and/or attain

new skills.

All permanent fulitime and permanent parime classified employees who have passed their current
position's probationary period are eligible to request funding. Maximum amount of funding available per
employee per fisdgear is $250.00 based on available funds.

Employees are encouraged to improve themselves either through regular classes, workshops, or seminars.
This may be permitted through the use of flextime, vacation, or personal days. However, when the department
requires the employee to attend development courseemployee will not be charged for vacation or

personal days.

For more information on CSCPDF, go to:
http://www.bgsu.edu/organizatons/csc/page35869.html

To download a CSCPDF application, go to:
http://www.bgsu.edu/downloads/bgsu/file35867.pdf
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CIVIL SERVICE SYSTEM

BGSU is one of 14 statassisted uniersities in Ohio. The Ohio civil service laws govern job classifications,
wage scales, and procedures. In addition, specific rules and policies concerning your employment at BGSU
have been established. Under the civil service system, classified poditibadJaiversity are determined by

the duties and responsibilities of the job. Each job classification is assigned to a pay grade established by the
civil service law

CIVIL SERVICE SYSTEM WAGE POLICY

The classification for each position at Bowling Gré&ate University is established on the basis of the duties
and responsibilities assigned to the job. The Ohio Department of Administrative Services has established
classification specifications for each job at thisiversity.

Each classification is agned a pay grade. New staff members begin at the probationary rate of the assigned
pay grade. At the successful completion of the probationary period they advance to the end of probation rate.
Thereafter, increases, as approved by the Board of Truati#esmrmally be granted on the beginning of the

pay period.

The starting and end of probation rates will increase at a rate that is one percent less than that approved by the
Board of Trustees. In this way the pay grade rates will insure a differeatiaben longer term and newly
hired employees.

The payrate for each classification is availatteviewat:
http://www.bgsu.edu/offices/ohr/compensation/page11194.html

To viewinformation of Job Classification Title and PRgtesgo to:
http://www.bgsu.edu/downloads/execvp/file11186.pdf
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COMPENSATION
BREAK PERIODS

Although rest periods are noffiafally provided for under state civil service laws, it is University policy that
each department may allow two-frinute rest periods during each eiglour day. The first rest period is
generally taken during mithorning. The second is taken during raitiernoon. Your supervisor will

determine whether such periods would hinder efficient operation of the department at certain times. You
should recognize that rest periods are a privilege rather than a right; misuse of rest periods or overextending
them cold result in this privilege being revoked.

Unused rest periods may not be saved. Likewise, you may not use unused periods as a reason to arrive late to
work or leave from work early.
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FLEXTIME

University policy permits, in certain circunasices, for classified staff members to adopt a flexible work
schedule, either continuous or intermittent. The flexible work schedule must be arranged in advance and must
be mutually agreed upon by the staff member and immediate supervisor, and appranszddrydepartment

head. Normal business hours as well as the operational needs of the department must be maintained. In
addition, a periodic review of a classified staff member's flexible work schedule will be conducted by the
immediate supervisor to detaine whether it should continue or not. Flextime is not to be used as a means of
facilitating or responding to tardiness. Classified staff members are expected to be on time for the starting
hour of work.
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GARNISHMENT

The policy on the gareshment of wages applies to all employees, faculty, administrative and classified staff.
While the manner in which employees use their wages is, of course, a private matter, the courts have the
authority to force the university to hold back a portionoéamp | oyee és wages to pay a
not been able to collect that which is owed. When thisiswurtd er ed, t he procedure i
Garnishment occurs for child support payments as well.
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HOURS WORKED
Full-Time Classified Staff

The standard workweek for fttilme staff members at BGSU consists of forty hours (five days). If you are
employed in an office, your workday will probably be from 8 a.m. to noon and 1 p.m. to 5 p.m. with one hour
for lunch. Although the usi workweek is Monday through Friday, if you are in an operating area, you may

be assigned one of several work shifts. Some operating departments also obsefvewa haith break.

Your supervisor will tell you about the particular work schedule in gepartment. Should the need arise to
rearrange your work schedule; you should discuss the possibilities with your supervisor. It is possible that the
University will rearrange work hours during the summer months. A total of 40 hours per week is still the
standard, no matter how hours may be arranged.

Use of the time accounting form is based upon the exception principle. Specifically, no forms will be
transmitted to Payroll for individuals who work 40 hours. If, however, variations in time worked cheing t
pay period occur, the reporting form will instruct Payroll to make appropriate changes in pay and indicate
factors accounting for instructions, e.g., overtime, sickness, vacation, etc.

Permanent Part Time Classified Staff
As a permanent patime dassified staff member, your work schedule will be as determined by your
immediate supervisor. Should the need arise to rearrange your work schedule; your immediate supervisor will

discuss the requirements with you. Rearrangement of the work schedulecindg idays as well as hours of
week.
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PAY DAY AND PAY PERIODS

Classified staff members are paid every other Friday. Although the usual workweek is Monday through
Friday, if you are employed in certain areas of the University, you may lgmadgine of several work shifts.

e Your supervisor will show you how to prepare a time report form when variations occur during the
pay period.

¢ All new employees or employees who change their statust{arto fulltime) are required to have
a mandator direct deposit of their paychecks with a bank that is federally insurable.

To view current pay schedules, go hiap://www.bgsu.edu/offices/ohr/compensation/page11195.html

-38-


http://www.bgsu.edu/offices/ohr/compensation/page11195.html

CLASSIFIED

\LSTAFF COUNCI

PAY TRANSACTIONS -CLASSIFIED STAFF

All other pay actions provided for by Ohio law remain in effect and are outlined below. They apply to full
time and partime classified staff uniformly.

A.

Lateral Move within Classification/Pay Grade.
There isno change in total rate of pay.

. Reclassification

The employee will be placed at the end of probation rate for the new pay grade or a 4% increase,
whichever is greater. At the end of sixty (60) days, the employee may qualify for an additional 2%

increag after a successful supervisory review.
Approved by the Board of Trustees March 3, 2006.

Promotion.

The employee will be placed at the starting rate of the new pay grade or a 4% increase, whichever is
greater. At the end of the probationary period aimployee will advance to the end of probation rate or a
4% increase, whichever is greater. In the event the probationary period is not satisfactorily cothpleted
employee will be returned to the former classification and rate of pay and to the ssEimiaoiposition.

Overtime.

At certain timesit may be necessary for your department to work more than 40 hours per week. If this
occurs and your supervisor asks you to work overtime, you are expected to comply with this request
unless prohibited byosne bona fide emergency. Overtime will be distributed as evenly as possible among
eligible employees in the department.

All classified staff members are entitled to overtime pay for authorized overtime resulting in more than 40
hours of active pay statirs a work week. Active pay status includes work time, sick leg@esonal
leave,vacation and compensatory time used. Overtime may be eith@ndmamehalf times the total rate

of pay, or compensatory time at eaedonehalf times the overtime hours worked. Compeonisatime

must be used at a time mutually agreeable between the employee and supervisor. The choice of taking
overtime pay or compensatory time off is the employee's alone and cannot be altered by the immediate
supervisor.

A maximum accrual of 480 hour$ compensatory time is permitted for university law enforcement
officers and 240 hours for all other employees. When the maximum number of hours of compensatory
time accrual is reached, payment for overtime will be made.

Scheduled Callin Pay.
If you are scheduled (prearranged between supervisor and employee) to return to work outside your

normal work schedule, the University will pay you for all hours worked but in no event will you be paid
less than two hours at your total rate of pay.

Revised 11/16/09
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Emergency Call-Back Pay.

After regularly scheduled hours of work have ended and without prearrangement, if the employee is
calledback to work, callback pay is guaranteed. An employee entitled tbawzklpay is entitled to a

minimum of four times the employsdotal rate of pay regardless of the number of hours worked. When

the point is reached where the actual hours worked (more than 2 hours, 40 minutes) provide compensation
exceeding the assured minimum, regular overtime provisions will apply.

. Holiday Pay.

If you are required to work on a holiday, in addition to holigay, youwill be paid for your time worked
at oneandonehalf times your total hourly rate of pay; or you may elect compensatory time off-at one
andonehalf times the number of houwsrked in lieu of receiving compensation for time worked on the
holiday.

. Professional Achievement Pay

If your job requires a specific license or certification required by law and the requirement is not contained
in the classification specificatipgou may be eligible for an increase in hourly rate that is 5% of the
starting rate for as long as the licensing or certification is needed and maintained.

Hazardous Duty Pay

If your job requires you to be exposed to hazardous conditions notrehtai specifically intoned in the
classification specification, you may be eligible to be paid an additional 5%, 7.5% or 10% of the starting
rate of pay for the duration of time that the hazardous duty is performed. The percentage to be paid is
based onhte degree of hazard. An example of a hazardous condition not contained in a classification
specification is asbestos removal.

Temporary Reassignment

If you are temporarily assigned to a classification that has a higher pay grade than the ocdle yowvhi

are presently assigned, you will receive a 5% increase to your total hourly rate of pay for the duration of
the temporary reassignment. Temporary reassignments must exceed a minimum of two weeks (14
calendar days) and not exceed ten weeks in dardfithe temporary reassignment is the result of an
employee on a leave of absence, and where the employee is scheduled to return, the Assistant Vice
President may waive the 4@ek maximum period, Human Resources as appointing authority.

. Demotion.

If an employee voluntarily bids and accepts a position that has a lower pay grade, the individual will be
assigned to a rate of pay in the lower classification that provides the same percentage differential between
the end of probation rates for the twassifications. If the difference in the end of probationary rates

between a Secretaryl (Pay Grade 6) and a Clerical Specialist (Pay Grade 5) is 4.7%, the individual's
hourly rate will be reduced by this percentage and will be no lower than the endatiqgorahte.

Layoff.

If an employee displaces to a classification that has a lower pay grade, the individual will be assigned to a
rate of pay in the lower classification that provides the same percentage differential between the end of
probation rags for the two affected classifications. If a Cook 1 (Pay Grade 3) displaces to a Food Service
Worker (Pay Grade 1) and the difference between end of probationary rates is 8.3%, the affected
individual's hourly rate will be reduced by this percentage &aldevno lower than the end of probation

rate.
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PAYROLL DEDUCTIONS

Bowling Green State University is required by law to make certain deductions from your paycheck. The
following list contains those items, which the University must deduct in orademtply with federal and

local laws:

1. Federal Income Tax

2. Public EmployeedRetirement System

3. State Income Tax

4. City Income Tax

5. Medicare premium for new employees hired after Aprill, 1986

6. Garnishments, IRS tax levies, child support and any otherdegalurt ordered deduction

In addition, other deductions can be withheld at your request, such as:
1. Tax deferred annuities (this is a reduction, not a deduction; see below)
2. Hospitalization and Surgical coverage for sponsored dependents
3. Educators Insance

4. Employee Organization dues

5. Savings Bonds

6. United Way contributions

7. Dependent Life Insurance

8. Credit Union

9. Falcon Club dues

10. Gifts to the University, i.e., President's Club, Parent's Club, etc.

11. Purchases charged at the Bookstore, University Usiason athletic tickets, etc.
For information on the BG1 Card, go tatp://www.bgsu.edu/bglcard/

12. Purchase of PERS military and enftstate public service credit

Each individual employee must complete/nmdl deduction authorization cards the Payroll Office or the
Office of Human Resourced his form can also be found online at:
http://www.bgsu.edu/bglcard/Resources/payrolldedttion.pdf
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TAX DEFERRED ANNUITIES

Federal legislation enables staff members of educational institutions to invest money and reduce their taxes at
the same time. The program is called a-tlakerred annuity.” The Board of Trustees approved auch
program for BGSU faculty and staff effective June 1, 1970. The Board stipulated that companies who provide

the annuities must:

1. Obtain a minimum of twenty bona fide annuity applications from BGSU employees.

2. Meet all criteria compatible with BGSU pajlrprocedures and witkRederal Internal Revenue Code
requirements. The University does NOT provide comparative cost figures, performance data, or any
information about the various annuity companies. For basic information, call the BGSU Benefits Office.

http://www.bgsu.edu/offices/ohr/benefits/pagel12558.html
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TIME SHEETS/REPORTING FORMS

Full-time Classified Staff

All full -time classified staff are required to completevgetreporing form when there is an exception to

working a 46hour weekExceptions include use of sick leave, vacation, overtime, personal time, leave

without pay, etcThe staff member will complete and sign the form and submit it to the immediateisaperv

who will review and approve the form by signing it. Any changes made by the immediate supervisor will be
communicated back to the staff member. The report forms are due in the University Payroll Office on

Monday following the previous week. Your imniate supervisor will determine when the forms are to be
completed and turned in. If you are absent and cannot complete a time report form, your immediate supervisor
will do it for you in order to meet established deadlines.

Part-time/Temporary Classified Staff.

All part-time and temporary classified stafierequired to complete a time sheet indicating hours worked, use
of sick leave, and vacation as appropriate for twahamth permanent patime staff. The time sheet will

cover a standard 8four biweekly pay period. The staff member will complete and sign the time sheet and
forward it to the immediate supervisor who will then review and approve the form. Your immediate
supervisor will determine when the forms are to be completed and turned inteépiones are due in the
University Payroll Office on the Monday following completion of the biweekly pay period.

Permanent patime employees who are not on an approved leave of absence (maternity, medical, disability,
family leave, summer furlough, et@nd who absent themselves from employment and have not turned in a
time report form for at least a ninety (90) day perisifl be removed from employment at Bowling Green

State University.
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TRAVEL

University employees who travel efmpus omniversity business, including to professional meetings and
conferences, may be reimbursed in part or in full depending upon departmental policies and available funds.
Unit budget administrators are responsible for approving travel expenses for theyesspOther

administrators may also be asked to review and approve expenditures prior to reimbursement. Regulations on
reimbursement for transportation, meals, accommodations, registration fees, etc., are explained in the
Business Procedures Manual. Fartlier clarification, the employee or supervisor may contact the Business
Office. Transportation fares through travel agenciedinensources, and registrations in excess of $50.00

may be reimbursed in advance. A complete copy of the BGSU Travel EXRepsd form must be

submitted to the Business Office in order to receive reimbursement.

All employees who travel on University business are covered by a $50,000 individual life insurance policy in
the event of accidental death or dismemberment whileliray

The Travel Expense Report form may be founkttat//www.bgsu.edu/offices/business/page22084.html
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UNEMPLOYMENT COMPENSATION POLICY

Unemployment compensation is a béne$tablished to assist those employees who, due to a variety of

circumstances beyond their control, have |l ost the
permanently terminated through no fault of their own and there is no assuraocgimied work, such a
change in onebés employment situation at Bowling G

Unemployment Compensation laws. Examples of circumstances under which an employee would be eligible
for unemployment compensation includgoff due to a lack of work, a reduction in force for budget

reasons, loss of grafinding, etc. University employees who are temporarily furloughed during the semester
break periods (3 per year) are not covered by the Ohio Unemployment Compensatiandawe, thus,

ineligible for unemployment compensation benefits during these break periods.

Thestandardorocedure for applying in Ohio involves registering for benefits by telephone or internet. The
application process requires information on yourkastory for the past year, dependency information, and
the reason for being out of work. The Bureau will confirm the information you provide with your
employer(s), and then determine if you are eligible to receive benefits, how much you will reckiveeklc

and the duration of payment. Once approved, you are eligible for benefits for any period of unemployment
that occurs within one year from the date the initial application was made. However, you must reopen the
claim for each period of unemploymeand again, the Bureau will determine your eligibility.

Ohio law requires a waiting week for each new application filed. Benefits cannot be paid for the waiting week
until after the period has been served and you have qualified and received threetivensagable weeks of
total unemployment.

The Office of Human Resources will assist you with any questions or problems regarding your rights and
eligibility regarding unemployment compensation.

For more information or t ewebdite go tditth/fs.odigdv/oucse of Une
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WO R K E RGAMPENSATION

It is your responsibility as a BGSU staff member to observe all safety precautions on your job. Assistance is
available through the Officef Environmental Health and Safe@y22171 on safety rules and practices (for
more information go to section SAFETY GUIDELINES).

Employees who are injured at work must complete a BGSU Injury/ lliness Report Form within 24 hours of
theincident. Ifthe nj ur ed wor ker is unable to do so, the emg
form using the best information available. The completed form, which can be found at
http://www.bgsu.edu/downloads/finance/file14224.pdis to be sent to Environmental Health and Safety, 102

College Park.

I f you do suffer an on the job injury requiring m
Compensation assistance. All acciddatras will be investigated to document time and placecsfirrence,
determine cause and develop preventative measures.

Any employee injured in the workplace as a result of performing assigned duties and who need to seek
medical attention should go tee nearest hospital. The employee should preseiVthe k €ompensation

(WC) card i mmediately so the hospital 6oes not in
Compensation cards are available by contacting Benefits Office within the OfficerarHrResources.

For more information, go tbttp://www.bgsu.edu/downloads/execvp/file8146.pdf

To visit Ohi o6s BWC web site, go t o:
http://www.ohiobwc.com/
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