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POLICY AND PROCEDURE

Title:			HUMAN RESOURCES RESPONSIBILITIES
Policy No.:		5.1
Department:   	Human Resources Office
Contact:		Human Resources Director		

POLICY
Chapter 5 of the GBC Policy and Procedure Guide is intended to supplement the federal and state statutes, administrative rules, and NSHE regulations which govern all employees:  the professional staff, classified staff, and student employees of Great Basin College.  This chapter of the Guide gives information to employees regarding benefits, regulations, responsibilities, etc., and provides guidance to supervisors and managers in fulfilling their day-to-day role in personnel management.  Procedures and processes are detailed, and instructions are given for preparing and submitting the proper forms to effect personnel actions.  Referrals are made to the source documents (NSHE Code, Board of Regents Handbook, Classified Employee Handbook, and relevant NAC and NRS) wherever necessary.  All employees should be familiar with the source documents which are available on-line and, in the GBC human resources office.

Great Basin College has accepted the Board of Regents CODE, Title 2 Chapter 6, Rules and Disciplinary Procedures for Faculty, except DRI and degree Revocations as the governing policy and procedures for all faculty conduct. Academic and Administrative Faculty conduct information for Great Basin College is provided to all faculty and college members as this code of conduct and accompanying policies and guidelines present the specific regulations, policies, procedures, and guidelines that are in place for all faculty, full and part time employed at GBC.   The full policy is available for review and reference at https://nshe.nevada.edu/leadership-policy/board-of-regents/handbook/board-of-regents-handbook-subchapters/


PROCEDURES
	1.0  Major Responsibilities


Professional staff personnel functions are the responsibility of the GBC human resources office and classified staff personnel functions are the joint responsibility of the GBC human resources office and Business Center North (BCN) human resources. The Business Center North (BCN) Payroll Office has responsibility for processing all payroll. 

The following is a description of the responsibilities of each office.

	2.0  GBC Human Resources Office Responsibilities 


2.1  Full-Time Professional Employee Responsibilities.  All full-time professional employee personnel functions are the responsibility of the GBC human resources office and include the following:
· Consults with and advises GBC administrators, supervisors, and professional employees regarding professional personnel policies, procedures, rules and regulations.
· Prepares employment contracts and processes necessary revisions.
· Conducts recruitments and maintains recruitment files.
· Prepares hiring documents for new employees and conducts new hire orientations.
· Conducts exit interviews for separating employees and prepares all separation documents.
· Monitors evaluation process.  
· Enters all employment documents and revisions into the HRMS system.
· Maintains data bases for GBC internal use and routinely disseminates information to the controller’s office and other administrative staff as needed.
· Maintains employee leave records.
· Maintains personnel files.
· Maintains various benefits related forms and disseminates information, as needed, regarding updates, changes, etc.  Forwards completed forms to the appropriate person.
· Provides C-1 forms for Workers’ Compensation claims and forwards completed forms and subsequent information to the BCN Workers’ Compensation Office.

2.2  Part-Time Professional Employee Responsibilities.  All part-time professional employee personnel functions are the responsibility of the GBC human resources office and include the following:
· Consults with and advises GBC administrators, supervisors, and part-time professional employees regarding professional personnel policies, procedures, rules and regulations.
· Prepares employment contracts and processes necessary revisions.
· Conducts recruitments and maintains recruitment files.
· Enters all employment documents and revisions into HRMS system.
· Maintains data bases for GBC internal use and routinely disseminates information to the Controller’s Office and other administrative staff as needed.
· Maintains personnel files.  
· Provides C-1 forms for Workers’ Comp claims and forwards completed forms and subsequent information to the BCN Workers’ Comp Office.

2.3  Classified Employee Responsibilities.   All classified personnel functions are the joint responsibility of the GBC Human Resources Office and Business North Center (BNC) human resources. The GBC human resources office is responsible for the following functions:
· Serves as liaison between BCN human resources and Great Basin College.
· Consults with and advises GBC administrators, supervisors, and classified employees regarding personnel policies, procedures, rules and regulations and provides training regarding employee management.
· Prepares documents for merit increases, reclassifications, promotions, and special salary adjustments.
· Processes requests to classify and fill new positions.
· Processes requests to fill vacant positions.
· Schedules and administers examinations of qualified applicants as needed.
· Prepares hiring documents for new employees and conducts new hire orientations.
· Conducts exit interviews for separating employees and prepares separation documents.
· Reviews employee performance evaluations and work performance standards and provides training on the proper preparation of such.
· Recommends appropriate procedures for handling disciplinary actions and separations.
· Enters all employment documents and revisions into HRMS system.
· Maintains data bases for GBC internal use and routinely disseminates information to the controller’s office and other administrative staff as needed.
· Maintains employee leave records.
· Maintains personnel files.
· Maintains various benefits related forms and disseminates information, as needed, regarding updates, changes, etc.  Forwards completed forms to the appropriate person.
· Provides C-1 forms for Workers’ Compensation claims and forwards completed forms and subsequent information to the BCN Workers’ Compensation Office.

2.4  GBC Human Resources Office Student Employee Responsibilities.  All student employee payroll functions are the responsibility of the GBC Human Resources Office and include the following:
· Consults with and advises GBC administrators, supervisors, and student employees regarding student personnel policies, procedures, rules and regulations.
· Ensures that vice-president’s assistant monitors Student Information System (SIS) records to verify credit load for student eligibility.
· Tracks hours worked by students to monitor expenditure of student allotments.
· Audits student timesheets and enters hours worked and rates of pay into HRS for paycheck processing.
· Maintains data bases for GBC internal use and routinely disseminates information to the controller’s office and other administrative staff as needed.
· Maintains personnel files.
· Provides C-1 forms for Workers’ Compensation claims and forwards completed forms and subsequent information to the BCN Workers’ Compensation Office.


2.5  GBC Human Resources Office Miscellaneous Responsibilities.  Additional functions performed by the GBC human resources office include:
· Monitors volunteer workers and submits reports to BCN Workers’ Compensation Office.
· Issues building and office keys to employees at the Elko campus and collects keys from separating employees. Maintains a database to ensure all keys are accounted for.
· Provides employee information for staff directory.
· Responds to requests for employee information for the following:
Integrated Postsecondary Education Data System (IPEDS) survey
American Association of University Professors (AAUP) Faculty Compensation survey
Peterson’s Higher Education survey
Chair Academy Survey
Family Medical Leave Act (FMLA) reports
Catastrophic leave reports
End-of-year leave balances
BCN and NSHE information requests
· Other reports as requested

	3.0  Business Center North (BCN) Human Resources Responsibilities  


Under NRS 284.130, BCN human resources office has been delegated authority by the Nevada State Department of Personnel to perform the following functions for classified employees.

3.1  Recruitment
· Announces recruitment, conducts advertising campaigns to reach qualified applicant labor pool, and determines filing period for receipt of applications.
· Evaluates applications to determine if applicants meet the established minimum qualifications.
· Schedules and administers examinations of qualified applicants and records and maintains statistics on examination results.  
· Maintains and certifies ranked lists of eligible candidates.
· Approves and documents accelerated rates.
· Disseminates rules and regulations governing personnel.

3.2  Classification
· Reclassifies vacant, new, and existing positions and assists with occupational studies.
· Develops new class specifications, revises existing class specifications, and recommends grade allocations and reallocations.
· Approves special salary adjustments, retained rates, and temporary classification actions.

3.3  Appeals/Grievances
· Defends actions, recommendations, or decisions rendered which pertain to recruitments, examinations, certifications, appointments or reclassifications, and non-delegated personnel functions.
· Oversight of Disciplinary Issues
· Advises and reviews Specificity of Charges form and recommends suspension, demotion, or dismissal.
· Records Maintenance

3.4  Training.  Provides training on the following:
· Leave and Record Keeping, Work Performance Standards, Recruitment and Hiring, Classification, Family and Medical Leave Act, Workers’ Compensation, Ergonomics, Tax Sheltered Annuity and Deferred Compensation, Faculty Retirement Plan (RPA), and others as required.
· Supervisor Training
· Interviewing Skills

3.5  Workers’ Compensation
· Reviews, monitors, and processes claims.
· Provides statistical analysis of each claim.
· Coordinates and maintains the return to work policy.
· Works with departments to develop modified duty jobs.
· Represents NSHE institutions before hearing officers when claims are appealed.

3.6  Volunteer Program
· Monitors the volunteer program.
· Inputs volunteer information into HRMS and maintains database for insurance reporting.

3.7  Faculty and Classified Benefits
· Administers and disseminates information on the following benefit plans:
Faculty and classified retirement plans, Section 125 plan, tax sheltered annuity and deferred compensation plans, faculty and classified medical insurance plans, retiree medical insurance plans, supplemental insurance programs (e.g. life insurance, cancer care), Employee Assistance Program,
· Coordinates death claims with employee/beneficiary and vendors.
· Provides benefits counseling.

3.8  Other Business Center North (BCN) Responsibilities
· All paychecks are generated through the BCN payroll office.
· BCN also process name changes, maintain W-4’s, generate W-2’s, withholding changes, wage attachments and garnishments, etc.
· Maintains official service records for all classified employees.


Selected References:

Great Basin College Bylaws, Chapter 5

[bookmark: _GoBack]NSHE Code Title 2: , Chapter 1.6 (Administrators), Chapter 4 (Tenure), Chapter 5 (Faculty Personnel Policy), 
Chapter 6, (Faculty Rules and Discipline).

NSHE, Title 4, Chapter 3: Professional Staff (Includes a variety of BOR policies). 

NSHE, Title 4, Chapter 6:  Classified Staff of the University  

Nevada Revised Statutes NRS & Nevada Administrative Code NAC
Go to:  http://leg.state.nv.us/law1.cfm







Approved by President’s Council:  January 29, 2008, November 21, 2019
Contact the assistant to the president for any questions, changes or additions.
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