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TRAINING GOALS

e Easier

e Awareness

* Support
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CONTEXT/POV

» Activities » Outputs » Outcome »
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TOPICS

* Hiring

* Interviewing

* Orientation

e Staff Training

e Performance Management
* Corrective Action

e Separation

e Records Management

* Emergencies

e Safety

ﬁ
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HIRING

e Responsibilities
— Know/Understand Exemption Criteria
— Determine (for position):
e Duties
e Qualifications

— Create hiring requisition
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Uw | HIRES

Manager Workbench

Logout

Workbench Reports Help My HR Tools - Temporary Employment Hide Quick Search
Candidates ________Requisitons | Offers
Last Mame |Z| .| Warking Title |Z| Create New Req . |Last Mame E|

Search for Requisitions by Status
]

- Requisitions &
Req# Payroll Title Working Title Hiring Manager Employment Specialist

Mg Open regs at this time.

- Requisitions to Approve

Req# Payroll Title Working Title Hiring Manager Employment Specialist Action

Mo regs to approve at this time.

— Offers to Approve here &

Req# Payroll Title Candidate Hiring Manager Proposed Salary Approve

Mo offers currently need your approval.

— Scheduled Interviews

Candidate Req # Payroll Title Hiring Manager Date/Time Action

Mg interviews cumrently scheduled.

o
- Upcoming Starts

Candidate Payroll Title Hiring Manager Start Date

Mo upcoming starts at this time.
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HIRING

e Resources

— UW HR Employment Specialist (Aaron Ford)
— UW POD Course — Introduction to UWHIRES
— UW HR Website

— HRC
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INTERVIEWING

e Responsibilities
— Review Fair Pre-Employment Guide (UW HR)
— Use same questions for each interviewee
— Know what topics/questions to avoid
— Use the same staff/panel for all interviewees

— Retain records of interviews (including notes)

e Information on rejected candidates is retained for 12
months
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INTERVIEWING

e Resources
— UW HR Website
— HSA Interview Process Map

— HSA Best Practices Training

— HSA Supervisors



http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/03/OD_Interview_Process_v11c.pdf
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ORIENTATION

* Responsibilities
— Nothing mandated by UW
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ORIENTATION

* Resources
— UW HR Website
— New Employee Checklist
— UW HR Onboarding Toolkit
— UW New-Hire Orientation (UW POD)
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W UNIVERSITY of WASHINGTON UW HOME | DIRECTORIES | CALENDAR | LIBRARIES | MAPS | MY UW

POD: Courses & Events

<< HR Home Making Connections: UW New Employee Orientation (NEWEE)
< POD Home
T Quarter Section Class Schedule Register Before Fee
Courses By Category
Courses A to 7 Register W13 A Monday, January 14, 1:00 p.m. - 3:30 p.m. 1/14/2013 Free
Download Course List (PDF) Register W13 B Monday, February 4. 1:00 p.m. - 3:30 p.m. 2/4/2013 Free
Winter 2013 Courses
Courses By Category Register W13 E Monday, March 4, 1:00 p.m. - 3:30 p.m. 3/4/2013 Free
Courses Ato 2 )

Register SP13 A Maonday, April 15, 1to 3:30 pm 415/2013 Free
Download Course List (FDF)
| Webinars Register | SP13 B Monday, May 13, 1 to 3:30 pm £/13/2013 Free
Upcoming Webinars
Taking POD Webinars Register SP13 C Monday June 10, 1 to 3:30 pm 6/10/2013 Free

Courses & Events By Date
All POD Courses

About OQur Offerings

Annual Schedule (PDF)
Certificate Program
Meet Our Instructors
How to Register
Competencies

Policies

Training History

Version: 1.1.4751.24004
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STAFF TRAINING

e Responsibilities

— Ensure staff are aware of required training
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STAFF TRAINING

* Resources
— UW HR POD
— EH&S
— OAW
— UW HR
— HSA Contact for Training/Facilitation

ﬁ
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PERFORMANCE MANAGEMENT

* Responsibilities
— Up-to-date job description
— List of competencies

— Annual comprehensive review

— Required form for Classified Non-Union staff
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PERFORMANCE MANAGEMENT

e Resources
— UW HR Website

e Performance review/evaluation forms

— Planned HSA Standardized Forms and Process
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CORRECTIVE ACTION

e Responsibilities

— Establish and Communicate Performance
Expectations and Standards

— Consult HRC regarding probation or other
questions/topics
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CORRECTIVE ACTION

e Resources
— UW HR Website
— Affiliated HRC
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SEPARATION

e Responsibilities
— Resignation
* Work with department payroll/OPUS contact
— Layoff
e Contact HRC as soon as a layoff is a possibility
— Retirement
* Employee works with UW Benefits Office
— Termination:

 Meet with HRC as soon as termination is identified as a possibility
* Must have “delegated authority” to terminate employment
* The “Delegating Authority” must approve termination

— Use UW HR Separation Checklist

— Make staff aware of UW CarelLink and ensure they contact
Benefits/Work Life Office

e Consider UW Safe Campus if necessary
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SEPARATION

* Resources
— Separation Checklist

— Transferring to Another Department form
— HRC
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RECORDS MANAGEMENT

e Responsibilities
— Proper care and management of records

— Know:

* Your office’s Records Authority and Records
Coordinator are

e What a “Record” is

e How your records need to be managed
— Retention schedules

M
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RECORDS MANAGEMENT

* Resources
— UW Office of Records Management

— Retention Schedules
— Department RA/RC
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PUBLIC RECORDS
REQUESTS & RESPONSES
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Public Records Act

e Responsibility as a publicly-funded institution
— Chapter 42.56 RCW
— WAC 478-276

e Full access without excessive disruption

— Board of Regents
e “Records” — it’s content, not format

 Timing, communication, clarification

HEALTH SCIENCES ADMINISTRATION I!!I
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» Public Records and Open Meetings > Public Records and Open

Meetings
In 1972, Washington state enacted both the public
records law and the open public meeting act to assure Request a Public Record
citizens of our state transparency and access to Hours: 9am-12pm, 1pm- ) _
government. 4pm M-F Open Public Meetings at the UVW
Closed on UW holidays Special Meetings Notices
The staff of the Office of Public Records and Open Email: pubrec@uw.edu
Public Meetings oversees the university's compliance 206-543-9180
with these two important laws: Fax 206-616-6204 * More Resources
Public Records Act Mail:
) Board of Regents Meeting Information
COpen Public Meeting Act Public Records and Open
Special Meetings Notices Meetings _ Public Records Act
4311 11th Ave NE Suite 360 Open Public Meeting Act
Box 354997
Seattle. WA 98105 WAC 478-276 Governing Access to

Public Records

w
Contacts

Email: pubrec@uw.edu
206-543-9180
Fax: 206-616-5294

Eliza A. Saunders
Director

HEALTH SCIENCES ADMINISTRATION
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EMERGENCIES

* Responsibilities:
— Nothing mandated by UW

— “Essential Personnel”
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W UNIVERSITY of WASHI

UW HOME DIRECTORIES CALENDAR MAPS MY UW

University of Washington » Facilities Semnices

Organization & Strategy

Immediate Emergency
Aszsistance

Plans, Procedures &
Posters

Fire & Building Evacuation
Resaurces

Resources for Students,
Faculty & Staff

Emergency Supply
Vendors

UWEM Newrsletter
Archive

Training Offered by
UWEM

Intranet & EMPC

What to do in Case of an
Emergency

Emergency Operations
Center (EQC)

People That Can Help ou
Prepare

CERT and the
University of
‘Washington

L' Emergency
Management Teams

Envircnmental Health
and Safety

UW Libraries Disaster
Information

Cascadia Regicnal
Earthquake Workgroup
{CREW)

Reducing Your Risk /
Mitigation

Other Dizaster Resources

UW Emergency Management

Facilities Services

"Everythung We Do is a Disaster!”

UW Emergency Management (UWEM) is the smallest of the seven Facilities Services
departments. We are responsible for developing and implementing institution-wide programs and
projects that promote disaster planning, training, mitigation, response, prevention and recovery for
all-hazards. We work in close-partnership with other UW public safety departments, such as UW
Police and UW Ervironmental Health & Safety to promote a safe and disaster resilient institution.
For detailed information an UV programs see our our mission, vision, values and 5-year strateqic
plan. Included in this site are guidelines forwhat to do in case of various emergencies

or disasters.

The kinds of major
emergencies or disasters
that can impact our
university include:

Earthquakes & Tsunami-

Related Impacts

Thunderstorms

S5IGNUP FOR UW ALERT
TRAINING RESOURCES
FAMILY PREPAREDNESS
UWEM NEWSLETTER

BUSINESS, ACADEMIC, AND
RESEARCH CONTINUITY

PRESIDENT' & MESSAGE

Sy
o, UW Pandemic Flu
o, News Updates,
N ,Preparedness and
—Response Resources
I TIIIIITITIFY

PAST UWEM EVENTS

VISITUS ON FACEBOOK
ElLke 147| Elsend

What’s New

Training of the Week:
Community
Preparedness

March 15, 2013

The Emergency Management
Institution’s Independent Study
Course 909: Community
FPreparedness is one of FEMA's
many free web-based training
modules. It is designed to be an
easy-to-digest rezource to help
smaller organizations get ready for
dizasters in ways that are sffsctive
in both cost, time and existing
capabilities of employees

& members.

From the course summary: “The
purpose of this course is to
present a model program for
community preparedness. In
addition, rescurces materials are
available to help erganizations
conduct simple preparedness
activities for everyone.”

Click on this link to learn more and
take the training yourself.

Staying Safe
Throughout The UW
March 07, 2013

Have you ever visited the UW
Tacoma campus for a class,
workshop or professional
cenference? Though smaller than
Seattle’s university community,
Tacema is no lezss-likely to
EXperience an emergency.

Luckily, they have local resources
ready to respond to crises in the
253 Campus Safety & Security is
located within the Dougan
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EMERGENCIES

e Resources
— UW BARC Website
— UW EH&S Website
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OARS/SAFETY

* Responsibilities
— Submit report to EH&S within 24 hours of incident
e Even minor injuries and near misses

— Don’t move or touch anything at an accident/injury
location

— Keep information and details private (HIPAA)

— Determine probable cause and take preventative
action

— Complete relevant OSHA form

— Know what your staff need to do and
support/encourage them

M
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OARS/SAFETY

e Resources

— UW EH&S Website
* OARS Practice page
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CONCLUSION

 Resources are out there, you just need to
know where to look

e Look for opportunities to improve

M
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