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This Job Aid walks employees through steps to find University Policies, including information on
Employee Benefits and Payroll Information located on the President’s Office, Institutional Equity
and Human Resource Services webpages.

All university employees should read and become familiar with these policies and resource
links within 30 days of employment.

Step | Action
1. | From the Pittsburg State University Home Page — www.pittstate.edu, click on Faculty & Staff.
Pittsburg State
- - o ACADEMICS »  ADMISSION »  STUDENT LIFE «  ALUMNI  FACULTY & STAFF  ATHLETICS »  GUS PORTAL
2. | On the Faculty and Staff Resources page, scroll down to the About Pittsburg State section, and

click on President.

Faculty and Staff Resources

About Pittsburg State Academics and Research
Kansas Board of Regents Academic Calendar
Pathway to Prominence Strategic Plan Academic Advising Handbook
Center for Teaching, Learning and Technology
Provost Graduate Council
University Committees Grants & Research
PSU KNEA Library Services
Faculty Senate Registrar
University Support Staff Senate Schedule of Classes

uUnclassified Professional Senate
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Step | Action

3. | Scroll down to Resources and click on Policies and Crisis Response Plan.

Resources

Commitment Reporting

»  Conflict of Interest and Time

> Compliance and Ethics Hotline

> Financial Certification Letter

Plan

> Policies and Crisis Response

> Presidential History

> Presidential Committees

> Organizational Chart

4. | Read and become familiar with each of the policies and resource links found on this page. Please
note that this screenshot is a just a sample of the list of policies which may be updated

periodically.

Operations Plan/Procedures
[Policies

Definition of a Crisis

Crizis

Emergency Operations
Center/Communications

Discovery and First Response

Follow-Up
Prevention

University Emergency Phone
Locations Map

Crisis Response/Critical Incident

Authority to Declare a University

Criziz Response Coordinating Team

Documentation, Evaluation and

University Policies

Crisis Response/Critical Incident

Bomb Threat Flan/Procedure/Data
Sheet

Building and/or Campus
Evacuation Flan

Crime

Crisis Management Plan for Study
Abroad Programs

Fire
Fraud, Waste and Abuse
Handling Suspicious Incoming Mail

Response to Hostile Situation -
Hastile Intruders

Inclement Weather Policy for
University Employees

Injury or lilness

Procedures for Canceling Classes or

Curtailing other University
Operations

Severe Weather Emergency Plan
Severe Weather/Commencement
Emergency Procedure

Student Crisis Response Procedure
Student Health Center
Communicable Disease Response
Policy

‘Workplace and Campus Violence
Policy

Safety and Environmental

Proper Hazardous Waste
Management Policy

Hazardous Materials

Welding. Cutting and Brazing

Related Polices may be found at:
Administration and Finance
Provost/Academic Affairs

Student Life

University Advancement

Kansas Board of Regents

General University Policies
Acceptable Use

Alcohol

Campus Internet Copyright

Duplicating Copyrighted Written
Works

Execution of Contracts

Football Tailgating

Identity Theft Prevention Program
Kansas Open Records Act

Mandatory Reporting of Child
Sexual Abuse

Complaint Process

Prevention of Alcohol Abuse and
Drug Use

Usage of 15-Passenger Vans
Protected Health Information

TB Prevention and Control with
Protocol

Whistleblower Policy
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Step | Action

5. | Click on the Faculty & Staff link at the top of the page to return to the Faculty and Staff

Resources page to move to the next policy section.

| Pitisburg State

PO
Untersity

=

ACADEMICS v~ ADMISSION v STUDENT LIFE v ALUMl FACULTY B STAFF

ATHLETICS v

GUS PORTAL

6. | On the Faculty and Staff Resources page, scroll down to the Personnel Support section, and click

on Institutional Equity

Faculty and Staff Resources

About Pittsburg State

Kansas Board of Regents

Pathway to Prominence Strategic Plan
President

Provost

University Committees

PSU KNEA

Faculty Senate

University Support Staff Senate

Unclassified Professional Senate

Administrative Support

Administration and Finance
Business office

Human Resource Services
International Programs and Services
Purchasing

Physical Plant

Registrar

University Advancement

Academics and Research

Academic Calendar

Academic Advising Handbook

Center for Teaching, Learning and Technology
Graduate Council

Grants & Research

Library Services

Reqgistrar

Schedule of Classes

Personnel Support

Benefits

Faculty Promotion Process
Forms

Human Resource Services

Health Insurance Membership Administration

Institutional Equity

Jobs and Employment

Policies and Procedures

Sabbatical Timeline

State Employee Health Benefits Plan
State of Kansas Employee Services Portal
Tenure Process

University Professor Timeline
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Step

Action

On the Office of Institutional Equity page, scroll down and click on Policies.

Office of Institutional Equity

Pittsburg State University is committed to creating and maintaining an equitable work and learning environment that is safe, inclusive and free of
discriminatory conduct prohibited by our Nondiscrimination Policy. The Office of Institutional Equity leads efforts to promote and uphold this policy and its
goals, foster equity and opportunity, strengthen relationships across diverse groups, and support a campus culture of equality for all members of the
University community.

The Office of Institutional Equity also strives to foster an inclusive campus environment that embraces the talents and achievements of all individuals
regardless of race, color, religion, sex, national origin, sexual orientation, age, marital status, ancestry, genetic information or disabilities.

To fulfill our commitment, the Office of Institutional Equity provides:

* Oversight of and support for the University’s efforts to comply with all applicable federal and state civil rights laws and Pittsburg State University’'s
policies prohibiting discrimination, harassment, and retaliation;

* Consultation, training, and resources to the University community regarding equal opportunity, affirmative action, diversity, and preventing
discrimination, harassment, and retaliation;

» A mechanism for responding to complaints of discrimination, harassment, and retaliation;

+ Formal and informal conflict resolution to University faculty, staff and students who are experiencing employment-related or educational-related
conflicts;

® Facilitation of individual accommodations for current or prospective employees with disabilities who choose to identify; and

* Oversight of the recruitment process for all Unclassified positions while monitoring the procedures for University Support Staff positions

Contact Information Resources and Reporting Forms Job Opportunities

et 7

POLICIES

DISABILITY SUPPORT SERVICES 2

TITLEIX
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Step | Action
8. | Read and become familiar with each of the policies listed on this page. Please note that this
screenshot is a just a sample of the list of policies which may be updated periodically.
Anti-Discrimination Policies
Affirmative Action Policy Affirmative Action Policy
Equal Opportunity Statement Pittsburg State University is committed to the principles of equal employment opportunity and
. L . educational equity. Accordingly, it is the policy of the University to take affirmative action to eliminate and
Notice Of Nondiscrimination to prevent all policies, procedures and practices in recruitment, employment, compensation, promotion,
) educational programs and activities which discriminate on the basis of race, color, religion, sex, national
Nursing Mother Amendment origin, sexual orientation, age, marital status, ancestry, genetic information or disabilities.
To FLSA
Policy On Consenting
Relationships
Racial Harassment Policy
Retaliation
Sexual Harassment Policy
9. | Click on the Faculty & Staff link at the top of the page to return to the Faculty and Staff

Resources page to move to the next policy section.

| Pitisburg State
y. Universiy

ACADEMICS v~ ADMISSION v STUDENT LIFE v ALUMl FACULTY & STAFF § ATHLETICSv  GUS PORTAL
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10. | On the Faculty and Staff Resources page, scroll down to the Personnel Support section, and click
on Human Resource Services

Faculty and Staff Resources

About Pittsburg State Academics and Research

Kansas Board of Regents Academic Calendar

Pathway to Prominence Strategic Plan Academic Advising Handbook

President Center for Teaching, Learning and Technology
Provost Graduate Council

University Committees Grants & Research

PSU KNEA Library Services

Faculty Senate Registrar

University Support Staff Senate Schedule of Classes

Unclassified Professional Senate

Administrative Support Personnel Support

Administration and Finance Benefits

Business office Faculty Promation Pracess

Human Resource Services Forms

International Programs and Services

Purchasing Health Insurance Membership Administration
Physical Plant Institutional Equity

Registrar Jobs and Employment

University Advancement Palicies and Procedures

Sabbatical Timeline

State Employee Health Benefits Plan
State of Kansas Employee Services Portal
Tenure Process

University Professor Timeline

11. | Scroll down to the red boxes and click on Policies.

Human Resource Services

cli

[ e
s ﬂ m

Policies

Date Created 10/31/18 Page 6




Job Aid

University Policies /| GUScloud

.| new;stable.secure.gus

12.

Read and become familiar with each of the policies listed on this page. Please
note that this screenshot is a just a sample of the list of policies which may be updated
periodically.

Unclassified

* Acquired Immune Deficiency Syndrome (AIDS) and Related Conditions Policy
* Affirmative Action Policy

» Attendance

* Background Check Policy

® Canceling Classes or Curtailing Other University Operations

* Care and Use of University Property

® Clearance Checklist

* Compensatory Time Bank

o Conflict of Interest (State Level) - Meals, Gifts, Entertainment or Travel

University Support Staff

* Acquired Immune Deficiency Syndrome (AIDS) and Related Conditions Policy
» Affirmative Action Policy

Attendance

Background Check Policy

Call Back Pay

Canceling Classes or Curtailing Other University Operations

# Care and Use of University Property

Clearance Checklist

* Compensatory Time Bank

13.

Click on Human Resources at the top of the page to return to the Human Resource Services page.

—E Pattsburg State
] : 3 ACADEMICS ~  ADMISSION ~  STUDENTLIFE ~  ALUMNI ~ FACULTY&STAFF  ATHLETICS v  GUS PORTAL
Unversity

F3
=

P | Human Resources fPolicies

Unclassified

+ Acquired Immune Deficiency Syndrome (AIDS) and Related Conditions Policy
* Affirmative Action Policy
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14. | Scroll down to the red boxes and click on Employee Benefits.

Human Resource Services

Opel ‘oliment Classification and Compensation
e t— m m “

15. | Read and become familiar with each of the policies listed on this page, including the Family and
Medical Leave Act and the Workers Compensation Insurance (How to Report On-the-Job
Accidents). Please note that this screenshot is a just a sample of the list of policies which may be
updated periodically.

Unclassified

* 9 Pay 12 Deduction Program

Dental Insurance

Disability Insurance-Long Term

Discretionary Day

Donor Leave

Employee Discount Programs

Employee Paid Optional Group Life Insurance
Employer Provided Life Insurance

Family Medical Leave Act

University Support Staff

® Dental Insurance

# Disability Insurance-Long Term

e Disaster Service Volunteer Leave

e Discretionary Day

* Donor Leave

* Employee Discount Programs

» Employee Paid Optional Group Life Insurance
* Employer Provided Life Insurance

o Family Medical Leave Act
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16. | Click on Human Resources at the top of the page to return to the Human Resource Services page.
—E Pittsburg State
W . 3 ACADEMICS v ADMISSION v STUDENTLIFE »  ALUMNI ~ FACULTY&STAFF  ATHLETICS »  GUS PORTAL
University
Homfl | Human Resources | JPolicies
Unclassified

+ Acquired Immune Deficiency Syndrome (AIDS) and Related Conditions Policy

» Affirmative Action Policy
17. | Scroll down below the red boxes and under Links, click on Payroll Information.

Open Enrollment Classification and Compensation
Employee Senefits m m m

Employees State of Kansas Links Human Resources
> Gus Cloud Job Aids > Employee Services Portal > Retirement and Retiree > About Us
F7
» GQUS HR Project Documents * Department of Health and el * Posters and Motices
Environment »  Benefits Summary s Perforimancs Messiressid

* HR and Payroll Calendar
> Health Benefits Plan > 2018 Retirement Advisor Historical Data

> E-Appointment Campus Visits

>  HealthQuest Portal
WD Tofrrn :rian

> Payroll Information
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18. | Read and become familiar with each of the policies listed on this page. Please
note that this screenshot is a just a sample of the list of policies which may be updated
periodically.

Payroll Information

Clothing Purchased for Employees With University Funds
Direct Deposit of Paycheck

Fair Labor Standards Act

1-9 Form and Compliance

Paycard Program

Pay Periods and Pay Dates

Payment for Personal Services to Employees and Independent Contractors/Consultants
Setoff Process

Reporting Time Work and Leave Taken

Social Security Number and Working on Campus
Student Hourly Pay Plan

Taxable Fringe Benefits

Tax Clearance Program

1095-C Information

W-2 Information
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