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Powling Green Stuie Uriversiiy - Bowling

Centler tor Photochemical Stiences

May 11,1998
Memorandum

To:  Dr. Charles Middleton

Provost

From: FatGreen': [;‘\,\V ' " , o o
Chair, ASC Fersonnel Welfare Committee '

Cm behalf of Administrative Staff Council T am forwarding, with great pleasurs, the new administrative staff
handbool: recomunendaticons. These recommendations include & new s:ction on the Administrative Staff
Compensation Plan, new gricvance recopunendalions for non-compensation issues, and changes for the current
maternity /patznity and fzz waiver policies. These documenis were approvad by Administrative Staff Council
on Thursday, May 7, 1993. We would like very much for thesz to 30 to the Poard of Trustees for approval at the
June meeting. '

Iundersiand from Beccs Perguson that the Administrative Compensation Group is meeting again on May 1% and

- will review these documents (hopefully) for the last time and with no major revisions. T also understand the
Cabinet must approve them beforz going to the Board of Trustees. Twill work: with Becca to keep up to date on
the process. ' :

Once again, I -an not say enough about the benefits of collaboration. The value of collegiality and the spirit of
participatory leaderzhip not anly modsl the university’s core values, but create an environment where staff
feel valued and can be more productive. Please 2xpress ray thanks to all the members of the Administrative
Compensation Group. 1 alss want to aclnowlzdge Feces, Donna and Pat in Hurnan Pescurces for taling the
amount of time neceszary 1o ensure the success of thiz projzet. Tam glad [ had the opportunity to be an active
part of this “first ever” venturs. We certainly have come a long way!

I am also extremely grateful te the members of the Personnel Welfare Committes for all their hard worls. 1
want to take this opportunity to recognize them. The membere are Faul Lopez, Joyee Fepli, Sandy LaGro,
Sharon Hanna, Ann Betts, and Inge Flopping. It has been a very rewarding year for all of us.

Thank you.

PG:aaf
Enclosures .

cc: "Déb Boyce
Judy Donald
Becca Ferguscn
Sandra MacMevin - Enclosures _ _
Duane Whitmire ' : o

¢ 419 372 6069 .



Administrative Staff Council
Spring 1998 Reception

Wednesday, May 20, 1998
3:00-5:00 p.m.
Mileti Alumni Center
Please join vour administrative staff colleagues at our spring gaihering
Reward-Fresentation of the 1997-98 B(G Best Awards
Recognize-48C Representatives Whose Term Expires

Celebrate-A Productive Year with your Achinistraiive Staff Colleagues

Refreshments will be served

o



ADMINISTRATIVE STAFF SPRING RECEPTION
May 20, 1998
3:00-5:00 P.M.

Mileti Alumni Center

Refreshments

Welcome - Duane Whitmire, 97-28 Chair, ASC
Comments - Sidney Ribeau, President
Recognitions
Reward - 1997-98 BG Best Awards - Fresented by Jane Schimpf and
Awards and Special Recognitions Committee
Recognize-ASC Representatives Whose Term Expires

Celebrate-A Productive Year with your Administrative Staff Colleagues

Closing by Duane Whitmire
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DRAFT OF MERIT FEEDBACK
TO VERBALLY GIVE AT -

JUNE BOARD OF TRUSTEES +hune “ro

MEETINGS (Thursday and/or Friday)

* Even though multiple year contracts are not the norm in the buginess world, you
need to be cognizant of the perception, and reality, on campus fhat faculty have
the security of the tenure system and classified staff have the security of the civil
service system. This apparent differential treatment of gne
cause$ spme administrative staff to feel like second class citizens within the
comm

* Administrative staff are a concerned group of people in light of the be.]ief that the
Administrative Staff Cumpumation (Mercer) Plan put people in “hoxes”. Although
people below the minimum were ralaed to the minimum (which was greatly
appreciated )« ; . 10 Progress has been made to
1dent1fy lonﬂ- term mplovee\ who still find themselves in the first quar tile or

jll find themselves over the maximum.

\

* To “jump start” the mbrale of administrative staff, please reaffirm the
commitment made at the September 13, 1996 Board of Trustees meeting when
the ten policy recommendations regarding the Administrative Staff Compensation
(Mercer) Plan were passed. Namely, to continue the dialog as the implementation
of the Plan progressed. For the past year, the dialog between the central
administration and the Administrative Staff has focused almost. exclusively on the
Proposed Principles and Recommendations for a Performance-Based Merit Syste n
for Administrative Staff. It is NOW time to direct the efforts to the Follow-Up to
the Administrative Staff Compensation Plan that is needed. (maybe include the 10
bullet list that was developed at the 6/10 ASC Exec meeting)



Performance-Based Merit System for Administrative Staff

Attached are the Proposed Principles and Recommendations for a
Performance-Based Merit System for Administrative Stafl as pasacd by
the Administrative Staff Council and amended by the Central
Administration. Boldfaced sections indicate additions which have
been made by the Adrministration. Deletions are indicated by a line
running through the original text. 1 forward the docurmnent to you for
your consideration.

dmm

attachment
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MEMORANDUM
TO: Board of Trustees
FROM: Sidney A. Ribeau \
President
RE: Proposed Principles and Recommendations for a
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PRINCIPLES AND RECOMMENDATIONS FOR A PERFORMANCE-BASED MERIT
SYSTENM FOR ADMINISTRATIVE STAFF AT BOWLING GREEN STATE UNIVERSITY

The Adminmstrative Staff Council believes that a number of impartant principles must form the
foundation for an effective performanaes appraizal process and {or the equitable distribution of
salary increment awards. The Council endorses the concept of a performance-baged merit system
for awarding employee salary increases provided such a system is fair, equitable, and firmly
grounded op these principles. By "merit”, the Council means a salary incremnent that i3 allotted for
performance of duties that meets or exceeds unit expectaidons. The following principles underlie an
effective performmance-based menit systemm:

1. Aneffective merit system should promote employee recnitment and etention, adequately
reward conscicntious performance of normal Jutics and responsibilities, and provide
imcentives that encourage distinguished, innoviative and creaive achievements to meet
unusual challenges and oppartunities when they arize.

2. A salary systern shounld be designed to promote internal salary equity (based upon the
Adrministrative Staff Compensation Plan) as well as external salary equity (based upon
salary comparisons amoag individuals i similar positions from similar universities,
colleges or departments). The institution should ronitor and ensure that employee salarias
continue to be commensurat: with individual employee's skills, alilities, and experience.

(49

A performance-based merit system may include a component of peer-review when
appropriate.  Appropriaienses will be determined joirtdy by the—superviso=—@mstalf
ember THE PRESIDENT OR AREA VICE PRESIDENT.
) o dh
4. A performance-based rernit system shonld engender the typs, Juantity, and quality of
performance that contribuies o the achievement of insiliufional and unit missions and
goals. The reward system also needs to account for a variety of ways that an employee
may support these missions and goals.

]

A perfornance-based merit system needs to establish a clear connection between emplayes
performance and reward. Meritorions performance showld be rewarded in tangible ways.
througl—signifleant-progression-within-a-salery-range-o-proma tiea-and-raovement-tar-a
pew-salary-range-when-deemed-sppropase. A department or unit must clearly 1dentify the
normal expectations and performance standards that are expected of all staff. Fhrough this
process, indicators rmuast be identified f[or performances that fall helow standard
expectations for merit as well for those types of achicvements that surpass the unit's
standard expectations.

6. The performance appraisal procesa should provide employees with constructive cotirments
that cnable thera to develop professicnally and to rnake improvements in perfoamance.

. A perfurmance-based meril systern muat avold trivializing the system by spreading mer
7. Agx baced Layat t d trivializing tf ctem by 5 ling mert
tor thinly and thus minimizing the impact of any incentive awards given.

]

Even the best annual review systems may produce salary inequitice or may fail to
appropriately reward contributions or performances spread ovor longer pericds of time.
Thus, an annual merit review system nceds to be supplenicnted by periodic five-year
comprehensive reviews on a rotating schedule.

9. A performance-based merit or salacy reward system should foster cooperation among
staff, should reward individuals for collaborative efforts, and hould gencrate wide
support and general satisfaction on the University campns.

245
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10. Both the performance-based meri system and the performance appraizal process will be

reviewsd annually by ASC, which will make recommendations for modification as
appropriate.

Pravided these ten principles are followed, the Administrative Staff Conncil recomimends that
Eowling Green Siate University ajopt a performance-based merit reward systern. The Council
believes 1t is betier to improve the exizting system than (0 abandon i completcly. What falows are
the specific recoruaendations for an employee performance-hased mert systern which iz specific to
administrative staff mernbers.

Recommendations

L.

Lo

(P2

* performance should be rewacded in tangible ways. ihrowsksizai

Each year, the University should identify, review, and address employec salaries which
may be lnequitables-sueh-as-the- salasies-ofHthose-individualswho-are-below-the-midpaint
efthearsalarygrade. Funds should be made available on a regular, on-going basis to
correct salary incquities, make marke( adjustments and zalary adjustments deemed
appropriate following comprehensive reviews of employes performance and salary, and to
support raises for promwotions. These funds shonld mot be considered part of the annual
merit pool.

To establish a clear connzction between employee parformance and reward, meritonous
Beantprozressicn—vwiathin
a—salary -range, o prametien—Lnd—mevermen- lo—a—pew—salary—ratpe-whern—deemad
#ppropraate: EACH EMPLOYEE WILL HAVE A PERFORMANCE EVALUATION
PLAN WHICH SPECIFIES PERFORMANCE INDICATORS TO BE REWARDED.

a—UCpon-the-completion-a-Ave-years-of -merter auiassessments; an exnployees-—salary
shal-be-reviewed-atd-taercased-to-furtherpragression through-$he-desiznated salazy

range—Tlhe-amoentawvarded-wilHee-sortrsentaponwailabla-insitational resources.

b-Adfierfve-consesuive-yeareofrrertoricusassessmentss+he employeeshall-be-zranted
ap-anmrallyrencowablefiveyearcortrasiawvith-provisior-forannualosadary-increases:
Acmpabrepewalvwillbeeantinzeniupon-contivesd-matarencperfcamance:

A performance-hazed merii system must be adnunisiered openly and reliably. Thus,
changes in evaluation and merit pay criteria rruss be completed before the new contract

year, 1.e. before June 20 »f the prior cantract year. Ta cnsire that employees can contest
unfair merit aszeszmenis, bmely disclocures of merit performance evaluaticns are

A

necessary. Continual Jialogue between the supervisor and e ermployae about progress

towands goals is essential. -

el 0

’-—/W ,'C'/‘x_,rt,'lv— Vot /‘tﬁl '3*, S’,[_.-’—-'{‘ i
V/\.—" /1"&-07 "d Q ()

a. Performance appraizal forms must be completad by May 21 of the puior contract year.

Gf

TIMFE DEADLINES

b. Mcriz-z»r-igu}asse.s-snge{ﬁvALUATIONS must be known-at-the completianEd AND
RESULTS SHARED BY MAY 31. of the svalustieaprazess—(May-31H

c. Medt criteria raust be known prior (o atart f the next confract vear.

d. A supervicor will mest wiih employees between Hovember 15 and Jannary 15 for a
dialogue on progress toward (herr annual goalz. The supervisar will document at that
time an cmployce's performance which ia faling below a satisfactory level. The
supervicor will be expected 1o continue (o engage in on-going dialogue with the
cmployee t3 jmprove employee parformancs.



" JUN-17-87 TUE 1d:0d PRES OFC VPAa VPPE FAX NO. 4183723446 P.04

4.

o

e

11.

A supervisor's merit evaluation will include an assessment of the completion of
performance evaluations and merit pay recommendaitons for their staff on time. Failure to
do 80 will be deemed performnance below expzctations.

THE DEPARTMENT OF Human Resources will review all annual performance
evaluations and merit pay recommendations to ensure consistency and integrity. Issues
corcerning the process will be conmmunicated 1o ASC-PWC an an ananal basis.

The arnual merit allocation should be based upon the meritorious accomplishments over
the most recent three-year period on a rolling basis, Le., each year new information is
added to the file for the most recent year and information for the oldest year is elirninated
from the file. This will help to reduce inequitics that can result from differences in the
ment funds available each year and from fluctuations in performance that may oceur from
year to year.

All employees will be evaliated in their annual performance reviews to determine their
elizibility for merit. Merit eligibility is determined by the job performance of an employee,
as asscssed by the Administraiive Staff Performance Appraisal Form, Performing one's
job at a satisfactory level and in & competent manner is the asts for merit pay. Given that
an employee will qualify for a meril increase by meeting, as well as exceedin/g, unit
standards, it is expected that very few ernployeas will fail to qualify for ment.

Any employee who does not qualify for merit in their anmas! performancs revicw should
not reccive a salary jucrease. A professional development fund egual to the uniform
percentige raise that would have been wllocated to th2 individual, should be made available
to the department or academic unit for employee development, with priority given to
assisting employees who have failed o guoalify for a merit incremant.

If the total merit pool for salary incrernents in a given year is three percent (37%) or less, all
ernployces who qualify for merit in iheir annual performance reviews will receive the
sarne percentage increasze in salary.

. If the total ment pool for salary inceaments in a given year is more than three percent (27%)

but less than {ive pereent (3952), 1t will be aliocated according o the following guidelines:

a. Three percent (39%) of the iotal salaries of employees shall he allocaied as o three
‘percent (3%} increase in salary to all employees who qualify for merit based on their
annual performanace reviews.

b. The remaining difference between the total merit pool and the thres percent (39) of the
totad salades of the administrative staff shall be allocated to departments and units for
recognition of thoze employees whase level of performance cxcesds departiment or untt
expectations a3 defined by the merit palicy of the Jepartrment r unit.

If the toal mertt pool 15 five percent (5%) or mare, it will be allocated according to the
following guidclines:

a.  Sixty percent (60%) shall be allocat=d to departmenis/units to be used as an egnal
pereentage increase 1n salary to all employees who meat or exceed department/unit
expectations and thercby qualify for meni in their annual performance reviews.

b. Forty percemt (409%) shall be allocated to departmentsfunics for recagnition and
reward of those employees whose level of performance exceeds department/unit
expectaions as defined by the ment policy of the department/unit.

Approved by Adnunisirative Staff Council - June 3, 1097
Amend:d by Cenual Administcation - June 16, 1097
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Potential Effects on Election Process - 1998-99
Current & of ASC Repz by Term Propozed & of ASG Reps

Functional Arsa 1998& 1992 2000 Total Elsction FY92
Institutional Suppart Z Z S B g H
Student Suppor 6 5 1 12 g Wes for 2
Acaderic Suppart 8 z i 12 g esdor 2
Academic Departments 1 1 3 Mes far 2
Athlelicz/Sports  Aclivilies 2 4 1 7 5 Mo
Technology 2 4 2 9 4 MNo*
Firelands 1 1 2 2 Yas 1
TOTAL 22 13 10 50 a3

Technology Add'l reps 2
TOTAL 1998-99 35 |
“Haots: Technotogy gréup will have 2 reps too many in 1392-99. Our recommendation is the 2000 membars should
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FUMNCTIONAL GRCUPINGS
taw M Changa
Distribution | _in Distribution
Current 830 Tem Taotal by
Rere Expiraz 95 Grouging I__ €% 1 10%

| |
Institutional Support | | ] f
Acadsmic Affairs ACAF 7 2 5] R ] |
Afiirmative Sction & Handicapned Svis AHS 1 | | | |
Alumni 4 P AU 13| || I |
Archilset [ ARC 2] || ] |
Ausilizry Services LU 2| I Il |
BengfiteMuman Rssources BiMNS 1] | |_! |
Capital Plarring CapP 1] I_| I |
Environmantal H:aith & Ssfsty e |3l Il | ]
Financiz! Affairs FINSNCE 1] I il }
Payroll PYRL 1] || || l

Bursar EFSR 3] ) ||

Treasurer TRES - 3] i

Institulional Resesrch R 1] L_|
- Intemal Auditing 1A 1] B |1 |
Businass Office BO 3| [ [l f
Human Rasourczs PERS 3| [l [ i
Facilitizs Services PHP 11| I ] }
Post Dffice POF 1l I | I
Prasident's Ofa PRES 2 P || |

Public Rslatioris B 9 | I_|

Purchasing PLRC 1 | ]_l

Risk Management RISK, 1 | |

Univarzily Retesiona on LFE 2| | |
_ . | 74| | 5] | 7)
| || | l
Studsnt Suppart 12 6 | I J |
Bootstors B¥S 2] || | |
Codlegs Accszz Proaram o8P 8 | | | |
Carzer Sarvicas AR SVO 6 [l [ J
Aoungeling Ganter [N 1 | L |
Educalion, Program Sdvissmant EDPS 2| I | |
Finanaial Aid FAID 5] I i |
Dining Sarvices [EARY 3| | I !
Hsalth Sxrvices HSTR 23 | It |
Inlemation £l Programs INTP. 3 | I }
Multicultural & Academis Initistive 2 MSEF 6 | | I
Residentiai Lifs RESLIFE 18 | I |
First vasr Expergncs Frogram 1 1___ | |
Flegistration & Feowrgs FEST sl [l [l |
Studsnt Afairs ST AFF 4] ] I |
Student Lifa STLFE 5 || [ |
Studznt Publications STPLB 5 J J |
Student_Activities s} 2 I } I
Lindsrgraduats Admissions LI2]sD 11 __| __| |

Union N 10 | |

Asadsmic Enhancament ACEM 11 ] It
132 8 13

Academic Support 12 8

| | |1 |
Ars & Scisnceg BSS 3| n_l 1 I
Animal Facility BNIM 2| ! It |
Businzes Administration BA 5 [ I I
Craative Ars CARTS 2| | [ |
Soniinuing Education & Summsr Pesaratns | CHTE 13| L I |
Coopsrative Education CroED 2| | [ !
Education & Human Davelopmant EsP 3l | [ I
Environmenial Pregrams ENVP 1] ! I I
Graduats Collzge ~AsD 5 | I |
Groduats Studias In Business e 1 || I [
Hsalh & Human Servicse HHS 3 ] | !
Honore Program HES 1 I }
Likrary/Regional Boat Dap LER 6 I I
Musizal Arls MS 9 i |
Popular Prazz POPR 2 l | Il ]
Sponsorsd Frograms 2 Ressarsh RV 3 Ll It ]
Technolagy, Collegs of TECH | 5 || | |

Page 1
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FUNCTIONAL GROUPINGS .
[
New | No Change
Distribution n_Distribution
Current ASC|__ Term Total by |
_Raps Eipires 93 | 7 Grouping | 6% | 10%
Archivzl Collections A0 10 [ |
GCir Govt Fies & Publ 3ves &FrE 1 | ]
Management Ctr MCT | 1 | |
NW Ohic Ed Tech Found NET 11 i| |
Photo Chem Sci £cs 1] I
Phil Doc Ctr PDC 2 ]
Soc Phil & Policy Ctr SPH 2 [
99 6| 10
Academic_Departmanis 1 0 I |
School of Ar ART 1 I I
Biclogical Scisncas BIOL 6] | | |
Businsss Education PUSE | 3| | | [
Canadian Studizz CAST | 1] _| I |
Communication Disorders Cos | 3| || |_| |
Charmisiry cEM I__9l [ L |
Computar Sienes s 1] |1 Il !
Spaciel Edunation ETRE 1] | F |
English BNG 1] | I |
Family & Consumcr Scizncss 2 ] 2| | l__l |
History HST | 1] I | |
Healh, Physiczl Education % Agerestion i | | 1] | il I
Language Laboratary LLAB | 1] | I l
Madiczl T schnoloay MEDT | 2| I 1 !
Nursing NLPS 2| Il [ |
Philosaphy PHIL 1] ] L |
Psychaloay (] ] 3] 1 || I
Romanes Languages PO | Y [ I i
Thester THEA | 2| || I
Techinolzay Svetsms TSYS I 2| | |
44 | 3| 4
Alletics/Sparte Activitics |__| |
Athlztics ATHL 7 2| 65 | ! I
Recrezlion Sporls FeP s| | | |
73|} 5 7
!
|
| [
Tzchnology g 3 _| |_
Canlar for Teeching, Leaming Tzchnology {CTLT 1 ‘__' i !
Inatructisnal Madia INST MEDIA 7 ! I |
Univarsity Computsr Sarviczs we 31 | |
WBGU-TV WesL! 20 | |
59 4 6
Firelards Firzlands e 2 1 17 i7 2 2
TOTAL 50 22| i52 196 32 50

Page 2
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June 30, 1998
Memorandum

To: Becca Ferguson
Assistant Provost

From: Pat Green, Chair
ASC Fersonnel Welfare Committee

FWC met yesterday with members of HE present to discuss how o proceed with the progression study and
placement in the pay rangzs of administrative staff. Before progression through the ranges can bz adequately
addressed, FWC fzzls that administrative <taff who have besn here should be appropriately placed in the ranges.
Compensation plans such as ours, recommend that employeses should have mechanisms to reach the midpeoint of
a range anywhere from 7-0 years. Therefore we have been compiling data, with the help of Human Pesources, to
determine how much it would cost to place employses correctly in the ranges 30 all staff are on a level playing
field to move forward. In an interesting twist, the nature of this project has tal:zn on significant proportions due
to the Board of Trustees voting to move (o 100% merit beginning next year. Rather than stagger our
recommendation over tluee years, the commiltee will recommend the all the adjustments be made nevt year
bafore we move to full merit. We determined that afier we move (o full merit there would be no way to evaluate a
staff rnember’s proper placement in the range.
o

Concwrént with this study we have identified the following issues, again as a result of the movement to full
merit, that mugt be addressed simultaneously with the placement izsue and become part of a proposal:

1. Progression to the midpeint in 7-9 years based on merit

2. Definition of merit and criteria

3. Inconsistencies of current merit document

4. Merit tied to performance evaluation/goal setting

5. Moverment of the pay range

6. Current handbeock: policies — i.e. new hires in January forward not entitled to any merit

7. Goal setting cy<le - i.e. staff goals set in May, University goals announced at Opening Day
8. Evaluation of perfm‘rr@me evaluation ingtrument

PWC will worl: on thiz very agzreseive agenda this yzar in order to get a pro
Poard of Trustees for implementation prior to full merit. This probably meane v

lmied

pozal to the administration and
ve will have to have something

Board approved in February or March prior to next year's performance evaluation.

Once again, we lool forward to working with HF. on these issues in a collaborative fashion. Donna Wittvrer has
agreed to gather some benchanark: infermation from other colleges and universitics and have it for a mesting on
August 12.

[ will be happy to answer any questions.



