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Presenter
Presentation Notes
BEFORE CLASS:  Have the pretest on the tables with the participant booklets.  As people come in, ask them to fill out the test using their best instincts to guess if they’re not sure of  the answers.SAY:  Good morning, welcome to HR 101. My name is . . . . . DO:  Introduction exercise & debrief.SAY:  Many of you mentioned that one of your most important job responsibilities is supervising others.  This class is designed to help you make fair, legal, informed decisions here at the University of Florida whether you supervise employees now or are likely to in the future.  I hope to help you meet your personal goals for this session.  However, if you wrote something down that I do not cover, I’ll try to address that issue at the end of class or you can contact me at 392-1072 or send e-mail to kim-c@ufl.edu.	



Housekeeping
 Restroom locations
 Cell phones to vibrate
 Break about half way through



Getting to Know You
 Work with a partner—see page 2
 What are your two most important job 

responsibilities?
 What are your personal goals for this session?



What is HR Management?
 The function performed in organizations that 

facilitates the most effective use of people 
(employees) to achieve organizational and 
individual goals

Presenter
Presentation Notes
HR cannot, of course, do all this alone.  Everyone in the university community has to understand and comply with the policies, laws, and procedures that apply to them.  Supervisors, who are at the front line, play a critical role in this process.  They must be familiar and comfortable with university policies and employment laws.



Training Goals
 Identify the basic legal responsibilities of a 

supervisor
 Review UF policies
 List the progressive steps in the UF 

disciplinary process

Presenter
Presentation Notes
SAY:  As a supervisor, you need to be familiar and comfortable with employment-related laws as well as the university’s policies.  In the next three hours, we’re going to do a brief overview of the federal laws and university policies most likely to affect your supervisory decisions.  We’re also going to examine the university’s discipline procedure so that you can respond appropriately to policy violations.



EEO Laws
How EEO Laws Affect Employment Decisions

Presenter
Presentation Notes
SAY:  As a supervisor, part of your responsibility is to help assure that each individual in our diverse workforce receives fair and respectful treatment.  Obeying employment laws is not just a “feel good” aspect of supervision.  By understanding employees’ rights, you can avoid violations, respond appropriately to complaints, and hopefully, resolve these issues before they turn into lawsuits.  Let’s begin by looking at how the EEO laws affect your employment decisions. . . Roger enters, late.SL: Hi come on in. We’re just getting startedRoger: Sorry, I’m late. I have some back problems that slow me down.SL: No problem. Did you notice there’s a handicap space down there? Do you have a handicap parking tag?Roger: No. It just gives me a problem every now and then.SL: Did you injure it in the Service?Roger: No, I fell at a church picnic last year.SL:  That’s too bad.  What church do you attend?Roger:  Faith Fellowship. SL: That’s nice.  I need to check you off the roster. What’s your name?Roger: Roger DietrichSL: Dietrich? (looking at roster) I had a friend from college named Dietrich. Are you German?Roger: I have dual citizenship through marriage. It’s a kind of weird situation. My wife can explain it better than I can.SL: How does that affect your kids? Do you have a family?Roger: Yes. Both my boys were born here. I actually went to school in the states and lived with extended family here, so I’ve been in the US for years.SL: Wow! We seem about the same age. When did you graduate from high school? Roger: I graduated in 1989.SL: Oh, we’re close. I graduated in 1987. Well, welcome to the session! Roger: Thanks!  Issues raised:  disability, vet status, religion, national origin, family status, age



It’s Illegal to Make 
Employment Decisions Based on:
 Age
 Race
 Color
 Religion
 Pregnancy
 Veteran status

 Sex
 Disability
 National origin
 Marital status
 UF policy adds 

sexual orientation

Presenter
Presentation Notes
SAY:  Avoid discrimination when you seek, interview and hire employees.  It’s illegal to hire, or make any employment decision based on age, race, color, religion, pregnancy, veteran status, sex, disability, or national origin.



EEO Laws Affect All 
Employment Practices
 Hiring
 Promoting
 Training
 Disciplining
 Providing benefits
 Firing

Presenter
Presentation Notes
SAY: It’s illegal to discriminate when you hire, fire, promote, or provide benefits to employees.  The only basis for making fair and legal employment decisions is the individual’s abilities and qualifications to do the job!



The Goal of Hiring
 Select the person most qualified to . . .
 Perform the job’s essential functions
 Contribute to the organization’s success

Presenter
Presentation Notes
SAY: Begin practicing fair and legal supervision from step one:  hiring a new employee.  Nondiscriminatory hiring practices provide access to the greatest pool of qualified candidates.  After all, the goal of hiring is to Select the person most qualified to . . .-Perform the job’s essential functions-Contribute to the organization’s success



Nondiscriminatory Hiring Practices
 Focus on the job’s key tasks and 

responsibilities
 Avoid trying to “read between the lines” when 

reviewing applications or resumes 

Presenter
Presentation Notes
Focus on the job’s key tasks and responsibilities when writing job descriptions, ads, and postings. Avoid trying to “read between the lines” to identify a candidate’s age, or other non-job-related information when reviewing applications or resumes 



It’s Illegal to . . .
 Refuse to hire based on sex, age, race, etc.
 Make employment decisions based on 

appearance, accent, religion or ethnic 
background

 Discriminate based on citizenship status

Presenter
Presentation Notes
It’s illegal to . . .Refuse to hire (or make any other employment decisions) based on sex, age, race, etc.You also can’t define a job by such characteristics as “only for men”, “people under 40”, etc. A person cannot be rejected for a job just because it is traditionally held by the opposite sex. Make employment decisions based on appearance, accent, or religious or ethnic backgroundDiscriminate based on citizenship status  Citizens or noncitizens legally permitted to work in this country cannot be denied job opportunities based on their ancestry, accent, etc.  It is, however, illegal to hire illegal aliens.



It’s Illegal to . . .
 Make employment decisions based on a 

woman’s current or potential future pregnancy
 Pay women less than men for the same job
 Reject a qualified disabled candidate for a job 

based solely on the person’s disability

Presenter
Presentation Notes
It’s illegal to . . .Make employment decisions based on a woman’s current or potential future pregnancyPay women less than men for the same job or a job that requires equal skill, effort, and responsibility, performed under similar working conditionsReject a qualified disabled candidate for a job based solely on the person’s disability.  It is not discriminatory to select a candidate without a disability if that person has better qualifications than an applicant with a disability.



Focus Interview Questions on . . .
 The skills and abilities required by the job
 The applicant’s qualifications for the job

Presenter
Presentation Notes
Plan interviews carefully to avoid discriminatory questions.  Focus interview questions on:The skills and abilities required by the jobThe applicant’s qualifications for the job



Avoid Discriminatory Questions
 “How old are you?”
 “When were you born?”
 “Is English your native language?”
 “Are you planning to have children?”
 “Do you have any serious health problems or 

restrictions?”

Presenter
Presentation Notes
Sometimes managers and supervisors can violate a person’s rights “accidentally” by asking seemingly innocent questions.  Avoid discriminatory questions such as:“How old are you?”“When were you born?”“Is English your native language?”“Are you planning to have children?”“Do you have any serious health problems or restrictions?”



Fair Labor Standards Act



What is the FLSA?
 Defines and controls:
 Minimum wages
 Training wages
 Overtime hours and rates

 Regulates:
 Child labor
 Equal pay for both sexes

Presenter
Presentation Notes
The Fair Labor Standards Act is a federal law that covers most employers.  Its provisions define and control minimum wages, maximum hours, overtime pay, equal pay for both sexes and child labor.



Two Types of Employees
Non-exempt vs. Exempt

Presenter
Presentation Notes
The Fair Labor Standards Act identifies two types of employees:  exempt employees who are excluded from the requirements of the FLSA for minimum wage, maximum hours and overtime pay, and non-exempt employees who are covered by all of the FLSA’s provisions.



USPS and TEAMS Employees
 Non-Exempt
 Hourly rate of pay
 Weekly punch or time card

 Exempt
 Annual rate of pay
 USPS employees complete  weekly elapsed (to 

earn special/regular compensatory leave)

Presenter
Presentation Notes
At the University of Florida, classification titles in the USPS pay plan are designated as follows:   non-exempt employees (time card) are eligible for overtime compensation while exempt employees (time slip), whose duties usually are executive, professional, or administrative, are not eligible for monetary overtime compensation. Faculty and A&P employees are not covered by the FLSA.



Non-Exempt Employees
 Work over 40 hours in the workweek
 Overtime pay

 Cash payment
 1½ times hourly wage

 Compensatory leave 
 Earned at “time and a half”
 120-hour limit

Presenter
Presentation Notes
Overtime is defined as work that is required beyond 40 hours in the workweek.  USPS non-exempt employees who work in excess of 40 hours may be compensated by cash payment or by being credited with up to 120 hours of overtime compensatory leave.  Cash payment for purposes of overtime compensation is on the basis of 1 ½  times an employee’s regular hourly rate of pay for each hour of overtime worked.



Exempt USPS Employees
 Work over 40 hours in the workweek
 Eligible for regular compensatory leave 
 Hour-for-hour basis
 120-hour limit
 No cash value
 Special comp also provided in the event of work 

on holidays, etc.



Americans with Disabilities Act



Gives Disabled People Equal Access to Job 
Opportunities
 Hiring
 Firing
 Promoting
 Benefits
 Training

Presenter
Presentation Notes
The ADA doesn’t guarantee job opportunities to people with disabilities.  It’s intended to even the playing field so that individuals with disabilities have equal opportunities for jobs when they’re qualified to perform the essential functions.  The ADA provides equal access to both employment and promotion opportunities.



Disabled Individuals Have Equal Job 
Opportunities When:
 They meet a job’s legitimate requirements for 

skill, experience, etc.
 They can perform a job’s essential functions 

with or without reasonable accommodations

Presenter
Presentation Notes
The ADA gives the qualified disabled an equal chance, not a preference.  Disabled individuals have equal job opportunities when they meet a job’s legitimate requirements for skill, experience, etc.  Make sure you identify which functions are essential.  Ask yourself 



Emphasize Ability
 Base all employment decisions on an 

employee’s ability to perform essential job 
functions

 Don’t make assumptions about what a person 
can or cannot do

Presenter
Presentation Notes
The ADA emphasizes ability, not disability!  For example, you may ask all job applicants if they can perform specific essential functions of the job in question.  You may even ask all applicants to demonstrate their abilities to perform the job, but you CANNOT only ask disabled individuals to do so.



Reasonable  Accommodations
 Rearranging the office environment
 Acquiring or modifying equipment
 Providing qualified readers or interpreters

Presenter
Presentation Notes
You may ask an individual who has revealed a disability for suggestions of reasonable accommodation.  A reasonable accommodation is a modification or adjustment to a job or work environment which enables a person to perform essential job functions.  Most of these are relatively simple.   Reasonable accommodations may include, but are not limited to: Modifying work schedulesRearranging the office environmentAcquiring or modifying equipmentProviding qualified readers or interpreters



Family and Medical Leave Act



What is the FMLA?
 Federal law designed to protect employees 

when leave is required due to:
 Serious medical situations/ serious health 

condition of employee, parent, spouse, or child
 Birth or adoption of a child
 Foster care
 Military provision: “Qualifying exigency” arising 

out of employee, parent, spouse, or child’s active 
duty status

Presenter
Presentation Notes
The FMLA was enacted by Congress in 1993, with final regulations becoming available in 1995. The FMLA is intended to allow employees to take care of important family and health situations without putting their jobs or their benefits at risk.  FMLA Qualifying Events include:  when an employee becomes a biological parent; when a child is placed in his or her home pending adoption; for foster-care purposes; when an employee needs to care for his or her parent, spouse, or child with a serious health condition; and/or when the employee has a serious health condition. 



In order to qualify:
 Employee must be employed for one year 

AND worked a minimum of 1250 hours 
during that year

 Full-time employees:
 12 workweeks, or 480 hours, per fiscal year (not 

per incident), from when FMLA leave begins
 Part-time employees

 Time off is prorated (ex. .50 FTE=240 hours)



FMLA Leave Options
 Complete absence-
 Continuous/ongoing leave

 Sporadic/intermittent absence
 Leave taken in separate periods (medical 

appointments, physical therapy, medical episodes)
 Reduced work schedule
 Reduction in working hours per workweek for a 

specific period of time



Under the FMLA . . .
 Departments must approve leave for 

qualifying events unless the employee has 
already used the FMLA entitlement for the 
year

 Doctor determines if medical condition 
qualifies for FMLA and its parameters with 
Certification of Healthcare Provider form

 Accurate record keeping is essential to keep 
track of entitlement

Presenter
Presentation Notes
At the University of Florida, employees may use their individually accrued paid leave,* be in leave without pay status, maintain reduced work schedules, or be absent from work intermittently while on many forms of extended leaves of absence. As appropriate, all of the above will count toward the 12 weeks of an employee’s FMLA entitlement. (*Overtime compensatory leave, when used, may not count toward the 12 weeks of an employee’s FMLA entitlement.) 



Employee’s Rights while on FMLA
 FMLA is an entitlement provided by law
 Right to return to same or equivalent position, 

with same pay, benefits, and responsibilities
 FMLA designated absences cannot be 

considered when making promotional or merit 
decisions, or writing evaluations

 Employees cannot be disciplined or rated 
down on attendance if out due to FMLA 
occurence



Employee Rights (continued)
 An employee may have multiple FMLA 

qualifying events at the same time and/or in 
the same fiscal year (July 1-June 30)

 Employee must be allowed to use EITHER 
sick or vacation leave for qualifying condition 
absences (no comp time)



FMLA Entitlement Year
 Full-time employees:
 12 workweeks, or 480 hours, from when FMLA 

leave begins
 Part-time employees
 FMLA entitlement
 Time off is prorated



UF Extensions
 Parental leave
 UF policy grants 6 months
 Supervisors must approve 6 months for parental 

leave even though the FMLA only requires 12 
weeks

Presenter
Presentation Notes
Parental Leave at the University of Florida includes the birth of a biological child or placement of a child pending adoption.  UF’s policy goes beyond the FMLA mandate of 12 workweeks and provides up to 6 months of such leave to eligible employees which shall be granted upon request.  The official parental leave period may begin 2 weeks before the expected date of the child’s arrival and must occur within the 12-month period beginning with that date.



UF Extensions
 Medical
 For self or immediate family
 Possible extension of leave beyond 12 

workweeks

Presenter
Presentation Notes
At the University of Florida a supervisor may grant medical leave beyond the 12 weeks required by the FMLA for an employee’s personal serious health condition as well and for care of a family member’s serious health condition.  



UF Extensions
 FMLA-qualifying  
 Employee, parent, spouse, child

 Immediate family
 Spouse, domestic partner, great-grandparents, 

grandparents, parents, brothers, sisters, children, 
and grandchildren of employee and spouse or 
domestic partner

 “Step” relations are also included

Presenter
Presentation Notes
UF also extends the definition of “immediate family member” to include:  spouse, great-grandparents, grandparents, parents, brothers, sisters, children and grandchildren of the employee and his or her spouse.  “Step” relations are also included.



University of Florida Policies
www.hr.ufl.edu/handbook

Presenter
Presentation Notes
The University of Florida Policies are designed to encourage all staff members to contribute to a positive and productive environment in which to work and learn.  You can find these policies at:  www.ups.ufl.edu/handbook



UF Zero Tolerance Policies
Drug-Free Workplace
Sexual Harassment
Workplace Violence

Presenter
Presentation Notes
Let’s look more closely at  three of the policies you need to be aware of:Drug-Free WorkplaceSexual HarassmentWorkplace Violence



Drug-Free Workplace
The University of Florida is committed to 
providing a campus environment free of the 
abuse of alcohol and the illegal use of alcohol 
and other drugs

Presenter
Presentation Notes
The University of Florida is committed to providing a campus environment free of the abuse of alcohol and the illegal use of alcohol and other drugs.  To enhance this commitment, the university has adopted and implemented programs that seek to prevent the illicit use of drugs and the abuse of alcohol by university community members. 



Violation of the Policy
 Grounds for disciplinary action up to and 

including termination
 May be reason for evaluation and treatment 

for substance abuse referral or prosecution

Presenter
Presentation Notes
	Violation of university policies and applicable laws by an employee or student is grounds for disciplinary action up to and including termination or expulsion. Additionally, a violation may be reason for evaluation and treatment for a drug- and/or alcohol-use disorder or referral for prosecution consistent with local, state, and federal criminal law. 	Disciplinary action against a student or employee by the university does not preclude the possibility of criminal charges against that individual. The filing of criminal charges similarly does not preclude action by the university.



Signs and Symptoms of Drug and/or 
Alcohol Abuse
 Job changing
 Work quality
 Hygiene
 Absenteeism
 Accidents

 Mood changes
 Productivity
 Work area
 Theft



What You Can Do
 Use normal performance monitoring and 

corrective action procedures when dealing 
with these indicators

 Allow employees to explain and improve
 Document each conversation

Presenter
Presentation Notes
Addressing alcohol and other drug abuse in the workplace is first and foremost a conduct and performance issue -- an employee who uses or abuses alcohol or other drugs on the job may at some point be an employee whose performance goes downhill. 



What You Can Do
 Make it clear that the employee must decide 

whether he/she needs help
 Refer employees to the Employee Assistance 

Program (EAP)

Presenter
Presentation Notes
	



How Can EAP Help?
 By offering professional and confidential 

counseling to UF employees who have 
concerns about:
 Workplace conflict
 Alcoholism or drug misuse
 Health or financial difficulties
 Relationships or family concerns
 Other worries

Presenter
Presentation Notes
	



Sexual Harassment



Sexual Harassment
 Unwelcome sexual conduct
 Quid pro quo
 Hostile work environment

 Illegal under the Civil Rights Act, Title VII
 Is defined by the actions result, not the intent

Presenter
Presentation Notes
SAY:  Sexual Harassment can take be classified as either quid pro quo or as a hostile work environment. 	Quid pro quo (something for something) promises a reward (job, promotion, raise, etc.) in exchange for sexual favors or threatens a penalty (firing, bad review, etc.) if sexual advances are rejected.  This applies even if the threat or promise is not carried out and the victim doesn’t file a complaint.A supervisor threatens to fire an employee who has refused to have a sexual relationship.A manager promises a promotion if an employee agrees to have sexual relations.	A Hostile Work Environment is created when sexual behavior, comments, or actions of a sexual nature“unreasonably interfere” with work or create an “intimidating hostile or offensive” work environment.A group of employees makes a point of telling sexual jokes to an employee who has clearly stated that such jokes are offensive.One employee continually leers at another employee and makes comments about that person’s body.Sexual Harassment is illegal discrimination that creates an unpleasant, disrespectful, unfair work environment. 



Supervisory Responsibilities
Include, but are not limited to
 Set an example for appropriate behavior in the 

workplace
 Support and enforce the UF sexual 

harassment policy
 Take immediate action in sexual harassment 

situations



Reporting Sexual Harassment
 UF supervisors are required to report 

allegations
 Kim Baxley, Director for EEO and 

Administration, 392-1075
 Employee Relations, 

392-1072

Presenter
Presentation Notes
The law and university policy provide sanctions for any employee with supervisory responsibility who fails to report incidents of sexual harassment. 



Zero Tolerance
 Sexual harassment
 False complaints of sexual harassment
 Retaliation against anyone who makes a 

sexual harassment complaint

Presenter
Presentation Notes
SAY:  Sexual harassment at the University of Florida will not be tolerated and should not be ignored.  In addition, there are sanctions for any person who knowingly files a false complaint of sexual harassment or who takes retaliatory action against someone who files a sexual harassment complaint. 



Workplace Violence
It is an essential goal of the University of 
Florida to maintain a safe and comfortable 
workplace and academic setting

Presenter
Presentation Notes
As a part of this goal, the University has established standards of conduct that cover every member of our community. 



Workplace Violence
 Violent acts
 Threats (direct or implied)
 Unlawful harassment
 Verbal or physical abuse
 Stalking
 Intimidation



Prevention
 Pre-employment screening
 Verify education and work history
 Criminal background checks

 Observe early warning signs
 Take all threats seriously



Reporting
 Immediate threats
 On campus, call UPD at 392-1111
 Off campus, call local law enforcement or 911

 Behavioral concerns
 Faculty and Staff, call the IFAS HR office at 

(352) 392-4777
 Students, call IFAS HR office who will consult 

with you and the college the student is associated 
with



Performance Appraisals
UF’s performance appraisal system is designed 
to improve communication between 
supervisors and employees

Presenter
Presentation Notes
The university’s Standards for Performance and Conduct sets performance and behavior norms for everyone. While the majority of UF employees never need discipline, exceptions do occur.  Supervisors and administrators must respond to violations fairly and consistently in order to protect employees and keep the university functioning efficiently.



Performance Appraisal
 Assessment of employee’s:
 Ability to fulfill responsibilities
 Ability to meet behavioral and conduct standards
 Importance of accurate appraisals: merit, layoff, 

etc

The pro-active response to 
behavior discrepancies!

Presenter
Presentation Notes
University of Florida’s USPS employee performance appraisal system is designed to improve communication between supervisors and employees.  Supervisors may use the performance appraisal as an opportunity to address discrepancies in behavioral and conduct standards before they escalate into disciplinary issues.



Appraisals (continued)
 Should be written in February
 Should be issued in March
 Schedule in middle of the month
 Employee must sign and date in March
 Send to HR 

 Assess all year long with mini-meetings in 
order to ensure evaluations are a complete 
assessment (monthly? quarterly?)



Practice Good Discipline
Fair, consistent, legal

Presenter
Presentation Notes
Just like every other employment practice, the key to successful discipline is to act fairly, consistently, and legally.  For more detailed training in this area, please attend Surviving the Challenge of the Problem Employee.  This course is being offered this semester December 11 from 9-12 in 316 Stadium West.



Discipline Process at UF
UF encourages all staff members to contribute 
to a positive and productive work environment.  
With this in mind, the university has established 
performance standards

Presenter
Presentation Notes
The university’s Standards for Performance and Conduct sets performance and behavior norms for everyone. While the majority of UF employees never need discipline, exceptions do occur.  Supervisors and administrators must respond to violations fairly and consistently in order to protect employees and keep the university functioning efficiently.



Why Discipline?
 Correct and improve, not punish
 Protect employees and employers
 Safety rules
 “Zero tolerance” policies
 Work standards

Presenter
Presentation Notes
SAY: It is important to realize that disciplinary procedures are meant to correct and improve performance, not punish an employee.  Enforcing the conduct standards protects employees as well as the university.  For example, we’ve just discussed several of the university’s “Zero Tolerance” policies that ensure the safety and well-being of our university community.  Without a procedure to enforce these policies, they become just “nice ideas.”



Resources
 Contact Employee Relations office to discuss 

any issues you think are progressing to 
discipline

 No issue is too “dumb” or insignificant to call 
for.  We are here to help you.

 Document, document, document.
 Understand that it will be a thorough and 

specific process



Categories for Discipline
 Attendance
 Misconduct
 Performance (TEAMS)
 Negligence/Incompetence
 Medical



Progressive Discipline
 Counseling Letter
 Oral reprimand
 Written reprimand
 Suspension
 Dismissal

Presenter
Presentation Notes
SAY:  The University of Florida has a Progressive Discipline policy which is designed to help employees understand and correct violations.  It also allows the university to take serious action when necessary.  Following (and documenting!) each progressive disciplinary step helps assure that a discharge is fair and will stand up to legal scrutiny.



Oral Reprimand
 Memo Format
 Documents Discussion 
 Employee Relations Creates For You
 Employee Gets Copy, Send Copy to ER
 No Restrictions After Issuance



Written Reprimand
 Narrative, letter format
 Employee Relations Creates for You
 Employee not eligible to apply for, or accept, 

any positions for 6 months
 Lists more details and previous issues



Suspension
 Almost always 3 days with no pay
 Letter format
 Process:
 Proposed Suspension
 Predetermination Meeting (ER attends)
 Notice of Suspension
 TEAMS employees get a SVP Confirmation of 

Suspension



Dismissal
 Letter Format
 Process
 Proposed Dismissal
 Predetermination Meeting (ER attends)
 Notice of Dismissal
 TEAMS employees get a SVP Confirmation of 

Dismissal



Notes
 All actions are completed in conjunction with 

ER
 Suspensions and Dismissals are reviewed 

with the UF Office of Human Resource 
Services

 All items are signed by employee 
acknowledging receipt. If they refuse to 
sign….



Employee Options for Appeal
 Appeal for Oral and Written
 Employee may add a response to be filed with 

disciplinary action
 Employee may file a complaint or grievance 

involving the action



Employee Options for Appeal
 Appeal for Suspensions and Dismissal
 Predetermination Meeting
 TEAMS employee’s case reviewed by SVP
 Arbitration

 General Counsel involved
 Process of Arbitration
 Cost of Arbitration



TEAMS Appointments 
(Contracts) at UF



New Hires and Appointments
 All new staff employees are hired as TEAMS employees 

unless faculty or OPS
 All new-hires serve an initial probation period of 6 months. 

No appointment is completed at hire. (TEAMS employees do 
not serve any further probation period as long as they are 
continually employed with no break in service)

 Remember, this probationary period is when they are 
supposed to impress you. Deficiencies now mean problems 
later.  Don’t let pass probation thinking they will get better.

 At the end of the probation, a TEAMS Appointment is 
completed beginning with the date after the last day of the 
probationary period and ending with the date one year from 
the last date of probationary period



New Hires Continued
 Probationary period may be extended for up 

to 6 additional months but must be for a good 
reason and approved through the Employee 
Relations office.  

 The appointment must be for a 12 month 
period
 Exception for Time Limited positions with a 

duration of less than 12 months and non-renewal 
process



Appointment non-renewal
 If department wants to initiate a non-renewal of an 

appointment they MUST call Employee Relations to 
discuss.  

 Request from department is reviewed by Employee 
Relations, VP of HR and Sr. VP IFAS.

 Non-renewals are not used in place of good 
management practices or disciplinary process.



Non-renewal continued
 If after review of the case, non-renewal is processed, 

the employee will receive a 3-month notice
 Employee may continue work in present capacity for the 

3-month period
 Employee may be transferred to a different position of 

same level and pay during the 3-month notice period
 Employee may be “bought out” and paid salary, less 

taxes, for what they would have earned during the 3-
month notice period



IFAS Employee Relations Satellite Office

 Leticia Forster, Manager, Employee 
Relations, Office of Human Resource 
Services

 (352) 392-4777
 lyforster@ufl.edu



Today We . . .
 Identified the basic legal responsibilities of a 

supervisor
 Reviewed UF policies
 Reviewed the progressive steps in the UF 

disciplinary process
 Reviewed the appraisal process
 Discussed many HR issues in the workplace

Presenter
Presentation Notes
SAY:  As a supervisor, you need to be familiar and comfortable with employment-related laws as well as the university’s policies.  In the next three hours, we’re going to do a brief overview of the federal laws and university policies most likely to affect your supervisory decisions.  We’re also going to examine the university’s discipline procedure so that you can respond appropriately to policy violations.



Thank You for Attending!
Dr. Kevin Clarke, Associate Director
Human Resource Services
(352) 273-1721
kevin-clarke@ufl.edu
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