L...ma

Luma

Table of Contents

Print

L | = T =T [ [0 = T =TT 0 10 | o= 4
HR-010: Organizational ReIatioONSNIPS . .. . e ettt ettt e e et e e e e et e e et e s e e e e e e e e et e e anananannn 4
HR-010-010: Establish and Maintain Organization STrUCTUNE ... ...iiiiiiiii it a et e e e e e e e e a e e e aaneasens 6
HR-010-020: Create and Maintain JODS. .. ...t ettt et ettt et e e e et e e e e et er e ee s et e et e e et e e e anrnanansn 7
HR-010-030: Create and Maintain POSITIONS ...t r e baas 8
L R O O 0 T o T o @ o =T o B o 01 o [0 o 9
HR-020: Manage Talent ACGUISIEION .. uui ittt ittt sttt et e e et e a et e et et s e s e et e e aesa e e st st s e s e e et e n e eneeneeneanneananrennanns 10
HR-020-010: Create and POSt JOD ReEQUISTEION . ... ...t ittt r ettt r e e e e e e s e e e e e rere e e e aaneneeenens 12
HR-020-020: Internal AP liCants AP DIy . e e ettt e e e e a e et e e et e et e r e s e e e ta e et s e e e aeeereraaaan e aneenens 13
HR-020-030: EXternal AP PliCants AP DY vttt ittt ittt et e st e e e et e e s e ea e et e e s e s e e e et e a s e ea e e e re e e e e anrennanns 14
HR-020-040: Manage Talent ACQUISITION EVENTS . ...ttt et e e e et ettt s e s e e e e e e s e e e e e rere e e eaenenaneenens 15
HR-020-050: SCreen Candidates. .. uuiu ittt ettt et et s e e e e s e e s s s e s e e s et s e e s s et s a et s a e e s n e e s e e e en e e rnennenenes 16
HR-020-060: Manage INtervieW SCREAUIING. ... ueiiii it e et et ettt et e e e e e s e e e et s e e e e rere e e e aenenaneenens 17
HR-020-070: Interview and Select Candidates. ... i 18
HR-020-080: Prepare and EXEeNd Job Off@r. .ttt ettt e et a e et e e st e e s e e e et e e n e en e e e s e aneananrennans 19
HR-020-090: Perform Pre-HIire DUE DilIgENCE .. ...ttt e e et e et e et e r e s e e e ta e e s s e e e aeeerereeaanananeenens 20
HR-020-100: Prepare RejJeCtion NOTifiCation ..uuiiiiriieiiii ittt e e et e a e st et st e e s e e et e an e en e e e e e an e e anreananns 21
HR-020-110: Manage JOb REQUISITIONS. ... e ettt e e e e e e e e e ettt et e s e s et a s a e et s e e e aerereeeeaenenaneenens 22
L 1 O 0 == of [T R 5 = 23
L IR0 1C T o1 o Yo YT g'e 1o T PP 24
[ [ E 0 JCTO R0 N O I @o) o o I8 ol 2 ¢ T = To = e 115 [ P PP 25
HR-030-020: Manage Day 1 ACHIVitiEs couuiiiriiiiii ittt e e st et a et e e s e s e e s e s e e e sn e san et an e e s e e san e aaneaaneesanesaneaannnnnes 26
HR-040: Manage Learning and DeVel O PNt ... ... ittt e e e e e e e ettt e e e e e e e st e et s s e e e e re e e e e raanenaneeaens 27
HR-040-010: Conduct Assessment Of LEarning NEEAS . ....uiuiiiiiiiiii it s et a e ettt a e et a e e e e e e aeeananrannans 28
HR-040-020: Assess EXisting Learning ProgramS/COUISES .. . .uuuiuiuiieie et ieieeteaenseeae e eaeaaaa e tasaeas s s eae e aararsrarnenanenenens 29
HR-040-030: Design and Develop Learning Program/COUISE ...ttt ateite ittt sitsassateasesnteetatanssaneateanereeeraeanssananennenns 30
HR-040-040: Manage CoUISE Off@riNgS .. v ettt e ettt e e e e e e e et a e s st e et eaaratataea st s e e e anaerereananansnenennns 31
HR-040-050: Manage Employee Course ENrOlmMEntS ..ot e ettt a et e e e s e e e e e e e et e e n e en e e e e e e e e ananraananns 32
HR-040-060: DelIVEI LBAIMING cututitiistiteite ettt ettt ae ettt e e s et e aetaeeae et s s s st e sesaeese s e aassaneasenneaneenernannsanansennenns 33
HR-040-070: Document Employee Learning RESUIES ... c.ci it ettt e e e e e e e e e e e a e a e e neeeaens 34
[ |0 O F =Yoo= 1o =T B =1 U= o | PP 35
HR-050-010: Create and Maintain CompetenCy MOAEIS. ... ...uuiuieiii it e e e e e e e e e re e e a e a e anaeenens 37
[ [0S O R 0 A XY= T 1 B @ 10 ) 1=l A V4= PP 37
HR-050-030: ASSIgN TEAM ODJECHIVES ...eiuitititiiiii ettt e e e e e e et ettt et e te e et ataea st s s et aererereananenanenenens 38
HR-050-040: Set Performance and Development ObJECHIVES ......o.iuiiiii e e e e e e e eeaens 39
HR-050-050: Create and Maintain Employee Talent Profiles .....ciieiiiiiiiiii it e e e anaes 40
HR-050-060: Conduct Ongoing and Frequent FEEADACK .......uiuiiiiii e e e e e e e e e e eeaens 41

1-30-2020

1 Luma Print



L...ma

HR-050-070: Complete 360 FEaADACK .....uiuitieiii it e et et e e e ettt e e e et e et s e e e e rere e e eaanenanenenens 42
HR-050-080: Conduct Performance EValUation ......u.iiiiiiiiiii e 43
HR-050-090: Create and Execute Performance Improvement Plan ... e e e e e e eeaens 44
HR-050-100: Identify Critical WorkKfOorCe SEGMIENES ..ttt ittt ettt a e e st e et s e e e e e et e anean e enereaneananrennanns 45
HR-060: Employee Data AdminiStration ..ot it e e et e e s e et e e s e st e e e e e e s e e e a s e aneaneeneeeaneananrennenns 46
HR-060-010: Personal Data Changes .......ouiuiuieiiiiiiiii e e e et e e e s et et e s e et et e ae s e tataea et s e et anteeeeeananenanenenens 48
HR-060-020: WOrK Data Changes . vttt ittt it e e ettt e e et e a et e et ettt e e et e a e ea e e st e e e e e e e et e an e eaeene e e anneanannennenns 49
HR-060-030: EMPIOYEE MOVEMENE. ...t ittt ittt et e e et er et e e e s e ta e e ettt e e sesatataea s s s s s e antereeeanenananeennns 49
[ | S O CTO R O 2 0 L 2 =T=To 18] ol <IN @le ] a1 o r=Teot a7 =1 g 1= 1= o 0 =T | PP 51
HR-060-050: EMPIOyEe File Manag@mENT ... v e e e et e e e e e e s e ra e s et e et e e e s e s atasa et s e s e anreeeeenaenenanenenens 52
HR-060-060: EMPloyment VerifiCation . v it e et et et s e et e e s e sa e et et s e s e e et e aa e en e e e e e aneananrennanns 53
HR-060-070: Mass Data CangE . ciuuiiuiiiiiit ittt a ettt et et st e e et e s e ta e e e et s e s e et e s e sa e e ae e e e e s e et e aneeneeneranansanansennenns 54
HR-060-080: Data QUAaliLy/ COrr@CHIONS ...uueieieieieiii ettt ettt e e e e e e e s e e e et et eae s e tata e e e s e e e aeeere s e enenenanenenens 55
[ | O 7 O T /=Y g =T T < @0 g Y s Y= 1= | [0 o PP 56
HR-070-010: Conduct Compensation ANalysSiS/COmMPariSONS ... . uuuiieeeeie et et ee e eae e e raaaa s ssaeaean e e rararnenaneaenens 58
HR-070-020: Manage Job Requirements and FaCtOring ...coueiuiiiiiiiiiisai ettt e e st e e et e e e e e e et e e n e e e e e s e e e ranannennans 58
HR-070-030: Plan and Process Market AdJUSTMENTS ...ttt ettt e s e e e e e e e e e e e e e e a e e e e nseeaens 60
HR-070-040: Change in EMployee CoOmMPENSAtION ....uiuiiiie it e e e e ettt r e s e e s e e e e e e e e eereraeaenananeenens 61
HR-070-050: Manage BonUSES fOr EM IOy @S ..ottt ittt ettt e e et a e st et et e e e e e e et e e s e en e ene e e aneanannannans 62
HR-070-060: Manage AdHoc Compensation AdJUSTMENT ... e it r e e e e e e e e s e e e eeaens 63
HR-070-070: Notify EMployee Of Salary DECiSiON ....uiiei ittt ittt ittt s et st a e et e e ae st e e e s e s e e et e e s e aneeneraeaneananrennanns 64
HR-070-080: Monitor INternal ComPlianCe .. . .ueiiiii et e e e et e ettt e e e e e e st et s e e e e e rerereeaenananeenens 65
HR-080: Benefits AdminiStration ... st 66
HR-080-010: Manage ComPli@anCe Programs. ... .. ittt e e e e e e e e e s e e et e et e ta s e tatasa et s e e e anreeeeeanenenaneenens 68
HR-080-020: Maintain ElGIDiliTy .....c.ceeie ettt e e e r e e e e et e e e e et a e s e s e e e e rereraeaenenaneenens 69
HR-080-030: Manage Group INsSurance ENrOllmEnt. .. .o e ettt e e e e e et e e e e e e e s e aeeananraanans 70
HR-080-040: Manage ENrollment Changes ... ..uuiiiiiiiii ittt e e e e e e et e e ettt e e e e s e e e ta e et s e e e aereeeeeenanenaneenens 71
HR-080-050: Manage ReliremMENT Plans ..oueiiiiii ittt et e e et ettt e e et e e a e sa e e e et s e s ae e et e aa e en e e e e e aneanansennanns 72
HR-080-060: Initiate Affordable Care ACE....o.iiieiii ittt e ettt e e et e et e et e e e e e e e e e eneenanes 73
HR-080-070: Process Benefits TermiNation ... ... e e 74
HR-080-080: Data Transmission t0 EXLEIrNal VeNAOIS ...uiuiiiii it et e e e et et et e et e e e e e eneananes 75
[ R 01 L0 =T N I o) Y o 1= [l PR PR 76
HR-090-010: Manage LeaVe REGUESES 1. uuiiitiiiiiiit it tietse sttt sase e seetaa et ane s ase e aae e s s e s aaeesanssanesaneessnesnseaanseannesanesanesannnnnns 77
HR-090-020: FMLA LEAVE REGUESTE ...ttt sttt et et s e s e e s s e s e e s e e s e e st e s e et s et s e et s e e s e et s e e e e et s aanes 78
HR-090-030: Manage RetUIN FrOM LEaV e .uiiiuiiiit it tit s sttt saae e see e et ase s s e e s e e s s e s s e e san e sanesanesasnesaseanneaannernnesanesannnnnes 79
HR-090-040: Manage AlLErNatiVe DULY . ..uuiuieiiiiiii it e et e e e e s e e e s e ra e s e ettt e ee s e tatasa st s e et anrerereaaenenanenenens 80
[ [ 01O I\ =T o =To [ = g o] o1 [ VA=TS T = g o F= T =10 ¢ 1= o | o PP 81
HR-100-010: Manage Organization Wide SUINVEY S .. .uiiuiitiie ittt e a ettt ettt e e e et e e s a e eae et s e s anea s e s e aneaneraeaeeananrannenns 82
HR-100-020: Manage Team SPECITIC SUNVEYS .. ..uiiiiiiieie ittt e et et et ettt et et e s e e e ta e st s e et aeaeeerernanananenenens 83
[ [ I O L o] g o] gel= I\ F= T g T=To 1< o o 1< o | o PRSP 84
HR-110-010: BaSiC SCREAUIING .. ..uniiiiie ittt ettt e et e e e e et e e ettt e e r e e et ataea et s e e e anrereseaneneneneenens 86
HR-110-020: MVS Scheduling with Staffing OffiCe.......iiiii s 87
HR-110-030: Setup HOlIAAy Cal@ndar ... . e e eieiieiiii et e et e e e e e e e e et e e et e et er e e et e ta e et s e s e aereeesenneneneneenens 87
HR-110-040: Manage LUMa WEFM Sy St e ACC eSS .. uutiittiiteitetstaanetseetanetasesaseesteaanesanrsaanetanesanesssesssesaneeanessanesnnessnnssnns 88
1-30-2020 2 Luma Print



L...ma

HR-110-050: Time Capture @nd AP PIrOVal. ... . et e e e e e et e et e et e aeratata e st s e s e aeeereeeanenenenenenens 89
HR-110-060: TimMe Off REGUESE. ..ttt e e et e s s e e et et e er et e e e s e e s e e e ens 90
[ 2 O 0 1 O T g = LY A 2 (=Tl Y Y7 I T 0 o = 91
R I O 01 T I o = 0 o =T o 92
HR-110-090: ON-CyCle Payroll PrOCESS . uuteiuiittittiteitt ettt ettt st e e e te et e e ae e st e s et e s e sae et e e s s s anaateansaneanernaneeanannennenns 93
HR-110-100: Process HiStOriCal COrrECtiONS. .. . e ittt e e et e e et ettt e e s e e a e a e e s s e e e anrereeaeaenenaneenens 94
HR-110-120: Prior Comp Time Payout: CoVared: AULO....uiuiiiiiiiiitiit ettt ettt a e se st e et e e s an e et e aneaneaneraeaeaanaanennanns 95
HR-110-130: Comp Time Payout: COVEred: A HOC. .. cuiii ittt e ettt e e e e e e e e s e e e e e rere e e e e enenaneenens 96
[ | X O\ =T o = To [ = g g o] [ A= TSI R =] = o T PP 97
L TR 7 0 R 0 0 @ o o] =Y o Lo PP 99
L O 01 0 g Y=y o T T o 100
[ | I O R 0 G O I o o] o 1=T 0 a0 Y/ 1 o T PP 101
HR-120-040: DisSCiPliNary ACHIONS . ... ittt ittt ettt et e e et e e e et s ettt ea e ratata e a e s s s s e aeaereeeenanananenenens 102
L I 0 01 0 1 =T = o (o 103
HR-120-060: Idaho Personnel ComMmMISSION APPEaL .. ...cuiuiie ittt ettt e et e e e e e e e e e s e ea e e ea e enaneenens 104
HR-125: Monitor Employee Health and Safely ...ocviiriiiiii i e ettt a et e e e e e e e e anannens 105
HR-125-010: Manage & Monitor Employee Health RECOIMAS.......ouiuieiiiiie e e e e a e e eeaeas 106
HR-125-020: FirSt REPOIT Of INJUIY ..ucueieititititiii et ettt et e e e e s e s e s a e e e ettt e e e rataeaea e s s s s e aeaeeesesnananananenens 107
[ | Y I\ P o = Yo [ = g o ] [ VA= TSI Y =T o T= L =) o o PP 108
HR-140-010: Separation Due t0 Hire @nd NO Start .....cocicieieieiiii ittt e e e e e e e e e e aeeaeaen e snanenenens 110
HR-140-020: Manage VolUNTary SeParalion .oiuiiiiiiii it s e e ettt e e e e et e s e e et et s e e e n e et e e s e raeeaeeae s e eanannenns 111
HR-140-030: Manage INVOIUNTAry SEParation ........cuiiiiii ittt et et e ettt e e s e s e s s s s s e s e e aeeeeeenenanananenens 111
HR-140-040: Manage RedUcCtion iN WorKiOrCe .uiieiiriiiii i s e et e e et e e e e et et e e e e n e et e s e ra e e e e e e eanannenns 113
HR-140-050: Separation DUE £0 DAt ... uu ettt ettt et e e s et e e e st e e e e e aeeeeeen e e aneenens 114
HR-140-060: ColleCt Organization PrO eIty ... .ttt e e et e e ettt et e e e ra et s e e e e e e aeeeeernanenanaenens 115
[ | O I @leT oL [ g Te 1= g AT oY o =] PP 116
HR-170-010: Non-Paid Contingent Worker REGUEST. .....c.ce ettt e e e e e e e e e e e e e e e e a e enanenenens 117
HR-170-020: Paid Contingent WorKer REGQUEST ... .ciiiiiiiii it ettt et et e e et e s e e et et e e e n e et e et e ea e e e e e e eanannennes 118
HR-170-030: Create Worker TraCking RECOM .. ...ttt e e et e e e ettt e e e et a e e e s s s e e e aeeeeeenenananaenens 119
HR-170-040: Contingent Worker On-Boarding ....c.uoiiiiii i st eeeeraea e e e et et s e s n e et e erae e e e e et eanannanns 120
HR-170-050: Contingent Worker Off-Doarding . ... ..ottt r e e e e e e e e e a e arnenenens 121
1-30-2020 3 Luma Print



L...ma

HR: Manage Human Resources

HR-010: Organizational Relationships

Swimlane

Swimlane

L..:ma

HR-010: Organizational Relationships

HR-010-MD

Establish and
Maintain
Organization
Structure

Employee Data
Administration b
A
HI-05D

Integrated Talent '

HR-010-010: Establish
and Maintain
Organization Structure

Activities required to implement org structure changes, which would
be policy or business driven, in the HR system specifically related to
organizational unit objects and organizational unit relationships. Org
structure changes could include opening, closing, or restructuring a
facility, etc. They can also be the creation or update of attributes
associated with organizational units (addresses, cost centers, name
changes, etc.).
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Elements of the Org Structure may be owned by Finance and would
have to be coordinated to be updated/changed/added. e.g.
Department

HR-010-020: Create and
Maintain Jobs

Activities required to define the way the organization will be set up
and to manage jobs (classifications). Jobs are general classifications
of tasks routinely performed together by a position. Manage Job
Requirements and Factoring is an input and output to this sub
process because many jobs that require evaluation must come back
to Create and Maintain Jobs process flow after approvals for
processing.

HR-010-030: Create and
Maintain Positions

Activities required to define the way the state will be set up through
position management. A position is a “seat” in the state and is a key
element that ties together the job information, location, and
organizational information for an employee. This process will outline
the steps to create and/or maintain a position.

HR-010-040: Monitor
Open Positions

Activities required to maintain positions and to ensure that vacant
positions are either being filled, inactivated, or delimited. Monitoring
open positions is important in order to ensure that the budgeted
headcount and the actual headcount align for the agency/ state.
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HR-010-010: Establish and Maintain Organization Structure

Swimlane

Agency HR

DHR/DFM

SCo

m o HR-010-010: Establish and Maintain Organization Structure

HR-010-010-010 HR-010-010-020

Consult with
Appropriate
Stakeholders as
Required

Identify Need For
Org Structure

Creation/Change

HR-010-010-030

Review KB to
Understand how to
Submit Org Struct

Req

HR-010-010-040

Submit Org
Structure Creation/
Change Request

HR-010010-050

Request Received
and Case
Automatically
Generated

HR-010-010-060

Review
Requirements for
Org Structure
Creation/Change

HR-010-010-070

Identify Impacts
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HR-010-010-140

Update Request
Based Upon
Feedback

HR-010-010-100

Close Case

Communicate
Reason for
Rejection to Key
Stakeholders

HR-010-030

HR-010-010-120

HR-010-010-130

Create and

Netify Stakeholders
M aintain Positions

that Changes Were
Processed

Close Case

&b £

HR-0104010-110

Perform Org
Changes based on

Approved
Requirements
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HR-010-020: Create and Maintain Jobs
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E : m o HR-010-020: Create and Maintain Jobs
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¥
1-30-2020 7 Luma Print




HR-010-030: Create and Maintain Positions

mo HR-010-030: Create and Maintain Positions
.L

Swimlane

Agency HR Manager

Agency Budgst

DHRIDFMIApproving Authority

..-MQ

HR-010-010

E stablish and
Waintain
Organization
Structure

Create and
M aintain Jobs.

Create and Post
Job Requisition
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HR-010-040: Monitor Open Positions
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E : m o HR-010-040: Monitor Open Positions
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HR-020: Manage Talent Acquisition
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HR-020: Manage Talent Acquisition
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Organizational
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HR-020-110

HR-020-010
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HR-020-010: Create and
Post Job Requisition

Internal approvals and steps necessary to create an open job
requisition in the system.

HR-020-020: Internal
Applicants Apply

Activities for internal candidates to create their online profile, review
available jobs, and decide whether to apply for any job opening.

Internal candidates access this portal through Employee Self-Service.

HR-020-030: External
Applicants Apply

Activities for external candidates to create an online profile, review
available jobs, and decide whether to apply to any job opening.

HR-020-040: Manage
Talent Acquisition Events

Manage talent acquisition events includes defining strategy of talent
acquisition events.

HR-020-050: Screen
Candidates

Preliminary screening of candidates through identification of
candidates to be interviewed for the job and well as assessment
review/ score.

HR-020-060: Manage
Interview Scheduling

Manage interviews and coordinate logistics with candidate and
interview team.

HR-020-070: Interview
and Select Candidates

Conduct interviews and schedule / conduct required assessments.
Select the most qualified candidate based on the interview and
assessment process.

HR-020-080: Prepare and
Extend Job Offer

Prepare the offer letter for selected applicants. Upon receiving the
appropriate approvals, the offer or contract is presented to the
successful candidate.

HR-020-090: Perform
Pre-Hire Due Diligence

Conduct pre-hire due diligence activities, e.g. background checks,
drug testing, medical evaluation, etc. These may vary based on the
Position Profile and Requirements.

HR-020-100: Prepare
Rejection Notification

Reject candidates based on testing, screening and interview process.
A rejection reason will need to be provided in the system.

HR-020-110: Manage Job
Requisitions

Extend/Update/Close job requisitions as additional information arises
and as appropriate.

HR-020-120: Rescind
Offer

Manage voluntary/involuntary offer withdrawal.
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m o HR-020-010: Create and Post Job Requisition

HR-010-030 ~
HR-020-010-010
El, Create and Access Hiring /_\ v
a Maintain Positions Toolkit via es Position Budget
5 Knowledge Base XOR iz Rer T Rules Applied
= (KB)
@
=
£
HR-010-040
Monitor Open Create and
Positions Maintain Positions
Excepbons Alowed? )
No
g XCF)E End
£ /
=
3
@ Yes
£
% Appipve?
.& No /Sx No
< &
HR-020-020
Yes —
HR-020-010-040
Internal Applicants
Requisition Apply
received by
assigned Recruiter
HR-020-010-070 HR-020010-080 . &
E Position Budget Eﬁemil Aplphcants
E]
g Initiate Requisition Rules Applied PRl
[
Prepare/ conduct
.ﬁ% strategy/ intake Update and post i:
meeting with job
Hiring Manager
Manage Talent
Acquisition Events

1-30-2020 12 Luma Print



L...ma

HR-020-020: Internal Applicants Apply

Employee - Internal Applicant
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£
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o
]
2
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HR-020-070: Interview and Select Candidates
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m o HR-020-070: Interview and Select Candidates
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m o HR-020-090: Perform Pre-Hire Due Diligence
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HR-020-100: Prepare Rejection Notification

| m Q HR-020-100: Prepare Rejection Notification
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Interview and
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m o HR-020-120: Rescind Offer
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Screen Candidates
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HR-030: Onboarding

HR-040
—

M anage Learning
— and Development

HR-050
Ty

Integrated Talent
l—
HR-020
HR-030-010 HR-030-020

g - - h. .y "
Acquisition Conduct Pre- Manage Day 1 HR-060
Boarding Activities o,
Empl D
i. :-Ed- :-Ed- Arcri]r?w%}\,gteratlztna :
S
HR-080
%
Administration '
S
HR-030-010: Conduct Conduct activities, such as compiling relevant paperwork for new
Pre-Boarding hires, entering any applicable scheduling data into the system and

coordinating first day logistics.

HR-030-020: Manage Day | Manager greets employee on scheduled first day. Introduce the new
1 Activities hire, rehire, or transfer to the agency, department and team they are
joining.
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HR-030-020: Manage Day 1 Activities

Swimlane

Employee

Hiring Manager

Agency HR

m o HR-030-020: Manage Day 1 Activities
*e

HR-030-010

Conduct Pre-
Boarding

HR-030-020-070

Meet with
Supervisor

Conduct Day 1

Separation Due to
Hire and No Start

HR-030-020-020

Contact HR to
Update Start Date

I

HR-030020-030

Update Start Date
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HR-040: Manage Learning and Development

HR-040: Manage Learning and Development

L:..:ma

HR-040-010 HR-040-030 HR-040-040 HR-040-050 HR-040-060 HR-040-070
ATy
Conduct Design and Manage Employee Document
Start A ient of Develop Learning Marga;:ﬁﬁo;lrse | Course Deliver Learning Employee
Learning Needs ProgranyCourse 9 Enroliments Learning Results
—
& L & & &

HR-040-020
Assess Existing
Learning

Programs/Courses

;ﬁﬁﬁ

End ;

HR-040-010: Conduct
Assessment of Learning
Needs

Conduct Assessment of Learning Needs involves assessing at a high
level a whole library of content for the state, a specific agency, or a
specific role. The assessment is supposed to identify gaps in learning
content and attempts to address those gaps through new course
development. The gap could either be identified by an individual or
through new learning requests.

HR-040-020: Assess
Existing Learning
Programs/Courses

Assess Existing Learning Programs/Courses involves the assessment
of learning programs or courses based on need.. Generally, it
focuses on specific programs/ courses to determine whether new
development is needed, content needs to be updated, new content
relevant to the course, or a variety of other course specific factors.
The assessment evaluates whether the current course is relevant or if
new development activity needs to take place even if that new
development activity is updating a current course.

HR-040-030: Design and
Develop Learning
Program/Course

Design and Develop Learning Program/Course involves creating
and/or buying the materials for a course. This subprocess involves
the “what” of a course or what will be covered.

HR-040-040: Manage
Course Offerings

Manage Offerings of Courses involves the where and when for a
course. The content has already been developed. The offering will
either have a time and a place if in person or may be an on-demand
offering.

1-30-2020
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HR-040-050: Manage
Employee Course
Enroliments

Manage Employee Course Enrollments involves employees signing up
for offerings of courses. The employees may have to obtain approval
from their managers. The process also captures a waitlist if one
exists.

HR-040-060: Deliver
Learning

Deliver Learning involves delivering the content to the learner as well
as the assessment of the content.

HR-040-070: Document
Employee Learning
Results

Document Employee Learning Results involves scoring exams and
documenting the learning program/course in the employees learning
record.

HR-040-010: Conduct Assessment of Learning Needs

Swimlane
I.. o

m o HR-040-010: Conduct Assessment of Learning Needs
*e

HR-040-010-010

HR-040-030

NW%M Design and
Evaluate Current Yes Develop Learning
S5 Training Programs XOR Program/Course
E:S
E
&
=
3
&
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H Appiove Request?
3 Receive and Yes Netify Requestor
- Review New @ and Initiate New
Catalog Requests Development
E:S E:S
No
HR-040-010-040 HR-040-010-050

Reguest i Info? /
Return the Reject Request
Request to Sender Yes XOR No Ja”d Notify End
to Provide
Additional Details U Reuestr
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®e
HR-040-030
HR-040-020-010 HR-040-020-050
Conduct Consult w/ Design and
I —— Identify Courses | Identify Relevant Develop Learning Stakeholders & Develop Learning
Start L That May Need to Stakeholders and Program/Course Program/Course
eaming be Retired | SMEs Expectations REE0 B g
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Swimlane
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Approving Authority
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| : m Q HR-040-030: Design and Develop Leaming Program/Course
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Communicate
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Templates

1-30-2020

30

Course Standards

HR-040-030-080

Review
Development

Communicate
Course Dev to

Manage Course
Offerings

Activities &
Materials

Identify Preregs &
Dev Course
Materials IT
Applicable

Relevant
Stakeholders

Luma Print



L...ma

HR-040-040: Manage Course Offerings

M
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E H HR-040-040: Manage Course Offerings
<= .
& *
HR-D40-030
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Program/Course
3 HR-D40-D50
= HR-040-040-050 HR-040-040-060 HR-040-040-070 HR-040-040-080
S
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& Identify Course S LRl Develop Offering PEEEnan Commuricate oY
= Offering Desired Credentials if Attendance Rules Create Offering N wfy%e(ev;r?l Session to Key Enrolments.
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3
= Conduct £ & &
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Leaming Needs
HR-0401040-030 HR-040-040-040
o Coordinate
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2 E Altendance Rules
Z stablish Offering and Costs
2 Schedule
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HR-040-050: Manage Employee Course Enroliments

Swimlane
ot

m o HR-040-050: Manage Employee Course Enrollments

HR-040-050-020

Manage Course
Offerings
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For Development

Activity/ Course

Initiate Course
Registration
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Employee Netified
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Yes

Register EE for
Course

Receive Notice to
Approve
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Deliver Learning
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&E
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HR-040-060: Deliver Learning

Swimlane

Instructor

Employee

L.

m O HR-040-060: Deliver Learning

HR-Mi-050

Manage Employee
Course
Enrollments
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| : m O HR-040-070: Document Employee Learning Results
%

Swimlane

HR-040-060

SME/Instructor/Learning Specialist

HR-040-070-010 HR-040-070-020 HR-040-070-030
Results
Deliver Learning A EEie If Documented in Track Course
ment: End
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HR-050: Integrated Talent

L:.:ma

-
HR-050-010 HR-050-060
Create and
. Conduct Ongoing Conduct
Start CoMrr?;;r;tta(eI:cy and Frequent Performance
Models Feedback Evaluation
HRO50090 & S R
Create and Execute
HR-030 Performance
Improvement Plan Complete 360
Feedback
Onboarding i:
HR-050-050 =y
Create and
ro Maintain Employee ——
Talent Profiles
HR-050-020 HR- 30
Start t\s&:gn Objectives Acs)sblglt'rrvzasm
& L E
Set Performance
and._
HR-020
HR-050-100
Onboarding Manage Talent Identify Critical
Acquisition Workforce
Segments
A &
HR-050-010: Create and Activities related to creating and maintaining competency models
Maintain Competency across the organization.
Models
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HR-050-020: Assign
Objectives

Activities related to defining and cascading state and agency
objectives to influence team and individual objective setting. The
objectives could be both statewide and agencywide objectives.

HR-050-030: Assign
Team Objectives

Activities related to defining and cascading team objectives to
influence individual objective setting.

HR-050-040: Set
Performance and
Development Objectives

Activities related to defining both individual performance and
development objectives.

HR-050-050: Create and
Maintain Employee
Talent Profiles

Activities related to updating an individual’s talent profile within the
HCM system.

HR-050-060: Conduct
Ongoing and Frequent
Feedback

Activities related to conduct ongoing and frequent performance
conversation to promote transparency and encourage development.

HR-050-070: Complete
360 Feedback

Activities related to gathering 360 feedback from feedback providers
and develop feedback summary for the employee to inform his / her
developmental progress and needs.

HR-050-080: Conduct
Performance Evaluation

Activities related to conducting a year-end performance evaluation for
an employee.

HR-050-090: Create and
Execute Performance
Improvement Plan

Activities related to administering a performance improvement plan
for an employee for which performance issues have been identified
and need to be formally addressed and monitored.

HR-050-100: Identify
Critical Workforce
Segments

Activities related to identifying critical roles across the organization
and determine the skills and competencies required for those roles.

1-30-2020
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jectives Meeting acilitate Meeting nter Objectives
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4
I
8 & f & &
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and Development
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8
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1_ m o HR-050-060: Conduct Ongoing and Frequent Feedback
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HR-050-080: Conduct Performance Evaluation

Manager Employee Agency Reviewer Swimlane

Agency HR

L

m o HR-050-080: Conduct Performance Evaluation
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HR-050-080-H0

Review wiligr and
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Review Fesdback
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HR-050-090: Create and Execute Performance Improvement Plan

I m o HR-050-090: Create and Execute Performance Improvement Plan
.,

Swimlane
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a
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E : m o HR-050-100: Identify Critical Workforce Segments
L)
@ (P
HR-020-110
HR-050-100-010 HR-050-100-020 HR-050-100-040 HR-050-100-060
% Manage Job Report Agency Schedule mtg Facilitate Update Critical
> Requisitions roles/ include w/appropriate Discussion on Workforce
5 Critical Work agency leaders re: CWS within Segment
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£ £ E:
E S
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3
a
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3
-
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HR-060: Employee Data Administration

HR-060: Employee Data Administration

L..:ma

HR-090
AT
Leave of Absence '

Employee
M ovement

HR-060-010

Personal Data
Changes

HR-06
| Data Quality/
Corrections

HR-050

HR-060-070

Mass Data Change

PY-010

Resource Contract
Management

Process Payroll

Manage Employee
Separation

Benefits
Administration

& —
End

.
HR-060-010: Personal Change(s) in employee personal data, in which an employee initiates
Data Changes a change to personal data such as demographic and contact
information required for HR purposes.
46
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HR-060-020: Work Data

Manager initiates an update to work data on behalf of a direct report,

Changes which does not require a change in position.
HR-060-030: Employee Manager initiation of Employee movement within or across an
Movement agency/state that requires a change in position (e.g. promotion,

demotion, transfer, etc.) and may or may not be pay impacting.

HR-060-040: Resource
Contract Management

This process reviews an existing resource's contract to determine if
an extension or renewal is appropriate.

HR-060-050: Employee
File Management

This process identifies how to action requests for files attached to an
employee's record that can not be viewed by the requestor.

HR-060-060:
Employment Verification

This process reviews how a third-party employment verification is
actioned. Examples: hire dates, salary, work history.

HR-060-070: Mass Data
Change

The process of mass data changes occurs when updates to the
system consist of multiple entries. Examples include, but are not
limited to, multiple hires, rehires, terminations, promotions,
transfers, and pay rate changes.

HR-060-080: Data
Quality/ Corrections

This process corrects any data in the system that cannot be modified
by an employee. Examples include, but are not limited to, incorrect
SSN, birthdate, pay rate, etc.
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HR-060-010: Personal Data Changes

®
H
E : HR-060-010: Personal Data Changes
3 .
o
HR-06D-M0-010 HR-060-010-030 HR-060-M0-040 HR-06D-010-110
At - i NI i It ?
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& .
g S
£ HR-060-010-070
w
Provide requested
No Yes documentation
HR-DG0-010-020 HR-D60-D10-050 i HR-0GDM0-D60
Dax Vald?
| ) Somy Mo | e
HR Updates Case creation XOR documentation End
_ from Employee
3
2 3 & &
2 Yes
&
= HR 10080 HR-06D-00-0800 HR-0GDM0-100
Review and Store
approve personal documentation Updali:gn: 42
data change electronically
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HR-060-020: Work Data Changes

H m o HR-060-020: Work Data Changes
l ,
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HR-060-030: Employee Movement
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HR-060-040: Resource Contract Management

5 .
; I ; m O HR-060-040: Resource Contract Management
HR 650, 545.120
g Review
g Documentation
: and Sign
&
HR.060.040.040
j Obtain Required
HCH System Reviewprocess Discuss cunlracl Yee
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HR-060-050: Employee File Management

@
5 . .
E . HR-060-050: Employee File Management
3 %,
HR-060-020
5 | — HR-060-050-010 HR-060-050-020
i
8 Identify need to Review process Submit request to
o -
] submit/retrieve support content on storefretrieve
documentation portal documentation
&,
HR-060-060
Employment HR H HR
Vaid request?
Verification Send denial to
requestor and
Case Creation provide guidance Close case
on next steps
&
End

File or refrieve
= loyee file and
- Employee emp Close case
= send to requestor
© Movement in proper format
o
@
= &
I

Work Data Upload/retrieve
Changes electronic record
to EE file following
guidelines
kS
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HR-060-060: Employment Verification

m o HR-060-060: Employment Verification

Swimlane
' soe
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£ : mo HR-060-070: Mass Data Change
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8 Provide finsl
i Dbf,‘;l;i‘f; Frovide signed validstion and sign
S e Socumentation offtorun mass
& 5 oad in PRD
& &
HRL060-00
Data Qualiy
Corrections.
Rsquest s ignsture
from requesior
&
R ) R
Creat ed f e R load
FRp— Greste requ 1 mess loed in
and wark with ’l e praductcn
requestor to
. understand detsils A
3 &
H
= HR-060070- 140 HR- 0
= - Reguest final
validation and sign Chse e
offto run mess
changein PRD
& & &
HR0G0 70070 HROG0070-10
Send denisl o
requestor and - -
provide gui CancelCase End
on next stens
& &

1-30-2020 54 Luma Print



L:.:ma
HR-060-080: Data Quality/ Corrections

@
E : m o HR-060-080: Data Quality/ Corrections
= [)
@ (e

HR-060-080-010 HR-060-080-020 HR-060-080-030
g Identify data eibioce=> Submit request to
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[
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M ass Data Change o)
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HR-070: Manage Compensation

HR-070: Manage Compensation

L..:ma

Organizational
Relationships

HR-070-010

&

HR-070-020
Manage Job Organizational
Requirements and Relationships
Factoring

Plan and Process

Conduct
Compensation
Start Analysis/Comparis
ons

HR-070-040
AT
Change in

Market
Adjustments

Notify Employee of

o Employee
Compensation
.~

HR-070-050

Manage B

Salary Decision
-

for Employees

HR-070-060

AT
IManage AdHoc

Comp )
Adjustment
e

HR-070-030

Monitor Internal

Compliance

HR-070-010: Conduct
Compensation
Analysis/Comparisons

Agencies or DHR identify the need to update the salary structure, and
provides a proposal to be reviewed and approved by DHR. Once
approved, DHR updates the salary structure and communicates the
salary structure to all Agencies.

HR-070-020: Manage Job
Requirements and
Factoring

Manager or Agency HR identifies the need to update or create a job,
and provides the job details to the Compensation Specialist to use
when determining the salary for the job. The Compensation
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Specialist then provides their recommendation to the Manager and
Agency HR.

HR-070-030: Plan and
Process Market
Adjustments

Process and approve Market Adjustments based on salary
benchmarking analysis and / or State’s financial planning.

HR-070-040: Change in
Employee Compensation

An agency will implement an legislatively approved Change in
Employee Compensation (CEC).

HR-070-050: Manage
Bonuses for Employees

With administration executed by Agency HR team, the Agency
manages the bonus calculation and payout process.

HR-070-060: Manage
AdHoc Compensation
Adjustment

Managers partner with Agency HR to determine salary adjustments in
alignment with established compensation guidelines provided by
DHR.

HR-070-070: Notify
Employee of Salary
Decision

Activity outlines communication of Salary decisions to their direct
reports. This process covers adjustments, annual merit and bonuses,
if applicable.

HR-070-080: Monitor
Internal Compliance

Activities to insure compliance is maintained across the State.
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HR-070-010: Conduct Compensation Analysis/Comparisons

| m o HR-070-010: Conduct Compensation Analysis/Comparisons

Swimlane
aee

2 HR-070-030

g HR-070-010-020 HR-070-010-030 HR-070-010-040 HR-070-010-050 HR-070-010-060 HR-070-010-070

a
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fed Data requested for Classifications/ ETT ) S Review Survey R FrErEE T Market
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9 Relevant Data Analysis for Agency

g Comparison Benchmarked

= G

o &, : F-y A
HR-070-010-010 §

k= Market Data

as Request Market

E\ Analysis/ Analysis Packet

Y Comparison

<

HR-070-020: Manage Job Requirements and Factoring
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Agency HR Manager

DHRICompensation Specialist

ma

HR-070-020: Manage Job Requirements and Factoring

HR- 0000

Create and
Maintsin Jobs
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HR-070-030: Plan and Process Market Adjustments

H m o HR-070-030: Plan and Process Market Adjustments

Swimlane
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HR-070-040: Change in Employee Compensation

Swimlane
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HR-070-050: Manage Bonuses for Employees

@
g
€ Z_ HR-070-050: Manage Bonuses for Employees
H L
No

HR-070-050- 190 HR-O70-050-1040
= .
i Yes Communicate
S REV‘;USHE;DEZDSN @ Approval and
z Finalize Bonuses

& Apprve?
HR-O70-050H1D HR-I HRA7-I50-050 HR-I70-050H130 HR-O70-050- 140
g ‘ Need Identiied for E‘Eﬁ?;niﬁﬁ Identify Indwiduals Allocate to EEs & Submit Case to Moty Employee of
-] ar’ ecision
g Start ‘ Eemie ey Eligible for Bonus Consutt with HR HR for Bonus ¥
= Guidelines
£ d [ 3 &
HR-O70-050H160
Submit Bonuses to
No DHR/DFM for
OR Yes Present Case to

@ b Agency Leadership
=
=
§ Apprve?
<

Initiate Bonuses to

EE record

o=
5
= No
=
=
g
g
<
oy
=
o
&
<

1-30-2020 62 Luma Print



L...ma
HR-070-060: Manage AdHoc Compensation Adjustment
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= L)
@ (e
HR-070-070
1
g HR-070-060-010 HR-070-060-020 Notify Employee of
g Initiate AdHoc Submit Regquest Salary Decision
AL ET for Approval
Request for EE
3
HR-070-060-070
Initiate AdHoc
o ey Reris] Adjustment Start
as for Approval Request for EE
==
2
=
3 &
<
N
=y
s
=
5
<
g Review Request
= for Approval
o
gl
< &
Y
£
i
< No
= Review Request
= for Approval
£
a g
v Finalize Request
es and Notify
N
bl @ Stakeholders of
Change

1-30-2020 63 Luma Print



L...ma

HR-070-070: Notify Employee of Salary Decision

Swimlane

Manager

Employee

: m o HR-070-070: Notify Employee of Salary Decision
%
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HR-070-080: Monitor Internal Compliance

Swimlane
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H m o HR-070-080: Monitor Internal Compliance
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HR-080: Benefits Administration
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HR-030

Onboarding

IManage Employee . .
Separation Process Benefits Data Transmission
Termination to External Vendors

Manage Manage Group Process Payroll
Compliance Insurance LETIgE v
Programs Enrollment

Retirement Plans

Maintain Eligibility
. J

HR-080-040

Manage Enrollment
Changes

HR-080-060
ey

L Initiate Affordable
Care Act

N

HR-080-010: Manage This process outlines the activities related to auditing group insurance
Compliance Programs benefit programs to insure compliance across the State.

1-30-2020 66 Luma Print



L...ma

HR-080-020: Maintain
Eligibility

Monitor employees eligibility to ensure they maintain their eligible
status. This is done through a combination of reports that identify

changes in eligibility or conflicts between participation and eligibility.

HR-080-030: Manage
Group Insurance
Enroliment

Manage the on-going process of Benefits Enrollment, including
annual, and new hire elections. Provide employee information
regarding the enrollment process, open enrollment dates, distribute
benefit enroliment instructions and materials.

HR-080-040: Manage
Enrollment Changes

Process Employee requests for changes to benefits elections.

HR-080-050: Manage
Retirement Plans

Manage the enrollments and deductions for retirement plans, along
with the transmission of deductions to providers.

HR-080-060: Initiate
Affordable Care Act

Monitor hours worked and unworked for eligibility for medical
coverage under Affordable Care Act. Complete and submit year end
reports (1094 and 1095 forms).

HR-080-070: Process
Benefits Termination

Define and execute process for termination of benefits
participation. Benefits may be terminated due to termination of
employment (voluntary or involuntary), unpaid leave of absence
without benefit deduction prepayment, retirement, death, or failure
to maintain eligibility.

HR-080-080: Data
Transmission to External
Vendors

Transmission of employee data to vendors for processing of
eligibility/ claims/ payments/ collections.
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HR-080-010: Manage Compliance Programs

Swimlane
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: m o HR-080-010: Manage Compliance Programs
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HR-080-030: Manage Group Insurance Enrollment
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HR-080-040: Manage Enroliment Changes

: HR-080-040: Manage Enrollment Changes
I.‘:
HR-080-040-015 HR-080-040-020 HR-080-040-080 HR-080-040-040 HR-080-040-050
Employee has Employee reviews Notify employee of
Start ( need to change options in Iimpl?){ee‘: mtgkﬁ required D Smet‘;t'
benefit elections knowledge base Enetit elections documentation ocumentation

1-30-2020

L

&

71

Data Transmission

to External
Vendors

HR-080-
Process Change

Collect/Process
Other Payroll
Related Data

HR-080-040-070

Store physical
documents if
required for legal

or audits

End

Luma Print



L...ma

HR-080-050: Manage Retirement Plans
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HR-080-060: Initiate Affordable Care Act
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2 inputs from Agency or 30 hrs ’ er week Agency based on Minimum essential 1094-C with IRS at
-P analysis coverage year end
HR-080-050-070
Notify Agency
\ regarding
compliance/ action
required
E:
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HR-080-070: Process Benefits Termination

@
E : m o HR-080-070: Process Benefits Termination
= L)
@ (P
HR-140-040
HR-140-020 PY-010-030
IManage Reduction
in Workforce Collect/Process
Manage Voluntary Other Payroll
Separation Related Data
B
=)
& &

o HR-140-030 [Flessm To T T Terminate benefits Send notification of
Q f Separation & stop deductions beneﬂts_ termination
“@ Manage 0 based on end date to EE, if applicable

Involuntary

Separation HR-140-050

Data Transmission
to External
&. Separation Due to Vendors
ES
HR-080-070-040

i Receive notification
2 of benefits End
£ termination
w

1-30-2020 74 Luma Print



L...ma

HR-080-080: Data Transmission to External Vendors

@
5 . ..
£ : m o HR-080-080: Data Transmission to External Vendors
= L)
@ (e
HR-080-030
IManage Group
Insurance
HR-030-020 Enrolliment
Manage Day 1
Activities L
HR-0380-070
HR-080-080-010 HR-030-080-050
o Process Benefits Gonfirm file ?ﬁ\?
HR-080-010 Termination No
Q requirements & Review file for Send File to
@ frequency with FTEEESTa accuracy XOR External Vendors
M anage vendor
Compliance
Programs &:
Maintain Eligibility [Rlessal a7 s
to correct issues
&
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HR-090: Leave of Absence

L..:ma

HR-090: Leave of Absence

HR-120

IManage Employee
Manage Relations

Alternative Duty

HR-090-020
—

FMLA Leave
Request

e S

HR-090-010

IManage Employee
Manage Leave Manage Return Separation
Requests From Leave
Manage Employee
Relations

HR-090-010: Manage
Leave Requests

This process outlines the steps the employee and/or Manager will

follow to request a Leave of Absence request. Request types include:

Military Leave, Personal Leave, Medical Leave (Paid/Unpaid), etc.

HR-090-020: FMLA Leave
Request

This process outlines the steps to request a continuous or
intermittent Family Medical Leave Act (FMLA). FMLA entitles eligible
employees to take job-protected leave for specified family and
medical reasons for up to 12 weeks.

HR-090-030: Manage
Return From Leave

Activities required to return an employee from a Leave of Absence.
Indicates documentation required.

HR-090-040: Manage
Alternative Duty

This process outlines the activities to put an employee on Alternative
Duty, whether it's a short term or long term period.
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HR-090-010: Manage Leave Requests

mo HR-090-010: Manage Leave Requests

HR-830-010-100

HR-080-010-120

Employee Notified

2
s
2
H
H
E
g
<

HR-990-016-070
3 Select Leave Type
H Start & Aftach Required
3 Documents

HRG90-016-150 HR-992.510-050 HR-996-919.063 HR-090-016-080

ReviewReg and Provides
stat :m;ﬁ;"e Iﬁj Contact EE for consutation to Valdate Leave
= LR, additional docs if Manager & Type (=g Medical)
z| DRSS applicable Employee
H &
2
HR-030.616.010 HR-090.010.030 HR-£90,616.040

] Revievs leave Select Leave Type Yeu
H policies & Ag;‘:“‘;"; :"r";‘| . & Aftach Required
3 programs. oY Mg Documents
&

1-30-2020
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HR-090.830
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of Expectations Notification of Discuss Next End
Whik on Leave Denial Steps.
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Agency HR Requestor/Employee

Manager

Approving Authority

L...ma
HR-090-020: FMLA Leave Request

e

L

HR-090-020: FMLA Leave Request

.-MQ

HR-090-020-070 HR-090-020-010
Initizte discussion Submit FMLA
_— WM gr about Leave Request & Yes
< potertial leave Attach Required
options Documents
& &

1-30-2020
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and Applicability

Have discussion
WIEE about

potertial leave
options

Review Request
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78
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needed)
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for FMLA exception
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Automatically
Updated

Employee Notified
of Expectations
While on Leave

Employee Notified
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HR-090-030: Manage Return From Leave

L:

m o HR-090-030: Manage Return From Leave
e

HR-9HMD

Manage Leave
Requests

Agency HR

Manager

Employee

1-30-2020
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HR-090-040: Manage Alternative Duty

o
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L.

m o HR-090-040: Manage Alternative Duty

Agency HR

Receives request
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requirement
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HR-0- 400 030

——
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Documentation

HR-DANH- 170

I
Start

dentify Need for
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3
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8
)
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accommodation documentation
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HR-100: Manage Employee Engagement
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HR-100: Manage Employee Engagement

HR-030

Onboarding

M anage Learning
and Development

Integrated Talent

Manage
Compensation

Benefits
Administration

HR-100-010

Manage
Organization Wide
Surveys

HR-100-020

M anage Team
Specific Surveys

Benefits
p 4 Administration

HR-030

Onboarding

IManage Learning
and Development

Integrated Talent

Manage
Compensation

HR-100-010: Manage
Organization Wide
Surveys

This sub-process outlines the steps necessary to develop, distribute,
and analyze the results of an organization-wide pulse survey.

HR-100-020: Manage
Team Specific Surveys

This sub-process outlines the steps necessary to develop, distribute,
and analyze the results of a team-specific pulse survey. This is most
frequently used by managers during or after large team events /
projects.

1-30-2020

81

Luma Print



..-MQ
HR-100-010: Manage Organization Wide Surveys

m o HR-100-010: Manage Organization Wide Surveys
.

M
4 HR-100.010010 HR-100.010020 HR-100-010.0%0 HR100.010-040 HR-1000%-050
g Wake necessary Routinely Determine
g Start T ey ey changes from determine types of additional types of
£ eqy P previous period surveys to deliver questions
& &
Chmges Requii! io Templnkes?
Yes
HR-1000%0-170 HR-100-010-180 HR-100010-10 HR-100-010-200
Consul Publish &
Reviewand Develop action
Conduct additional Appropriate Communicate
Send survey FEnE e Mo analysis with HR Stakeholders on LHEmETE Survey Resulls for
updates toHR Findings. =S EEs
Specaist
A £ A £
m
Aggregate Resuits

Open Cass Update Survey Closs Case and Develop Iniial
1 Insights.
i & &
z
E

Close Survey by
Deadine
HR-160010-140

o Discuss questions
Y T Complete Survey
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u Ho Y T o,
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HR-100-020: Manage Team Specific Surveys

| : m o HR-100-020: Manage Team Specific Surveys
.L C

-4
I
E" HR- 1001150 HR-100-020- 100 HR-1INHI20-130
s
&
< Discuss relevant Collaborate w/igr
Consult wigr HR programs/ to develop action
policies w/Mgr plan
£
HR-100-024- i HR- HNHI20-070 HR-10-IHHI80
Review HR .
eview
Identify need to Rojaspayiiok Close survey once Analyze results and programs/policies CrElEE
£ check in with team 35"%[%%‘:;;;53\,“,’@{ EEs complete trends with HR relevant to survey Hiﬁgw‘:fp
5 trends wHR P
&
2 £ £ . & &
]
=
Check in wiEEs to
Finalize survey and Discuss results determine if follow B
distribute to team up survey is
needed
& & &
HR-100-020- 050 HR-
Yes .Di Quest
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HR-110: Workforce Management
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HR-110: Workforce Management

HR-110-020 HR-110-010

MV Scheduling : '
with Staffing Office Basic Scheduling

HR-110-050

£

HR-110-030 HR-110-040
Setup Holiday Manage Luma
Calendar WFM System
Access

&I ~

HR-110-080 HR-110-090 HR-110-100

s
HR-110-060
Time Off Request
i

HR-110-120 HR-110-070
Prior Comp Time: -

Payout: Covered: [Dma.?‘ ReceweJ

ime
Auto

Time Capture and .- On-Cycle Payroll Process H '!slorical
Approval Process Corrections
—
&

) £

HR-110-130
Comp Time

Payout: Covered:
Ad Hoc

&

HR-110-010: Basic
Scheduling

Agency Time Administrator creates and validates if a new shift or
schedule is needed; the Manager assigns the applicable schedule to
Employees. This process should be completed every time a need for a
schedule is identified and prior to allocating a work schedule to an
Employee.

HR-110-020: MVS
Scheduling with Staffing
Office

Agency Scheduler is responsible for managing schedules for
employees. This acts as a control to ensure that the schedules aligns
with client business needs and policies, and that any exceptions are
correctly identified and handled. This process should be completed
every time a need for a schedule is identified and prior to allocating a
work schedule to an Employee.

HR-110-030: Setup

Holiday Calendar

The State Controller’'s Office (SCO) maintains the holiday calendar for
payroll based upon state statute.
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HR-110-040: Manage
Luma WFM System
Access

Time Administrator makes changes to system access, which could
include delegations, increasing access to WFM system, or decreasing
access to WFM system after receiving and confirming a request.

HR-110-050: Time
Capture and Approval

Employee enters worked time and attests to their timecard. Time is
approved by the employee’s supervisor and Agency HR.

HR-110-060: Time Off
Request

Employee requests time off (paid leave, sick, etc.) through self-
service in the system and their Manager approves or denies requests
according to business needs.

HR-110-070: Donate/
Receive Time

The requestor initiates the process to receive vacation time via
employee donation which requires approval/review at the Agency
level for both the requestor and donor representative agencies.

HR-110-080: Time
Corrections

HR Agencies/Managers continuously monitors their Employees'
timecards and take action on any alerts and exceptions in the WFM
system. This ensures that all time data is accurate and free from
system errors, and that any exceptions have been approved. After
time data has been reviewed and approved, it is sent to payroll
processing.

HR-110-090: On-Cycle
Payroll Process

Agency Time Administrator reviews, validates, and approves
timecards during the regular pay period. If edits are needed to
timecards, they will remove the approval and make the necessary
changes before re-approving. The processed data is then sent to the
payroll system.

HR-110-100: Process
Historical Corrections

Manager/Timekeeper and Agency Payroll makes edits to timecards
that have already been processed through payroll after being initiated
from Employee's Manager or Employee. The corrected data is then
sent to payroll and paid to the Employee as an on-cycle or off-cycle
pay check as per internal State of Idaho business processes.

HR-110-120: Prior Comp
Time Payout: Covered:
Auto

The Payroll Division processes the semi annual prior comp payout
process for covered employees with results sent to HR Agency and
Agency Budget and processed in payroll.

HR-110-130: Comp Time
Payout: Covered: Ad Hoc

Employees or Agencies can initiate a one-time request for comp time
pay out with approvals by Agency Budget and Agency Approving
Authority. The comp time will be submitted in WFM and processed in
payroll.
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HR-110-010: Basic Scheduling

m o HR-110-010: Basic Scheduling

Start

HR-110020

MVS Scheduling
with Stafing Office
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Shift Pattem
templates
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new Shift Pattern

HR-110-D10-050 g5

Manager

Assign each
employee a Shift
Pattern

Manually adjust
No \fo employee’s

schedule for a
one-time: ¢ hange:

Pattern apply to many &
employees?

HR-110-010-030

Yes Assign existing
Shift Pattern to
employee

£
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HR-110-020: MVS Scheduling with Staffing Office
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@
-
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HR-110-030: Setup Holiday Calendar
@
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E . m o HR-110-040: Manage Luma WFM System Access
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g
5 HR-110-040-060 HR-110-040-080
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3 with approving \&C_)E\ Stakeholders
= authority as ’k_/‘ Notified
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®
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<
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=
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H
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m o HR-110-050: Time Capture and Approval
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£
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<
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& Timecard Correction
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HR-110-070: Donate/ Receive Time

Agency HR Requestor {Untitled)

Requestor Agency Approver
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Donor Agency Ap prover

m o HR-110-070: Donate/ Receive Time
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m o HR-110-080: Time Corrections
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HR-110-090: On-Cycle Payroll Process
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£ : HR-110-090: On-Cycle Payroll Process
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HR-110-100: Process Historical Corrections
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£ ; HR-110-100: Process Historical Corrections
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L )

(7] .c
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& e
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HR-120: Manage Employee Relations

Swimlane

L..:ma

HR-120: Manage Employee Relations

HR-140 HR-080

HR-120-020

Manage Employee Leave of Absence
Separation

Investigations

HR-120-060
Idaho Personnel
Disciplinary Actions Commission
Appeal
£ & &
'y
End End

HR-1 30

Problem Solving

L

£

HR-120-010: Complaint

Process for managing complaints filed by employees.

HR-120-020:

A formal systematic process conducted in an attempt to learn the

Investigations facts about something complex.
HR-120-030: Problem Process outlines the process for managing issues not specifically
Solving reserved for the due process procedure which are typically non-

disciplinary but job related. Problem Solving decisions may not be
appealed to the Idaho Personnel Commission except as authorized by
Section 67-5316, Idaho Code.

HR-120-040: Disciplinary
Actions

Process outlines the process for a disciplinary matter set forth in
Section 67-5315, Idaho Code. Dismissals, demotion or suspension
without pay, and all involuntary transfers. Due process requires the
employee receive notice and an opportunity to respond before a
disciplinary decision or involuntary transfer is made by the agency.
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HR-120-050: Mediation

An interactive process where an impartial third party assists disputing
parties in resolving conflict through the use of specialized
communication and negotiation techniques.

HR-120-060: Idaho
Personnel Commission
Appeal

Process outlines the appeal of a disciplinary action decision to the
Idaho Personnel Commission.
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HR-120-010: Complaint
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HR-120-020: Investigations

Swimlane
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Approving Authority DHR/Agency HR

Investigator
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HR-120-020: Investigations
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HR-120-030: Problem Solving
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HR-125: Monitor Employee Health and Safety

HR-125-010

M anage & Monitor
Employee Health
Records

&

HR-125-020

First Report of
Injury

ES

HR-060

Employee Data
Administration

HR-125-010: Manage &
Monitor Employee Health
Records

This process outlines the steps for employees to obtain required
medical screenings and immunizations based upon their position
held. Agency HR will be able to track the employee's record and
monitor when a test or immunization needs to be renewed.

HR-125-020: First Report
of Injury

Activities required to report an injury and/or illness that occurred on
the job.

1-30-2020
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HR-125-010: Manage & Monitor Employee Health Records
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HR-140: Manage Employee Separation

HR-060

Type of Separation?

HR-140-010 HR-010

Organizational
Relationships

Separation Due to
( Hire and No Start N

HR-140-020
AT

Separation
—

HR-140-030 HR-140-060
Ty

Manage Involuntary Collect

Employee Data
Administration

s QOrganization

™ Separation Property

HR-140-040
M anage Reduction

2 in Workforce
- 4

Ay

\ Separation Due to /
Death

— S

S

Manage Voluntary HR-020

Manage Talent
Acquisition

HR-140-050 PY-010

HR-140-010: Separation
Due to Hire and No Start

If the separation is due to No Start, meaning if the candidate
accepted the offer to join the state, however failed to join on first day
then process the separation as "hire, no start." The Recruiter
performs due diligence, acknowledges the terms of the separation
and communicates to all concerned parties and maintains/retains
documentation regarding the separation and the underlying reasons /
motivations.

HR-140-020: Manage
Voluntary Separation

This process defines how to manage a separation where exiting the
company is voluntary. For example, if an Employee resigns or retires.
The Employee will receive and acknowledge the terms of the

1-30-2020
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separation and concerned parties will be notified. Agency HR will
maintain/retain documentation regarding the separation and the
underlying reasons/motivations.

HR-140-030: Manage
Involuntary Separation

An involuntary separation is defined as a separation which is initiated
by the State. Agency HR will define the terms of the separation and
communicate to the employee and all other concerned parties.
Agency HR will also maintain/retain documentation regarding the
separation and the underlying reasons/causes for it.

HR-140-040: Manage
Reduction in Workforce

Manage Reduction in Workforce (RIF) includes job eliminations,
displacements, and reorganizations of staff. This does not include
instances where the employee was terminated and the position
remained active.

HR-140-050: Separation
Due to Death

This process includes activities related to processing a separation of
employee due to death. The Manager or Agency HR may be notified
of the death of an employee. Guidelines and standards exist to
support validating separation details. Calculation of final pay happens
in the payroll process.

HR-140-060: Collect
Organization Property

Review assigned property and ensure that items are returned (e.g.,
security identification badge, computer / laptop, cell phone, etc.).
Update property list upon return/acknowledgement. Ascertain if the
property can be reused.
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HR-140-030: Manage Inveluntary Separation
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HR-170: Contingent Worker

HR-170: Contingent Worker
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HR-170-010

Non-Paid
Contingent Worker
Request

Create Worker
Tracking Record

Contingent Worker
On-Boarding

Contingent Worker
Off-boarding

Paid Contingent
Worker Request

Manage Talent
Acquisition

HR-170-010: Non-Paid
Contingent Worker
Request

A non-paid contingent worker does not receive his pay through the
payroll process. Examples include volunteers, interns, etc.

HR-170-020: Paid
Contingent Worker
Request

A paid contingent worker will receive payroll directly from the State
via payroll.

HR-170-030: Create
Worker Tracking Record

This process identifies if a contingent worker record exists in the
system. If the record does not exist, the agency will create a record
for tracking purposes.

HR-170-040: Contingent
Worker On-Boarding

This process describes the on-boarding process for a contingent
worker.

HR-170-050: Contingent
Worker Off-boarding

This process reviews the off-boarding process of a contingent worker
once the assignment is complete.
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