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HR Landscape

> Liaison with CAS and Central ISC
o Average of 1 week turn around time , plan for 2 weeks
o 20-30 tickets

> Vacancies and JD reviews
> Active Hire Process
> Performance Management opportunities

Where is my request?



Records

> All records are subject to lengthy retention and public 
records requests (faculty and staff)

> HR matters should be handled with the highest level of 
confidentiality

> Do not send HR concerns or performance management 
details via email
o Written follow-up is appropriate but should be limited

Handling HR Records



New Staff Hiring Practices

> Stage 1 New position or existing 
– Permanent or Temporary 

> Stage 2 Job posting 
– All permanent positions will be competitively recruited.

> Stage 3  Interviews 
– HR will matrix the candidates to determine the top 8 to 10 

Phone Interviews. 
– Phone Interviews – HR and Hiring Manager 
– In-person Interviews  - Hiring Committee,  Hiring Manager, and 

CAO 

Stages of Hiring 



> Stage 4  Reference checks  to Hire 
– HR will complete the reference check 
– The Hiring Manager, CAO and HR will determine the pay rate
– Salary Approval is needed by CAO and Dean’s Office 
– Position offered to the candidate
– Background checks.   
Determine the start date: 1st or 16th.   

> Stage 5 – Onboarding 
> I-9 is required to be completed within 3 business days 

of the start date.   

Continued 



Hire Start Dates 

> How to determine the start date for your new staff or 
Student 
– All start dates will be the 1st or the 16th.   
– Students and Temporary Staff - The form was submitted and 

finalized between the 1st and the 15th. The start date will be the 
1st of the following month.

– Finalized between the 16th and the end of the month. The start 
date will be the 16th of the following month.

– Permanent Staff –determined when background checks are 
completed.   



Trainings 

> Hazing Training Due March 1st
– Prevent Zone

> Sexual Misconduct/ Title IX
– Title IX Education & Prevention – Office of the Title IX Coordinator (washington.edu)

> Annual Implicit Bias Training
– Trainings for hiring managers - Diversity, Equity, and InclusionDiversity, Equity, and Inclusion (uw.edu)

> Strategic Leadership Program (SLP) –
– All new or newly promoted supervisors at JSIS will be  required 

to enroll 
– SLP Supervisor Orientation - Professional & Organizational Development (uw.edu)

https://uw.prevent.zone/?mkt_tok=NTI3LUFIUi0yNjUAAAGQiTSuRBaNR24aYMFT-GZfyTkCDtPfnd_ACuJYcZMd8xqzymA6pVQ7kJSFhJ_hvEiZ_VMFZooS-IwMgZQD66O9bkGKjijl9tvi_J8PaRf3mH4
https://www.washington.edu/titleix/title-ix-education-and-outreach/
https://hr.uw.edu/diversity/dei-related-trainings/trainings-for-hiring-managers/?_gl=1*12tlb1d*_ga*NjM0MDQzMTkwLjE2ODkyNzQxNTQ.*_ga_3T65WK0BM8*MTcwNDQ3OTEyMi4xMDkuMS4xNzA0NDc5MTY3LjAuMC4w*_ga_JLHM9WH4JV*MTcwNDQ3OTEyMi4xMDkuMS4xNzA0NDc5MTY3LjAuMC4w
https://hr.uw.edu/pod/strategic-leadership-program/slp-supervisor-orientation/?_gl=1*1t1o4f9*_ga*NjM0MDQzMTkwLjE2ODkyNzQxNTQ.*_ga_3T65WK0BM8*MTcwNDQ3OTEyMi4xMDkuMS4xNzA0NDgwMTM2LjAuMC4w*_ga_JLHM9WH4JV*MTcwNDQ3OTEyMi4xMDkuMS4xNzA0NDgwMTM2LjAuMC4w


Time and Absences 

> All absences should be coordinated and approved in advance (when 
possible) with supervisor
– Telework agreements are being audited and closely monitored by CAS, 

changes to the agreements need prior approval
> All Classified and Hourly staff are required to enter their time into 

Workday.
– Classified Staff are salaried and will still receive pay even though they 

have not submitted their time or requested absences. Potential for 
incorrect pay.

– Hourly / Students will not receive pay if time has not been entered and 
approved and will need to wait until the next paycheck.

– Pro and Academic staff only request absences. If a Pro Staff will be out 
for 4 hours or more, they need to record the time away.



Payroll Deadlines 

> All time and absences for the current pay period should 
be submitted by the 15th and the end of the month.   

> All approvals should be completed by the following 
business day.   

> ISC Schedule 
> Payroll and Workday HCM Approval Deadline Calendar | 

ISC (uw.edu)

https://isc.uw.edu/workday-payroll-calendar/
https://isc.uw.edu/workday-payroll-calendar/


What I need to know about HR/Payroll 

> Once a month HR – Community of Practice for JSIS.
– First Thursday of each month.
– Starting February 1st from 2:00 – 3:00
– Topics will be presented and discussed.

– Have a future need, just reach out


