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NEW ON-LINE EMPLOYMENT PROCESS
Soon, OSU Human Resources will begin using an
on-line employment process. The new sysem is
designed to address the needs of university recruitment
and to provide state-of-the-art technology to smplify
the application process. It will replace paper applica
tions and make applying for ajob easier for job seekers
and fagter for hiring officiad
This system was created by PeopleAdmin, Inc.,
an Audiin, Texasfirm. They studied employment
processes at many universities and governmental
agencies to design a gpecidized on-line employment
process. PeopleAdmin discovered that many large
indtitutions struggled with paper-intensive and time-
consuming processes for delivering the credentias of
job applicantsto hiring officids. They developed a
system to smplify and improve the process.
Advantages for applicants:
* View the entire job description on-line.
» Search and apply for positions from any location at
any time 24/7.
* Send credentids by internet to the hiring officid
immediately.
Advantagesfor hiring officials:
» Compose and post position vacancy notice requests
on-line.
* View gpplications and resumes immediately.
* Provide interview team or committee with access to
the credentials of al qudified applicants on-line.
* Correspond with gpplicants automaticaly, eiminating
paper processing.
* Screen gpplications automaticaly in accordance with
department criteria.
The Human Resources office plans to implement
this new process in the coming months. Watch this
gpace for more information.
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CHILD LABOR LAWS

Some departments may wish to employ students
during the summer who are under the age of eighteen
(18). The Oklahoma Department of Labor has specific
child labor laws that apply. Below isa brief overview.

14 and 15 year olds. Departments must keep a
copy of the sudent work permit (Certificate of Age and
Schooling issued by the schoadl principd) on file. The
work 14 and 15 year olds perform must be of anon-

hazardous nature.

Between June 1 and Labor Day, a sudent em-
ployee may work up to eight hours aday, 40 hoursin
any one week, and only between the hours of 7 am and
9 pm. For every consecutive eight hours of work, the
student employee must be given a one-hour rest period.
For every five consecutive hours of work, the student
employee must be given aone-haf hour rest period.

Different rules apply for employing 14 and 15 year

olds during the school term.

16 and 17 year-olds: Although not required,
keeping acopy of awork permit (Certificate of Age
and Schooling) on fileis strongly recommended for
documentation purposes. The 16 and 17-year age

group may work at any
time for unlimited hours
in any non-hazardous

position.

STAFF
APPRECIATION
DAY PICNIC
Tuesday, April 26,
2005, on Willard Lawn

For information, see
the SAC website, http://
fp.okstate.edu/sac/.
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REQUIRED SEXUAL
HARASSMENT TRAINING

Asaresult of amandate from the Office of Civil
Rights, OSU has written anew Sexua Harassment
Policy. All faculty and anyone who supervises will be
required to attend this training.

Recently, this training was offered to vice pres-
dents, deans, directors, and department heads as part
of the Executive Briefing series. Additiona sessonsare
now open to the entire campus with al faculty and
supervisors required to attend.

The program is an overview of sexud harassment
with emphads on:

» Why should we be concerned?

» What can happen?

» Standards for establishing hostile environment

* New timelinefor reporting

* Persond respongbility of the supervisor

« Digribution and discussion of the new policy

» Roleof the Office of Affirmative Action

The next sesson will be Wednesday, April 13,
2005, from 1:30 pm to 4:00 pm in Room 416 Student
Union. Additiond sessons are scheduled for June 21,
August 10, September 20, and October 11. No
registration isrequired. Specid sessons may be
scheduled by colleges/divisons.

Fecilitators are Dr. Carolyn Hernandez, Affirma-
tive Action Director, and M. Scott Fern, Associate
Genera Counsd, Legd Counsdl.

Questions? Contact Training Services at osu-
trng@okstate.edu, (405) 744-5374.

LEAVE INFORMATION ON
PAYROLL ADVICE

The Web for Employees Payroll Advice has been
enhanced to include the current accrua and balance for
both vacation and sick leave. The hours taken for both
vacation and sck leave are included in the Earnings
section of the Payroll Advice.

These enhancements eiminate the need to find
leave information on a separate page and provide a
continud higtory of leave information. In addition to
including the additiond leave information, the first
section of the Web for Employees Payroll Advice has
been reorganized to keep the size of the printed infor-
mation from growing with the additiona data.

106 Whitehurst, Stillwater, Oklahoma 74078 - (405) 744-5373

UNDELIVERABLE CAMPUS MAIL

What is the recommended procedure when your
department receives a piece of campus mail for an
employee who is not currently working?

First, determine the status of the employee. If the
employeeis separated, but atermination EA has not
been processed, please prepare one and send to
Payroll Services, 400 Whitehurst. If the mall is signifi-
cant, mail to the employee’ s home address of record.
Information that would be sgnificant to the employee
would be payroll advices (biweekly paid employees).

If the employeeis on an gpproved leave of
absence and proper natification has been filed with
Human Resources, campus mail should be forwarded
to the employee a higher home address. During a
leave, it is most important that the employee continue to
receive benefit information, including News You Can
Use. By forwarding thisinformation, you can help keep
them informed of campus activities and benefit changes.

If you receive campus mall for an employee who
has transferred to another department and you know al
proper employment actions forms have been filed, you
may wish to call the department sending the mail to
determine what address list was used. OSU Human
Resources provides University Mailing a current list of
employees and address on aweekly bas's, but some
departments may gill have separate ligts.

HRS TIP: WEB FOR EMPLOYEE
ENHANCEMENTS LOG IN OPTION

The Web for Employees login page has been
enhanced to dlow individuasto log in to Web for
Employees usng hisher O-Key email account (gener-
dly, first.last@okstate.edu) and O-Key password.
This new feature isin addition to hisher ID and Web
for Employees PIN.

Web for Employees users can sdect which
method they would like to use by clicking the appropri-
ate radio button on the log in page. The employee ID
and Web for Employees PIN is selected by defaullt.

Providing the O-Key email account and password
as aWeb for Employees log in option is congstent with
the univeraty’ s direction of making the O-Key account
and password acommon log in method across various
systems.

Assstance needed to log in? Cdl Employee
Services, (405) 744-5449.

Inside Human Resources - Page 2 - April 2005



