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MENTAL HEALTH RESOURCES 
University HR has added a new page to our website for mental health resources.  The page can 
be found under the tab “Forms & Resources” labeled “Mental Health Resources.”  There you 
can find a listing of available community resources, as well as free apps for relaxation and 
meditation.  All resources and apps have been recommended by Student Counseling Services.  
Please note that fees may apply. 

 
TRANSITIONING FROM 12-MO to 9-MO REMINDER 
Administrators transitioning from a 12-month to 9-month position should be prepared to enter 
a “without pay” status during the transition time of July and August.  Additionally, any personal 
leave accrued will be frozen and not available for use at any time unless resuming a 12-month 
position. For those enrolled in PERS the unused leave will be credited to PERS when 
employment with USM ends. For those enrolled in ORP personal leave has no value.  If you 
would like more information about the transition and how your time may be impacted, please 
contact Kameron Dale, HR Director. 

 
ADMINISTRATIVE LEAVE REMINDER 
Last year, HR implemented a new progressive discipline policy for staff.  The policy included a 
section on administrative leave (also referenced as investigatory suspension).  Any time a 
manager believes an employee needs to be removed from the work environment 
(insubordination, threats or acts of violence, sexual misconduct, destruction of property, theft, 
or other disruptive behavior), the manager has authority to send the employee home on 
administrative leave.  This leave time enables the manager to address the immediate situation 
in the work environment while also enabling time for a more formal investigation to gather all 
relevant facts and to consult with Human Resources on an appropriate course of action.  
Managers do not need permission to put someone on administrative leave but should 
immediately report the action to Human Resources.  Note the time missed during an 
administrative leave is typically paid.  For more information please refer to the Progressive 
Discipline policy (7.1 in the Employee Handbook) or consult with your HR Partner. 
 

 
 
 

 



 
 

CORNERSTONE UPDATES 
 Adjunct Offer Letter Template – We have added an offer letter template for Adjunct 

Faculty to Cornerstone.  These offer letters would be sent through the candidate portal 
just like our staff offer letters and will provide a consistent means for communicating 
the terms of these appointments.   Please consult the Dean’s office for approval routing 
instructions.  

 Faculty Recommendation Letter Feature – We have added a process that allows search 
committees to request letters of recommendation through the ATS.  This process will 
allow for the letters of recommendation to be saved as a part of the candidate’s 
application materials online.  A step by step guide has been added to the HR website 
titled Faculty Recommendation Letter Steps.  This new feature will be explained in more 
detail in the upcoming Cornerstone Training as well as in the step by step guide. 

 Cornerstone user guides are available on the HR website 
https://www.usm.edu/employment-hr/applicant-tracking-system-hiring-manager-
resources  

 
CORNERSTONE TRAINING SESSIONS 
Special sessions of Cornerstone training are being held specifically for faculty search 
committees (though anyone in need of training is welcome to attend).  Attendance is 
mandatory for anyone chairing or serving on a faculty search committee to learn how to use 
the new Cornerstone system to be able to post jobs, review applicants, and update statuses. 
 
 Wednesday, January 30  10:00 a.m. 
 Wednesday, January 30  2:00 p.m. 
 Thursday, January 31  10:00 a.m. 
 Thursday, January 31  2:00 p.m. 
 (a session on the coast will be confirmed shortly) 
 
All sessions will be held in Cook Library 123.  No sign up necessary. 
 

FMLA 101 TRAINING 
Human Resources is providing training for anyone in a supervisory position on Family Medical 
Leave Act (FMLA).  What is FMLA? Who is eligible? When do we have a legal obligation to allow 
time off? What is the process for approving FMLA? Learn all of this and more in Cook Library 
123 at the following times and dates:  
 

Tuesday, January 8    9:00 a.m. 
Wednesday, January 9   2:00 p.m.  
Wednesday, January 16   9:00 a.m. 
Friday, January 18    1:30p 

* Sessions for the coast are being scheduled and will be shared shortly.  
 
FMLA is a legal requirement so it is essential that all leaders of the University understand what 
is expected of them and ensure they are in compliance. No sign-up necessary. 

https://www.usm.edu/employment-hr/applicant-tracking-system-hiring-manager-resources
https://www.usm.edu/employment-hr/applicant-tracking-system-hiring-manager-resources


 
 

Your HR Team has been busy this year! 

 Processed over 15,000 transactions in Soar including: 
o 5,000 hires/rehires 
o 5,000 terminations 
o 1,300 job changes 
o 2,000 data changes (names, addresses) 

 Held 35 new hire orientations 

 Managed 67 workers comp claims and over 100 FMLA claims 

 Presented almost 100 training sessions including: 
o Cornerstone user training 
o PAF/New Hire processing 
o Know Your Benefits/Paychecks 
o Retirement 
o Implicit Bias 
o Search Committee Training 
o Progressive Discipline 
o Staff Hiring Toolkit 
o Civil Treatment for Leaders  
o Conflict Resolution  

 Created 4 new compliance training classes 

 Created a new Staff Hiring Toolkit complete with step-by-step processes, tools and forms, and 
best practices  

 Implemented a new Applicant Tracking System (Cornerstone) 

 Revised the Employee Handbook with a new format  

 Implemented the Employee Handbook Advisory Group to advise on new policies and revisions 

 Updated new hire orientation and created a department new hire onboarding checklist 

 Created and/or revised a job description for every benefit-eligible position at USM 

 Updated hiring policies, implemented offer letters and degree verifications, and integrated an 
electronic background check system 

 Completed the 2018 Affirmative Action Plan (AAP) 

 Implemented a Progressive Discipline policy and updated the Grievance policy 

 Implemented Retirement Manager to better manage employee’s retirement plans and provide 
more options for loans, hardship withdrawals and ROTH IRAs 

 Coordinated and participated in 6 jobs fairs representing USM 

 Improved our HR customer service ratings a full point over previous year! 

 Updated the HR website  

 Conducted an HR file audit and clean-up, and implemented a new process for identifying and 
tracking international I-9s, Visa statuses and expiration of documents 

 Began preparations for a new compensation program including designing the program, creating 
a corresponding policy, establishing grades and ranges, accessing market data and conducting 
market analyses 

 

 



 
 

While HR, like last year, has a lot of ambition for the next year, some of the bigger projects we think 

you’d be interested in include: 

Implement Compensation Program 
In 2018, Human Resources completed all of the prep work for a new compensation program for all 
benefit-eligible positions at USM.   The aim is for every job at USM to receive a grade with a 
corresponding pay range that will be used to guide managers on pay decisions for new hires, job 
changes and pay changes.  Our objective is to ensure that we are paying comparably to the market 
(external equity) while also being consistent with how we pay our employees in comparison with each 
other (internal equity). 
 
Data Clean-Up Project 
As part of the compensation analysis, we are also reviewing and updating all employee records to 
ensure that all codes and fields are accurate.  This audit is essential to ensure that we are reporting 
information to government agencies correctly, we are able to run reports to ascertain and analyze 
data, and that we are classifying and compensating employees per regulatory standards. 
 
Implement a New Leader Orientation 
We are very excited to partner with other units at USM to implement a new leader orientation (both 
new hires to USM as well as those promoted into leadership positions).  The program is not finalized 
yet, but the plan is to ensure that all new leaders receive training on topics such as hiring, discipline, 
payroll and timekeeping, procurement, accounts payable and travel, grants, budgets, compliance and 
more!   
 
Performance Management Overhaul 
Don’t like our performance evaluation?  Neither do we.  We want to start all over from scratch.  And 
who said it has to be a traditional performance evaluation anyway- why don’t we make it whatever we 
think we need?  And while we’re at it, we are going to think bigger than just the evaluation to an entire 
performance management program, considering development plans, performance improvement plans, 
leadership development, succession plans, surveys, 360 reviews, mentors, and much, much more!  We 
will make calls for volunteers to assist us along the way. 
 
Training Classes 
We are also finalizing a 2019 training schedule.  We already have Cornerstone and FMLA training 
scheduled for January.  We also intend to continue Civil Treatment training for leaders.  Also planned- 
Affirmative Action 101 for leaders to better understand the University’s AAP requirements and 
manager’s responsibilities under the plan.  We will announce these trainings as well as any others as 
soon as they are scheduled.  Our focus will continue to be on leadership training- helping managers 
better manage. 
 
Electronic Forms 
We have partnered with the Office of Controller to advance our plans for making more forms, including 
the PAF, electronic.  We are hopeful to make good progress on this endeavor this year. 
 

More to come on all of these initiatives (plus ones we haven’t told you about yet!)! 
 



 
 

UNIVERSITY HR IS SO PROUD OF OUR HR GRADUATES!

               

 

 

 

 

 

 

If you have questions about any of the information contained in this HR Update,  

please contact your HR Partner or our main line at 6-4050 for more information. 

Sharon Hughes, Records Supervisor,              Christian Cameron, EEO Coordinator, 
Bachelors in Human Resources Management  Masters in Human Resources Management 


