
   



   

CONTENTS 

A Note from Human Resources  
 

Supervisor Nuts & Bolts   

 Laws & University Policies 

 Compensation 

 Employee Handbook 

 University Systems 

 Payroll 

 Human Resources  

 Argos 

 Supervisor Assessment Tools 
 

Talent Acquisition  

 Defining a Position 

 Recruiting / Hiring 

 Onboarding New Employees 

 

Developing Employees  

 Train & Equip 

 Get to Know Your Employees 

 Team Building 

 Coaching 

 Performance Reviews 

 Setting Expectations 

 Addressing Issues 

 Having Difficult Conversations 

 Staff Performance Reviews 

 Faculty Annual Reviews 

 Faculty Tenure Timelines 

 Recognition & Rewards 

 

Transitioning from the University 

 Termination 

 Retirement/Resignation 

 Exit Process 

 

Supervisor Training & Development 

 

[2] 
 

[3-10]  

[3-5] 

[6] 

[7] 

 

[8] 

[9] 

10] 

[10] 
 

[11-15] 

[11-13] 

[14] 

[15] 

 

[16-29] 

 

[16] 

[17-18] 

[19-20] 

 

[21-22] 

[23-24] 

[25-27] 

[28] 

[28] 

[28] 

[29] 

 

[30] 

[30] 

[30] 

[30] 

 

[31] 



 2 

Human Resources  
Weber State University 
 

Hi ya’ll, 
 
Thank you for serving and using your skills and talents to oversee your area here at Weber State 
University.  We appreciate everything you do and give to support our university, your department,  
and student success at Weber State University. 
 
As a supervisor, you play a critical role at Weber State University. As you lead your employees, you 
help build employee morale which positively impacts employee retention. This in turn adds 
consistency to departments, strengthening your productivity , engagement and impact on the 
University. In addition to supervising employees, you help grow the future of Weber State University 
by creating and refining a long term vision for your area which helps WSU fulfill our overall mission and 
vision. Weber State University is only as successful as our individual departments and employees, and 
that starts with you! 
 
This Supervisor Handbook is intended to serve as a quick reference and guide in your  supervisor 
position. We look to you for leadership and insight. If you notice topics or information missing that 
would be helpful to include in this handbook for all in a  supervisory role, please reach out and let us 
know.  
 
We in Human Resources are here to help and want to support you and your department. If we do not 
have the answer, we will help you get connected with someone who does. There is no question too big 
and no question too small. Our goal is to serve as a resource for you now and into the future. 
 
As you serve as supervisor for your area, we want you to know that you have an entire team of 
individuals across campus to help to foster your success—from Executive Leadership to our office. 
Please do not hesitate to reach out with any questions or needs you may have.  
 
Together, we can make Weber State—GREAT, GREAT, GREAT! 
 

     Jessica 
 
Dr. Jessica Oyler 
Assistant Vice President 
Human Resource  
Weber State University   
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NUTS & BOLTS 

As a Supervisor, it is your responsibility to know the law regarding the recruitment and hiring of  
individuals as Weber State employees. Below you will find a brief overview of the standards set by law 
that Weber State University follows to prevent discrimination at any level in the university system. 

 

Affirmative Action & Equal Opportunity (AA/EO) 

Weber State University prohibits discrimination on the basis of race, color, national origin,  
pregnancy, genetics, age (over 40), disability, religion, sex, sexual orientation, gender identity/
expression, veteran, active military status and other classifications protected by law. The person 
responsible for coordination of compliance efforts and receipt of inquiries concerning any of 
these types of discrimination is the university's Executive Director of Affirmative Action/Equal 
Opportunity, who is also the University's Title IX Coordinator and the University's ADA/504  
Coordinator. 

We encourage you to familiarize yourself with PPM 3:32 WSU’s Discrimination & Harassment 
Policy.  

For more information, visit Weber State’s AA/EO Office Website or contact the AA/EO office.  

Executive Director AA/EO 
Miller Administration Room 102 
801-626-6240 
AA-EO@weber.edu 

 

Difference Between Affirmative Action (AA) and Equal Employment Opportunity (EO) 

Affirmative Action (AA): defines an employer's standard for proactively recruiting, hiring and  
promoting women, minorities, disabled individuals and veterans 

 

Equal Employment Opportunity (EEO): freedom from discrimination on the basis of protected 
classes such as race, color, sex, pregnancy status, national origin, religion, age, disability or  
genetic information 

EEO rights are guaranteed by federal and state fair employment laws and are enforced by the 
Equal Employment Opportunity Commission (EEOC) and its state counterparts.  
 

 

The combination of required or voluntary Affirmative Action Programs and diversity initiatives  
create opportunities for cultural inclusion, respect for differences,  

acceptance and respect for all workers.  

- Society for Human Resource Management (SHRM) 

 

Law & University Policies 
AA/EO Law 

https://www.weber.edu/ppm/Policies/3-32_DiscriminationHarassmentandSexualMisconduct.html
https://www.weber.edu/ppm/Policies/3-32_DiscriminationHarassmentandSexualMisconduct.html
https://www.weber.edu/aaeo
mailto:aa-eo@weber.edu
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NUTS & BOLTS 

Your Role In AA/EO Compliance 

During the recruitment & hiring process, it is your responsibility to ensure compliance with AA/EO by 
following the steps listed below.  

 

DO NOT ASK AN APPLICANT ABOUT OR BASE A DECISION ON:  

 Race, age, gender or disability 

 Religion or national origin (unless it’s a bona fide occupational qualification) 

 Marital and family status—including childcare issues 

 Contraceptive practices or plans to have children 

 Height or weight (unless the information is jobrelated) 

 Friends or relatives working for the University (preference for friends or relatives of 
present employees could restrict opportunities for women or minorities) 

 Arrest or garnishment records (since minorities are subject to a higher proportion of 
arrests that non minorities) 

 The applicant's credit rating or other financial data 

 Home ownership 

 Type of military discharge 

 

INSTEAD DO THIS: 

 Evaluate the applicant on individual merit.  

 Eliminate stereotypical ideas based on any aspect of the applicant’s race, age, gender 
or handicap.  

 Review specified job requirements and eliminate those that are not really needed  
to do the job—including unnecessary educational, physical, experience, or skill  
requirements. 

 

 

 

From US Department of Labor.  

Equal Employment Opportunity is the Law. Retrieved from  

      www.dol.gov/sites/dolgov/files/ofccp/regs/compliance/posters/pdf/eeopost.pdf 

Adapted from Sewanee: The University of the South 

Supervisors & EEO Law. Retrieved from  

     new.sewanee.edu/hr/supervisors/recruit-and-hire/supervisors-eeo-law/ 

Law & University Policies  
AA/EO Law 

https://www.dol.gov/sites/dolgov/files/ofccp/regs/compliance/posters/pdf/eeopost.pdf
https://new.sewanee.edu/hr/supervisors/recruit-and-hire/supervisors-eeo-law/
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NUTS & BOLTS 

WSU Policies & Procedures Manual (PPM) 

The policies and procedure manual provides the governing standards for how work is to be performed, 
regulatory compliance, internal controls and consistency for employees across the entire Weber 
organization. Policies and procedures specific to Weber State personnel can be found in Section 3 of the 
manual online. The manual serves as a reference guide for you and the various situations that will arise 
during your time as a supervisor.  

 

There are a few policies particularly  important for you to know during your time as a supervisor. Please 
take the time to review the following. If you have any questions, do not hesitate to reach out to Human 
Resources at 801-626-6032 with questions.  

 

 PPM 3-2a: Fair Labor Standards Act (FLSA) 

 This policy provides steps to ensure FLSA compliance regarding WSU employees.  

 

 PPM 3-29a: Family and Medical Leave  
 This policy outline the rights of employees in light of the Family and Medical Leave Act (FMLA), 
 including Rights & Responsibilities of the employee, to ensure compliance by WSU.  

 

 PPM 3-26: Leave Related to Birth, Adoption & Foster Child Placement 

 This policy outlines benefit options for eligible employees related to parental, maternity, spousal, 
 or leave related to adoption or foster children.  

 

 PPM 3-34: Americans with Disabilities Act & Section 504 Request for Accommodation 

 This policy covers Weber State University’s commitment to provide full access to persons of 
 disabilities to all University services, programs, facilities AND job opportunities.  

 

 PPM 3-56: Workers Compensation 

 This policy covers benefits under the Utah Employment Security Act. Weber State University 
 provides workers compensation coverage through Workers Compensation Fund (WCF), a state-
 approved plan.  

 

 Additional Leave Policies 

 In addition to FMLA and Parental Leave, WSU offers various types of leave that are situation 
 dependent. As a supervisor, it is important for you to know the various leave options provided  
 and procedures required for each one.  

  PPM 3-21: Sick Leave 

  PPM 3-21c: Voluntary Shared Leave 

  PPM 3-28: Special Leave 

  PPM 3-29: Leave of Absence Without Pay 

   

Law & University Policies 
 Employee Specific PPM 

https://www.weber.edu/ppm/Policies/3-Personnel.html
https://www.weber.edu/ppm/Policies/3-2a_Fair_Labor_Standards_Act_(FLSA).html
https://www.weber.edu/ppm/Policies/3-29a_FamMedLeave.html
https://www.weber.edu/ppm/Policies/3-26_Leave_RelatedtoBirth_Adoption_FosterCare_Plac.html
https://www.weber.edu/ppm/Policies/3-34_ADA.html
https://www.weber.edu/ppm/Policies/3-56_WorkersComp.html
https://www.weber.edu/ppm/Policies/3-21_SickLeave.html
https://www.weber.edu/ppm/Policies/3-21c_VoluntarySharedLeave.html
https://www.weber.edu/ppm/Policies/3-28_SpecialLeave.html
https://www.weber.edu/ppm/Policies/3-29_LeaveAbsence.html
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NUTS & BOLTS 

Exempt & Non-Exempt Staff Members 

Weber State University’s compensation program has been designed to enable the university to attract, 
retain and engage the highly qualified talent required to achieve its mission and strategic plan. Our 
intention is to provide competitive total compensation, while being fiscally  responsible, with 
consideration for: 

 market conditions, 

 skills, knowledge and expertise of the individual, and 

 internal roles within the university. 

 

Understanding compensation for WSU employees is a part of your role as supervisor. WSU has very 
wide pay scales. New employees are generally paid within the first quartile of the range. Only in 
extremely rare situations are new staff members hired at or near the top of the range.  

 

Pay scale ranges are based on status (Exempt or Non-Exempt) employee FTE. 

 

You can find the full list of scales on the WSU Human Resources website under Salary Grades. 
 

_________________________________________________ 

 

Faculty & Adjunct Faculty Members 

Faculty pay for each college is determined in conjunction with the Office of the Provost and the 
Academic Affairs Division. Contact the Office of the Provost at 801-626-7804. 

 

_________________________________________________ 

 

Extra Compensation  

In addition to regular salary pay, Weber State University provides direction for administering extra 
compensation for salaried employees and faculty. Guidelines and rules governing extra compensation, 
rates, limitations and approval authority can be found in the WSU Policies & Procedures Manual. 

 

 PPM 3-48: Extra Compensation (Salaried Non-Faculty) 

 PPM 3-50: Supplemental Pay, Faculty  

Compensation 

 

https://www.weber.edu/HumanResources/salary-grades.html
https://www.weber.edu/ppm/Policies/3-48_ExtraComp.html
https://www.weber.edu/ppm/Policies/3-50_SupplementalPayFac.html
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NUTS & BOLTS 

Employee Handbook 

The philosophy of Weber State University is to promote and preserve a friendly campus atmosphere and 
close student/faculty/staff relationships. Supervisory positions help bring that philosophy to fruition 
through the intentional and dedicated commitment to manage employees to the best of your ability. 
The  Weber State University Employee Handbook is available as a tool for you to help employees 
navigate the university organization.  

The Employee Handbook includes information, university policies, and programs as an informal 
summary for salaried employees. Because periodic changes can occur concerning the information 
contained within this handbook, please call the Human Resource Department for any clarification or 
assistance you may need 801-626-6032.  

 

Employee Handbook Topics 

Governance 
A breakdown of the various administrative entities that oversee the governance and 
management of WSU.  

General Employee Information 
An overview of important university and employee related information including payroll, parking, 
holidays, probationary periods, public safety, and more.  

Benefits 
An overview of the various medical, dental, retirement, tuition and unemployment benefits 
available and more.  

Faculty 
An overview of faculty-specific information from ethical responsibilities to student rights and 
responsibilities, course information, development and more.  

Staff 
An overview on staff-specific information include overtime, lunch breaks, standards of conduct, 
evaluations and more.  

Services 
An overview of various services available on campus.  

Facilities 
Information on various campus facilities and buildings across both campuses. 

Safety 
A breakdown of safety protocols and services for campus.  

  

Employee Handbook 
 

https://www.weber.edu/employeehandbook
https://weber.edu/employeehandbook/Governance.html
https://weber.edu/employeehandbook/General_Employee_Information.html
https://weber.edu/employeehandbook/Benefits.html
https://weber.edu/employeehandbook/Faculty.html
https://weber.edu/employeehandbook/Staff.html
https://weber.edu/employeehandbook/Services.html
https://weber.edu/employeehandbook/Facilities.html
https://weber.edu/employeehandbook/Safety.html
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NUTS & BOLTS 

The following systems are designed to help you manage your employees and department.  
 

Payroll Services 

For questions regarding the following systems, please contact Payroll Services at 801-626-6031 or email 
payroll@weber.edu.  
 

TAS (Time & Attendance System) for Timekeepers 
Weber State University’s approved time-keeping system for hourly employees can be found on the 
eWeber portal.  

Looks like:  

 
View the Timekeeper’s Manual for detailed instructions how to 
use the Time and Attendance System to approve, edit, add or 
delete an employee’s timesheet.  

 

 
 

Leave Tracker 
Weber State University’s system for tracking leave and time worked for exempt employees  can be 
found on the eWeber portal. 

Looks like:  

 

View the Leave Keeper’s Manual for detailed instructions on 
how to view, enter and approve leave.  

 

 
 

ePAR (Electronic Payroll Action Request)  
Weber State University’s system used for initiating pay, changing pay, or updating an employee’s 
record can be found on the eWeber portal. 

Looks like:  

 
View the ePAR Handbook for detailed instructions on how to 
complete and submit an action request for an employee.  

Systems to Know 
Payroll Services 

mailto:payroll@weber.edu
https://www.weber.edu/wsuimages/financialservices/Reports/Payroll%20Schedules/TAS%20Training%20Manual%20updated%2002-18-15.pdf
https://www.weber.edu/wsuimages/financialservices/Forms/Payroll/System/Leave%20Reporting%20Guide.pdf
https://www.weber.edu/wsuimages/financialservices/Forms/Payroll/System/EPAR%20Handbook.pdf


 9 

NUTS & BOLTS 

The following systems are designed to help you manage your employees and department.  
 

Human Resources 

For questions regarding the following systems, please contact Human Resources at 801-626-6032 or 
email hr@weber.edu.  

 

PeopleAdmin 
Weber State University’s system for managing job searches, postings, descriptions and performance 
evaluations can be found on the eWeber portal.  

Looks like:  

 
View the PeopleAdmin Instruction Manual for detailed 
instructions how to use PeopleAdmin.  

 

 

 

 

PREP (Performance Review Enhancement Program) 
Weber State University’s performance management system is hosted through PeopleAdmin. PREPs 
are conducted annually with a probationary PREP for the first six months of employment.  

 View the Quick Start Guide on how to access the PREP process.  

 To utilize the PREP system, visit the Online Employee Development app in the eWeber Portal for 
 training.  

 

Applicant Rating System (ARS) 
Weber State University’s system for rating applicants can be found on the eWeber portal. 

Looks like:  

 
View the Instructions for Hiring Managers on how to setup and 
rate applicants through PeopleAdmin and ARS.   

 

 

 

 

Systems to Know 
Human Resources 

mailto:hr@weber.edu
https://apps.weber.edu/wsuimages/HumanResources/peopleadmin-manual.pdf
https://apps.weber.edu/wsuimages/HumanResources/PREP%20Quick%20Start%20Guide.pdf
https://apps.weber.edu/wsuimages/HumanResources/ARS-Hiring-Manager-Instructions-2018.pdf
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NUTS & BOLTS 

The following systems are designed to help you manage your employees and department.  
 

Information Technology 

Regarding the followings systems, information for each reporting process is determined by department 
that would oversee and run those reports. For example, if you need a report on equipment and inventory 
in your department, you would work with Property Control; for financial reports, you would talk with 
Accounting; for personnel reports, you would contact Human Resources. To determine which department 
handles the report you are looking for, use the A-Z Index to search for more information.  

Reporting - Argos 
Weber State University’s system for running reports on all data—from financial reports to student and 
personnel information—can be found on the eWeber portal.  

Looks like:  

 
Reporting varies from department to department and position to 
position. Your first step is to become familiar with the provisioning 
(granting permissions) process through the Security Access app in 
the eWeber portal. See below.  
 
NOTE: To access Argos remotely, you will need a Virtual Private 
Network or VPN. Please contact your supervisor and IT department 
at 801-626-7777 to get that set up.  

Security Access  
Weber State University allows you as the supervisor to determine level of access needed for each 
employee. You use this app within the eWeber portal to add or remove that access. 

Looks like:  

  

View the Security Access Manual for detailed instructions on how 
to add and remove security access for team members. 
 

 

 
_________________________________________________ 

 
Supervisor Assessment Tools 

We encourage all supervisors to provide employees the opportunity to give anonymous feedback on both 
the department and supervisor role. Below are templates to help guide your feedback creation process. 

 Department Feedback Template 

 Supervisor Feedback Template 

Systems to Know 
Reporting & Supervisor Assessment 

https://apps.weber.edu/wsuimages/HumanResources/Security%20Access%20Guide%20V2.pdf
https://www.weber.edu/wsuimages/HumanResources/Supervisors/Department%20Feedback.pdf
https://www.weber.edu/wsuimages/HumanResources/Supervisors/Supervisor%20Survey%20Template.pdf
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TALENT ACQUISITION 

The first step in building a strong team is developing strong job descriptions. Often seen as a necessary 
evil in the recruitment process, building a strong job description is a helpful and critical skill for 
supervisors. Job descriptions play an important role in career planning and legal compliance for both the 
university and its employees, as well as: 
 

 Guarantees recruitment of most qualified candidates. 

 Establishes clear expectations of duties and tasks. 

 Helps maintain accountability during performance reviews. 

 Mitigates risk and limits liability. 

 

How to Develop a Job Description  

(from Society of Human Resource Management) 

 
Step 1: Perform a Job Analysis 

This process ensures having current and accurate information about a job so that the university can 
perform efficiently. Performing a job analysis includes the following steps: 

 Interviewing employees to find out exactly what tasks are being performed. 

 Observing how tasks are performed. 

 

The results should be documented and reviewed by the employee who is currently in the position—
and his or her supervisor—for any changes in the following aspect of the position: 

 Knowledge—comprehension of a body of information acquired by experience or study. 

 Skill—a present, observable competence to perform a learned activity. 

 Ability—competence to perform an observable behavior or a behavior that results in an 
observable product. 

 Physical characteristics—the physical attributes an employee must have to perform the job 
duties with or without a reasonable accommodation. 

 Environmental factors—working conditions (inside or outside the office). 

 Credentials/experience—the minimum level of education, experience and certifications 
acceptable for the position. 

 
Step 2: Establish the Essential Functions 

Define the essential functions of the position by following the steps below. This will provide a better 
avenue for evaluating Americans with Disabilities Act (ADA) accommodation requests. 

 Ensure that the tasks as part of the job function are truly necessary or a requirement to 
perform the job. 

 Determine the frequency at which the task is performed or how much time is spent 
performing a task. 

 Determine the consequences of not performing the function and whether this would be 
detrimental to the employer's operation or result in severe consequences. 

 Determine if the tasks can be redesigned or performed in another manner. 

 Determine if the tasks can be reassigned to another employee. 

Defining A Position 
 

https://www.shrm.org/resourcesandtools/tools-and-samples/how-to-guides/pages/developajobdescription.aspxC:/Users/cynthiareinhard/Documents/Adobe


 12 

TALENT ACQUISITION 

The use of the term "essential function" should be part of the job description, and it should 
explicitly state how an individual is to perform the job. This will provide future guidance as to 
whether the job can be performed with or without an accommodation. 
 
Step 3: Organize the Data Concisely 

The structure of the job description may vary from department to department; however, all the 
job descriptions within your area should be standardized so that they have the same appearance. 
The following topics should be included: 

 Job title—name of the position. 

 Classification—exempt or non-exempt under the Fair Labor Standards Act (FLSA). 

 Salary grade/level/family/range—compensation levels, groups or pay ranges into which 
jobs of the same or similar worth are placed, including minimum and maximum pay 
bands.  

 Reports to—title of the position this job reports to. 

 Date—date when the job description was written or last reviewed. 

 Summary/objective—summary and overall objectives of the job. 

 Essential functions & time percentages—essential functions, including how an individual is 
to perform them and the frequency with which the tasks are performed; the tasks must be 
part of the job function and truly necessary or required to perform the job. 

 Competency—knowledge, skills and abilities. 

 Supervisory responsibilities—direct reports, if any, and the level of supervision. 

 Work environment—the work environment; temperature, noise level, inside or outside, or 
other factors that will affect the person's working conditions while performing the job. 

 Physical demands—the physical demands of the job, including bending, sitting, lifting and 
driving. 

 Position type and expected hours of work—full time or part time, typical work hours and 
shifts, days of week, and whether overtime is expected. 

 Travel—percentage of travel time expected for the position, where the travel occurs, such 
as locally or in specific countries or states, and whether the travel is overnight. 

 Required education and experience—education and experience based on requirements 
that are job-related and consistent with business necessity. 

 Preferred education and experience—preferred education and experience based on 
requirements that are job-related and consistent with business necessity. 

 Additional eligibility qualifications—additional requirements such as certifications, 
industry-specific experience and the experience working with certain equipment. 

 Affirmative action/equal opportunity (AA/EE) statement—clause(s) that outlines federal 
contractor requirements and practices and/or equal employer opportunity statement. 

 Other duties—disclaimer, see Step 4. 

Defining A Position 
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Step 4: Add the Disclaimer 

It is a good idea to add a statement that indicates that the job description is not designed to cover or 
contain a comprehensive listing of activities, duties or responsibilities that are required of the 
employee. Duties, responsibilities and activities may change or new ones may be assigned at any 
time with or without notice. 
 

Step 5: Approval Process 

An important part of validating the job description is the approval process through Human 
Resources.   
 

Step 6: Finalize 

A draft of the job description should be presented to upper management and the position supervisor 
for review and approval. A draft allows a chance to review, add or subtract any detail before the final 
job description is approved. 

 

_________________________________________________ 

 

 

Once you’ve completed your job description or evaluation, here is a guide to help you enter your job 
description on PeopleAdmin. 

 

For more information:  

Visit WSU Human Resources for more information on how to View/Create or Modify your job 
description or contact the Human Resources office by calling 801-626-6032.  

PPM 3-1: Employee Definitions 

PPM 3-3: Evaluation of Non-Exempt Staff Positions 

PPM 3-5: Hiring of Salaried Personnel 

PPM 3-14: Hourly Employment (Non-Teaching Personnel) 

PPM 6-13: Student Employment 

PPM 8-6: Faculty Appointments 

 

 

 

Defining A Position 
 

https://apps.weber.edu/wsuimages/HumanResources/create-position-description.pdf
https://apps.weber.edu/wsuimages/HumanResources/create-position-description.pdf
https://www.weber.edu/HumanResources/compensation.html#panel2d
https://www.weber.edu/ppm/Policies/3-2_EmployeeDefinitions.html
https://www.weber.edu/ppm/Policies/3-2_EmployeeDefinitions.html
https://www.weber.edu/ppm/Policies/3-5_Hiring_of_Salaried_Personnel.html
https://www.weber.edu/ppm/Policies/3-14_HourlyEmplyment.html
https://www.weber.edu/ppm/Policies/6-13_StudentEmployment.html
https://www.weber.edu/ppm/Policies/6-13_StudentEmployment.html
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TALENT ACQUISITION 

Weber State University’s employees are leaders in academics, research, athletics, economic 
development, sustainability and more. We hire student workers, entry-level employees and seasoned 
professionals from a wide range of fields.  

 

Hiring Checklists 
Steps to initiate a new hire or replacement request are all initiated through the PeopleAdmin (see pg. 9) 
app in the eWeber portal. WSU Human Resources have provided hiring checklists for the following 
possible position groups available at the university:  

 Hourly 

 Adjunct Faculty 

 Faculty 

 Staff 

 Athletic Coaches 
 

 

Search Committee Information 
Below is information on initiating the search process of hiring a new employee.  

 Search Committee Packet 
Includes sample interview questions and reference checking questions.  

 Committee Member Instructions 

 Search Process: Faculty 

 Search Process: Staff 

 

All these resources can be found on the Hiring Procedures portion of the Employment Section on the 
Human Resources website.  

 

For more information or assistance, please contact  
WSU Human Resources at 801-626-6032 or email hr@weber.edu.  

Recruiting / Hiring 
 

https://apps.weber.edu/wsuimages/HumanResources/Employment/Hourly%20Hiring%20Checklist%20Web%20Version.pdf
https://apps.weber.edu/wsuimages/HumanResources/Employment/Adjucnt%20Hiring%20Checklist%20Web%20version.pdf
https://apps.weber.edu/wsuimages/HumanResources/Employment/Faculty%20Hiring%20Checklist%202018%20Update%20Webpage.pdf
https://apps.weber.edu/wsuimages/HumanResources/Employment/Non-Exempt%20and%20Exempt%20Hiring%20Checklist%202018.pdf
https://apps.weber.edu/wsuimages/HumanResources/Employment/Athletic%20Coach%20Hiring%20Checklist%202018%20web.pdf
https://apps.weber.edu/wsuimages/HumanResources/Search-Committee-Packet-2018.pdf
https://apps.weber.edu/wsuimages/HumanResources/Committee-Member-Instructions-2018.pdf
https://apps.weber.edu/wsuimages/HumanResources/Search-Committee-Process-Faculty.pdf
https://apps.weber.edu/wsuimages/HumanResources/Search-Committee-Process-Exempt-NonExempt.pdf
https://www.weber.edu/HumanResources/employment.html#panel4d
mailto:hr@weber.edu
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Orientation & Onboarding  

Onboarding is a prime opportunity for Weber State University to win over the hearts and minds of new 
employees. No period in an employee’s lifecycle with an organization is more important than the first 90 
days on the job. Early experiences of the WSU community and culture are magnified and cemented and 
create a conclusion about level of engagement.  

As a supervisor you play significant role in the first impression of Weber State University to your new 
employee. You ensure new employees feel welcome, engaged and inspired, connected as well as 
provide them with the tools they need for success.  
 
We have provided the following to help support you and new hires during the initial phases of starting 
up at Weber State University.  

 

 Supervisor Onboarding Toolkit 
 This toolkit provides a description of the WSU onboarding process, a checklist to follow for the 
 first several months, and suggestions on how to develop and maintain a strong professional 
 relationship with your employee. 

 New Employee Toolkit 
 This checklist walks new employees through the Orient, Launch, and Connect phases of the initial 
 life cycle of an employee.  

 

In addition to the toolkits provided above, we encourage you to review the various steps for new 
employees in order to familiarize yourself with the process.  

You can do that on the New Employee portion of the Human Resources website. 

 

 

“Research and conventional wisdom both suggest  
that employees get about 90 days to prove themselves in a new job.  

The faster new hires feel welcome and prepared for their jobs,  
the faster they will be able to successfully contribute to the firm’s mission.”  

– Talya Bauer, Ph.D., Onboarding New Employees: Maximizing Success 

Onboarding New Employees 
 

https://www.weber.edu/wsuimages/HumanResources/WSU-Supervisor-Toolkit-FINAL.pdf
https://apps.weber.edu/wsuimages/HumanResources/New%20Employees/NewEmployeeToolkit2020.pdf
https://www.weber.edu/HumanResources/new-employees.html
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DEVELOPING EMPLOYEES 

Work Styles & Your Position  

(from WSU Human Resources) 
 
It is important to be a student of your employees. Take the time to learn about who they are and how 
they operate. In doing this, you will position yourself to better lead them during their time in your 
department. Below is a worksheet for you to utilize with your employees. Feel free to modify the 
questions as needed to better fit your needs. 

 
 Your Work Style 

1. Do you like to have agendas/information ahead of time to process? 

2. How do you like to receive information?  

3. Do you prefer to work alone or with others? 

4. How do you like to be recognized for your accomplishments? 

5. How do you like to receive feedback? Do you feel as though you’re getting enough 
feedback?  

6. If you’re stressed, how do you act? 

7. How should others approach you when you’re stressed? 

8. How do you recharge? 

 

 Your Position 

1. What do you see as the main role of our department? 

2. What do you love about your job? 

3. What are two of your greatest challenges in your job? 

4. What would help you to do your job better? 

5. What expectations do you have of our staff team in terms of communication? 

6. Is there anything else I should know about how you like to work? 

7. What can I do to make your life easier to help you to enjoy work more? 

 

Train & Equip 
Get to Know Your Employees 
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Steps to Building an Effective Team  

(from UC Berkeley: HR Network Guide to Managing Human Resources) 
 
The first rule of team building is an obvious one: to lead a team effectively, you must first establish your 
leadership with each team member. Remember that the most effective team leaders build their 
relationships of trust and loyalty, rather than fear or the power of their positions. 

 Consider each employee's ideas as valuable.  
Remember that there is no such thing as a stupid idea. 

 Act as a harmonizing influence.  
Look for chances to mediate and resolve minor disputes; point continually toward the team's 
higher goals. 

 Be clear when communicating.  
Be careful to clarify directives. 

 Encourage trust and cooperation among employees on your team.  
Remember that the relationships team members establish among themselves are every bit as 
important as those you establish with them. As the team begins to take shape, pay close attention 
to the ways in which team members work together and take steps to improve communication, 
cooperation, trust, and respect in those relationships. 

 Encourage team members to share information.  
Emphasize the importance of each team member's contribution and demonstrate how all of their 
jobs operate together to move the entire team closer to its goal. 

 Delegate problem-solving tasks to the team.  
Let the team work on creative solutions together. 

 Facilitate communication.  
Remember that communication is the single most important factor in successful teamwork. 
Facilitating communication does not mean holding meetings all the time. Instead it means setting 
an example by remaining open to suggestions and concerns, by asking questions and offering help, 
and by doing everything you can to avoid confusion in your own communication. 

 Establish team values and goals; evaluate team performance.  
Be sure to talk with members about the progress they are making toward established goals so that 
employees get a sense both of their success and of the challenges that lie ahead. Address 
teamwork in performance standards. Discuss with your team: 

 What do we really care about in performing our job? 

 What does the word success mean to this team? 

 What actions can we take to live up to our stated values? 

 

Train & Equip 
Team Building 
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Steps to Building an Effective Team  

(from UC Berkeley: HR Network Guide to Managing Human Resources) 
 

 Make sure that you have a clear idea of what you need to accomplish; that you know what 
your standards for success are going to be; that you have established clear time frames; and 
that team members understand their responsibilities. 

 Use consensus. Set objectives, solve problems, and plan for action. While it takes much 
longer to establish consensus, this method ultimately provides better decisions and greater 
productivity because it secures every employee's commitment to all phases of the work. 

 Set ground rules for the team. These are the norms that you and the team establish to 
ensure efficiency and success. They can be simple directives (Team members are to be 
punctual for meetings) or general guidelines (Every team member has the right to offer ideas 
and suggestions), but you should make sure that the team creates these ground rules by 
consensus and commits to them, both as a group and as individuals. 

 Establish a method for arriving at a consensus. You may want to conduct open debate about 
the pros and cons of proposals, or establish research committees to investigate issues and 
deliver reports. 

 Encourage listening and brainstorming. As supervisor, your first priority in creating 
consensus is to stimulate debate. Remember that employees are often afraid to disagree with 
one another and that this fear can lead your team to make mediocre decisions. When you 
encourage debate you inspire creativity and that's how you'll spur your team on to better 
results. 

 Establish the parameters of consensus-building sessions. Be sensitive to the frustration that 
can mount when the team is not achieving consensus. At the outset of your meeting, establish 
time limits, and work with the team to achieve consensus within those parameters. Watch out 
for false consensus; if an agreement is struck too quickly, be careful to probe individual team 
members to discover their real feelings about the proposed solution. 

 

Adapted from UC Berkeley HR Network.  Guide to Managing Human Resources.  

Steps to Building an Effective Team. Retrieved from 

https://hr.berkeley.edu/hr-network/central-guide-managing-hr/managing-hr/interaction/team-building/steps  
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Essential Coaching Skills for Managers & Supervisors 

(from HRDQ) 
 

Effective coaching is one of the keys to employee success. It's no surprise that many managers 
see themselves as good coaches. Yet studies show that most managers don't understand what 
coaching really is, confusing it with micromanaging their employees or telling them what to do.  

 

WHAT IS COACHING?  
Coaching is a process of helping employees grow their own potential by eliminating obstacles 
that interfere with effective performance. At its core, coaching isn't about teaching, managing, or 
directing. It's about helping people to learn on their own so that they can perform their best. 
 

 

 Essential Coaching Skills 

 Listening.  
The best coaches have exceptional active listening skills, giving their mentees 
undivided attention. 

 Empathy.  
Powerful coaches have the ability to put themselves in the shoes of their mentees. 
Empathetic leaders can tap into the root of conflict and work out solutions with 
both the organization’s and mentees needs in mind. 

 Enabling others.  
Great coaches understand that trying to solve problems for others won’t help them 
grow. They resist the temptation to manage or direct others, and instead allow their 
employees to solve problems for themselves. 

 Supportive. 
Effective coaches are more than guides or advisors—they’re trusted friends. They 
earn the respect and trust of those they work with, making the entire coaching 
process flow more smoothly. 

 Encouraging reflection.  
Effective coaches know that resolving a problem often takes deep reflection. They 
ask insightful, open-ended questions that prompt employees to think through their 
situation from many different angles. 

 Results-oriented.  
Successful coaches are committed to helping their people grow. But they’re equally 
focused on driving toward strong business outcomes. They work with their 
employees to identify goals that can move the organization forward—and 
collaborate to achieve them. 

Train & Equip 
Coaching  
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Shifting into a coaching mindset can be challenging, especially for managers. You'll have to step 
back from being directive and allow your employees to work their way toward their own solutions 
with your support. As John Whitmore explains in Coaching for Performance, “In the workplace, 
when the advice is a command, ownership is at zero and this can lead to resentment, surreptitious 
sabotage, or ownership of the reverse action.” This stresses the need for managers and 
supervisors to fulfill a coaching or mentor role rather than attempting to take authoritarian 
control of their team.  
 
 

  Taken from HRDQ. Essential coaching Skills for Managers & Supervisors. Retrieved from 
https://hrdqstore.com/blogs/hrdq-blog/essential-coaching-skills-managers-supervisors 

 

Looking to further develop your coaching skills? Start here. 

Essential Coaching Skills for Managers & Supervisors 
For the full article above, including strategies to put your coaching to work and steps to get 
you started.  

Managing vs. Coaching 
While used interchangeably, effective managers are good coaches. Learn the difference 
between the two and how to position yourself to be a good coach and therefore a more 
effective manager.  

You Can’t Be a Great Manager If You’re Not a Good Coach  
Research has shown that the most effective way to build a productive team is to move from an 
authoritarian leadership style to a coaching leadership style. In addition to your employees 
experiencing a higher level of satisfaction at work, so will you! 

Coaching to Engage: 12 Rules to Effective, Ongoing Employee Coaching 
Learn to foster open, honest relationships with employees that motivate and engage them. 
Strengthen your employee coaching skills and create a productive team of engaged 
employees. 

7 Tips for Coaching Employees to Improve Performance 
The role of supervisor is critical to the success of Weber State University and that success is 
dependent on effective coaching skills. Consistent coaching helps with employee onboarding 
and retention, performance improvement, skill improvement, and knowledge transfer. 
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https://www.bizlibrary.com/blog/leadership/7-coaching-tips-managers-leaders/
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6 Tips on Setting Expectations for Employees 

(from Society of Human Resource Management) 

 

"Setting expectations for your employees is vitally important," said Luanne Tierney, chief marketing 
officer at Betterworks, a workplace empowerment and performance company located in Redwood City, 
Calif. "Without set expectations, employees may be left to wonder where their impact lies and therefore 
fall behind." 

When the manager and employee agree on clearly defined expectations, there is less confusion, more 
empowerment in their positions and a road map for the employee to succeed, Tierney noted. If you're a 
manager, understand that your staffers actually want you to set expectations. That process starts with 
mastering a few key steps that should lead to better results. 
 

1. Emphasize objectives. 
Clearly defined objectives and key results are great tools for setting clear employee expectations. 
 
"By setting quarterly objectives or goals with your employees and then writing actionable key 
results that will allow the employee to achieve those objectives, there is a clear understanding of 
what to do to move forward," Tierney said. "This eliminates the need for micromanagement and 
allows the employee to have autonomy over their own responsibilities." 
 
It's not enough to simply define an objective. Decide on measurable key results so that 
employees have mileposts to guide them to the goal. 

2. Set expectations early. 
Jeff Smith, director of the Best-Self Academy at 15Five, a software company in San Francisco that 
helps firms manage remote workers, sets expectations with employees from their first day on the 
job. 15Five mandates a meeting between new hires and managers called the Best-Self Kick-Off as 
part of its employee onboarding process. The discussion centers on expectations, workplace 
culture, goal setting and results planning. The job description plays a starring role in the meeting. 
 
"Having an accurate job description can act as the foundation for a great relationship between a 
manager and a direct report. Many job descriptions list dozens of responsibilities and required 
skills instead of focusing on what the role will actually entail. At 15Five, once someone joins the 
company, their job description includes actionable details around what's expected during their 
first 30, 60, 90 and 365 days. Another simple technique is describing a typical week or month in 
the role. Job descriptions should always include the outcomes that someone is responsible for, 
why the outcomes are important to your company and your company's values." 
 
When prospective employees can see how their values align with the company, they'll feel more 
supported and connected even before working for a new employer. 

Performance Reviews 
Setting Expectations  
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6 Tips on Setting Expectations for Employees 

(from Society of Human Resource Management) 

 

3. Make employees accountable. 
While managers need to set realistic goals, team leaders also should ensure that staffers 
recognize they are accountable for those goals. 
 
"Do this by following up, establishing shared goals and setting milestones to allow the team 
to gauge progress," said Tammy Perkins, chief people officer at PMI Worldwide in Seattle. "By 
following up, managers ensure that a team recognizes that they are accountable for the 
deliverable. Remember, company leaders position their team for success by making priorities 
clear at every stage," she added. "Make that process easier by keeping a list of critical goals 
when workplaces are in an environment of significant change." 

4. Give meaningful feedback. 
Keep in mind that employees internalize and implement management feedback when it's 
relevant. "Consequently, develop a key message supported by examples," Perkins said. 
 
One way to do that is with storytelling. "It's powerful when leaders share real stories about 
themselves and employees. The more specific, personal and memorable the story, the better. 
Storytelling is a great way to create the opportunity to learn." 

5. Leverage motivation. 
"Put yourself in your employees' shoes, and think what would motivate them. Is it a prospect 
of better pay, promotion, validation? Find out what's in it for them." said Chris Brenchley, 
chief executive officer at Surehand, a San Jose, Calif.-based company that connects skilled 
professionals with industrial employers.  
 
To gain insight into what motivates employees, Brenchley advises, managers could invite 
workers into their office for an informal chat. "Ask them where they want to be two or three 
years from now," he said. "This will give you clear insight about what they're planning and 
how the goals you set will be able to take them where they want to go." 

6. Make it measurable. 
"If you set a vague goal, you'll get vague results. Therefore, the goal should be measurable. 
This also means setting a deadline so the employee knows exactly what is expected of them 
and when. One tip that managers can leverage is to use goals that are specific, measurable, 
attainable, relevant and time-bound,” Brenchley said. 
 

 
From Society of Human Resource Management.  

6 Tips on Setting Expectations for Employees. Retrieved from  
 https://www.shrm.org/resourcesandtools/hr-topics/people-managers/pages/setting-employee-expectations.aspx 
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7 Tips for Addressing Employee Performance Problems  

(from The Omnia Group) 

When things aren’t going great with a new (or even a seasoned) employee, it may not be fun 
to address their performance problem, but letting it slide isn’t doing them or you any favors. There 
are times when it is clear that you, as a manager, need to step in whether you’re dealing with a 
remote employee or someone working on-site.   

 

1. Keep it specific, factual, and unemotional. 
Explain the goal or standard the person was expected to meet and discuss the action that 
actually occurred. The difference between the two can speak for itself.  

2. Be thorough but don’t embellish. 
If you tend to err on the “too nice” side, make sure you discuss the entirety of the problem. 
You don’t want the performer leaving your office thinking you just had a friendly gab 
session. But, make sure you aren’t making things sound worse than they are. That can hurt 
your credibility.  

3. Don’t make it personal.  
You may be upset or offended or disappointed that the person is not meeting expectations, 
but your feelings are not the reason for the meeting: the person’s performance (or lack of 
performance) is. If you need to throw a mini-tantrum before or after in private, go for it! 
Then pull yourself together and move on. 

4. Be prepared to listen to and consider valid excuses.  
If someone is falling short of key indicators, make sure the goals are realistic given the 
person’s training and time on the job. Is there a learning curve you need to respect? You 
may need to offer additional coaching and mentoring.  

5. Outline an action plan.  
You’ve pointed out the problem, now give the person the steps to fix it. What specifically 
do you need to see to know the issue is improving? Give clearly defined actions and set a 
follow-up date (or dates).  

6. DOCUMENT EVERYTHING! 
It’s worth stressing this point once again. Write it down. Did you write it down? Make sure 
you wrote it down. Did we mention writing it down? Check with your HR department for 
any rules regarding performance documentation. Also, write it down.  

7. Follow through.  
Check-in when you said you were going to and (if necessary) take the action you said you 
were going to take. It’s not enough to lay out solutions and hope things improve. You need 
to follow up with the employee to make sure they’re taking the necessary steps to improve 
performance.  

 
 

Taken from The Omnia Group. 7 Tips for Addressing Employee Performance Problems. Retrieved from  
 https://www.omniagroup.com/addressing-employee-performance-problems/ 
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More On How To Address Performance Issues 

How to Address Employee Performance Issues 
Not every employee performance review that comes in will be positive. Targets will be missed, 
employees will underperform and as a people manager, you’ll need to find a way to either 
improve the situation or part ways with the employee. When it comes to the challenging task of 
addressing employee performance issues, the key is to focus on potential solutions, rather than 
problems. Here’s how. 

11 Tips for Talking About Poor Performance 
How to protect the University and yourself when handling the hard stuff.  Here are tips to help 
take some of the pain—and risk–out of those closed-door meeting. 

Dealing with Poor Performance: Lack of Ability or Low Motivation? 
Before you can fix poor performance, you have to understand its cause. Incorrect assessment can 
lead to problems later on. Develop the skills to help you assess the various situations you will 
encounter as a supervisor.  

 

Get Assistance from Weber State University 

Below are the policies that govern the steps when you need to discipline staff or faculty.  

 PPM 3-33: Discipline (Staff Employees) 

 PPM 9-14: Disciplinary Actions (Faculty) 

We encourage you to utilize the existing review processes provided by the University to their 
fullest capacity in order to set clear expectations and guidelines for employee performance from 
the outset.  

WSU Human Resources is here to help guide and coach you through challenging situations with 
employees.  

 

For more information or assistance, please contact  
WSU Human Resources at 801-626-6032 or email hr@weber.edu.  
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As a supervisor, initiating difficult conversations with employees is to be expected. The tendency for 
most supervisors is to avoid and hope things get better on their own. The reality is YOU as the supervisor 
set the stage for performance within your office, through setting standards and clear expectations. 
Holding your employees to those standards and expectations is a critical steps in keeping your 
employee—and your entire team—healthy and performing to the best of their ability.  

Our role is to help equip and assist you in having mutually beneficial conversations. Below are some 
helpful tips on how to prepare and initiate difficult conversations.  

 
Preparation 

The good news is that careful preparation can go a long way toward helping any supervisor master a 
challenging conversation. Start by asking yourself a few questions: 

 What is the purpose of the conversation and the nature of the problem you’ll be addressing? 
Make sure you stay focused during the conversation. It’s often tempting to stray from the 
subject at hand as a way of lightening the mood, but that risks failing to ensure your message is 
heard. 

 What behavior charges are you hoping will occur because of this talk? 
It’s vital to make sure your employee understands exactly what he or she needs to do (or stop 
doing) going forward.  

 How would you like the recipient to feel about the message—and about you, the messenger? 
You can’t control someone else’s feelings, but how you deliver the message can have an 
emotional impact.  

 What facts do you have to support your position? 
Gather any relevant documents, such as a copy of the company handbook, and specific 
examples—dates, times, and emails.  

 What is the history of the problem? What has been done in the past to address it? 

Answering the questions above before your meeting will help clarify your purpose, keep you on 
subject, and focus on the facts—all vital elements of managing tough talks successfully.  

From BHS. Difficult Conversations at Work. Retrieved from  

      www.bhsonline.com/blog/difficult-conversations-at-work/ 

 

 

A willingness to look this problem in the eye and practice  
having tough conversations pays huge dividends. Believe it or not, these conversations 

can be handled in a way where you and your team can see them as a normal 
—and productive—part of the design process. 

These tricky conversations can actually be an effective tool  
to connect with team members, invest in their skills,  

and help the company deliver a quality product that keeps them economically viable.  
- Marcus Blankenship, Consultant, Author, & Trainer 
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13 Ways Managers Can Initiate Tough Conversations With Employees by the Forbes Coaches Council 

 

1. Don’t Sugarcoat the Message.  
We often sugarcoat our difficult conversations, which just dulls the message and robs the employee 
of an opportunity to grow and improve on skills and potential. Instead, share what didn’t work and 
why, make a clear request on what you’d like the employee to do differently, and get perspective to 
align on clear next steps. - Aaron Levy, Raise The Bar  

2. Use a Simple Formula 
People rise or lower to the level of performance that is expected of them. Remove any chance that 
you might convey limiting beliefs about your employee by using a simple formula. State the facts you 
observed (and not the story you made up about those facts); state the impacts on the work, 
other employees, etc., make a clear request and let them know this request is because you see their 
potential. - Maureen Cunningham, Up Until Now Inc.  

3. Create A Feedback Culture 
Difficult conversations, whether at home or at work, tend to be avoided because confrontation is not 
fun. But if we build a culture of feedback, then we can open the door for otherwise 
challenging conversations to become normative. When organizations embrace this, staff understand 
that feedback isn't an attack, but an opportunity for ongoing improvement. - Billy Williams, Archegos  

4. Focus On The Betterment Of The Team 
Be selfless: In performance conversations, focus on the betterment of the team and remove personal 
attachments. Be structured: Have a fact-based, considerate, and positive first conversation. Be sure 
to listen, explain the "why," and ask for insights. Be sustainable: Instead of being controlling, be 
collaborative. Allow the employee to help create a positive action plan to improve their performance. 
- Erin Urban, UPPSolutions, LLC  

5. Be Human First 
Yes, you're a manager, and that requires you to ensure work gets done. But before you were a 
manager, you were a human. Surprise! You still are. Begin a tough conversation with your human 
side. "I'm noticing gaps in your work. Are you OK?" goes a long way toward discovering real reasons 
behind lagging performance. Ask and listen like a person, and you'll learn more than you expected. -
 Darcy Eikenberg, Red Cape Revolution  

6. Establish Trust 
Establishing trust with employees before difficult conversations are necessary and it helps to ease 
these conversations. When in conversation, create a safe environment so that the employee feels 
free to discuss what is really going on. Remind the employee that it's your job to help them succeed. 
Help the employee identify concrete next steps and agree on how you'll track progress. Keep it short. 
- Barbara OMalley, Exec Advance  

7. Come From A Positive Place 
When it comes to having difficult conversations, like giving negative feedback, we tend to obsess 
over what to say. But more important than the words you choose is how you deliver them. Your 
energy is everything. Emotions are contagious. So if you're angry or judgemental, your employee will 
feel that and not hear your perfectly delivered, constructive feedback. Mind your emotions.  
- Stella Grizont, WOOPAAH  
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13 Ways Managers Can Initiate Tough Conversations With Employees by the Forbes Coaches Council 

 

8. Confront Behaviors, Not Attributions 
Before starting the conversation, think about the facts. Think about what a camera would record the 
person doing; something that you want them to change. Don't think about your evaluation of it. "You 
need to improve your performance" will be difficult and unsuccessful, but, "Your last three deliverables 
were late, what can you do to correct that?" has a much higher success rate. If you can't name the 
behavior (s), then you're not ready to confront. - Bill Gardner, Noetic Outcomes Consulting, LLC 

9. Try Empathetic Honesty 
It is extremely important to be empathetically honest. Consider why they are acting the way they are 
or doing the things they are. If possible, find ways to address their wrongdoing without condemning 
or shaming them. When we meet people where they are at, they will be much more receptive to 
correction. - Ryan Miller, Ryan James Miller  

10. Lean Into the Conversation 
Find a private setting where you can confidently focus and lean into the conversation. When 
giving employees feedback, providing a clear timeline and criteria to improve helps them own their 
performance. Have a two-way conversation and create space to hear barriers, challenges or 
additional resources needed to be successful. Offer to stay in contact with regular check-ins to 
address the steps together. - Meredith Moore Crosby, Leverette Weekes  

11. Have Conversations More Often 
It's never easy to share difficult information, but if you've developed a rapport with your direct 
report, it can make the conversation easier. I created a "How I Like to Be Coached" form that I share 
with new members to learn how they like to communicate and use it to goal set. Set regular one-on-
one conversations with each of your team members so communication on a regular basis is less 
awkward. - Joyel Crawford, Crawford Leadership Strategies, LLC.  

12. Care For What They Care About 
All employees go to work every day for a specific reason. We all have people in our lives who inspire 
us to work hard, to wake up early in the morning, endure the rush-hour traffic, deal with our boss 
and clients, etc. Great managers build strong relationships with their employees on a close, personal 
and family-oriented level, allowing them to be more effective during difficult conversations.  
- Nader Mowlaee, Career Recovery Academy  

13. Collaborate Instead of Confront 
Rather than telling the employee how to improve performance, ask the employee how they could 
improve performance. If the employee avoids addressing the real issues, ask further questions that 
narrow the range of the discussion and actions. It's always better for the employee to identify the 
problems and produce the solutions than to be told what the problems and solutions are.  
- Steven Maranville, Maranville Enterprises  

 

From Forbes. 13 Way Managers Can Initiate Tought Conversations With Employees. 

Retrieved from www.forbes.com/sites/forbescoachescouncil/2018/09/28/ 

13-ways-managers-can-initiate-tough-conversations-with-employees 
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Staff Performance Review 

Weber State University staff—exempt and non-exempt—are evaluated yearly on five core performance 
factors as set forth by the Performance Review Enhancement Program (PREP, pg. 9). These factors are 
job knowledge, quality, self-management, customer service, and community & teamwork. PREP cycles 
vary based on department.  

Find out more about WSU’s PREP Program including an overview, quick start guide, training, scales and 
rubrics, and department cycles on the WSU Human Resources website.   

 
_________________________________________________ 

 

Faculty Specific 

Weber State University faculty  undergo an academic rank and tenure process outlined in Section 8-11 
Part IV of Weber State’s Policies and Procedures Manual. Faculty are evaluated within four performance 
level categories: 1) credentials and probationary periods; 2) teaching; 3) scholarship; and 4) 
administration and/or professionally related service. Once tenured, Weber State University faculty are 
evaluated every five years according to Section 8-11 Part II of the Policies and Procedures Manual. 

Each college has their own process which is approved by the Faculty Senate. Contact the Dean of your 
college for more information on the particular process for your faculty members. 

 

Faculty Tenure Timelines 

Section 8-12 of the Policies and Procedures Manual outlines the dated guideline used in the 
ranking and tenure review processes each year.  

The following tenure documents further explain and outline the criteria and procedures for 
evaluations of faculty tenure positions for each college at Weber State University.  

 Telitha E. Lindquist College of Arts & Humanities 

 Department of Performing Arts 

 John B. Goddard School of Business & Economics 

 Jerry & Vickie Moyes College of Education 

 College of Engineering, Applied Science & Technology 

 Dr. Ezekiel R. Dumke College of Health Professions 

 College of Science 

 College of Social & Behavioral Sciences 

 Stewart Library 

 

Performance Reviews 
 

https://www.weber.edu/HumanResources/prep.html
https://www.weber.edu/ppm/Policies/8-11_EvalFacultyMembers.html?_ga=2.163941311.1066620556.1615155510-66473213.1560194881
https://www.weber.edu/ppm/Policies/8-11_EvalFacultyMembers.html?_ga=2.163941311.1066620556.1615155510-66473213.1560194881
https://weber.edu/ppm/Policies/8-11_EvalFacultyMembers.html?_ga=2.257418251.1066620556.1615155510-66473213.1560194881
https://www.weber.edu/ppm/Policies/8-12_DatedGuideRankTenureReview.html
https://www.weber.edu/wsuimages/academicaffairs/Forms/A%26H%20TENURE%20DOCUMENT%201-18-18.pdf
https://apps.weber.edu/wsuimages/academicaffairs/Department%20of%20Performing%20Arts%20tenure.pdf
https://apps.weber.edu/wsuimages/academicaffairs/Goddard%20School%20of%20Business%20and%20Economics%20Tenure.pdf
https://apps.weber.edu/wsuimages/facultyandstaffresources/tenure/MCOE%20Tenure%20and%20Promotion%202015.pdf
https://www.weber.edu/wsuimages/facultyandstaffresources/EAST%20P%26T%20POLICY%202016-17%20%20(approved).pdf
https://apps.weber.edu/wsuimages/facultyandstaffresources/DCHP%20Tenure%20Document_FS%20Approved_21JAN2016.pdf
https://apps.weber.edu/wsuimages/facultyandstaffresources/tenure/College%20of%20Science%20Tenure.pdf
https://www.weber.edu/wsuimages/academicaffairs/Forms/Forms%20Faculty%20and%20Staff/Tenure%20CSBS%20Jan%202021pdf.pdf
https://www.weber.edu/wsuimages/academicaffairs/Forms/Forms%20Faculty%20and%20Staff/Tenure%20Library%20Jan%202021.pdf
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DEVELOPING EMPLOYEES 

Recognizing and rewarding employees plays a significant role in their performance and development as 
an organizational employee. Research studies show the positive impact recognition and rewards have on 
creating productive, committed, and healthy employees. In turn, this often results in lower turnover and 
overall costs for the University.  All of these components together make an effective and successful 
department and organization. 

The goal is for you—as the supervisor—to build into your area ways to regularly recognize and reward 
your employees for their work. Additionally, it will be important to provide clear policies and guidelines 
describing the program and how employees can achieve the various awards. We’ve included current 
WSU-wide recognition programs and ideas for you to start your own program. 

 WSU Recognition Programs  

 Staff Awards 
Hosted by Human Resources, these awards include length of service awards & 
Presidential Outstanding Staff Award.  

 Super Staff Awards 
Hosted by Staff Advisory Council, this is awarded to six exempt and six non-exempt 
staff members who displays outstanding commitment and professionalism on the job. 

 Faculty Awards  
Hosted by the Provost’s Office, these awards include: professors who’ve excelled in 
collaborative projects, the Brady Presidential Distinguished Professors, Presidential 
Teaching Excellence Awards, John S. Hinckley Fellow Award, John A. Lindquist Award, 
and Gwen Williams Prize.  

 Various Divisions within the university also have their own award programs.  
 

 Ideas for Employee Rewards 

 Spoken or written thank-you notes 

 Cash or gift card bonuses 

 Public recognition 
 

 Other Possible Areas for Possible Recognition & Reward: Individually & Team 

 Customer or client retention/service 

 Morale-building 

 Taking initiative to manage or champion change 

 Talent acquisition and retention 

 Market diversification 

 Technological advance  

 Significant personal development 

 Actions that embody the organization’s values 

 Innovation or strategic development  

 
 

Adapted from SHRM. Managing Employee Recognition Programs 

Retrieved from https://www.shrm.org/resourcesandtools/tools-and-samples/toolkits/pages/employeerecognitionprograms.aspx 

Recognition & Rewards 
 

https://weber.edu/HumanResources/staffawards.htmlC:/Users/cynthiareinhard/Documents/Adobe
https://www.weber.edu/sac/winners.html
https://www.weber.edu/academicaffairs/awards.htmlC:/Users/cynthiareinhard/Documents/Adobe
https://www.shrm.org/resourcesandtools/tools-and-samples/toolkits/pages/employeerecognitionprograms.aspx
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UNIVERSITY TRANSITION 

As supervisor, you are responsible for initiating a separation ePAR (see pg. 8) for any employees who are 
preparing to transition from their current position. See below for specific steps regarding each situation.  

 

Exit Process 

For employees who are preparing to leave the University, we have a Supervisor Termination Checklist 
designed to walk you through the process. Additionally there is an Employee Leaving WSU Checklist that 
we ask you to ensure is completed prior to leaving the university.  

 

Retirement or Resignation 

Notify Human Resources and then complete and submit a separation ePAR through the eWeber portal. 
Be sure to retrieve all department and university property before the employee leaves. Check the 
Supervisor Termination Checklist for appropriate steps.  

 

Termination 

In this event, please work with Human Resources to determine appropriate steps. The following policies 
and procedures are in place to guide you through university protocols.  
 

PPM 3-10: Termination of Employment (Non-Faculty) 

PPM 3-33: Discipline (Staff Employees) 

PPM 9-16: Termination for Other Cause or Change in Status (Faculty) 

PPM 9-17: Termination of Non-Tenured Faculty and Appeal of Tenure Denial Decision 

 

For more information specifically on Faculty Responsibilities and Termination, review  
Section 9 of the WSU Policies & Procedures Manual: Academic Freedom, Rights, 
Responsibilities & Due Process. 

Leaving WSU 
 

https://apps.weber.edu/wsuimages/HumanResources/WSU-Supervisor-Termination-Checklist.pdf
https://apps.weber.edu/wsuimages/HumanResources/WSU-Employee-Leaving-WSU-Checklist.pdf
https://www.weber.edu/ppm/Policies/3-10_TerminationEmployment.html
https://www.weber.edu/ppm/Policies/3-33_Discipline_Staff.html
https://www.weber.edu/ppm/Policies/9-16_Termination_Other.html
https://www.weber.edu/ppm/Policies/9-17_Termination_Non-Tenured.html
https://weber.edu/ppm/Policies/9-AcadFreedom.html
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SUPERVISOR DEVELOPMENT 

Our goal at Weber State University is that you are supported and resourced in such a way that your 
experience as a supervisor is successful and fulfilling. We provide a variety of trainings and opportunities 
for professional and personal development training to help make that happen.  

 

WSU Required Supervisor Training 

Upon hire or transition to a supervisor position, all supervisors of salaried staff are required to take a 
WSU-specific Supervisor Training through the Online Employee Development app in the eWeber portal. 

 The course covers ten topics to help orient new supervisors to the role at the university level and 
 is to be done at your own pace.  
 

WSU Supervisor Conference 
Each year the Office of Workplace Learning hosts an Annual Supervisor Conference to provide you with 
further insight on how to grow and develop your skills and knowledge as a supervisor.  
 

Office of Workplace Learning  

The Office of Workplace Learning (OWL) provides a variety of training opportunities for all members of 
staff, including supervisors. Currently, OWL is offering several courses through their Online Employee 
Development app in the eWeber portal.  

Topics include:  

Team Building and Effectiveness 
Working Well with Others 
De-escalation of Difficult Customers 
Creativity, Impulse and Innovation 
Mandela's Leadership Lessons 
Maximizing Performance by Challenging and Engaging Employees 
...and more.   

 

Additionally, OWL offers a series of in-person classes covering an array of topics. There are multiple 
opportunities for growing in your skill set as a supervisor/leader.  

 Topics include:  

Inspiring Trust 

Leading Across Generations 

4 Imperatives of Great Leaders 

Leadership: Great Leaders, Great Teams, Great Results 

...and several geared toward personal development as well.  

 

 
For more information or questions,  
contact WSU Human Resources at 801-626-6032 or email hr@weber.edu. 

Training  
 

https://weber.edu/owl/SupervisorConference.html
https://www.weber.edu/owl/
https://weber.edu/owl/TrainingOpportunities.html
mailto:hr@weber.edu

