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The YES Project Implementation involves staff from all operations of the university and is a complex, time-consuming task.  The YES Implementation Plan describes the organization of the project, and identifies key team leaders and members involved in the implementation process.  Other personnel will be involved on an ad hoc basis to provide specific insights, knowledge or support as the project moves through its different phases.

Resources

· Supervisors of the YES Project team members will be required to adjust departmental workloads by re-distributing key tasks, authorizing overtime, and eliminating non-critical functions during implementation.  Since current operational resources are already limited, open dialogue among supervisors, participants and unions will be crucial to the successful redeployment of existing resources.

· Staffing resources critical to successful implementation will be identified, and project funds will be strategically deployed to augment existing resources.  

· Ad hoc faculty participation and faculty training are not expected to exceed routine committee and service level expectations.

Priority

· The YES Project Implementation will take first priority over other job responsibilities for the Implementation Team.  

· The YES Project Implementation will take first priority over other projects that might impact the project schedule and resources.

Assumptions

· Limited, one-time general university funds dedicated to providing some ability for departments to temporarily backfill for staff reassigned to the YES project and fund over-time for current staff has been allocated to each area.  The available funds must serve the University for the entire duration of the project.  In an effort to utilize the allocated resources effectively, new backfill positions and new temporary staff positions must be carefully considered and require approval of the YES Executive Committee.

· Current YSU employees are already busy and involved with regular work functions.  The need to re-conceptualize current work organization to allow appropriate people to spend time on the implementation project will be important.  Decisions must be made to determine those duties that will be temporarily curtailed during the scope of the project.  

· It is not possible to clearly define all of the temporary help that will be required at different stages of the project.  All staff assigned to the project will not require backfill, based on a redistribution of current duties and decisions made to curtail certain activities.

· Flexibility surrounding how each department manages job responsibilities is necessary to effectively distribute duties, and it is essential that all managers and supervisors work within the purview of all established contractual agreements.  All discussions with union membership will be initiated by Human Resources to avoid contract violations and to ensure fair labor practices are followed.

· Supervisors will accept responsibility to prioritize and monitor staff assignments.

Guidelines

In an effort to establish consistency for all staff involved in the implementation process, the following guidelines will be administered in the allocation of temporary project staffing resources:

· Vacation:  Every effort will be made to minimize project scheduling and assignments during university holidays to allow staff time to be with family.  Every attempt will be made to honor vacation requests, with one exception – Core Process Team members will be asked to forego vacation activities during the core “go-live” implementation week.   Supervisors will be expected to work with their employees in evaluating project timelines and responsibilities for all other vacation request periods.
Special provisions will be made for those team members committed to the project, in the event that maximum accumulated vacation balances are reached, to ensure no loss of vacation time balances are experienced during the core project implementation.

· Over-Time:  Over-Time authorization forms for all employees non-exempt from the wage/hour provisions of the Fair Labor Standards Act (FLSA) utilizing project funding must include specific tasks performed, identifying specific duties.  A general “SCT backfill” will not suffice.  As a general rule, Over-time must be performed on-site and follow the normal pre-approvals by supervisors.  Only in rare cases, will over-time be permitted for off-site work.

Supervisors, in consultation with the staff member, are responsible for developing general work plans to accommodate project needs for those individuals exempt from the wage/hour provisions of the FLSA, taking into consideration project demands.  Additional payment provisions will not be an option for these individuals over the course of the project.  

· Flex-Time:  Every effort will be made to continue established flexible work schedules whenever possible, recognizing that there will be occasions where project demands will require modification of established flexible work schedules.  Generally, project work will be conducted during normal business hours.

· Temporary Project Staffing and Reassignments:  Temporary reassignments made to current staff are required to fit within, or lower than, the classification guidelines for their respective positions.  Supervisors should contact HR for clarification prior to making any assignments.  If an employee believes they are being assigned duties that do not conform to these guidelines, they should, in addition to contacting their supervisor, contact Human Resources for further clarification.

In cases where new temporary positions are appropriate, the duration of such employment contract will be for a maximum of one year, with an option to extend the agreement. In cases where contract issues arise, HR will work with the appropriate union president for resolution.

Procedures to Initiate Project Staffing Requests

· All requests for staff funding to support the YES project must be fully documented on the “Request for Expenditure of Supplemental Funds” (RESF) form, initialed by area officers, and submitted to D. Esterly, two weeks in advance, for review and approval by the Executive Committee.

· Once a “YES Project Staffing Request for Expenditure of Supplemental Funds” (RESF) has been approved by the Executive Committee, the Project Sponsor, D. Esterly,  will sign, date, and forward copies of the proposal, including associated documentation (i.e., detailed staffing plan, employee requisitions, job descriptions, etc.) to Human Resources and the Budget Office.

· In an effort to track the YES Project costs, whenever possible, expenses will be charged for the YES Project to the SCT Banner account (C234-008-4934).

· Intermittent and New Temporary Staff.  All approved intermittent and new temporary staff will be charged directly to the SCT Banner Project budget (C234-008-4934).   Area officers will be responsible for verifying actual expenditures are within the approved request -- any expenditures in excess of the approved request will become the responsibility of the area officer.  Quarterly reports summarizing use of the funds will be completed by the Project Sponsor and forwarded to the appropriate area officer by the 10th of each month in January, April, July, and October, to assist in monitoring usage.

· Over-Time for Current Staff.  In cases where approved funds for over-time of current employees is directly related to the project, the “Overtime Authorization and Accrual Record for Classified Civil Service Employees” should be completed, identifying specific SCT Banner project duties performed.  Whenever possible, supervisors should coordinate over-time activities with the appropriate Team Leader.  Once signatures of the department head and principal administrative officer are obtained, the original form should immediately be forwarded to Human Resources and a COPY SENT TO E. GREAF, FINANCIAL SERVICES for processing.  The over-time will initially be charged to the departmental budget, moving expenses to the SCT Banner Project budget at the end of each month.  This process will ensure employees receive over-time payment on time, allowing expenses to be tracked to the overall project.   

Note:  A copy of the Over-time Form must be received in Financial Services no later than the deadline established for timecards to avoid charges to departmental budgets.   

