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Agenda

 Welcome Back!

 Employee Engagement and Labor Relations

« Managing for Optimal Performance

* Procurement 101: Understanding the
Procurement Process

* Budget Overview for Supervisors

* Navigating EAP

 Managing Life in the Workplace

 Managing Ethically and with Integrity
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Employee and Labor Relations

= Collective Bargaining Agreements at MC
= Policy & Procedure

= Complaint and Grievance Resolution

= Disciplinary and PIP Processes

* Internal Investigations

= Exit Process/Off Boarding
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Three Unions at MC

American Association of American Federation of Service Employees

International Union,

University Professors State, County, and

(AAUP): full-time Municipal Employees, R/ | ocal 500, (SEIU): part-
faculty union AFL-CIO, Council 67, time faé:l(nty ukiﬁn
established in the late Local 2380 (AFSCME): established in 2008
1970’s staff union established
in 1998
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Policies and Procedures

= Policies at Montgomery College are adopted by the Board of
Trustees.

* Procedures are issued by the College President.

= Qur official policies and procedures are segmented into seven chapters
which can be found on our MC website.

Chapter | - Board of Trustees
Chapter II - Organization
Chapter 111 - Personnel

Chapter 1V - Student Affairs

Chapter V - Educational Program

Chapter VI - Fiscal and Administrative Affairs
Chapter VII - Facilities

= Policy and procedure modifications.
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What do employees want in a supervisor?

=  Communication

= Recognition (verbally or in writing)
= Leadership

= Coaching and Training

= Safe space for failure

Accountability
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Managing in a Union Environment
Bargaining Employees

. The CBA s a legally binding document that governs how the College interacts with
unionized employees.

. CBA's allow some employees to be designated as “shop stewards,” people who are
available on shift to advise and assist their fellow union members.

. While supervisors may disagree with the shop stewards on specific issues, it is
important to always deal honestly and fairly with them. Treat others as you want to be
treated.

. In a unionized setting, an employee has the right to request the presence of a union
(shop) steward whenever an employee is subject to an investigatory interview, which
might lead to discipline. The shop steward does not have the right to be disruptive or
argue on behalf of the employee.

= Grievances filed should demonstrate a violation of an Article or Section of the CBA.

. Follow the Grievance process and timeline based on the CBA.
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Ways We Can Help

* The College's Employee Engagement and Labor Relations
(EELR) team is here to support healthy and productive work
relationships that promote the mission of the College.

» \We provide guidance and strategies to prevent, de-escalate &
resolve workplace conflicts. Clear and open channels of
communication between employees and managers are basic
principles of sound employee relations for managers and
supervisors.

= On occasion, employees and managers differ in their
perceptions regarding answers to important questions or
employment policies. When that happens, guidelines and
procedures have been established to provide employees and
10 managers with tools to help evaluate and resolve the
problem.
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Grievance Resolution

= What is a grievance for a non-bargaining employee?

A grievance is an alleged violation of policy and/or procedures. (See
P&P 34101)

= What is a grievance for a bargaining employee?

A grievance is an alleged violation of the CBA provision by
Management.

12
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Conflict Resolution Tips for Your Toolbelt

= Address concerns and issues in a timely fashion as they arise.

= Actively listen (recognize any potential biases).

= Use an even professional tone.

= Practice empathy.

= Focus on the behaviors/situation being discussed-separate from
the individual.

= Know when to involve the HRIC or EELR.

= Document and recap the discussion with the employee(s) and any

goals/outcomes/next steps discussed.

Meet with your employees regularly to touch base.

13
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Disciplinary Process

The disciplinary process should reflect the nature and gravity
of the offense. This process includes:

- verbal reprimand
- written reprimand
- suspension
- termination

The Job Aid link for Disciplinary Action is on the MC website
under- Disciplinary Action Workday Job Aid for Managers

14
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Non-bargaining Employees
» 34002 Disciplinary Action and Suspension

The general purpose of disciplinary action is to correct
Improper performance or behavior, to provide clear
notification when improvement is needed, and to hold
employees accountable for their impact on the workplace.
Employees whose behavior, actions or inactions are
unacceptable are subject to disciplinary action.

» Reasons for Disciplinary Action
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Internal Investigations

= Violation of Policy or Procedure

Some of the items that EELR typically investigates are: Title VI,
Title VII, and Title I1X allegations. In addition to those, we also
Investigate fraud/waste/abuse of resources, harassment, and
retaliation.

= Ways to report issues/violations
« Supervisor

HRIC

Public Safety

Ethics Point-(via phone or online) The case will be
16 assigned to be addressed

EELR
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Offboarding

£ Employee/Manager/ELR
Initiates in WD

 Attach resignation
letter/emall

* Manager clearance
notification

* Exit Interview &
Clearance

» Survey

N

-

* Employee contacts HR
Benefits Dept./ Benefits
Dept. will initiate retirement

» Attach retirement letter/email

* ELR starts process

* Manager clearance
notification

* Exit Interview & Clearance

e Survey

* ELR Initiates in h
WD
« Manager will
receive notification
and clearance
request
: Termination
Separation
: . Death
Resignation y/
nvoluntary
_"\I
Retirement | Contract
or * Employee/manager/ELR
Initiates in WD
Grant * Class & Comp Letter
* Manager clearance
notification
» Exit Interview & Clearance
J * Survey /

Benefits Eligible Employees are:

Staff, Administrators, Chairs, FTF, Regular PTF, and Temp with Benefits
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SEPARATION CHECK OUT FORM

Mame: ResignatisniRetiremeant Date:
Title: Exit Interview Date:
MC D DeparmentCampues

Employes musi cbian cearance from gl the deparments lsied below. Effective 101722 we ane using Workday emal notifcations o
request chearance o e |1 Delow, during el nbenses, we wil review and disouss the detalls of the emadinollcation responses

et repefved rom the |5l ek and will inadze lime: and place (o et all The Colege assals
Office of Human Rescurcas and Stratagic Talent Managemant; 5224 Corporale Bhel. Rockslle, Maryland 20850

Dupartrmant Clearance Seclions Confrmation Date
ACCOUNTE RECENASLE
Hatalie Thamzson - Qutstandleg saiances Workdny Molonsan
REFARTHMENT CLEARAMCE"
Emplioyet’s Superisor
Blanuais, graces, LNEDmS, equpment, oS [ Tr—

Phil Hawkins, Est. TI0EE
Competers, Lapicp, Slackbery, & other Equipment and Softwan

Becky Fhilips - Gl Fhoos [
EROCCLUREMENT
FPairick Johngon, D recin Progure mien Wiaoesy Wied keadon
Pcard hoiger? ity no
Comarate carg noider? O yes O ro

[T TTr—

Py P -
Erandon Molkack, GT

Debonah Mewman, TRES
Maojsola Ahonsl RV

Books, publcations, wWoecs, miscefansous

E " . -
Maurioe MoCamokey, GT

Cade Mudgen, RY, HUIGTE

Cade Mudgeit, TRIEE Wwrkdnp bori ot
Office Flaps, Swip= Cands

Fliness |0 CT Bulkdng Emphayees Only)

(AR ata] )

Jon Foinler, Mail & Duplcaling Superdson, HUDDE, Ry Fwhdng S Bean
Facuily atbox My

Workdny Morloasmn

EBEMEFITS
Bue Reddng drsurance, Coore, Retrement
Lynetie Evans: E4P ok e

KAAHANEEMENT

stcaionmonlgomensooiiege edy iy Merosa
Ex¥ infardea 10 Card, Name Eadps ADA Equisment, Swnvey

Response

Mark Pace, 3223 W Wedfos son
19 Farking Fasses & Ciaton Fees

I:l Updaing canlact informalion (home address, phone)
after separation. Send emal io HRETM with new
eonlact nlermalion

S R Hurman Fresuro ane Sronage: Telre Maragerran LS N
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Separations & Action ltems

* Employee

20

Can initiate voluntary resignations

Must attach in WD or email EELR/HR
resignation letter/notice

Must use future separation date in WD
Complete offboarding survey
Exit Interview and Clearance

Must return all College assets to obtain
clearance from the College by HRSTM
dept.

* Manager/Direct Supervisor

Transfer of knowledge
Collect department resources

Verify work area/office is cleared and
clean

Inform/contact EELR if employee
should not be eligible to be considered
for rehiring (EELR/HR will determine
final decision)
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Workday Separations Job Aid

Voluntary Separation

Employees Manager

Submit Resignation Voluntary Separation

i

21


https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/hrstm-and-payroll/hcm-submit-resignation-employees.pdf
https://info.montgomerycollege.edu/_documents/offices/information-technology/workday/hrstm-and-payroll/hcm-voluntary-separation-termination-managers.pdf
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2023 Off Boarding at MC
1/1/23 to 9/30/23

Total 2023 YTD Reason Position

« 23 FTF
o 77 Staff

« 1/1/23-9/30/23 » 33 Retirement
100 Benefits Eligible 3 Death

Employees * 55 Voluntary
Resignation

« 7 Invol/Termination
e 2 End of Contract
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Employee Engagement and Labor Relations

Thank you!

23
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Back at 10:45 a.m.
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Managing For Optimal Performance
Human Resources Internal Consultants

Lisa Evans Takoma Park/Silver Spring Campus
Leslie Jones Germantown Campus

Banessa Silva Rockville Campus

25
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Managing For Optimal Performance

Learning Outcomes
= How to address performance issues
= Become familiar with the Performance Management cycle

* Resources for success

26
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Addressing Performance Issues

» Guidance depends on bargaining or non-bargaining status
of employee

= Each contract is different

= |[f not addressed in a collective bargaining agreements
then follow the policies and procedures (for example
supervisors are non-bargaining).

27
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What Is Coaching?

A developmental activity in which a supervisor works one-
on-one with someone in a coaching role to improve current
job performance and enhance their capabilities for future

roles or challenges.

28
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Coaching vs. Counseling

« Coaching: is a function that helps employees
Improve their performance on the job by
providing feedback.

« Coaching is a two-part process involving
observation of employee performance and
conversation focusing on job performance
between the coach and the employee.
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Why Coaching?

 The purpose of coaching is to evaluate work performance
on an ongoing basis and encourage optimum work
performance.

« Coaching provides regular feedback and support about
employee's job performance and helps you to understand
exactly what your employees need to know.

« It prevents small problems turning into big ones that may
require much more attention later.

30
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Performance Improvement Plan
(PIP)

The purpose of the Performance Improvement Plan (PIP) Is
to define serious areas of concern and/or gaps in an
employee’s work performance, reiterate the supervisors
expectations, and allow the employee an opportunity to
demonstrate improvement. MC strives to encourage
successful employees and foster strong working
relationships through regular feedback and open lines of

communication.
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PIP Basics

» Discuss the employee and performance deficiencies with
your HRIC or EELR representative.

» Enter the PIP into Workday.
» Schedule a time to meet with your employee.
» Monitor and assess progress.

= Complete the PIP and determine the next steps.

32
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AFSCME

Their collective bargaining agreement identifies non-
disciplinary actions that a supervisor can used to improve
performance or correct violations of Montgomery College
policy which include counseling, performance improvement

plans, mandatory training, conflict resolution or other
remedial actions.
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Non-Disciplinary Actions

» Counseling

» Performance Improvement Plans
* Mandatory Training

= Other Remedial Action

= Conflict Resolution

34
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Counseling

» Counseling should be used to afford an employee an early
opportunity to address and correct a matter of concern
that may lead to disciplinary action.

» Counseling is not discipline and a Union representative
need not be present when counseling is provided.

* Follow up meeting with an email to the employee
summarizing conversations and performance
expectations.
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Counseling Basics

= Be open, direct, informal

* Include detalls, provide specific examples of the
problem

= Give the employee opportunity to share his/her side

= Work together to find a solution

» Schedule a time to evaluate progress

* Document your meeting for your own file

36
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Mandatory Training

= \Workday Learning
* Internal content provided by ELITE
e LinkedIn Learning

» External training through EAP or departmental funding

=
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Conflict Resolution

= An employee may ask to engage in dialogue, coaching,
mediated discussions, or other forms of conflict resolution
in an effort to address concerns regarding the employee’s
performance.

» Resources available to assist through EELR or your HRIC.

38
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Other Remedial Action

» Any other non-disciplinary actions other that are
appropriate to correct an employee’s inappropriate
behavior or as a means of causing an improvement in
performance before or after engaging in progressive
discipline.

39
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Managing For Optimal Performance

Policy 36001 Performance Evaluation and Employee
Development

« Written evaluations are completed to meet the following general
objectives of performance evaluation and employee development:

= Keep employees informed of current job expectations, identify and
document changes in responsibilities.

= |dentify performance objectives to increase the effectiveness and
efficiency of the individual's job performance.

40
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Managing For Optimal Performance

Performance Management @ MC
Types of evaluations used at MC
— 6 month evaluation (HRICs involved-support)
With regular coaching meetings
— 12 month evaluation

Facilitate regular coaching meetings — even when
performance is strong.

41
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Managing For Optimal Performance

Six Month Performance Evaluation
— One time evaluation after first 6 months on the job

— What is covered?

Performance expectations

Review of goals that were set during first week of employment

Recognition for what is going well

Recommended areas of improvement — gaps or weaknesses

Review of required training completion
42
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Annual Evaluations

Components:
 Employee Self-Evaluation
« Supervisors Evaluation of Employee
» Establishment of Goals
e Ratings

— Exceptional Performance, Exceeds Performance,
Fully Meets Performance, Needs Improvement,
Unsatisfactory Performance

43
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2024 Goals Schedule

= September/October 2023- Enter Goals into Workday
» January 2024- Review of FY2024 goals
= April 2024 - Review of FY2024 goals

*» June 2024 — Final review of goals

Note: Goals entered by employees are routed to the
supervisor/manager for approval

44
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Annual Evaluation

Suggested Guideline:
June 30, 2024 - Employee completes self-evaluation

July 30, 2024 - Supervisor completes employee’s
evaluation

August 1, 2024 - Supervisor schedule meetings with
employee to review evaluation

August 16, 2024 — Employee and supervisor acknowledge
evaluation and submit

45
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Online Resources
= \Workday Training

« General Navigation Video
 Talent and Performance Job Aids

= Utilizing the HRSTM Performance

« Rating Categories

« Competencies

46


https://info.montgomerycollege.edu/offices/information-technology/workday/workday-training.html
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2024 Annual Performance Evaluations

» There will be timely communications about the 2024
Performance Evaluation cycle.

= \We offer training for all supervisory staff of the evaluation
process.

= Your HRIC will assist in answering your guestions you
may have on this topic.

47
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Performance Management Cycle

Planning
work, setting
expectations

Recognizing Observing
successful Individual
performance Performance

 Developing
the capacity
~ toperform

Evaluating
performance

48
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Performance Goals

Performance goals are short-term objectives that an
employee is expected to achieve within a set period of time.
These goals are usually attached to specific job positions
and are determined after considering the tasks and duties
an employee is required to perform in that position.
Performance goals are often a subset of and add up to
overall College goals. They let employees know what is
expected from their position.
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Developing Performance Goals

= Strategic plan

» Cascade from MC leadership to your unit’s
management

= Support the work of the college
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Developing your Performance Goals

» Talk with your supervisor about your goals

= Consider MC’s goals and those of your unit to connect
with the mission and strategy of MC

= \Work collaboratively with your supervisor to begin drafting
your goals

= Confirm agreement and enter your goals in Workday



52

MC

MONTGOMERY COLLEGE

Professional Development Goals

Professional development goals are objectives you can set
for yourself to help further your career. These might include

taking steps to learn relevant skills, expand your
professional network, or find more satisfaction at work.
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Professional Development Goals

= Give you an idea of your vision for your future

» Help you enhance existing workplace skills

* Improve productivity

* Encourage continual growth and life long learning

» Helps you to take advantage of the benefits MC offers
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54

Examples of Professional
Development Goals

» Learn a new skill
* Expand your education
* Build your soft skills

» Develop leadership skills
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Entering Goals in Workday

Find Info:
« Search for Workday
 Workday@MC Resource Site

» Talent and Performance Management

 Manage Goals Job Aid

55
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Additional Trainings

* The course Goal Setting is available through W orkday/
Internal.

* The course Successful Goal Setting is available through
W orkday/LinkedIn Learning.

» Defining and Achieving Professional Goals is available
through Workday/LinkedIn Learning.

56
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Managing For Optimal Performance
MC2025 Goal V: Invest in Our Employees

57
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BREAKOUT
SESSION
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Counseling Session Practice

Instructions:

= For each scenario, the observer/coach will read both roles

* The supervisor and employee will just receive their role
description.

* The supervisor should plan the conversation before
beginning

» Qutline talking points, describe what change/improvement
IS needed.
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Counseling Session Practice (cont.)

* The role play will begin with the supervisor opening the
meeting

= Allow 5-7 minutes for discussion

* The supervisor can call a time out to “consult” with their
coach

= At the end of the discussion the supervisor and employee
will give feedback about how it went.

= The coach will offer their feedback as well.

= Debrief this scenario by discussing why it was done and
how it relates or can be applied to real life or the job.
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Managing for Optimal Performance

Thank you!

61
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Back at 12:45 p.m.
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Procurement 101

Understanding the Procurement Process

Yu (Judy) Zhu
OBS - Procurement
October 25, 2023

Procurement W ebsite:
https://www.montgomerycollege.edu/procure
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Procurement 101
This overview will cover the following topics:

« Our Mission

* Your Role in the Procurement Process

« The Procurement Process for Buying Goods and Services
* Ordering Methods/Thresholds

« Other Important Information

. Q&A

64
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Mission
The Office of Procurement is a service unit within the Office of Business

Services. Our office strives to add value, quality, and satisfaction in the delivery
of goods and services in accordance with the Board of Trustees policies and

procedures, local laws, and regulations.

g i
. h
 RAPTORS :"

65
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Your Role in the Procurement Process

1. Adhere to all Board of Trustees Policies and Procedures. Your needs can be better met
when we collaborate together to execute the procurement procedures. We are here to
serve you, and we need your help and cooperation to do so.

2. Buy responsibly. Taxpayers and students count on us to demonstrate fiscal integrity.

3. Use approved purchasing methods. Before committing the College to pay for supplies,
services, and equipment.

4. Plan ahead to avoid last-minute purchases and rush orders, which generally cost more.
Industry lead times vary by what you are buying. Keep Procurement advised of your future
needs (especially large-dollar value projects).

5. Let us know when you have questions or concerns. We will be happy to meet with you
as you plan your requirements.

66
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Procurement Process

Identify Need

Selecting Supplier
and Quote

Obtain Approval

Procurement
Method Selection

Issue Payment and Sourcing

Create Purchase
Order

Receipt of

Process inwice Goods and/or
Services

67
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Ordering Methods

Purchase Order (PO): Alegally binding contract committing College funds.
It is prepared and executed by the Purchasing Agent and sent to the
vendor to buy requested goods and services.

Purchase Requisition—-Workday Self Service (Electronic Requisition): Itis an
INTERNAL documentto initiate requestto procurementfor goods or services you
need. In Workday, requisitions will be used to initiate the buying process. Be sure to
have all related supportingdocumentation uploadedin Workday as an attachment (e.g.
vendor quotes, proposals, special purchase request, contractetc.). Upon receipt of the
RQ, Procurementwill review all ad hoc good and servicesrequests to ensure all the
details including supporting documents provided. Priorto RQ entry, be sure to have all
related supporting documentation uploaded in Workday as an attachment (e.g. vendor
guotes, proposals, special purchase request, contractetc.). For a new vendor, obtain a
vendorw-9 and create a supplier, referto the Create Supplier Requestjob aid. If you
have questions, please contactthe Procurement Office.

procure @montgomerycollege.edu

Purchasing Card (P-Card): A VISA credit card issued by M&T Bank, which
has been contracted by the College to provide a flexible, convenient
method for authorized College requestors to buy small-dollar value goods

according to established guidelines. .
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Thresholds

Although some purchases may be made directly by departments, many must be processed
by Procurementdue to their dollar value, funding source or the nature of the purchase.

College procurements use one or more of the following methods:
1. OpenMarket Procurement (contracts and purchases up to $10,000)

2. Small Procurement (contracts and purchases between $10,001 and $25,000) shall be
procured competitively with at least three valid price quotations from three different vendors.

3. Competitive Sealed Solicitation (over $25,000) Bid

4. Special Procurements (sole source request, emergency, PTOA) Sole Source purchases
between$10,001 and $99,999 require approval by the Director of Procurement, $100,000
and above require College board approval.

5. Purchasing Card (Pcard) $5000 credit limit (single transaction limit is $4999) Purchasing
cards cannot be used to purchase IT related items, services or furniture. For additional

information referto “Purchasing Card Users Guide”.

» Section 5.2 Allowable Purchases for College-related business
» Section 5.3 Prohibited Purchases

69
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OFFICE OF PROCUREMENT BUYERCOMMODITY ASSIGNMENT LIST (Updated 10/9/2023)

Patrick L. Johnson, MBA, Procurement Director

Tel: 240-567-5288

patrick.johnson @montgomerycollege.edu

Yu Zhu, CPPO, C.P.M., Purchasing Manager
yu.zhu@montgomerycollege.edu
Phone:240.567.5284

Architectural/Engineering Services
Building Renovation/Major Re pairs/New Building
Construction Services
Consulting & Training Services (Fadlities-related)
Elevator Modemization/Repair/Maintenance Fire
System Monitoring, Testing, Inspection & Repairs
Fuel (Heating oil, Gasoline & Diesel)
Goose Management
Hazardous Waste Disposal
Parking Management Paving
Services
Pest Control
Property Lease/Rental
Trash/Refuse Removal
Utilities & Energy Related Services
Water Treatment Services

Cherree Adams, CMRP, Purchasing Manager
Cherree.Adams@montgomerycollege.edu
Phone:240.567.5285

Amazon Business Account Administrator Audiovisual
Supplies/Equipment/Maintenance Auxiliary
Enterprise

Cable & Bygadband Services

Communication (Cabling (Data & Voice), Pagers,
Radios, Telephones)

TEAM 4 & 6

Rossana Garcia, Purchasing Agent Il

rossana.garda@montgomerycollege.edu
Phone: 240-567-52

Yolanda Martinez, Executive Associate |
Tel: 240-567-5292
yolanda.martinez@montgomerycollege.edu

George Varghese, Purchasing Agent Il
George.Varghese@montgomerycollege.ed
uPhone:240.567.5295

Art Supplies (MCPS orders) and EquipmentAsset
Management Services (Facilities) Athletic
Supplies/Equipment/PE/Maintenance
Course/Admission-related Testing Material/Services Events,
Eventrelated Contracts & Tickets Food/Catering (Otherfood
service non-Metz)

Gases/Glass/Industrial Oxygen

Gift Cards

Honoraria

Professional Development Training/Consulting
Promotional Items/ Awards/Plaques Sponsorships

Theatre Arts Supplies/Contracts & related-Services
Uniforms/Apparel

Vehicles, Auto Parts/Supplies, & Services

WNDCE- Contract related-Services

Lisa Dyer, CPCP, Purchasing Agent |

lisa.dyer@montgomerycollege.edu Phone:
240.567.3183

Building

Materials/Services/Supplies
Document Shredding Services
Electrical Supplies/Services

Facility Services (Carpet, Painting, Upholstery
& Others)

Facilities-related equipmentandtools
Furniture

Heating/Air Conditioning
Supplies/Services Janitorial
Supplies/Equipment/Services
Landscaping Equipment/
Supplies/Services Locksmith Services &
Locks Moving/Mobile Trailers
PlumbingSupplies/Services

Signage

Snow Removal

Books, DVDs/Periodicals/Subscriptions
Bottled Water Service
Compliance-related Training
Conference/Registration

IT Asset Disposal

IT Computer Hardware & Peripherals
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OFFICE OF PROCUREMENT BUYER COMMODITY ASSIGNMENT LIST (Updated 10/9/2023)

MC

MONTGOMERY COLLEGE

Copier Equipment Leases/Print Management
Services

Finandal Services (Actuarial, Auditing, Banking)
HRSTM (Human Resources-related Services)
Interpreting/Translation Services

IT Contracts & Services/Enterprise Systems
Mail Equipment Supplies/Postal Services
Medical/Radiologic/Supplies & Equipment
Office Supplies & Equipment/Maintenance
P-Card Administration

Records Management

Scientific Lab Supplies/Equipment/Maintenance
Security Camera Equipment & Services

IT-related Training/Certifications Library
Supplies/Contracts/Services MCTV
(Montgomery College Television)

Memberships

Musical Instruments/Equipment/Maintenance
Photographic Supplies/Equipment and Senvces
Safetyand Emergency Management Services

William Valentin, Purchasing Specialist

@montgomerycollege.edu
Phone:240.567.5391

Chiquita Manago-Haywood, Purchasing Agent Il

chiquita.manago @montgomerycollege.edu Phone:
240.567.5289

Amazon Business Account Services

eMaryland Marketplace Advantage (eMMA) site
Administrator

Purchasing/Corporate Card Services

Website Management

Advertising & Marketing Services

Business Cards and Stationery (Letterhead and
Envelopes)

Commencement & Related Services

Courier & Delivery Services

Food Service Contract-Metz Culinary Management
Hood System Inspection for Kitchens and Laboratories
IT Software (Licensing/Subscriptions) Kitchen
Supplies/Equipment/Maintenance Marketing
Services

Portable Restroom Rentals

Printing, Design, & Layout (Printed Materials)
related Services

Reservations (Hotels, Space) Individual & Group
Transportation Services

Travel Services for Athletics
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Create Supplier Invoice (Direct Payment)

Non-Procurement function. Convenient payment method for subscriptions,
memberships and other eligible transactions up to $10,000. These requests
routed to Accounts Payable directly and transactions are paid directly from
general ledger accounts through the Accounts Payabile.

Create supplier invoice request can be used for:

» Subscriptions and membership (up to one year with no auto-renewal)

» Sponsorship and honoraria up to $10,000

» Delivered goods with total amount less than $10,000 and each unit price less than
$4,999

« Completedservices upto $10,000

Supporting documents, such as executed contract, invoice, shipping documents etc. must
be uploaded in workday when create supplierinvoice request. Be sure to email Account
Payable with the Supplier Invoice Number once completed.

Supplier Invoice Requestcannot be used:

* Recurring purchase of goods and services

» Goods, where the unit price is greater than $4,999

* Any grant purchases regardless of the dollar amount

* Any purchase with vendor’s terms and conditions subjectto the legal review and

approval.
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Popular Collegewide Contracts

» Office products and supplies - Rudolph's Office and Computer
Supply (contract valid through 6/30/2025).

* College business cards & envelopes and stationery - Envelopes and
Printed Products, Inc. (contract valid through 7/18/2028)

* Furniture — Duron, Inc. Every request for furniture (except for ADA
accommodation) must be reviewed and approved by the Central Facilities
Office prior to purchase. (Contract valid thru 12/31/2023).

* Food/Catering - Metz Culinary Management. Any on campus
food/catering services not using Metz must be approved by Director of
Auxiliary services in advance.
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Amazon Business Account

Montgomery College has created a centralized Amazon Business account that will
streamline the way we do business with Amazon. Work-related Amazon spending
should be conducted through an official Montgomery College Amazon Business
account.

» Through Amazon Business, you will have immediate access to:

Free standard shipping(5-8 business days) on eligible orders over $25

Business pricing and quantity discounts on a growing selection of items

Enhanced search and browse functionality

Access to a specialized Customer Service team for business customers only
Everything else you know and love about shopping on Amazon.com will remain
the same. If you are not already registered, please email: procure@montgomerycollege.edu to

requestan invitation to join the Montgomery College Amazon Business Account.

74


mailto:procure@montgomerycollege.edu?subject=Request%20for%20Invite%20to%20Montgomery%20College%20Amazon%20Business%20Account

MC

MONTGOMERY COLLEGE

Central Receiving & Surplus Property
Office Hours: 7:30 a.m. to 4 p.m.

Central Receiving & Surplus Property under Office of Facilities
IS the primary recipient of mail and packages for goods. When
necessary, Procurement will be modifying the Ship To address
In the final PO.

Address: 7602 Standish Place, Rockville, MD 20855
Phone: 240-567-5282
Contact: James Fowlkes, Warehouse Supervisor
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Office of Procurement Contact Information

Central Services Bldg.
9221 Corporate Blvd
Rockville, MD 20850

»Website: https://info.montgomerycollege.edu/offices/procure ment/index. html

»Email Address: Procure@montgomerycollege.edu
» Telephone Number: 240 567-5292
»Fax Number: 240 567-6397
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Questions & Answers

Question 1: What should | watch for when reviewing P-card transactions?

Answer: (1) Review the User Guide and familiarize themselves with allowable

and prohibited purchases.

(2) Cost Center managers should be reviewing things like Fund,
Program and Spend Category. Receipts/invoices and shipping
documents, no sales tax charged to the college.

(3) Ensure p-card holder is submitting verifications for approval by
the 10t of every month

(4) Ensure adherence to record-retention policy. P-card holder need to
keep adequate records of verification approvals, for 5 years.

e
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Budget Overview for Supervisors

Office of Business Services

Linda Hickey
Budget Director



Presentation Overview

= Budget definition & purpose

= Annual budget development process
= Budgets at Montgomery College

= Operating fund revenue sources

= Operating fund expenditures

= Unit budgets
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Budget Definition & Purpose

» What is a budget?
— A plan for an organization’s outgoing expenses and incoming
revenues for a specific period of time.

= What is the purpose of a budget at the College?

— Plan, track, and control spending.

The purpose Is to ensure that spending follows a plan, stays
within preset limits, and does not exceed available funds.

— Support funding requests.
The purpose is to justify funding requests by showing how

funds are used.

MONTGOMERY
COLLEGE



Annual Budget Development Process

»= July to October — Budget Development

= November to January — Senior Leadership and Board Review
» January — Budget Sent to County Executive and Council

= March — County Executive Releases Budget

= April/May — County Council Discussion

= May — County Council Adopts Budget

= June — Board of Trustee Adopts Budget

MONTGOMERY
COLLEGE



Budgets at Montgomery College

= Operating Fund aka Current = Auxiliary Enterprises Fund

Fund® = Transportation and Major
= Emergency Plant Facilities Reserve Fund*
Maintenance and Repair = Federal, State, and Private
Fund® Grants
= County Grant Fund” = MC 50t Endowment Fund

= Workforce Developmentand « pMC Cable TV

Continuing Education Fund = Capital Fund

*Tax supported by County Residents *Supported through student fee

MONTGOMERY
COLLEGE



Operating Fund Revenue Sources
FY24 Budget

$12,615,126

m County Contribution, 53%
m Tuition and Fees, 21%
m State Aid, 21%

m Other, 5%

MONTGOMERY
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Operating Fund Expenditures by Function
FY24 Budget

$6,479,146

m Instruction, 32%

= Academic Support, 17%

m Student Services, 13%

m Oper & Maint of Plant, 18%

® Institutional Support, 18%

m Scholarships, 2%

MONTGOMERY
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Operating Fund Expenditures by Object
FY24 Budget

$4,530,409 $2,661,152 _ $6,479,146 m Salaries & Benefits, 79%

$7,596,671
$10,031,715
$27,213,961

m Contracted Services, 10%

m Utilities, 3%

m Supplies, Furn & Equip, 3%

= Communication & Fixed
Charges, 2%

m Conferences and Meetings (incl
Travel/PD), 1%

m Scholarships, 2%

MONTGOMERY
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Unit Budgets

= Determined by a FOAP account structure
* Fis for Fund
* O Is for Organization — (Cost Center Workday)

= Ais for Account — (In Workday funds are budgeted at ledger
account)

» P |s for Program — (aka function)
» When is it necessary to do a Movement of Fund (MOF)
» Select salary accounts to non-salary accounts or vise versa

 MOF can only occur between like funds

MONTGOMERY
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Unit Budgets (cont.)

= Responsibilities iIn managing an unit budget
* Responsible for managing the transactions
— Recording the transaction in the correct account & program

— Following procurement guidelines

» Responsible for ensuring that accounts are not overspent

— Exception: Budget position accounts (5001,5101 and 5301)
and instructional salary accounts (5102, 5111/12, 5130/31)

— Non salary accounts may have situations where accounts
are overspent and others are underspent just so Iin total not
salary accounts are not overspent.

MONTGOMERY
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Questions

'

¢4
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Back at 1:45 p.m.
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FY24 EAP Guide for Supervisors

Key guidance and information
to ensure proper EAP review and approvals

Office of Human Resources and Strategic Talent Management
Updated October 2023
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Purpose of the EAP Guide for Supervisors

» The information in this guide is meant to be used as a supplement to
the more comprehensive EAP Resource Guide, which all eligible
employees should read and understand before requesting EAP/PDAP
benefits, and College Policy and Procedure 35001, Compensation
Programs.

= Supervisors cannot effectively understand or manage the EAP process
with information in this guide alone.

» HRSTM needs supervisors to be strategic partners in the
administration of EAP benefits. Please familiarize yourself with the
guide and PandP so you can be an additional resource to your team
and to ensure accurate and timely processing of EAP requests.


https://www.montgomerycollege.edu/_documents/policies-and-procedures/35001-compensation-programs.pdf
https://www.montgomerycollege.edu/_documents/policies-and-procedures/35001-compensation-programs.pdf
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What is EAP?

» The Educational Assistance Program (EAP) offers a offers financial
assistance for a variety of professional development activities, programs,
and services and work-related travel for full-time faculty, administrators,
and staff.

= Criteria for EAP is that the activity should help employees:

1. Improve job-related knowledge and skills to perform more effectively in
current job,

2. Complete a job-related degree-seeking or certification program, and/or
3. Prepare for a different or higher-level job at the College.

* Employees can use Tuition Waiver for any MC credit course, even if
not related to the current position.

= EAP can be used for eligible travel expenses (additional funds) and
wellness.
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What is EAP?

= Many employees have personal passions and have entrepreneurial
endeavors outside of work for the College, but it is not appropriate
to use EAP for personal hobbies or to promote another business.

» EAP events mustbe in support of and serviceto your role at
the College, NOT a personal business.
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What is PDAP?

» The Professional Development Assistance Program (PDAP) offers
financial assistance for a variety of professional development
activities, programs, and services for bargaining part-time faculty.

= Criteria for PDAP is that the Non-MC activity should help employees:

1. Improve job-related knowledge and skills to perform more effectively
In current job,

2. Complete a job-related degree-seeking or certification program,
and/or

3. Prepare for a different or higher-level job at the College.

» PDAP can be used for any MC credit course, even if not related to
the current PTF discipline, eligible travel expenses, and wellness. PTF
are not eligible for Tuition Waliver (employees or dependents).
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EAP/PDAP Eligibility

= After completion of six (6) months of employment, the following
employees are eligible for EAP benefits:

 Full-time faculty, administrators, and staff
« Full-time temporary staff with benefits

» Part-time staff are eligible on a pro-rated basis (i.e., 1/2 time =
1/2 benefit)

= Bargaining part-time faculty that have worked at least nine (9)
ESH over the course of two (2) academic years are eligible for
PDAP benefits.

= Non-bargaining part-time faculty, casual temps, and student
workers are not eligible for EAP/PDAP benefits.
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EAP/PDAP/
employee

EAP Travel/
employee

Total EAP/
PDAP Budget

Total EAP
Travel Budget

FY24 EAP Allocations

Part-time Full-time

Faculty Faculty

$3,120
$1,250
$1,375
$481,522
$54,000
$193,850

Bargaining
Staff

$2,800

$1,250

$400,000

$50,000

Non-
Bargaining
Staff

$2,500

$1,250

$803,798

$141,650
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FY24 EAP Tuition Limits

= Montgomery College will cover the cost per credit taken equal to the
University of Maryland, College Park credit rate for in-state tuition
and fees for undergraduate or graduate coursework, not to exceed
twelve (12) credits in a fiscal year.

= For current UMD undergraduate and graduate Tuition and Fees, visit
https://billpay.umd.edu/costs.

Mandatory Fees Vgl = 2
In-State Tuition, up for O+ Crédits Tuition Limit/
to 12 Credit Hours (flat rate) Overall Max EAP
FY24 Limit
Undergraduate $4,944.50 $808.00 $5,752.50
SIEUIEIE $9,936.00 $641.50 $10,577.50

Doctoral


https://billpay.umd.edu/costs
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EAP Request Workflow
| need MC to pay the Supplier | already paid or will pay for my eligible EAP,
for my eligible EAP expenses, PDAP, Wellness, and/or EAP Travel expenses
EXCEPT for EAP Travel, Wellness, and PDAP and
which are reimbursement only. | need MC to reimburse me.
!
d
Step 1: Create Requisition Step 1: Create Spend Authorization
(choose Service) (not required for Wellness — go to Step 2)
! !
Step 2: Once Requisition is APPROVED, Step 2: Once Spend Auth is APPROVED,
Create Receipt (next business day) Create Expense Report (immediately)
! !

Upon final approval, by the Manager AND the EAP Partner, AP processes payments weekly.
If approved by Wednesday, payment will be included in Thursday check run for Friday.

-- Search My Requisitions to confirm approval or -- View Expense Reports to confirm approval or
payment status (Invoicing Status: Fully Invoiced or Paid). payment status (Status: Approved or Paid).

-- Payment is mailed to Supplier according to -- Deposit is made according to Payment Elections in
invoice/instructions. ESS as a separate deposit (not included with payroll).

Contact Accounts Payable for questions related to payment (i.e., status of payment, if
payment has not processed or been received timely).



mailto:AccountsPayable@montgomerycollege.edu?subject=EAP%20Payment%20Status
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Workday EAP Request Demos

* | need MC to Pay the Supplier:
 Demo Videos:

— Create Supplier Request (Total Time 3:32) (if applicable)

— Step 1 of 2: Create Requisition (Until 9:57) and
Step 2 of 2: Create Receipt (Total Time 12:23)

= | need MC to Reimburse Me:
« Demo Video:

— Step 1 of 2: Create Spend Authorization (Until 10:37) and
Step 2 of 2: Create Expense Report (Total Time 15:08)



https://montgomerycollege.zoom.us/rec/play/Nf1B5VrCrPfJUlI66CrKttY9wrloRPk1WDyQFk4rp7ykceUhiOejVkIZAyL-bXPgjMs3ozHgSBn_yCA.OOYyMaV7zYsOjPQg?startTime=1651501170000
https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
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What is a Supervisor’s role in EAP?

» Talk about Professional Development

 Discussing Professional Development and career goals should
be happening on a regular basis.

« Socializetheideaof how EAP and professional
developmentgo hand in hand.

« Support your team by suggesting applicable content that can
assist them with reaching their goals and how to use EAP
benefits to achieve those goals.
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What is a Supervisor’s role in EAP?

» | earn and understand the process

« Take advantage of the EAP resources available to all employees
and understand the rules and the process for requesting EAP
funds.

« Ensureyour staffis accessing EAP resources and that they
understand the rules and the process for requesting EAP
funds. Direct staff to the availableresources if they have
guestions.

* Do not offer or promise EAP benefits to employees for ineligible
events.



MC

MONTGOMERY COLLEGE

What is a Supervisor’s role in EAP?

» Followtherules and look carefully at what you are approving

Please do not blindly approve EAP requests.

All EAP requests should be reviewed for accuracy and
eligibility BEFORE approval by a supervisor. For example,
make sure the requestitself is eligible and that the justification
and documentation are complete and appropriate.

Ask yourself, “Would | pay for this from my department budget if
necessary?” \When in doubt, contact EAP Requests before
approving.

HRSTM will send back ineligible requests or requests missing
key information, which may delay payment to vendors or
employees.


mailto:EAPRequests@montgomerycollege.edu
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What is a Supervisor’s role in EAP?

» Reinforce and socializethe concept of a shared benefit

* Though employees are allowed up to a setamount, EAP is
limited to an overall FY benefit for applicable employee groups.

 This means that:

— Not everyone can participate at the per employee limit.
Help shift employees’ mindset from entitlement to
eligibility.

— Everyone has a vested interest to ensure that these funds are

being used appropriately and efficiently so that the maximum
number of eligible employees can patriciate.

— Use of funds should be tied to Professional Development,
continuing education or credential requirements, and/or
department performance goals.
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EAP Training and Resources
= HRSTM EAP Page

 General EAP info

 Allocation and utilization data by employee type and bargaining
status for the applicable fiscal year

 FAQs

= Workday Training Page

 Job aids and recordings

» HRSTMForms Page

« EAP Forms for MC Courses


https://info.montgomerycollege.edu/offices/human-resources/educational-assistance-program.html
https://info.montgomerycollege.edu/offices/information-technology/workday/workday-training.html
https://info.montgomerycollege.edu/offices/human-resources/forms.html

MC

MONTGOMERY COLLEGE

Additional EAP Support

» Contact EAP Requests for Personal EAP Help Sessions and with
general EAP inquiries

« EAPRequests@montgomerycollege.edu



mailto:EAPRequests@montgomerycollege.edu
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Purpose of the EAP Resource Guide

» The EAP Resource Guide is meant to provide detailed information and
resources for all eligible employees regarding all aspects of the EAP
and PDAP process.

» This guide is organized into sections by EAP topic so users can easily
review the entire guide, or jump directly to a specific section they need.
The Table of Contents and each section page have links to the
applicable slides for the users’ convenience.

= Some content is relevant to multiple sections and is intentionally
repeated.

= Supervisors should review and refer to the EAP Resource Guide and
the EAP Guide for Supervisors for a comprehensive understanding of
the program and their responsibilities in the EAP process.

FY24 EAP Resource Guide — 107
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Table of Contents
= EAP/PDAP Defined and Eligibility — Slide 94

» EAP/PDAP Request Types and How to Process — Slide 98
* FY24 EAP Allocations — Slide 104

» FY24 Tuition Limits and Tax Implications — Slide 107

= Submission Deadlines and Guidance — Slide 111

= Eligible and Ineligible EAP Expenses — Slide 116

» EAP Travel Guidance (domestic and international) — Slide 123

= Preparing for and Processing your EAP Request — Slide 130

= Most Common Mistakes — Slide 145

= Demo Videos and Resources — Slide 149
FY24 EAP Resource Guide — 108
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Eligibility
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What is EAP?

» The Educational Assistance Program (EAP) offers financial
assistance for a variety of professional development activities,
programs, and services and work-related travel for full-time faculty,
administrators, and staff.

= Criteria for EAP is that the activity should help employees:

1. Improve job-related knowledge and skills to perform more
effectively in current job,

2. Complete a job-related degree-seeking or certification
program, and/or

3. Prepare for a different or higher-level job at the College.

» Employees can use Tuition Waiver for any MC credit course,
even if not related to the current position.

FY24 EAP Resource Guide — 110



MC

MONTGOMERY COLLEGE

What is EAP?

= Many employees have personal passions and have entrepreneurial
endeavors outside of work for the College, but it is not appropriate
to use EAP for personal hobbies or to promote another business.

» EAP events mustbe in support of and serviceto your role at
the College, NOT a personal business.

FY24 EAP Resource Guide — 111
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What is PDAP?

» The Professional Development Assistance Program (PDAP) offers
financial assistance for a variety of professional development
activities, programs, and services for bargaining part-time faculty.

= Criteria for PDAP is that the Non-MC activity should help employees:

1. Improve job-related knowledge and skills to perform more
effectively in current job,

2. Complete a job-related degree-seeking or certification program,
and/or

3. Prepare for a different or higher-level job at the College.

» PDAP can be used for any MC credit course, even if not related to
the current PTF discipline, and eligible travel expenses. PTF are not
eligible for Tuition Waiver (employees or dependents).

FY24 EAP Resource Guide — 112
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EAP/PDAP Eligibility

= After completion of six (6) months of employment, the following
employees are eligible for EAP benefits:

 Full-time faculty, administrators, and staff
« Full-time temporary staff with benefits

» Part-time staff are eligible on a pro-rated basis (i.e., 1/2 time =
1/2 benefit)

= Bargaining part-time faculty that have worked at least nine (9)
ESH over the course of two (2) academic years are eligible for
PDAP benefits.

= Non-bargaining part-time faculty, casual temps, and student
workers are not eligible for EAP/PDAP benefits.

FY24 EAP Resource Guide — 113
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How to Process
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EAP Request Types

» EAP request types for FTF and Staff:

* Non-MC courses, required books, seminars, memberships, etc.
and EAP Travel are processed via Workday. EAP Travel is always
reimbursement only.

* Required MC books and fees and MC non-credit courses (WDCE)
are processed by emailing
EAPRequests@montgomerycollege.edu.

 Wellnessis processed via Workday (Expense Report only).
Wellness EAP requests are always processed as reimbursement
only and are taxable.

= MC credit courses are processed via Tuition Waiver (employees and
dependents).

FY24 EAP Resource Guide — 115
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PDAP Request Types

= All PDAP requests for are processed as reimbursement only:

* Non-MC courses, seminars, memberships, etc. and eligible travel
expenses are processed via Workday.

« MC credit courses are processed via Workday. PTF are not
eligible for Tuition Waiver (employees or dependents).

« Wellnessis processed via Workday (Expense Report only).
Wellness EAP requests are always processed as reimbursement

only and are taxable.

FY24 EAP Resource Guide — 116
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EAP Request Process in Workday

» Aside from changing from a paper process to an online process in
W orkday, the overall process to request EAP benefits is the same. In other
words, the how has changed, but the what for the most part has not.

» Employees are required to provide the following information and
documentation about their EAP activities:

« Name, type, and start and end dates of activity

Vendor providing the activity

An acceptable justification how the activity meets the EAP criteria

Total dollar amount of the activity

An invoice and/or receipt documenting the details and cost

Proof of completion and satisfactory grade (if applicable)
FY24 EAP Resource Guide — 117
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EAP Request Workflow
| need MC to pay the Supplier | already paid or will pay for my eligible EAP,
for my eligible EAP expenses, PDAP, Wellness, and/or EAP Travel expenses
EXCEPT for EAP Travel, Wellness, and PDAP and
which are reimbursement only. | need MC to reimburse me.
!
!
Step 1: Create Requisition Step 1: Create Spend Authorization
(choose Service) (not required for Wellness — go to Step 2)
! !
Step 2: Once Requisition is APPROVED, Step 2: Once Spend Auth is APPROVED,
Create Receipt (next business day) Create Expense Report (immediately)
! !

Upon final approval, by the Manager AND the EAP Partner, AP processes payments weekly.
If approved by Wednesday, payment will be included in Thursday check run for Friday.

-- Search My Requisitions to confirm approval or -- View Expense Reports to confirm approval or
payment status (Invoicing Status: Fully Invoiced or Paid). payment status (Status: Approved or Paid).

-- Payment is mailed to Supplier according to -- Deposit is made according to Payment Elections in
invoice/instructions. ESS as a separate deposit (not included with payroll).

Contact Accounts Payable for questions related to payment (i.e., status of payment, if
payment has not processed or been received timely).

FY24 EAP Resource Guide — 118
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MC Tuition Walver

= Tuition Waiver allows eligible employees to enroll in credit courses
at MC. Credit courses must be scheduled outside of the
employee’s normal, non-adjusted working hours. WDCE courses
are not eligible for Tuition Waiver, but may be eligible under EAP.

« Employee Tuition Waiver Application

= Eligible spouses and dependents are also eligible for Tuition
Waiver.

 Dependent Tuition Waiver Application

* Fees and required books for MC courses may be covered under
EAP for employees, but not eligible dependents.

« EAP Request Form for MC Courses, Fees, and Books

FY24 EAP Resource Guide — 119
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EAP/PDAP/
employee

EAP Travel/
employee

Total EAP/
PDAP Budget

Total EAP
Travel Budget

FY24 EAP/PDAP Allocations

Part-time Full-time
Faculty Faculty
$3,120
$1,250
$1,375
$481,522
$54,000
$193,850

Bargainin Non-
gtaff J Bargaining
Staff
$2,800 $2,500
$1,250 $1,250
$400,000 $803,798
$50,000 $141,650
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FY24 EAP Tuition Limits

= Montgomery College will cover the cost per credit taken equal to the
University of Maryland, College Park credit rate for in-state tuition
and fees for undergraduate or graduate coursework, not to exceed
twelve (12) credits in a fiscal year.

= For current UMD undergraduate and graduate Tuition and Fees, visit
https://billpay.umd.edu/costs.

Total FY EAP

Mandatory Fees | o Limit/

for 9+ Credits

In-State Tuition, up

to 12 Credit Hours (flat rate) Overall Max EAP
FY24 Limit
Undergraduate $4,944.50 $808.00 $5,752.50
EiEelUEls) $9.936.00 $641.50 $10,577.50

Doctoral
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Tax Implications for Tuition Payments

= MC will pay tuition on behalf of employees up to the FY24 EAP
limits, however any amount above the annual IRS limit for
educational benefits is taxable income for the employee.

= For 2023, if your employer pays more than $5,250 for
educational benefits for you during the calendar year, then the
amount over $5,250 becomes taxable income.

* This also applies to any additional funds that your department may
be paying towards your tuition. These amounts must be reported to
HRSTM for tracking purposes. Anything above the $5,250 for
tuition becomes taxable income.
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Tax Implications for Tuition Payments

» By requesting and accepting tuition payments through EAP,
employees understand and acknowledge that they are responsible
for paying the taxes on any amount above the applicable IRS limit
by the end of the calendar year.

» Taxable tuition amounts will be captured through quarterly reporting
and processed twice per quarter on the two (2) immediate pay
dates following the quarterly report — April, July, October, and
December.
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Tax Implications for
Wellness Reimbursements

= Any wellness reimbursements and incentives are taxable.

» Taxable wellness reimbursement and incentives will be captured
through quarterly reporting and processed once per quarter on the
Immediate pay date following the quarterly report — April, July,
October, and December.
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Deadline to Submit is End of FY

= Workday is the HR and Financial Management system, which
means that the deadlines for payments and reimbursements
are at an enterpriselevel and cannot be adjusted.

= Office of Business Services (OBS) will announce the deadlines for
final EAP requests and reimbursements, typically by April.
Employees cannot submitrequests for EAP requests and
reimbursements oncethe FY deadline has passed.

» OBS will allow employees that have an approved EAP event
that occursin June, or onethat beginsin June and straddles
Into July, to submit by an adjusted deadline, usually the first

week of July. There are no exceptions to this deadline; please
plan accordingly.
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Deadline to Submit is End of FY

* |n addition to communications from OBS, HRSTM will also send
reminders about the designated deadlines for all EAP requests via
multiple channels, e.g., Employee Matters newsletter, emalil blasts,
Facebook, etc. Please look for and make note of applicable
deadlines when announced.

= Note there may be different deadlines for requisitions/receipts
(direct pay) and spend authorizations/expense reports
(reimbursements).
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Timely EAP Submissions

» Please DO NOT wait until the last minuteto submit EAP requests.
Adequate review and approval take time.

* You may need to make corrections or add missing information. If so, the
approval process starts over from the beginning.

» | ate submissions will be considered for approval for the applicable
(current)fiscal year, not the closed fiscal year.
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Holding Funds for the Next FY

* |In the past, employees were able to make EAP requests in advance
to hold EAP funds for the subsequent fiscal year.

* In Workday, this is no longer possible with the configuration of the
Financial Management and Budget modules. Employees cannot
submit requests for EAP funds until the exact beginning of the
fiscal year, whichis July 1.

= |[f you have an eligible EAP program that will occur at the very
beginning of the fiscal year, you may want to consider paying and
requesting a reimbursement to ensure timely payment to reserve
your Spot.
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What are ELIGIBLE EAP expenses?

= All eligible EAP and PDAP and related travel expenses must be pre-
approved in accordance with College PandP 35001 Compensation
Programs (XI1X, A), including:

v Doctorate, Graduate, and Undergraduate course tuition, mandatory
fees, and required books

v"Non-credit WDCE courses that are job-related or preparing for a
higher level/different position at the College and required books

v"Non-MC courses, conferences, seminars, and workshops and
required books

v Professional association memberships (the majority of the
membership year should fall within the applicable FY)

v Professional publications/journals/magazines related to but separate

from paid memberships FY24 EAP Resource Guide — 133
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What are ELIGIBLE EAP expenses?

v Professional certifications/licensures, including recertification
v’ Legal mandates

v"MC Tuition Waiver mandatory fees and required books (for
credit classes)

» Employees can also use EAP/PDAP funds, toward approved
wellness expenses, up to $35 per month:

v MC-sponsored wellness programs

v Outside gym memberships or subscriptions if you use the
facility ten (10) separate days per month

v"Weight Watchers and other approved weight loss programs
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What are ELIGIBLE Wellness Expenses?

» Gyms/fitness center memberships:
v Your preferred gym/fitness/aquatic center

v’ Discounted memberships at One Life, Lifetime Fitness, and more for
MC employees

» Other wellness facility memberships and subscriptions:

v Yoga/Barre/Pilates Studios, Orange Theory, F45, Club Pilates,
Peloton, Active and Fit, Rock Climbing Centers, WW, Noom, etc.

= |f your wellness facility or activity is not on this list, please email
Megan.Cooperman@montgomerycollege.edu for approval.

= Participants must provide proof of payment and attendance for
reimbursement (at least 10 days/month or 75% of a program with

limited duration).
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What are ELIGIBLE EAP expenses?

v'EAP events mustbein support of and serviceto yourrole at
the College.

= Many employees have personal passions and have entrepreneurial
endeavors outside of work for the College, but it is not appropriate
to use EAP for personal hobbies or to promote another business.
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What are INELIGIBLE EAP expenses?

= Ineligible EAP expenses include:

B4 Admission application fees, graduation fees, and other charges
that are not directly related to a particular course

B4 Anything recreational or related to hobbies or a personal business
Ed Art (unless specifically job-related and Manager approves)

E{ Computer/IT equipment (see your Department for technology
needs)

E{EAP expenses for an ineligible employee (see your Department in
these cases regarding general training/professional development
funds)

E{ Maryland taxes on eligible expenses
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What are INELIGIBLE EAP expenses?

= Ineligible EAP expenses include:

k4 Optional or recommended books for courses or conferences,
etc.

B4 Any eligible EAP expense for a service that was not completed
or completed with an unsatisfactory grade (employees must
reimburse MC in these cases, benefits are suspended if
accountis not settled)

E{ Any eligible EAP expense for a service that was covered while
an employee was on paid Professional Development Leave
(staff) or Sabbatical Leave (faculty) and does not return to or
remain at the College at the conclusion of their leave as stated in
their respective agreement (employees must reimburse MC in
these cases, benefits are suspended if account is not
settled)
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EAP Travel Reminders

» EAP follows College PandP 65001 Reimbursement for Travel and
Related Expenses for EAP travel requests. Travel expenses related to
an approved EAP event (even local travel and related meals) should be
submitted as an EAP travel reimbursement request.

= All travel related to an approved EAP event will be paid by
reimbursement only and must be submitted within 30 days of
completion of approvedtravel.

= MC does not currently have a per diem, i.e., daily allowance, for meal
expenses when on approved travel. Employees may be reimbursed for
thereasonable cost of meals whiletraveling on official College
business. Any grocery store, restaurant, and/or food vendor is
acceptable, as long as the food is practical and for the employee only.
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EAP Travel Reminders

» For non-local travel requiring a flight or driving long-distance, employees
mustusethe most cost effective method of travel. For example, a
Business Class ticket would not be acceptable if an Economy ticket is
available, driving long-distance is not acceptable if a flight or train is

available.

» Basic documentation supporting this should be included with the Spend
Authorization, such as flight estimates, Google Maps mileage estimates,
etc. for approval beforethe expenseis incurred.
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EAP Travel Reminders

» Travelling with others is acceptable, but eligible expenses must be in
the employee’s name and receipts must be itemized for
reimbursement, i.e., hotel, rental car, etc.

« Significantly higher travel expenses for the sole purpose of
accommodating additional travelers or coordinating a personal
trip is not acceptable, e.qg., driving versus flying, or flying to/from a
different city than the location of the EAP event. The lowest amount is
reimbursable.

« Food for anyoneother than the employeeis not an eligible EAP
travel expense.

= Alcoholic beverages or other personal items are not an eligible
EAP travel expense.

» Don'’t forget that Maryland taxes on eligible expenses are not
reimbursable. FY24 EAP Resource Guide — 142
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International EAP Travel Requests

* The landscape of education and professional development has
evolved to include more opportunities to study and enhance
professional development goals abroad.

* |n addition to supervisor approval, all international EAP requests
and travel must be approved by the employee’s Senior Vice
President. This approval should be in writing and attached to the
documentation for your EAP request.

" [tisrecommended that employees process international EAP
requests as reimbursements, due to delays that may happen with
setting up an international Supplier in Workday, currency exchange
fees, longer mailing times and costs, etc.
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International EAP Travel Requests

» Make sure you use your U.S.-issued credit cards because
the daily exchange rate will automatically be done for you on
the statement. DO NOT use cash.

* Note that even with the potential for additional fees, the same EAP
per employee limits apply.
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EAP Travel Cancellations

= Any changes to your EAP event plans that require cancellation of
registration, flights, and hotel fees are handled by employees and
not the responsibility of HRSTM.

* If your registration was processed by HRSTM as a Requisition and
Receipt (direct payment to the vendor), it will be refunded to the
College by the vendor.

« If you paid for the registration but did not submit an EAP request for
reimbursement, then you must contact the vendor directly for a
refund.

* If your registration was processed by HRSTM as a Spend
Authorization and Expense Report (direct payment to the employee),
it mustberefundedto the College by the employee,as itis now
an ineligible expense. Remember, EAP benefits are suspended if
accou ntS are nOt Settled' FY24 EAP Resource Guide — 145
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Prepare for your EAP Request

» Determine if your request is a Requisition or a Reimbursement.

= Review applicable resources, job aids, and/or videos to prepare,
procurementis comprised of Workday Employee Self-Service (ESS)
and Manager Self-Service (MSS) business processes.

= Confirm whether your Supplier is already in Workday:

« Contact OBS (Accounts Payable or Procurement) to check W orkday
for your Supplier

* Ifit's not there, refer to the Create Supplier Request job aid or video

= Complete your EAP documentation and save it to your computer for
uploading into Workday, including your EAP Acknowledgement Form.

= Enroll in Direct Deposit for your Reimbursement (if applicable); refer to
the Manage Payment Elections job aid.
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Suppliers: MD Colleges and Universities

Baltimore City Community College * Bowie State University
Morgan State University « Coppin State University

St. Mary's College of Maryland « Frostburg State University
Universities at Shady Grove « Salisbury University

Towson University
University of Baltimore
University of Maryland, Baltimore
University of Maryland, Baltimore
County

« University of Maryland, College Park

» University of Maryland, Eastern
Shore

* University of Maryland Global
Campus

* University of Maryland Center for
Environmental Science
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Acceptable Justifications are Required

» Employees mustinclude a specific justification for their EAP expenses.
Your request will be sent back without an acceptable justification.

Acceptable Examples Unacceptable Examples

v This course is required for my
degree program, which is related to k1 Professional development
my current job.

v" Seminar ABC will provide

updates/new insights for my new Bl Simply listing the name of the
job duties at the College and help conference or workshop
better prepare me for the transition.

v" The XYZ Professional Membership
Is critical for keeping me up to date
on changes and new trends and
compliance in my area/field.

k4 | enjoy learning about XYZ...
Bt My manager approved...
k4 ABC looks interesting...
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Adding your Justification
= When your requestis for MC to pay your Supplier:
« Step 1: Create a Requisition. The justification should go into the

Memo field. A simple description of the EAP service goes in the
Description field.

« Step 2: Create a Receipt. The Description should populate from the
Requisition/PO in the Item Description and Memo fields.

= When your requestis for MC to reimburseyou:

« Step 1: Create a Spend Authorization. The justification should go
Into the Justification field. Simple description of the EAP service
goes in the Description field.

« Step 2: Create an Expense Report. The Description from the
Spend Authorization will populate in the Memo field.
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EAP Acknowledgement Form

* Beginning January 1, 2023, all EAP requests mustincludea
completed EAP Acknowledgement Form with the documentation
uploaded for the request.

= This form will be required to confirm that all employees understand the
EAP policy [College PandP 35001 Compensation Programs (XIX,
A)] regarding eligible EAP services and the consequences should the
employee not attend or complete the program, course, seminar, etc.,
secure a satisfactory grade upon completion of a credit course, or
receive taxable benefits above the IRS limit.

= [t will also aid employees with confirming the Activity Type,
Spend Category, and Activity Code in advance of entering into
Workday.

* You can find the EAP Acknowledgement Form on the HRSTM EAP
Page. FY24 EAP Resource Guide — 151
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Helpful Workday Apps for EAP Requests

Requisitions — create 4 @
new Requisitions and jm= =)
check the status of %
processed Requisitions

Requisitions Expenses
Pay — manage pay VAR @

elections to receive :n
Payroll and Expense @
(i.e., Reimbursement)

payments via direct Pay Learning
deposit

Expenses — create
and view Expense
Reports

MC Learns via
Learning — learning
management system
for Workday training
recordings, including
Procurement
Business Processes
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EAP Request Workflow
| need MC to pay the Supplier | already paid or will pay for my eligible EAP,
for my eligible EAP expenses, PDAP, Wellness, and/or EAP Travel expenses
EXCEPT for EAP Travel, Wellness, and PDAP and
which are reimbursement only. | need MC to reimburse me.
!
!
Step 1: Create Requisition Step 1: Create Spend Authorization
(choose Service) (not required for Wellness — go to Step 2)
! !
Step 2: Once Requisition is APPROVED, Step 2: Once Spend Auth is APPROVED,
Create Receipt (next business day) Create Expense Report (immediately)
! !

Upon final approval, by the Manager AND the EAP Partner, AP processes payments weekly.
If approved by Wednesday, payment will be included in Thursday check run for Friday.

-- Search My Requisitions to confirm approval or -- View Expense Reports to confirm approval or
payment status (Invoicing Status: Fully Invoiced or Paid). payment status (Status: Approved or Paid).

-- Payment is mailed to Supplier according to -- Deposit is made according to Payment Elections in
invoice/instructions. ESS as a separate deposit (not included with payroll).

Contact Accounts Payable for questions related to payment (i.e., status of payment, if
payment has not processed or been received timely).
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Helpful Info: Important Reminders

» Please remember that the system will automatically default to your
current Cost Center information. This is NOT the correct Cost
Center for EAP requests.

« When choosing a Cost Center,do nottype in the correct
code, but rather SCROLL DOWN and click on your Cost
Center selection so that it populates the next two (2)
required fields (Program and Fund).

» You need to CAREFULLY review each and every field to make sure
the information is correct before you move forward.

* You may also need to REMOVE information in fields that may not
be applicable.

* For example, Faculty need to deletethe Disciplinefrom the
Additional Worktags field.
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Helpful Info: Key Data Fields
= Requisition type
» Always choose EAP

= Cost Center
« Always change to MC0001 Collegewide Operations

* If you delete the default Cost Center, then SCROLL DOWN
and choose MCO0O01 at the bottom of the list (instead of
typing it in and hitting Enter), it will auto-populate the
Program and Fund fields.

* This is the most common mistake for EAP requests, which results
In Failed Budget errors and processing delays. The Program and
Fund fields must be accurate for EAP requests to processed
correctly.
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HelprI |nf0: Key Data FleldS (continued)
= Start Date and End Date

« Always add the Start and End Dates of your EAP Service
(these are required even though not always marked with *)

= Non-Catalog Items

« Always choose Services (DO NOT choose Goaods; the form will
populate different field options if you forget to do this)
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Helpful Info: Activity Codes
= Additional Worktags — Activity codes

» Not a required field, but you can add if you know which Activity
Code applies (EAP Partner will add if left blank)

« Activity B: Compliance and Ethics
« Activity D: Equity, Diversity, Access, and Inclusion

« Activity G: Continuing Education in Discipline/Field/Profession
(most popular option)

« Activity L: Leadership, Management, and Supervision

« Activity M: Educational Credentialing/Certifications/Licensures
(for license/certification renewals)
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HelprI |nf0: ACt|V|ty COdeS (continued)
= Additional Worktags — Activity codes

» Not a required field, but you can add if you know which Activity
Code applies (EAP Partner will add if left blank)

Activity P: Professional Memberships

Activity R: Language, Literacy, and Communication

Activity T: Technology or Cybersecurity

Activity U: Teamwork and Collaboration

Activity W: Wellness
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Helpful Info: Spend Categories

» Requisition/Receipt (pay the Supplier) and Spend Authorization/
Expense Report (reimburse me):

« 5521: EAP — Non-MC Courses, Seminars, Conferences, and
W orkshops

o 5522: EAP Tuition — Graduate/Doctorate
« 5523: EAP Tuition — Undergraduate
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Helpful Info: Spend Categories (ontinued)

» Wellness, PDAP, and EAP Travel are reimbursement only and
Ineligible for prepay.

= Spend Authorization/Expense Report (reimburse me) ONLY:
« 5525: EAP Wellness Class/Outside Gym Membership

« 5540: PT Faculty Professional Development (all PDAP expenses,
iIncluding the course, travel

« 5545: EAP Travel
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Most Common Mistakes

» ALWAYS change the Code to MCOOQOL1. This is the #1 mistake.
When you forget to change this, it causes Failed Budget errors and
processing delays. The Program and Fund fields must be accurate for
EAP requests to processed correctly. Faculty need to delete the
Discipline from the Additional Worktags field.

» Complete your EAP/PDAP Acknowledgement Form to make sure
you have all the information you need BEFORE you sit down to enter
your request. Make sure it is for the correct FY.

» Give yourself enough time; DO NOT wait until the last minute. You may
need additional time to make corrections or add missing information.

» Managers SHOULD NOT blindly approve requests. Review for
accuracy and eligibility. Ask yourself, “Would | pay for this from my

department budget if necessary?”
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Most Common Mistakes

= All requests have TWO (2) STEPS: Requisition AND Receipt, OR
Spend Authorization AND Expense Report. Don’t forget to process
your applicable second step once the first step has been approved.
Your request is not complete until the second step is processed; your
payment will not be made until both steps are done and approved.

» Make sure you confirm your Supplier is correct for Requisitions. Use
the cheat sheet in this guide for all Maryland colleges and universities.

» Make sure your documentation includes start and end dates for
your EAP request. EAP requests cannot be approved without
dates.

» Be sure your wellness facility/subscription is approved. Make sure
your wellness requests include your proof of attendance and

payment.
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Most Common Mistakes

» Creating more than one Expense Report for one Spend Authorization will
generate an error that you have exceed the 10% buffer for approval. You will
have to cancel them all and start over.

» Remember the correct way to submit your request — Workday (hon-MC
courses, conferences, etc., travel, and wellness for EAP and all eligible
PDAP), Tuition Waiver website (MC credit courses for FTF and Staff), or via
email (MC books and fees and MC non-credit for FTF and Staff).

* Do not enter an EAP request if you have questions about eligibility, timing, etc.
If it is the wrong FY, HRSTM will just send it back for resubmission; we
will not fully process the request. Email us at
EAPRequests@montgomerycollege.edu if you have specific questions
about your request BEFORE you submit it.

» Read the comments! When HRSTM sends back requests with comments,

pay attention to the information and/or explanation that was provided.
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EAP Request Workflow
| need MC to pay the Supplier | already paid or will pay for my eligible EAP,
for my eligible EAP expenses, PDAP, Wellness, and/or EAP Travel expenses
EXCEPT for EAP Travel, Wellness, and PDAP and
which are reimbursement only. | need MC to reimburse me.
!
!
Step 1: Create Requisition Step 1: Create Spend Authorization
(choose Service) (not required for Wellness — go to Step 2)
! !
Step 2: Once Requisition is APPROVED, Step 2: Once Spend Auth is APPROVED,
Create Receipt (next business day) Create Expense Report (immediately)
! !

Upon final approval, by the Manager AND the EAP Partner, AP processes payments weekly.
If approved by Wednesday, payment will be included in Thursday check run for Friday.

-- Search My Requisitions to confirm approval or -- View Expense Reports to confirm approval or
payment status (Invoicing Status: Fully Invoiced or Paid). payment status (Status: Approved or Paid).

-- Payment is mailed to Supplier according to -- Deposit is made according to Payment Elections in
invoice/instructions. ESS as a separate deposit (not included with payroll).

Contact Accounts Payable for questions related to payment (i.e., status of payment, if
payment has not processed or been received timely).
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Workday EAP Request Demos

* | need MC to Pay the Supplier:
 Demo Videos:

— Create Supplier Request (Total Time 3:32) (if applicable)

— Step 1 of 2: Create Requisition (Until 9:57) and
Step 2 of 2: Create Receipt (Total Time 12:23)

= | need MC to Reimburse Me:
« Demo Video:

— Step 1 of 2: Create Spend Authorization (Until 10:37) and
Step 2 of 2: Create Expense Report (Total Time 15:08)
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https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://montgomerycollege.zoom.us/rec/play/GBwCaZpnKJbh6_ftONGedHWkxK6lo-yU0d9BLIZQ1-LT59Go09t3P9B55TePs9s1gmog3IEsZDu3h8Uv.pN-SeOKrtczV1Ejd?startTime=1651850082000
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
https://montgomerycollege.zoom.us/rec/play/c8ZpFhFQgIBAl2bcvai4mPnTSSkLTC8u7ef2VBKpawq-jdWalsGXe7tFoKSoJO2RYGIO59_TnSNXVyf5.i7hcAQ3lez04LAN1?startTime=1650558028000
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EAP Training and Resources
= HRSTM EAP Page

 General EAP info and current EAP Resource Guide

 Allocation and utilization data by employee type and bargaining
status for the applicable fiscal year

 FAQs

= Workday Training Page

 Job aids and recordings

» HRSTMForms Page

« EAP Forms for MC Courses
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https://info.montgomerycollege.edu/offices/human-resources/educational-assistance-program.html
https://info.montgomerycollege.edu/offices/information-technology/workday/workday-training.html
https://info.montgomerycollege.edu/offices/human-resources/forms.html
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Additional EAP Support

» Contact EAP Requests for Personal EAP Help Sessions and with
general EAP inquiries

« EAPRequests@montgomerycollege.edu
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mailto:EAPRequests@montgomerycollege.edu
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Workday Support Resources

= |T Service Desk
o 240-567-7222

e itservicedesk@montgomerycollege.edu

» HR Help Desk
» 240-567-5353

* hrstm@montgomerycollege.edu

» OBS (Finance, AP, Procurement)
e 240-567-5292

« accountspayable@montgomerycolle.edu,
procure@montgomerycollege.edu, or
finance.obs@montgomerycollege.edu .



mailto:itservicedesk@montgomerycollege.edu
mailto:hrstm@montgomerycollege.edu
mailto:accountspayable@montgomerycolle.edu
mailto:procure@montgomerycollege.edu
mailto:finance.obs@montgomerycollege.edu
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Have a great Workday!

“The secret to change
IS to focus your energy
not on fighting [about]
the old, but on building

the new.”
— Socrates

“We got this!”
— Monty

Back to Table of Contents
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Managing Life in the Workplace

Teresa Natera
Human Resources Specialist ||
Leave Specialist
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Managing Life in the Workplace

= ADA Accommodations/ Ergonomic Assessments

= Time off -Advanced Sick time offf STD/LTD/FML/LWOP

* Drug and Alcohol Abuse Prevention Policy/Faculty Staff
Assistance Program (FSAP)

= Workers’ Compensation
= HIPAA Privacy

= Supervisory challenges since the pandemic.
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Remote Work Request

= \What is the criteria for approving the request?
= \What is my role as the supervisor?

» |s performance a factor?

» Reporting leave during remote work.

= How do | manage a remote worker?

174
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Managing Life in the Workplace
Americans with Disabllities Act (ADA)

*\Who is covered?

= What is a reasonable accommodation? J
* How do you request an accommodation? R

= \Why do you need to request an accommodation?

= \What questions can a supervisor ask an employee related
to the disability?

* Privacy and confidentiality of health information.

175 ® ADA Coordinator for Faculty and Staff — Rowena D’'Souza
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Managing Life in the Workplace

LEAVE TYPES

= Short Term Disability Leave (STD)
= Long Term Disability Leave (LTD)
= Advanced Sick Time Off

= Leave Without Pay (not FML)
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Managing Life in the Workplace

» Family and Medical Leave (FML)

=\Who s eligible — 1 year and 1,250 hours

= What is the duration — 12 weeks — 480 hours
= Intermittent use of FML

= Military FML — 26 weeks

= Sick leave runs concurrently with FML

177
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Managing Life in the Workplace

Bonding Leave
» Mothers and fathers are eligible
» Must be taken by baby’s 1st birthday

* May not be taken on intermittent basis without employer’s
consent

» Fathers may use up to 12 weeks of sick leave for bonding
with the baby.

* Annual leave may also be used during this time if
approved by the supervisor.
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Mental Health-Friendly Workplace

* Role of the Supervisor
= Awareness

= Accommodations

= Assistance

= Access
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Managing Life in the Workplace

MC CARES
Care, Advise, Respond, Engage, Support

This Is a voluntary, CONFIDENTIAL assistance program
designed to help employees and their families with life
ISsues & situations, including: marital concerns, stress,
family pressures, financial difficulties, bereavement, elder
care, pet sitting, vacation planning.

— Avallable 24 hours a day/7 days a week
— NO cost to employees or family members

— Upto 6 free sessions per issue
180
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Managing Life in the Workplace

Drug and Alcohol Abuse Prevention Policy
31005CP

» Prohibits possession, use or distribution of unlawful drugs
and alcohol on college property.

= Disciplinary action for violating the policy.

* No open containers of alcohol in your vehicle.

N
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Managing Life in the Workplace

Standards of Conduct for Employees

» Report to work “Fit for Duty”

* Able to work safely

» Promptly disclose restrictions to supervisor

* Do not disclose underlying medical condition to supervisor

= HIPAA Privacy Official at the College — Rowena D’'Souza
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Managing Life in the Workplace

Worker’'s Compensation Program

= CorVel Corporation Services

* Report incident to Security

= First visit is always covered

* Provide clinic with documentation

* Reimbursement at 66 2/3% or 100% of pay

= Use of leave while out of work due to a work injury/iliness
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Managing Life in the Workplace

Contact Information

» Rowena D’'Souza — 240-567-5370/ADA/Risk Management

» Teresa Natera — 240-567-3137/Leave and Ergonomic
Specialist
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Managing Life in the Workplace

Thank you!

185
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Managing Ethically and with Integrity

Maria Adams

Compliance and Ethics Specialist
Office of Compliance, Risk, and Ethics
maria.adams@montgomerycollege.edu
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Managing Ethically and with Integrity

Learning Outcomes

« Understand ethical culture and how ethical leaders positively
Impact organizational culture.

« Know how to report concerns and wrongdoing at Montgomery
College.

* Recognize how ethical expectations support the work
experience.
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Managing Ethically and with Integrity

Regulatory
Compliance

Enterprise 2012 ADA

" Risk . Compliance
anagemen Added in 2013

Added in 2017

Code of COMPLIANCE, RISK, Title IX
Ethics AND ETHICS OFFICE Compliance

Added in 2017 Established in 2012 Added in 2016

MD State

Ethi'cs. Protection
Commission of Minors

Reporting Gl Added in 2016
Added in 2016 Audit and
Advisory
Added in 2016
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Managing Ethically and with Integrity

Compliance and Ethics
Awareness Week

November 6 — 10, 2023
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Managing Ethically and with Integrity

Organizational and Ethical Culture
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Managing Ethically and with Integrity
Tone At The Top

A term used to define management’s leadership and

commitmenttowards openness, honesty, integrity,
and ethical behavior.

Tone At The Top Affects
Mood In The Middle



The Office of Compliance, Risk, and Ethics is responsible for
overseeing, monitoring, and coordinating compliance matters for the
College. The Office also is committed to promoting an environment
where the seven ethical expectations—Accountability, Civility and
Collegiality, Compliance, Fairness, Honesty, Respect, and
Stewardship—are upheld by every employee.

MONTGOMERY
COLLEGE
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Managing Ethically and with Integrity

Mission, Vision, and Values

Values Statement

At our core, we believe in welcoming all students and all employees into a
community that emphasizes belonging. We believe in giving every individual
what they need to succeed (Equity and Inclusion). We believe in conducting
our teaching and service duties with distinction (Excellence) in an ethical and
trustworthy manner (Integrity). We are dedicated to being a transformational
institution seeking social justice and are continuously updating and improving all
our learning environments, the curriculum, and student services (Innovation) to
meet the changing needs of our community (Adaptability). We make decisions
about our operations in a way that respects and sustains the environment
(Sustainability). We conduct ourselves with civility, courtesy, and
professionalism in all our interactions (Respect).

https://www.montgomerycollege.edu/about-mc/mission-values.html
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Fostering Student Success at MC

Student success is inherent to the work and efforts of the Office of
Compliance, Risk, and Ethics. Montgomery College students are
empowered through awareness and engagement about critical
compliance-related initiatives. Woven into this work is a commitment to
advancing an ethical and equitable College culture that fosters inclusion,
social justice, and support for students to thrive during their journey at

MC.

MONTGOMERY
COLLEGE
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Managing Ethically and with Integrity

Student Success Policy and Procedure — 41000

“Il. C. Student success is enabled when faculty and staff are
committed to:

1. providing a positive, welcoming climate that reflects an
ethical and caring college community;” (41000CP)
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Managing Ethically and with Integrity

Code of Ethics and Employee Conduct
and Ethical Role Models

196
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Code of Ethics and Employee Conduct
Policy and Procedure 31000
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Managing Ethically and with Integrity

Ethical Expectations  mesm= ETHICAL
EXPECTATIONS

CIVILITY &
ACCOUNTABILITY COLLEGIALITY

SEVCSSIEN ETHICS

eMC

[\

198 A Practical Guide to
Fostering an Ethical Culture at MC
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Managing Ethically and with Integrity

Which of the Ethical Expectations would you be most
Interested in sharing information about with your
team?
Accountability
Civility and Collegiality
Compliance
Fairness
Honesty
Respect
Stewardship
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Managing Ethically and with Integrity
Thinking Critically As An Ethical Role Model

* Does this violate any law, policy, or standard of
conduct?

 What are the risks and benefits, both short and long
term?

 What are the positive and negative consequences of
each option?
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Managing Ethically and with Integrity

Supervisors as Ethical Role Models

 Employees are encouraged to come to you with
concerns.

» As supervisors, you are responsible to hear
employee’s concerns and address them.

 Resources are available for guidance for areas of
uncertainty or to confirm you are providing the
right guidance.
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Supervisors as Ethical Role Models

It Is better to ask than proceed without certainty. When
In doubt, check it out.

 Employees are protected against retaliation.
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Reporting Concerns and Wrongdoing

203
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Reporting Concerns and Wrongdoing
 Employees are expected to report suspected wrongdoing.

 Employees are encouraged to report suspected
wrongdoing to their supervisor as a first contact.

e Supervisors are to address the concerns and escalate as
appropriate. Resources are available for guidance for
areas of uncertainty or to confirm you are providing the
right guidance.

* Employees also can report anonymously to the College’s
confidential reporting line, EthicsPoint.
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EthicsPoint Confidential Reporting Line

MC

MONTGOMERY

844-572-2198

Anonymous and confidential reporting line
hosted by EthicsPoint

WWW.montgomerycollege, 844-5;32"-2198
ethicspoint.com or visit

www.montgomerycollege.ethicspoint.com

Not sure If you have an ethical conflict to repont? Questions
about the types of ethical concerns employees may report?

Contact the Office of Compliance,
Risk, and Ethics

240-567-7396
ethics@montgomerycollege.edu

205
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Managing Ethically and with Integrity

MONTGOMERY If contacting your supervisor/manager i ot possible or appropriate, r you wish

COLLEGE oo ot comehaion s s ey v ot o s
Roadmap for CADVARFOR | I
EMPLOYEES
Employees to S

oadmap OBCING where you can go o . Research Fraud or Miscondue

assistance and resolution e 4 .y SRS

Contact your supervisor or manager with r ory C
Ath

your concem. Supervisors and managers

are your first line of communication
Ombuds—Guidance at any time. Internal Audit
N al, indeper InternalAudit@montgomerycollege.edu

e
h w

« Offers di
workplace is:

/Embezzlement - Employee Time Reporting or Time Abuse

Abuse, and Misuse of Institution Resources
and options
+ Refers employees to other MC c
IT Privacy & Cybersecurity Compliance
©Ombuds@montgomerycollege.edu TSecurty@ e oRage.edi

EthicsPoint Reporting Line

S BB ConcemisaranyMBAN N
ally
+ Managed by the Office of Compliance,
Risk, and Ethic

0

montgomerycollege.ethicspoint.com
844-572-2198

Intellectual Property Concerns

the Dean of the relevant academic

Additional Resources Office of Public Safety and Emergency Management
240-567-3333
- Govemance Coundil

«Labor Unions-AAUP SEIU, or AFSCME * Physical Safety and Protection « First Aid * Emergency Assistance
+ 24-hour Escort Service (upon request) + Lost and Found

Student Concerns

solutior Please contact the Office of Compliance, Risk, and Ethics if your concem is about
i one of thesa offices or a lack of response to a concern.

it Complair

webpage for policies and proced:
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Reporting Concerns and Wrongdoing

» For Guidance, see College Policy and Procedure:
« 31000 — Code of Ethics and Employee Conduct
* 61008 — Reporting Suspected Acts of Wrongdoing
« 39003 — Protection Against Retaliation
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Ethical Scenario

Chris, an employee, is assigned a task by Pat, the supervisor. The
task is important to the overall project and requires new skills that
Chris either does not have or has a very basic ability. Chris never
asks for clarification nor resources, and Pat never checks in for
progress reports. Not surprisingly, the task is not completed by the
deadline. Pat meets with Chris to discuss missing the deadline, and
Chris explains that more direction was needed for this project. Pat,
who is angry with Chris, says there are so many moving parts to the
entire project that not every step can be monitored.

Is there an ethical dilemmahere?
208 What would you do to navigate it?
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www.montgomerycollege.edu/ethics

Thank You and Best Wishes with Your Team!
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Manager’s Toolkit Managers Toolkit

As part of efforts to foster a strong ethical culture at Montgomery College, please note these special resources for managers and

supervisors for compliance and ethics information. We encourage managers to share this critical information with their teams. All

= Ethics website - Trainin
employees are welcome to utilize these resources. Please contact ethics@montgomerycollege.edu with any questions.
an d R eS O u rC eS - Ethical Leadership | Ethical Expectations = Reporting Concerns  Avoiding Retaliation = Additional Resources
.

Responsibilities of Leadership

¢ Eth ICaI Le a-d e rS h I p (from the MC Code of Ethics and Employee Conduct Handbook (%)

° . - Montgomery College employees in supervisory positions are the foundation of college leadership, and their role carries several
t I C a X p e Ctatl O n S additional responsibilities.
- First and foremost, it is important for supervisors to lead by example. By working ethically and demonstrating high standards for self
[ ] R e p O rt I n g ‘ O n C e rn S and others, you support and encourage a civil and professional work environment.
- - - - When establishing and maintaining their unit, supervisors need to set clear expectations and discuss those expectations with

o AVO I d I n R e t a | I at I O n employees so they have an adequate understanding of our Code of Ethics and Employee Standards of Conduct (PDF, B . They must

make sure to provide access to resources and strive to promote a culture where employees feel comfortable asking questions and
0.0 voicing concerns.

« Additional Resources

College leaders should also continually work to encourage the development of personnel, acknowledge and retain competent

personnel, and seek ways to sustain a high level of morale within their units.

Remember, it is never right to retaliate or tolerate retaliation against any employee for raising concerns that he or she believe to be

true.
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'hank
You!

HRSTM would like to thank you for your time and
participation in attending the Supervisor
Orientation.

I've learned that people will forget what you said, people will forget what you did,
but people will never forget how you made them feel. — Maya Angelou




MONTGOMERY
COLLEGE




	Slide 0
	Slide 1: Welcome Back!
	Slide 2: Agenda
	Slide 3: Employee Engagement & Labor Relations (EELR)
	Slide 4: Employee Engagement & Labor Relations (EELR)
	Slide 5: Employee and Labor Relations
	Slide 6: Three Unions at MC
	Slide 7: Policies and Procedures
	Slide 8: What do employees want in a supervisor?
	Slide 9
	Slide 10: Ways We Can Help
	Slide 12
	Slide 13
	Slide 14
	Slide 15: Non-bargaining Employees
	Slide 16: Internal Investigations
	Slide 17: Offboarding
	Slide 19
	Slide 20: Separations & Action Items 
	Slide 21: Workday Separations Job Aid
	Slide 22: 2023 Off Boarding at MC
	Slide 23: Employee Engagement and Labor Relations
	Slide 24
	Slide 25: Managing For Optimal Performance
	Slide 26: Managing For Optimal Performance
	Slide 27: Addressing Performance Issues
	Slide 28: What Is Coaching?
	Slide 29: Coaching vs. Counseling 
	Slide 30: Why Coaching? 
	Slide 31: Performance Improvement Plan (PIP)
	Slide 32: PIP Basics
	Slide 33: AFSCME
	Slide 34: Non-Disciplinary Actions
	Slide 35: Counseling
	Slide 36: Counseling Basics
	Slide 37: Mandatory Training  
	Slide 38: Conflict Resolution 
	Slide 39: Other Remedial Action
	Slide 40: Managing For Optimal Performance
	Slide 41: Managing For Optimal Performance
	Slide 42: Managing For Optimal Performance
	Slide 43: Annual Evaluations
	Slide 44: 2024 Goals Schedule
	Slide 45: Annual Evaluation
	Slide 46: Online Resources
	Slide 47: 2024 Annual Performance Evaluations   
	Slide 48
	Slide 49: Performance Goals
	Slide 50: Developing Performance Goals  
	Slide 51: Developing your Performance Goals
	Slide 52: Professional Development Goals 
	Slide 53: Professional Development Goals
	Slide 54: Examples of Professional Development Goals 
	Slide 55: Entering Goals in Workday
	Slide 56: Additional Trainings 
	Slide 57:    Managing For Optimal Performance
	Slide 58: Managing For Optimal Performance
	Slide 59: Counseling Session Practice 
	Slide 60: Counseling Session Practice (cont.)
	Slide 61: Managing for Optimal Performance
	Slide 62
	Slide 63
	Slide 64: Procurement 101
	Slide 65: Mission
	Slide 66: Your Role in the Procurement Process  1. Adhere to all Board of Trustees Policies and Procedures. Your needs can be better met when we collaborate together to execute the procurement procedures. We are here to serve you, and we need your help an
	Slide 67: Procurement Process
	Slide 68: Ordering Methods   
	Slide 69: Thresholds
	Slide 70
	Slide 71
	Slide 72
	Slide 73: Popular Collegewide Contracts
	Slide 74
	Slide 75: Central Receiving & Surplus Property   
	Slide 76
	Slide 77
	Slide 78
	Slide 79: Presentation Overview
	Slide 80: Budget Definition & Purpose
	Slide 81: Annual Budget Development Process
	Slide 82: Budgets at Montgomery College
	Slide 83: Operating Fund Revenue Sources
	Slide 84:     Operating Fund Expenditures by Function
	Slide 85:      Operating Fund Expenditures by Object
	Slide 86: Unit Budgets
	Slide 87: Unit Budgets (cont.)
	Slide 88: Questions
	Slide 89
	Slide 90
	Slide 91: Purpose of the EAP Guide for Supervisors
	Slide 92: What is EAP?
	Slide 93: What is EAP?
	Slide 94: What is PDAP?
	Slide 95: EAP/PDAP Eligibility
	Slide 96: FY24 EAP Allocations
	Slide 97: FY24 EAP Tuition Limits
	Slide 98: EAP Request Workflow
	Slide 99: Workday EAP Request Demos
	Slide 100: What is a Supervisor’s role in EAP?
	Slide 101: What is a Supervisor’s role in EAP?
	Slide 102: What is a Supervisor’s role in EAP?
	Slide 103: What is a Supervisor’s role in EAP?
	Slide 104: EAP Training and Resources
	Slide 105: Additional EAP Support
	Slide 106
	Slide 107: Purpose of the EAP Resource Guide
	Slide 108: Table of Contents
	Slide 109
	Slide 110: What is EAP?
	Slide 111: What is EAP?
	Slide 112: What is PDAP?
	Slide 113: EAP/PDAP Eligibility
	Slide 114
	Slide 115: EAP Request Types
	Slide 116: PDAP Request Types
	Slide 117: EAP Request Process in Workday
	Slide 118: EAP Request Workflow
	Slide 119: MC Tuition Waiver
	Slide 120
	Slide 121: FY24 EAP/PDAP Allocations
	Slide 122
	Slide 123: FY24 EAP Tuition Limits
	Slide 124: Tax Implications for Tuition Payments
	Slide 125: Tax Implications for Tuition Payments
	Slide 126: Tax Implications for Wellness Reimbursements
	Slide 127
	Slide 128: Deadline to Submit is End of FY
	Slide 129: Deadline to Submit is End of FY
	Slide 130: Timely EAP Submissions
	Slide 131: Holding Funds for the Next FY
	Slide 132
	Slide 133: What are ELIGIBLE EAP expenses?
	Slide 134: What are ELIGIBLE EAP expenses?
	Slide 135: What are ELIGIBLE Wellness Expenses?
	Slide 136: What are ELIGIBLE EAP expenses?
	Slide 137: What are INELIGIBLE EAP expenses?
	Slide 138: What are INELIGIBLE EAP expenses?
	Slide 139
	Slide 140: EAP Travel Reminders
	Slide 141: EAP Travel Reminders
	Slide 142: EAP Travel Reminders
	Slide 143: International EAP Travel Requests
	Slide 144: International EAP Travel Requests
	Slide 145: EAP Travel Cancellations
	Slide 146
	Slide 147: Prepare for your EAP Request
	Slide 148: Suppliers: MD Colleges and Universities
	Slide 149: Acceptable Justifications are Required
	Slide 150: Adding your Justification
	Slide 151: EAP Acknowledgement Form
	Slide 152: Helpful Workday Apps for EAP Requests
	Slide 153: EAP Request Workflow
	Slide 154: Helpful Info: Important Reminders
	Slide 155: Helpful Info: Key Data Fields
	Slide 156: Helpful Info: Key Data Fields (continued)
	Slide 157: Helpful Info: Activity Codes
	Slide 158: Helpful Info: Activity Codes (continued)
	Slide 159: Helpful Info: Spend Categories
	Slide 160: Helpful Info: Spend Categories (continued)
	Slide 161
	Slide 162: Most Common Mistakes
	Slide 163: Most Common Mistakes
	Slide 164: Most Common Mistakes
	Slide 165
	Slide 166: EAP Request Workflow
	Slide 167: Workday EAP Request Demos
	Slide 168: EAP Training and Resources
	Slide 169: Additional EAP Support
	Slide 170: Workday Support Resources
	Slide 171: Have a great Workday!
	Slide 172
	Slide 173: Managing Life in the Workplace
	Slide 174: Remote Work Request
	Slide 175: Managing Life in the Workplace
	Slide 176: Managing Life in the Workplace
	Slide 177: Managing Life in the Workplace
	Slide 178: Managing Life in the Workplace
	Slide 179: Mental Health-Friendly Workplace
	Slide 180: Managing Life in the Workplace
	Slide 181: Managing Life in the Workplace
	Slide 182: Managing Life in the Workplace
	Slide 183: Managing Life in the Workplace
	Slide 184: Managing Life in the Workplace
	Slide 185: Managing Life in the Workplace
	Slide 186: Managing Ethically and with Integrity
	Slide 187: Managing Ethically and with Integrity
	Slide 188: Managing Ethically and with Integrity
	Slide 189: Managing Ethically and with Integrity
	Slide 190: Managing Ethically and with Integrity
	Slide 191: Managing Ethically and with Integrity
	Slide 192
	Slide 193: Managing Ethically and with Integrity
	Slide 194
	Slide 195: Managing Ethically and with Integrity
	Slide 196: Managing Ethically and with Integrity
	Slide 197: Managing Ethically and with Integrity
	Slide 198: Managing Ethically and with Integrity
	Slide 199: Managing Ethically and with Integrity
	Slide 200: Managing Ethically and with Integrity
	Slide 201: Managing Ethically and with Integrity
	Slide 202: Managing Ethically and with Integrity
	Slide 203: Managing Ethically and with Integrity
	Slide 204: Managing Ethically and with Integrity
	Slide 205: Managing Ethically and with Integrity
	Slide 206: Managing Ethically and with Integrity
	Slide 207: Managing Ethically and with Integrity
	Slide 208: Managing Ethically and with Integrity
	Slide 209: Managing Ethically and with Integrity
	Slide 210: Managing Ethically and with Integrity
	Slide 211: Managing Ethically and with Integrity
	Slide 212
	Slide 213

