Future

Job Classification

QMCPS Ja)

Phase

N

job description, and

Conduct analysis to

determine job

details, and add

generates notification

collaborate w/ dept. > q » Cclassification review to Budget, dept.
to finalize grade cycle requestor, ERSC

Job Class. Job Class. Job Class. Job Class.
Coordinator Mantial Coordinator Mantia} Coordinator LM Coordinator LM

)
Qo Budget Re-or
5 g g
>
o
\ 4
. . e Request new job
Confer with Budget Review existing job E . J.
and OHRD _ codes _ (provide draft job
- Start > - description)
c
() Director Manual Director HCM Director Manual
S
£
©
8 Seek approval from
a Edit description Associate
and sendto OHRD |— | Superintendent for
final job description
Director Manual Director Manual
A
T\ T\
\ 4
Determine if job Provide job Review to ensure L oy d_Epa'tm_en,t
. . . Upload final job and staffing specialist New
code currently ool , > description based _| consistency with e _ T _
. ode exists? Ye ; » S » Hire
exists onjob code class and finalize description
Job Class. Job Class. Job Class. Job Class. Job Class.
Coordinator Man(lal Coordinator Mandil Coordinator Mantial Coordinator e Coordinator e
()
o New
= P\ Hire
(@] No Review grade, draft Create job code, System auto-

End




Reclassification
Future

QMCPS Ja)

Phase
1S
o Make request for a . e s Discuss with Notify OHRD of
£ . Receive notification . . .
study and provide of positions _ immediate _ decision to study/
Fu Start justification g P » supervisors » not
o
8 Director Manual Director Email Director ‘ Manual Director Manual
* T\
Update job record
to note job study
declined
A. Super HR/
Class. Assoc. HEM
2 No
T\ * NG
Run report on Notify director of . . Review request and Review memo and
o e P Receive notice from Request .
positions to be unit/division of P o~ draft memo with make
Al studied ”| affected positions . position to be_~—Ye 0 mmendation determination
A. Super HR/ A. Super HR/ studied? A. Super HR/
Ciassl.aAssoc. Manual Ciassi.)AssocA Email Director ‘ Manual Ciass?Assoc. Manual Deputy Sup. Manual
()]
o
I
(@] . . .
Interview Make Review and make A Create list of
Approve incumbents, recommendation determination of N and unions positions and
> position for Yes research » onreclassification | »|  reclassification | > Approve? YesP » incumbents
— A. Super HR A. Super HR
Cias“lsl.)i;oc( Manual Ciasus’.jirssoc{ Manual Deputy Sup. Manual Class. Assoc. Manual Class. Assoc. Manual
I‘lIU *
Send Excel to Initiate personnel
Job code Make job code action (employee,
_| Budget, PM, and o h Salary/grade salary, grade change,
» ERSC > description YesP changes 5 Yesp| Y, 8r2 ge,
change? change? effective date)
Class. Assoc. Manual Class. Assoc. HCM P'asgi:;n HCM
No
\ 4
Receive and
g process personnel | Payroll
5 action =
Sr. Spec for
Pos & Salary bie
\ 4
Receive list of
° positions and Update position
%0 N incumbents for > information End
S reclassification
(an] Mgmt/Bud Mgmt/Bud Oracle
Specialist IV Mantial Specialist IV Interface




Future

New Hire — Support Services for School

QMCPS Ja)

Phase

\ 2 | \ 4
—_ Create arequisition for Receive real-time Make
8 new hire and schedule of Edit the draft L . . Schedule X
— - application Review applicants . . recommendation
5 Start EIEI el yEL ST requisition 7 ) » > interviews ; -
‘% validates for vacancy) information for hire
Hiring Hiring Hiring Hiring HCM/ Hiring Hiring
Manager BEM Manager M Manager e Manager Manual Manager M Manager M
A A
Note issue and Release requisition
Receive requisition y send it back to (posted for at least
‘ > YesP> originator 7 business days)
Staffing Staffing Staffing
Specialist ‘ i Specialist hiCM Specialist i
Yes
IT\ N
No
System generates Receive system- Review for pre-screen Send final list of
Receive notification notice to applicant generated report applicants based on apolicants to Hirin
» of posting closed 1| positionisclosedand L. onapplicant, » SQor0Q (minimum _4 PP " g
next steps ranked by seniority qualifications) S
Staffing Staffing Staffing Staffing Staffing
Assistant hiEN Assistant o Assistant hiE Assistant i Specialist i
(a)
o
T
o T enerates notification |
5 arm . ReqU|S|t|on is System gene_:r s noti |c. ion
Receive notification . Create offer / start A to ERSC, unions, Professional
of recommend for Contact candidate date. grade. salar Mark requisition as closed and other Growth Systems, new and
hirin 3| toextendoffer L schsdule’ etc Y External No> filled »  applicants are cuf.rentsr:irfi?_gmSanag_elf,t
. ] 2 . previous Staffing Specialist,
g , candidate? P
Staffing Staffing Staffing Staffing Staffing Staffing
Specialist M Specialist Manual Specialist e Specialist e Specialist e Specialist e
STV “ T\ T\ T\
Yes— v
Back- On-
ground boardin
v Notify Hiring Update applicant
es
No Manager M » record
Staffing Staffing
Specialist Mahuiat Specialist bieM
A
T\ STV T\ T\
-
(=
m . . .
o Submit application Temp./part- Accept?
a time?
o
< Applicant HCM
No




Future

New Hire — Administrative & Supervisors (O and above)

QMCPS Ja)

Phase
A\ 4
Create a requisition Receive and update
for new hire, upload interview details Edit the draft
Start su pponing » (panel, questions, | requisition
documentation etc.)
Hiring Hiring Hiring
+— Manager hiEM Manager eV Manager hiE
) A
S
— Identi o
o il Provide list to Sr.
o recommended .
< abplicants to _ Leadership App. 1 1
o N .
(%) ’?p . > Committee
interview
Hiring Hiring
Manager e Manager Manus
T\
N
T\ NAT.
o
\ 4 B v \ 4
. Receive updated
Note issue and o i .
. . . Release and post details (interview . N and
Review requisition send it back to requisition anel. questions Posting closes Classification N
Yei» originator q » P I:tc ) e and below Yes™\ below
Staffing Staffing Staffing Staffing ’ Staffing
Specialist e Specialist hiEM Specialist ‘ e Specialist e Specialist Gy
~
N
Screen applicant to . . .
p.p . Create qualified Send applicant list
meet minimum applicant list y» to Hiring Manager
qualifications = PP = g i
Staffing HCM/ Staffing Staffing
Specialist Manual Specialist G Specialist el
Schedule . . S . Notify applicants
. . Notify applicants Provide interview L fy ot .
interviews, . . Schedule finalist who did not receive
- . . who did not receive feedback to . . AT .
g » facilitate interview > interviewoffer Comimites — interview » finalistinterview
T panel offer
Staffing Staffing Staffing Staffing Staffing
o Specialist Man(lal Specialist LM Specialist Vianda Specialist Vianda Specialist oY
A A
T\ T\ T\ T\ T\ T\
Create offer / start ) -
. Wait for board Mark requisition as
Receive final form date, salary Internal )
) — N approval 1 - NYes— filled
schedule, etc. candidate?
Staffing Staffing Staffing Staffing
Specialist Mantal Specialist e Specialist Mandal Specialist hichA
T\ T\ T\ T\ 'Y T\ T\
INU
Requisition is System generates
tification to ERSC
closed and other no ”
R unions, Professional On- Back-
applicantsare  ——% Growth systems, etc. of ' boardin ground
informed new hire
Staffing Staffing
Specialist il Specialist e
T\ T\ T\ T\ T\ T\ /T\
2
£ . . .
Approve final list of Sign final
2 E pprove Meet and & )
v O applicants to P recommendation
T . . . determine finalist | — >
© + interview form
v 2
- o Committee Manual Committee Manual SL{p/ Manual
o <E Designee
w
\ 4
. Finalist interview
% Interview with with
o L Interview Panel Superintendent/
% designee
< Applicant Manual Applicant Manual




Future

New Hire — Administrative & Supervisors (N and Below)

QMCPS Ja)

Applicant

Phase
|
* NU
= Review applicants Upload materials Receive notification
Q S/ ep " ) ) ) Update for selected
% ; for N and below oninterview panel, Conduct interviews A of selected
Hire
(=) > e » . » applicant - Approve?
= A&S classification questions, etc. applicant
le) Al HCM M0 Hem i Manual LIl ‘ HCm Supervisors HCM
c Manager Manager Manager Manager
o
(%)
Yes d
Receive notification . . Create offer / start -
Contact candidate Move applicant to External or Mark requisition as
of selected i date, grade, salary additional )
> ) to extend offer > hire status 1 No» filled —
applicant schedule, etc. background check
- = 5 S required? -
Staffing Staffing Staffing Staffing Staffing
Specialist KM Specialist Manfls] Specialist HEM Specialist BEM Specialist KM
Yes
a Back-
= . L.
= Notify Hiring ground
Man r o\ M
o anage
Staffing
Specialist Manal
A Requisition is System generates
closed and other no?n‘lcatlon to FTRSC,
k ‘ unions, Professional
A -
1 applicants are P Growth Systems, etc. of | End
informed new hire
No Staffing Staffing
Specialist LiEN] Specialist id
Yes
—> Accept?




Future

New Hire — Transportation (Bus Operators and Attendants)

QMCPS Ja)

Bus operator?

Monitor for FTE

Personnel
P> A

ction

Tran. Admin.
Srv. Mgr.

Manual

End

Phase
Apply for training Back- . Back- On-
Pass or viable )
Start program Bus operator? ground . Yes—»\ ground Boardin
\/ candidate?
Applicant ‘ HCM
Complete interview
and provide driving
No > details
Applicant Manual
)
c
©
QL
-a Provide reference
% . . . . Complete hands-on )
< information and Complete interview g 5 q Test for permit 5
driving hisotry — Bus operator? Yes— Pass?
Applicant HCM Applicant Manual Applicant Manual Applicant Manual
T\
No
Receive CDL (bus
Receive operator) / complete
N N > certification ( No__ 4 certification —
(attendant)
Applicant ‘ Manual Applicant Manual
N Vg S—
7T\ 7T\ T\ T\ T\ T\ T\ Vg
\ 4 \ 4
Review and Update applicant
schedules interview » s ove applica status / email sent
with applicant forward as No—» to applicant ‘
temp?
Clinic HCM HR Unit HCM
A
Ye No
Request references .
4 .. . A 4 . Schedule applicant
and driving history | Process House bill .
Personne for on-boarding/
and schedule — Action » background Cleared? Yeo e -
. . ' training
interview
HR Unit HCM HR Unit HCM HR Unit Manual
g M YCD M
o~
©
i)
S
o Schedule applicant Back- Add CDL/ Add new hire Assign employee to Upload records to
P for drug test round certification info > details > depot > employee file
©
—
- ) Tran. Admin Tran. Admin TIMS/HCM Tran. Admin Tran. Admin.
AR Mandal Srv. Mgr. FedlEMER Srv. Mgr. Interface Srv. Mgr. Mantial Srv. Mgr. hiChA




Future

New Hire — Recruitment and Interview

QMCPS Ja)

Phase

Receive notification Review applicant profile, )
. . . . interview sheet, Move applicant to
Post talent pools Advertise posting of interview f d valid Move i
Start —> 3y reference, and vali YesP Pre-qualified status
completed pathway to certification forward?
Assist_ant/ HCM Asist_ant/ Manual Coordinator HCM Coordinator Manual Coordinator HCM
Coordinator Coordinator
No
v
v . Reject applicant
New Contact candidate
[a) (system generates
o Hire to extend offer . . > End
T notice to applicant)
O Staffing Assistant /
Specialist fviandla Coordinator hichA
N N\ SN—
Create offer / start e . .
R éalary on- Notify Hiring Update applicant Close pools by mid-
> ! ! > i Manager PN record > October
Z1 schedule, etc. Boardin > 8 »
Staffing Staffing Staffing Staffing
Specialist hien Specialist Mandsl Specialist BEM Specialist B
Ye) f\_f\
No
- . .
Receive email and .
% . Attend fair, have
= ol Lig e > interview — ?
ey > interview > M Accept?
o
< Applicant HCM Applicant Manual
T\ T\ T\ T\ T\
No
—
< . . Complete interview Upload interview
2 . 5 Enter interview A ;
Q Interviewer is . sheet and provide sheet to applicant
S Yesp notes - »
= OHRD staff? to OHRD record
] Assistant/
E SSISAa HCM Interviewer Manual Assistant HCM
— Coordinator
N
INU
\llc) T\
Reach out to pre-
Review pre- ualified candidate . ; Update applicant
ewpre q . A Conduct interview P o Recommend On-
> qualified list » (add interview » » status : YesP\ Boarding
date) for hire?
Hiring Hiring Hiring Hiring
Manager hiEM Manager Tt LiCh] Manager Manual Manager bie
= No
o v
f, Receive email with Reject applicant from
2] prequalified school (system ~ )
»| candidates and open | generates noticeto [y, Iring remains
contracts in subject applicant) open?
Hiring Hiring
Manager hichA Manager e




Future

New Hire — Teachers

QMCPS Ja)

Phase
o]
Receive notification
= Review for Update applicant
) of disqualification ) : i
= e > clearance : Disapprove? YesP status
8 Compliance HCM Compliance Manual Compliance HCM
Receive notification Reject applicant
of disqualification (system generates
question I notice to applicant) |
. Assistant /
Specialist ‘ HCM Coordinator HCM
v No Noy
. . = Request new
Review for sourcing Move Pre-qualified q
1 5 Ye and interviewed in Yes—p| reference
forward? past two years?
c’f;:zt;’;: é . HCM Assistant HCM
()] A
o No No
= | 'vhld' ’
@) Az o skl Move to applicant
pattern (coordinator . . Teacher
- o to interview Fair/
to review/waiting on > /
docs) process ntervie
cﬁfﬁﬁ é . HCM Assistant HCM
Yes
REev et Release requisition
No» (posting opens)
Staffing Staffing
Specialist e Specialist LiC)
Yes
Create a requisition
Lg for new hire, upload Edit the draft
o Start > supporting — requisition
.S documentation
(%] Hiring HCM Hiring
Manager Manager HCM
o+
S Recruit i Receive Answers a
o _| Createa profile | Applyto talent pool | . . . . e
= ment 1 » » confirmation email —p< disqualification
Q. .
o question?
< Applicant HCM Applicant HCM Applicant HCM




Future

New Hire — Open Contracts

QMCPS Ja)

Phase
c
°
+—
= MSDE CPE
o
o=
ju
(]
(@)
. e Review of interview .
Provide applicant Receive notification and reference Update applicant Send open
New Hire - o with IetterpoF; M of signed letter of = S ! _ status to pre- contracts offer O“‘. Back- L
Teachers — ] intent » o ” qualify i letter boardin ground
Certification
. Assistant / Assistant / Assistant / .
Coordinator PDF / HCM Coordinator HCM Coordinator HCM Coordinator HCM Coordinator HCM
Update applicant Move applicant to on-
> record LA End Contact candidate HB486 process Stay on op?en Yesp Boardin
to extend offer contract?
Szl HCM Coordinator HCM
Specialist Staffing
Specialist Manual
a No
o v
T Send notice to pre-
o . Create offer / start o . >
Contact candidate qualified applicants
» to extend offer M — iz (5 T8, S Gy for school-based
= schedule, etc. -
requisitions
Hiring Staffing i
Manager Manual Specialist HCM Yes Coordinator HCM
/NS T\ T\
Requisition is System generates Reiecaapnlicant
closed and other hotffication to ERSC, On- y PP
li t A A ) unions, Professional n (system generates
applicants are i ) . |
PP PP Growth Systems, etc. of P>\ Boardin notice to applicant) End
informed new hire
Staffing Staffing Assistant /
Specialist biEM Yes Specialist LiCh) Coordinator e
A
T\ T\
\ 4 No \ 4 \ 4
€ Sign letter of intent Apply to school-
_S and return Accept? — Accept? based requisition
o
Q. Applicant HCem Applicant HCM
<
T\ T\
T\
T\ T\
o . . Update applicant - .
8 Conduct interview P PP Recommend Initiate hire process
= — status . Yes—P>|
O for hire?
w Hirin iri iri
g Hiring Hiring
Manager fViandal Manager LM Manager hichA




Involuntary Transfers
Future

QMCPS Ja)

Phase
v Review current System defaults Flag potential involuntary
5 year, new year Sort by certification involuntary transfers transfers per union Submit for review
o Start allocations, and » areaand seniority »  Dbyseniority (least p| 2greementsandadd > —
= ' . )
& ariance senior) comments/rationale
2 Principal HCM Principal HCM Principal HCM Principal HCM Principal HCM
N
No v
System removes Receive system-
= . e employee from enerated reminders
Applica Receive notification Applyand . On- = 2 week
Ye tion —> secure new role Yesp Ppriority placement boardin gvenyfziweexsion
by 7/20? status actions
o Teacher Manual Teacher ‘ HCM Teacher HCM
GJ T\ T\
3 T\ T\ T\ T\
a
L . Retire- Separa-
Remain MCPS Benefits ;
, Ye (—Yes—P»\ ment tion
employee?
N T\
A VY T\ N
NU INU
T\ 7T\
Review list inst \ 4
. e eviewlistagains Finalize / approve Mass update
Receive notification union agreements . o Return
of submission _ P P list of involuntary _ employee status to Allocati
——| L ocation
> rationale transfers to Worl 7| priority placement )
available?
OHRD HCM Coordinators Manual Coordinators HCM Coordinators Manual
T\
System generates Receive notification
notice about the by employee to Priority
o Yesp| Ppriority placement move from MCEA 3 (@Glcement
o ~ P -SS No
I process to SEIU
(@] Coordinators HCM Coordinators HCM
No
Ye) T\ T\ ;;
L Update employee Conduct meetin .
. . Finalize P Ploy . . ¢ Meet with
Assign candidates . status (remove about timeline and
> » assignments » .. ' > employee
priority placement) process
Coordinators HCM Coordinators HCM Coordinators HCM Coordinators Manual ?JS..S—:;?;: Manual




Future

Priority Placement Assignments

QMCPS Ja)

Phase

Employee

Leave

Notify MCPS of
return to work

HCM Self-

Employee

Servicce

School / New
Department

Receive notice for

| priority placement Approve?
Director/ HCem
Principal
N\
No
\ 4

Review vacancy report

and how many schools

have received priority

placements
Staffing
Specialist hiEN
No
Initiate requisition
Receive notification ioi system generates Receive notice for Update placement
a _ Original (system gene - Contact employee pda’e plac
o 1 and review vacancy | position Yespp| notice toAssistant » priority placement Approve? Yesp information
I BT Director and school)
(@) Staffing y Staffing Assistant Staffing Staffing
Specialist hiEV Specialist RIEM Director o Specialist Manal Specialist A

System generates
email to employee,
principal, and

Personnel
A

director

Staffing HCM

Specialist

ction




Future

Priority Placement — Paraeducator

QMCPS Ja)

Phase
A7 NG
System generates
. Update ;
w notice on lost para : “Applied an
[e) Start e paraeducator hours — hired for vacancy
(@) ?
i onownr
O Principal ‘ HCM Principal HCM
wn
— N No
T\
A\ 4
. . Initiate personnel ) o
[a) Receive notice of . Update employee . Review vacancies in
o dated h Review changes _ | actionto update | .
T updated hours Accepts? Yeo status > FTE/hours une meeting
o
Staffing Staffing Staffing Staffing Staffing
Specialist LEM Specialist LM Specialist LN Specialist hiGh Specialist LEM




Onboarding

Future
Phase
* I‘llll
Receive notice to
Applicant Yesp sign State of Sign contract Yesp Sign contract
€% Maryland contract within 5 days? €
Applicant Applicant
ey Self-Service Leachel Self-Service
No
v
Receive notification Schedule Back Comp!ete othe.r.
of onboardin appointment for acke Comp- onboarding activities
SCSIENE > pp w ground liance » (W-4, direct deposit,
activities background check Check contact information)
) HCM Self- ) ) HCM Self-
Applicant Service Applicant Manual New Hire Service
(]
=
T
= Schedule
(] ransportation Physical appointments for Upload copy of CDL
z P Ye yS Yesp hvsical CDLholder? —Yesp
employee? required? physica
New Hire Manual New Hire 4%Y ?e'f'
Service
No
\ 4
Back-
Complete »| Payroll No — d
Attend new hire remaining groun
» orientation > onboarding
activities
) HCM Self-
New Hire Manual New Hire . | Ben efits
»
E Receive notification Employee
T »| ofsigned contract ».  File
(@]
Staffer HCM
Receive notification Generate notice of
8) Back- Receive notification of completion of new employee
2 round » of new hire on-boarding > orientation
o activity (employee, staffer)
ERSC HCm Ravioll) HCm ERSC HCM
Benefits




Future

Background Check

Phase
- All MCPS employees are required to complete
% On- Attend background and fingerprinting checks. DOT
o boarding appointment employees have additional checks as well, but may be
a 7 temporary employees as they undergo training.
Q.
< Applicant Manual
. . Update information Gather Child
(] Review new Complete various an scan/upload Complete I-9 and Protective Services Update background
i "é » applicant record » background checks e » review IDs > check results
- documentation release form
[
&2 E SSEM HCM SSEM Manual SSEM HCM SSEM Manual SSEM Manual SSEM HCM
L3
=l =
= 9
é = System generates
3] GE) _ notification to
‘J’>) i » OHRD ]
n
SSEM HCM
. e Convert applicant .
Receive notification . PP . . Update applicant
to new hire (notify on- Contact applicant, .
() on completed Background > e b ':j rescind offer _| record, rescind —
o Ye oardin, n
background check =
T g heck cleared? cleared)
o Staffer HCM Staffer HCM Staffer Manual Staffer ‘ HCM
\ 4
On- Receive results of On-
: Passed Passed dru
e physical : Ye Yesy & " —Yespl Boardin
c physical? test?
(@]
- Staffer Manual
©
)
—
o No
8_ * No
c . .
® Contact applicant/ Update applicant /
- temporary temporary
employee employee status End
Staffer ‘ Manual Staffer ‘ HCM




Future

Employee File

QMCPS Ja)

Phase
Mark applicant record
o) New as hired / moves
% Hire »| applicantrecordto |
o) employee record
Coordinator HCM
Receive notification Logi It .
e oginto se -serw.ce Onboard-
activities »| to complete profile ».  ing
Q 3
g Employee ‘ Email Employee ‘ H;:e'\:lv?if
o
o \ 2
£
Li Update personal
Start information N approval Ye
required?
Employee ‘ HCM Self-
Service
. Payroll
Receive personal -
) information update | Approve?
& ERSS LICM] Ye| i 5 Benefits
)
No
s v
Reject / Notify
employee of
additional
documentation
ERSC HCM




Compliance
Future

QMCPS Ja)

Phase

Load courses

Set up registration

Send initial notice
informing all employees
(not on leave) of

Deadline

System
reminders

and supervisors to

generates
to employees

Q
o
(=
©
Q Start > ; : ) NoP»> o
E compliance requirement exp|red? complete training
o Senior Senior
&) sw/c Canvas sw/c PDO specialst HCM specialist HCM
~
(] Yes
—
© £
=
%’ Take attendance at Mark course Update substitute
- - completion to Substitute teacher status as Labor
= training > Yesp q : End Relation
T employee record teacher? inactive
o Senior Senior Senior Sub. Sys./
3 Specialist Mandal Specialist LidiL Specialist HCM Inter.
wn A N
O
Yes
7T\ 0D
Take pre-assessment Course completion
Complete N Access training to screen out of | Complete modules information interfaces
AR Ye — ! No»| .
training? certain modules » to employee record
Employee Canvas Employee Canvas Employee Canvas Employee ﬁ:&{;‘;’g
A
Yes
(] .
Q Update substitute
8’ Onboard- Attend in-person teacher status as
o ing Async'h ron;.)us Nop| training Yesp active/completed End
L% training? compliance
Employee Manual Employee Hsgl\tjl'lszts'e/r
System generates
notice to supervisor
No——————>| of course End
completion
Employee HCM




Future

MSDE Certificate Renewal

QMCPS Ja)

Phase

ERSC

Receive notification
of deduction fee

w! Payroll

Payroll HCM

Receive . . .
5 Scan and uploa?d MD Submit renewal Receive email
= State of Examiners acknowledgement . -
ol ; ) plan for certificate certification on
o Start license through self- email and request > . » L
S T type to self-service submission
3 vi for renewal plan
L Educator HCM Educator Email Educator HCM Educator HCM
\ 4
Run report for R:\“er\:)lvr:(c:ri:r:d System auto-generates
certification cycle Review by Educator gspulates"new acknowledgement email Receive notification
Start eliminating excepFlons > certification type cleared Ye®| certification effective > and request for renewal |_| > of renewal plan
for age and experience . plan
s o period? __dates) — P
Certification HCM Certification Manual Certification HCM Certification Email Certification HCM
Team Team Team Team Team
oY) No
(= v
= . > Training
g Send detail of
2 outstanding item
o3
C Certification Email
(@] Team mai w | Conditional
- 1
©
Q
b=
)
F -
(]
O
G
(@]
= Review renewal Approve/update Enter renewal
7] plan and validity | deduction fee for _| information by Educator
E date ” renewal 4 educator renewed? ve End
© Certification Certification Certification Educator
% Team LoV Team LM Team Info. Sys.
o No
v
Notify failure to —
renew P Conditional
Certification Educator
Specialist Info Sys.
\ 4




Future

Renewals Conditional

QMCPS Ja)

Phase

ERSC

Receive notification
of deduction fee

Payroll

Payroll HCM

- Receive system- Receive

..9 generated notice of acknowledgement

8 what is due email

=)
B Educator Email Educator Email

A
\ 4
System auto-
Update edec.ator Y Approve/update Enter renewal
oo Run renewals Educator record, certificate generates . . .
. deduction fee for information by

1S Start report —»< cleared/ req. Yesp| type, effective date, acknowledgement | > ucat

& met? and contract type email IENEWS EQUcatol
i) Certification Certification Certification Certification Certification Educator
w Team I Team i Team ) Team LiEM Specialist Info. Sys.
o3

c

9 No

)

©

(S}

4= System generates

'.E reminder notice of what

. st . nd

Q Before isdue (1 reminder, 2

O deadline? Yesp reminder, and 3™ Educator Yes End
“'6 Eelliae reminder) renewed?

Certification

— < HCM

c Specialist

()]

€ No

i= v

©

o

() N » | Terminate

D N »

\ 4




Evaluation — SEIU and PIP {QMcpso
Future
Phase
Receive system- Complete Meet with
generated notification evaluation, upload . Acknowledge . . !
e e oot _ Meet and discuss _ evaluation _ Submit evaluation professional
Start e L& = > > > ] growth consultant
documentation
Supervisor/ Supervisor / Supervisor / Employee / X Supervisor/
Employee HCM Employee ‘ HCM Employee Manual Third-Party HCM Supervisor HCM Employee Manual
= . Resign / dh d
CIEJ Retire
£ B P'°Yee Add rebuttal
© A A submits Ye P
8 rebuttal?
(o) Employee HCM
. Personnel
Return to previous ;
" . Action /) ,
position of success
Develop action plan
. i . - . Acknowledge and
) M with supervisor and _ Upload action plan [
Action plan \—> principal > >
Employee/ Supervisor / Employee/
Sup./Princ. Mandsl Principal BEM Sup./Princ. HEM
T\
g Ref f |
. : efer to professiona
= e Review for under th : Itant t
© completed U d growth consultant to | k
E : nder Yei) performing Yesp| determineif intakeis | plaxe
g evaluation performing? warranted warranted?
i patalMemy HCM Director/PAR Y] PAR Team Manual
he] Asses. Spec. Manual
% No No
s \ 4 4
O End Return evaluation
+ .
o No » backto supervisor M M
n
§ PAR Team HCM
=
7\ g N

U]
© Receive
g sUltant Review options Receive notification
) consulta S > with employee - Up of action plan
9 recommendation 4
Y
o PAR Team Manual PAR Team Manual RataMamt HCM
E Asses. Spec.




Future

Evaluation — Teachers & Administration

QMCPS Ja)

Phase
c
(@] -
= Send memo with
g evaluation schedule
T>u Start to prmqpals/ End
supervisor
O p
o Director Manual
c
4 No
n
£ Receive notice of o It of Conduct review EIiE0 QTG ]
_'CI_.; Flag addltlonalteac.hers under performing ' PAR update
7 completed Under for underperforming . process with
= P> H YesP| from consulting teachers » to Peer Assistance > Process performance
(72} evaluation performing? g ) teacher ;
e : Review PAR (Team) evaluation results
DataMgmt DataMgmt HCM/ DataMgmt HCM/ Data Mgmt.
-
; Asses. Spec. hichA Asses. Spec. Manual Asses. Spec. Manual faRyeam Mantia] Asses. Spec. HEM
o
G] b4
© System generates X
c ystem g Generate memo to Approve final non-
o notice to ERSC and L.
= Non-renewals? >—Yes) OHRD > Principal I renewal
o
S PatalMem HCM Director Manual Director HCM
8 Asses. Spec.
o N
* YC.)
Schedule
. Host post . .
. observation/ Conduct : Sign observation Confer on
Receive memo . . observation Additional .
Ly > evaluation for > observation > conference > report L ~No> evaluation
teachers - observations? -
Principal Manual Leadership Manual Principal Manual Principal Manual RrnGpa Manual RunGpa)
[7,) Team Teacher Teacher
o __N\
(@]
<
o
2 Complete evaluation Acknowledge
(performance evaluation (add notes
» standards), upload » fordisagreeing, as
observation report needed)
Principal HCM Teacher HCM
Receive notification
g of final non- Initiate termination _ Sepera-
I 1q renewal - RJten
(@]
Director HCM Director HCM




Future

Higher Level Assignment / Acting Position

Phase

SPO/DFNS/
Finance

Receive request for
HLA or acting
assignment

Approve?

Director

HCM

Personnel actions, aside from higher level assignments, will
follow a similar workflow OHRD will be notified and any changes
that impact salary, benefits, or the position will also warrant
notification and approvals by ERSC. There are also personnel
actions that are originated by OHRD, such as dismissals, or ERSC,

such as employee death.

Discuss with ERSC

Initiate request for
HLA or acting

Receive notification

about potential . of approved Time
Start »| assignment (checks — Entry
salary changes . . changes
= against allocation)
Principal / Principal / Principal /
GE) Director Mandial Director hichA Director M
s Yes N
© :
o Receive system
(]
a generated
notification of HLA | Request End
. ion?
will end soon extension:
Prinicipal/
Director System
No
No *
. . Approve Receive notification System gepe s
o) Receive notice of assignments for of approved notification to
% transaction g | > pp ; Salary, benefits, or employee and
iti i ? N A
5 employees transaction position impacted? principal/director
Coordinator HCM Coordinator HCM P’\.;'gltr;?tn HCM Coordinator HCM
Yes
System generates
. e Process update 4 . .g .
8) Receive notification notification to
s £t i (salary, supplement, = emblovee and
4 of transaction and/or days) > EMPIOYES
w principal/director
Pos. Sal. Pos. Sal Pos. Sal
Specialist e Specialist LG Specialist LM




Future

Salary Advancement (certifications)

QMCPS Ja)

Phase

v

)
c

(d} Initiate request for Upload official Receive notice to re-
S certification salary transcript / credit TPT or . L

T Start changes P slip / National license | - Sl e igedien
© substitute?

% Employee / HCM Self- Employee / HCM Self- Employee / HCM
a Educator Service Educator Service Educator

A
Yes
| T\
No

_8 Approve request, add

> Receive notification effective date (system

4+ . .

2 and review request | Approve? Yesp Benerates notice to
o educator)

> Staff Staff

w Specialist BEM Specialist oY

Receive notification

Review for leave
and duration of

Leave coincides

Mark request as pending
(system generates
notification to re-submit

Reject request or
place it pending

(incomplete

[o14]

c .
,'_.‘-E » and review request > [eave with approved lane YesP

Pt change? later upon return) information)

; Certification HCM Certification HCM Certification HCM Certification HCM

Team Team Team Team
(%]
C O N
\ o

9 ¢ * No

©

o Receive official Begin 'rewe\{v for Upda'te request with Apprqve request, add
= transcriot from credits using credits, grades, and . effective date (system
= S crip . Greencard Database, » finaldocumentation |y All materials v - ved| generates notice to
] tart transcript provider ” ; ivedr € Approve: €

) ptp MSDE, etc. as received received? educator)
— Certification Manual Certification Manual Certification Manual Certification HCM
(@) Team Team Team Team

- N

C INU

(]

£ Select appropriate : e . c P

© PP p Receive notification of Update with degree Receive notification System generates

Q. change with .

. Change affects approved salary change (MEQ to MA of updated notice to educator of
8 > supporting 8 YesP change request or PhD) > ificati P updated certification | End
()] documentation salary? gereq certification p
Certification HCM Certifif:at‘ion HCM Certification HCM Certifilca'Fion HCM Certifi‘cat'ion HCM
Team Specialist Team Specialist Specialist
. Review and update System generates
Review personnel pd Update salary and y &
8) . - for changes to notice to educator of
action for permissible process personnel

) » summer » . »| completed personnel | End

o step changes » action .

w supplemental hours action

Sal. &lTr'ans. HCM Sal. &lTr.:ans. HCM Sal. &jl'r.:ans. HCM Sal. &jrrlans. HCM
Specialist Specialist Specialist Specialist




Salary Correction — MCEA
Future

QMCPS Ja)

Phase

—
o Notify Staffer of
S Start potential pay issue |—
=
©
L Educator Email
No
\4
Review list of new ;
Conduct review . . .
hires for review cycle, R Review employee Yes Notify the Staffing
incliding pending > educator —» file ‘ Discrepancy? increasep|  Coordinator End
transactions salary
Certification HCM Certification M | Certification HCM Certification HCM
Team Team anua Team Team

/N—Yes, decrease salary—|*
T\

Department of Certification &
Staffing

T~No
Notify educator of wrong Monitor for
Review original offer, provide details on Update system on requirement Did not Send list of
offer » reas to be complete by — Ty issue —Ty completion complete by due Yes— > employees
end of school year throughout year date?
Certification HCM Certification Manual Certification HCM Certification Manual Certifif:ation Manual
Team Team Team Team Coordinator
Receive notification Review employee . L Initiate personnel
2 P iali fil ploy Notify Certification _ p.
T of potential issue » ile » » action —
O Staffing
Staffer Email Staffer HCM Staffer HCM . HCM
Coordinator
\ 4
Review and
@) approve personnel Update salary Employee has S Update salary
4 action ” i ? Yed ‘ End
o assignment? —>
[NN] T
Sal. & Trans. Sal. & Trans. Sr. Specialist
Specialist LICH Specialist (i Sal & Trans. LieM




Future

Salary Adjustment — SEIU

QMCPS Ja)

Phase
No
Upload details on v
completion of .
fication or iob _ Review request
Start Celtiicatonion) > —>»<_ Approve? End
banding activity
(] HCM Self- Supervisor /
G>J_ Employee Service Cent. Office hichA
iel
o
S Request salar
L q y
_ change for group of
employees
Supervisor HCM
~ Yes
S
.C_) [7,)
w2 ) Receive notification
T E ransp_o-rt.atlon YesP! and approve |
O ‘G / Facilities?
Q o
2 L Staffer HCM
o
l_
No
. P Receive notification
o) Receive notification
o > and approve > of approved d
g = = request En
Assoc. Staffer / Pos.
Director ‘ LM Mgmt. GG
Receive and Update salary / add mployee ha
8 process request » effective date SE or TPT like Ye
5 : : assignment?
Sal. & Trans. Sal. & Trans.
Specialist EEM Specialist Lg%
No




Future

Dismissals / MCPS-Initiated Separations

Phase
)
c
(] q "
Receive abrupt Initiate personnel Certified
S . . . Receive letter
t Start resignation > action — tenured Ye Appeal?
© ?
Q — — mployee
Principal/ Principal/ Employee/
v Supervisor Manua Supervisor hiEN Principal Manua}
()]
A
Receive Generate dismissal L
. Send dismissal "
ol-'g recommendation of letter I Initiate personnel
17 Start dismissal from PAR » (Superintendent T > action N
. o]
g Panel signs)
Director Manual Director Manual Director Manual Director HCM
No
Yes
A 4
Receive notice of upportin Receive copy of Initiate personnel Sepera-
» personnel action services > letter > action tion
mployee?
Staffing ploy Staffing Staffing
3 HCM . Manual N HCM
[a) Assistant Assistant Assistant
o
T
o Review for open
Open contracts who Update open Receive notification
Contract »| chose not to take a »  contract status P—o End » of personnel action —
iob No
Staffing Staffing Position
Assistant eV Assistant o Mgmt. Manua)
o Send dismissal Receive notification _
— | ¢ | acti _| Contact employee Separa
E Start etter of personnel action > tion
(@]
Director Manual OEELR HCM OEELR Manual
-
S
w . . e
K. GEJ Receive notice of Initiate personnel Risk Separa-
£ 8o Start employee death > action Mgmt »._ tion
©
c - -
Risk Risk
g Manager Mandial Manager hiChA
Review for inactive Add mass
employment / no | separation for no Separa-
Start income ” income tion
Pos. & Salary Pos. & Salary
8) Admin. M Admin. e
(%]
o
Ll
Receive no .
Initiate personnel
Leave response from .
» > action
employee on leave
Leave Team Manual Leave Team HCM




Separation
Future

QMCPS Ja)

Phase
$ Complete paperwork for
> appropriate bargaining
o Start group (system ?h-eFlfsfor
o retirement eligibility)
e HCM Self-
L Employee Service
No No *
i Fioati Review PG&E list of Review separation
Receive notification Place request on otential notice and add details
= of separation rnploy.ee L‘mder Ye hold Yesp . P » (no-rehire, contract
investigation? dismissals / appeals breach, etc.)
Recruiter HCM Recruiter ‘ Stalffing Manual Recruiter HCM
Assistant
o
o
I I‘IIU
3 ’
System generates Receive notice of
. . X . . Generate weekly and
Review and Review and notice to employee, separation / review
A&S . . ] monthly reports on
Yes—)»| approve separation approve separation » supervisor, ERSCand 3|  forvacancyand » separations End
employee? Position Mgmt future dates
Assoc. Super. HCM Director / HCM Assoc.Sup/ HCM postion HCM Coordinator HCM
) ) Asst. Dir. Dir/Asst Dir. Mgmt.
- Approve personnel
. e Enter termination PP . P .
Receive notification date. reason code. re action notice System generates
i | i S e enerates off- » hoticetoemployee |
of separation —»<_ Retirement? NoP hire, COBRA indicator (e . ) » Loy —>
boarding checklist)
Transaction Transaction Transaction Transaction .
Py HCM Py HCM Py HCM Py HCM/Email
Yes

A
o Retire-
e ment

System interfaces Notify vendor of Send monthly

with third-party COBRA eligible benefits update to

; > > End
benefits systems employees vendors
Benefits e Benefits Manual Benefits Manual
Interface




Retirement

QMCPS Ja)

Future
Phase
[%) Receive notification " Notify beneficiary
= Initiate personnel -
4= of employee . of option(s) and Benefits
O Start . > action > -
[ passing paperwork
[0}
o Risk Mgmt Risk Mgmt . .
Specialist ‘ Manual Specialist HCM Risk Mgmt Email
T\
Acc. v
() Disability, .
(] Normal/ Comblete Receive
= p i i i Reti
S Early or . confirmation email etiree
i Vested » retirement request — . P Enroliment
o etiremel onretirement
£ Ord.
HCM Self-
w Disability Eoioves ‘ Service Enployee LEM
A
T\
. . . . Send benefits
Receive notice of Enter details and Sign Form 28 and . .
. . Complete Form 28 details to Risk
personnel action » calculate benefits —» send to state i WY Mgmt
Speclns & Speclns & 5 Pos. Salary . SpecIns &
Retirement HEM Retirement Ans] and Payroll Mandal Direcio Mandal Retirement Manual
I T\
. Update request System generates
. . . Update request Enter details P 9 ysieme
Receive notice of Review request and A (system generates notification to OHRD
_ ; (system sends notice (system generates — - "
retirement request » documentation Yes ; . notification for retiree |_y,| and Position & Salary
» onincompleteness) email to employee) » A
enrollment) Admin Team
Speclns & Speclns & Speclns & Speclns & Arial / HCM SpecIns & Specins &
Retirement hdY Retirement fvianus Retirement LM Retirement Interface Retirement LEM Retirement M
O
2} No
o
(]
Generate report on send f Send form to Send f
i i end form to . . end form to
projected sick leave, . Receive form with Maryland State . Upload forms to
RS 27 SATLINTEN, BT SIS o7 > certified hours Retirement Agenc ,| Investment uifies employee record
> and salary one month 7 State to Payroll > > g ¥ 7 for 403(b) or457 > ploy
rior to retirement for processing
Speclns & Speclns & SpecIns & SpecIns & SpecIns & Speclns & HCM/
Retirement g Retirement andsl Retirement fiands Retirement Mahtal Retirement pMantal Retirement Manual
. System generates
Update any Review leave payout Entgrsupplemental v . ‘g .
tracking materials (ex: notification to
temporary BETCHELLE G » retirement meetin | d >
> ; ) m n
> assignments 7| retiree benefits date > d J » S oye_e cl > End
ate) supervisor
Spec Position Spec Position Spec Position Spec Position
& sal Admin Gy & sal Admin HEM & sal Admin LEN] & sal Admin e
o) Receive notification
g:: ) ofretirement Positions
o Pos. Mgmt / HCM
Staffer




Future

Retiree Enroliment

QMCPS Ja)

Phase

System flags

Complete and mail
form

Retiree ‘ Manual

employment
verification form

HCM Self-

Retiree q
‘ Service

Send packet to Send System generates
) dependents for Open open oS -
retirees for ~ announcement to otential _ enrollment = email with retiree
Start enrollment » retirees Ll ” » premiumcost ]
ineligibility
Sr. Specialist Sr. Specialist . Benefits
~ Benefits Manual ~ Benefits HCM Specialist HCM e HCM HCM
. Scan Send email
Receive . . . .
. documentation and Enter transactions confirmation to
documentation P . . > s 1z
email to reviewers retirees
. Transaction L HCM/
ERSC Mail ERSC Manual Assistant HCM Sr. Specialist Manual
(@]
o s d
: System identifies stem sends
Ll Import enroliment Run error and Run reports to Review for any ¥ v
>» records validation reports » enrollment plans ending benefits |— dependents that need COBRA package for
” ” P ” P » P & P dropped coverage dropped coverage
Sr. Specialist HCM Sr. Specialist HCM Sr. Specialist HCM Sr. Specialist HCM Specialist HCM Specialist HCM
T\
. Send data to e
System sends final Send retiree data A . Send MetLife file
) . . . providers (Care First,
benefits confirmation files to State and Kaiser. BCBS. Dental (drops) as part of
» to retirees > Aetna P CASEn > T o rocene End
Silverscript Caremark) yPp
i . HCM L HCM .
Specialist ‘ HCM Specialist Interface Specialist Interface Specialist Manual
T\ T\
. Receive system- "
Retire- Enroll online Complete Retiree or generated Receive enrollment
i enrollment via ESS i ; . . confirmation
ment (health, life, YesP —»<_ dependent is Y confirmation email End
403(b)/457)? nder 652
. HCM Self- . . . Manual/
Retiree 3 Retiree Email Retiree N
Service Email
(]
&) No No
£ v v
(]
o Complete




Open Enrollment
Future

QMCPS Ja)

Phase

. . Create columns for .
Complete rate Receive rate file . SypiEm R CiployEse Review for
diletments = from Aon groups receiving 1- _ Update rate table for potential eligibility = eligibilit
Start J > 29 “discount” > per ACA and MCPS rules > g y
Director Manual Director Csv Director Csv <5, SESEEE HCM S Specw_allst HCM ST Speaa_\llst Manual
—Tech. - Benefits - Benefits
System flags
Send Y 8 System generates
Update employees dependents for Open open oo
L announcement to TR email with employees
who are eligible > i | »| potential ineligibility 3, enrollment > e
GCHVEICIPIOYEES (age off, death, etc.)
Sr. Specialist Sr. Specialist - Benefits Benefits
o HCM oo HCM Specialist HCM P HCM e HCM
Receive Scan Send notification to Send email
. documentation and d depend employee to Enter transactions confirmation to
» documentation > . : < eed dependen Yesp g » —
email to reviewers information? provide employees
ERSC Mail ERSC Manual ERSC Email UEREGHT) HCM Sr. Specialist HCM
Assistant
O |
(Vp) NO’
o
Ll . e
Receive notification Reject (system
of supporting generates notification
» documentation Approve? No—' to employee of issue) ]
Sr. Specialist HCM Sr. Sepcialist HCM
v Yes
) System identifies System sends
Import open Run error and Run reports to Review for any employees and COBRA package for
» enrollment records —3| validation reports » enrollmentplans —p| pending benefits » dependents that need |
dropped coverage dropped coverage
Sr. Specialist HCM Sr. Specialist HCM Sr. Specialist HCM Sr. Specialist HCM Specialist HCM Specialist HCM
T\ T\
System sends final Send retiree data Send data to Send MetlLife file
benefits confirmation | files to State and | providers (Care First, Send FSA file (drops) as part of
to employees > Aetna Kaiser, BCBS, Dental) monthly process End
. . HCM . HCM . .
Specialist HCM Specialist Interface Specialist Interface Sr. Specialist Manual Specialist Manual
T\
Y \ 4 \ 4
Complete Upload supporting Receive enroliment
Enroll online? >-Yes| enrollment via ESS Yesp» documentation confirmation
HCM Self- HCM Self-
Employee Service Employee Service Employee HCM
(]
(0]
>
2 No q
Q . Receive system-
= Complete and mail : TR
Enrollment
L > form | . . . N >
No - via ESS? Yes®  onfirmation email = End
Employee Manual Employee Email




Qualifying Life Event

Future
Phase
o) — Notify employee of
% Action » benefits eligibility —
(@]
Staffer HCM
N
Nor
Employee
File = \ 4
Upload supporting
() Select appropriate documentation (add Review options and .
() e i Benefits . Submit changes
= qualifying life event 3| date of childbirthand 3, Yesp| update selection > -
= delivery method) change?
o Employee / HCM Self- Employee / HCM Self- Employee / HCM Self- Employee / HCM Self-
~ Retiree Service Retiree Service Retiree Service Retiree Service
QJ T\
(O]
>
o
CE)- Upload Yes
i document‘atlon
y deadline?
No
T\ T\
System generates notice System interfaces
. Approve t | f d . . i
Receive changes Appropriate s O oo with benefits Active
> —> ; Ye Approve? YesP> transaction > ES £ 7 employee and
documentation? coverage letter carriers .
ew child?
Specialist HCM Specialist HCM Specialist HCM Specialist ‘ HCM
No No No
v v YCD
( F'ig &8 pendlntg Reject (system \ 4 System generates
system generates - .
(@) y g generates rejection notice to leave Abs
7 notice to employee to notice to employee) End » team of new bab .
o correct) » ! y Mgmt.
i (dates. delivery)
Specialist HCM Specialist HCM e ‘
Specialist HCM
7T\ 7T\ T\
System generates System generates entries Receive notific'ation of . System generates System interfaces
reminders about birth for baby coverage after employee did not Update benefits . . .
o ) A notice to employee with benefits
certificate requirement > 90-days and no after 90 |_J )y submit > coverage > —> . End
during 90-day period days documentation of Changes carriers
Specialist HCM Specialist HCM Specialist HCM Specialist HCM Specialist HCM Specialist HCM




Phase

No

v

Has accident on the
Not severe

Enter injury/

Contact Corvel

Enter injury/

Start job o Yesp  accidentform | — (online or call) accident form
injury?
+—
CICJ Employee Manual Admin. Sec. HCM Admin. Sec. ‘ Manual Admin. Sec. ‘ HCM
S
£
© . . .
8 Submit paperwork Receive email
a to ERSC or Corvel about leave and = Time
or through attorney how to enter time Entry
HCM/ Employee/
Enployee Manual Timekeeper hiEM
\ 4
L Send first email and Upload paperwork
Receive injury/ . . Send paperwork to p. . el .
- Contact Corvel mail packet for Receive paperwork Manual to injury/accident
p  accident form » » . — Corvel Yesp
Injury paperwork? record
Leave/WC/ Leave/WC Spec. Leave HCMm/ Spec. Leave HCMm/ Spec. Leave Spec. Leave
Risk Mgmt il Team Mahllat Admin. Manual Admin. Manual Admin. CaleMG Admin. LidiL
No
O
“Q Update incident
w register, update _ Worker Worker
employee status comp.? Yes»\ Comp.
Spec. Leave
Admin. LM
No
Leave
Mgmt.
A"
N Make
S determination of
o worker comp
(@)

Corvel CareMC




Future

Small Personal Property Claims

Phase

Review Panel

Review Panel Manual

)

s -

O Has personal Complete form and " o thsk d

. . anagement an

S property lost or Notify school provide proof of g

£ Start > > send completed form |_

© damaged purchase and proof of purchase

o

8 Employee Manual Employee Manual Employee Manual Admin. Sec. Manual
S
e Receive completed o Liplozl el & Prepare
c form and proof of Create incident, purchase and other information for
< = > add details supporting » .
= urchase - - - review panel
- P documentation p
c Risk Risk Risk Risk
© 2 Manager Manual Manager e Manager M Manager Mantia]
> O
o=
= O
T o - System generates . - System generates
b= (o2 Update incident as ynotificg::\tion - Receive request for Update incident as ynotificga\tion .
ﬂ approved > ACH generation » AP > denied 1 End
2 employee on status employee on status

Risk Risk . Risk Risk
Qc) Manager HCM Manager HCM Director HCM Manager HCM Manager HCM
(]
o
YCD
T\
Review claim
—» Approve? No




Workers’ Compensation (Claim Approval)

("!MCPS Ja)

Phase

Return to
work?

Return
to wor

CorVel Manual

No
Upload doctor’s . .
Ent t t let File extension
nter case reques .| noteorcomplete Extend leave? Yes )
°F ”| “out-of-work-slip”
> S HCM Self-
_O Employee ESS Employee Manual/ESS ploy Service
o
No
€
L
Accidental
o ADR
Leave over 60 disability Yesp
Ye .
duty days retirement?
Employee
A _p Y Does not come
ves o No___p backafter leave >
needed? i
Employee Manual
No
\ 4
Send employee Prepares bi-weekly
monthly mailings/ payroll / a.dd workers 1 | Payroll
email comp adjustments »
Spec. Leave Manual/ Spec. Leave
O Admin. HCM Admin. LM
o A
o' \ 4
(]
Review for Review vouchers Review take home Quarterly
enhanced benefits > received » pay py = | Payout
Spec. L Spec. L Spec. L " Nrefun ”
pec. Leave pec. Leave pec. Leave
Admin. ey Admin. Manual Admin. HEM
A
\ 4
T Stop voucher
g . Send voucher for o .
= Receive form payment, notify
> > payment > End
o MCPS
@]
CorVel Manual CorVel Manual




Workers’ Compensation (Payout Process)
Future

Phase

Issue Workers'
Compensation

Employee HCM/TE

= Approve claim .
(3] Approval PP » Benefit (mandated | In Network
E WC income)
8 CorVel Manual CorVel Manual
No Yes
\ 4
Calculate difference Add Supplement to
Track hours RELEENREUE] bring employee to
> remittance and full > gf "p v
(normal) pay CLIEER
Spec. Leave Spec. Leave Spec. Leave
Admin. HCM/TE Admin. BEM Admin. Manudl
Calculate leave
Q restoration amount System adjust
S Restore leave Payroll
o based on state » > taxable wages > \l
[T}
mandate
Spec. Leave Spec. Leave Manual/ Spec. Leave
Admin. Manta Admin. HCM Admin. hiCM
A
Place on unpaid
leave status and
paid directly by End
Corvel
Spec. Leave
Admin. Manual
A
\ 4
g \ 4
8‘ Report sick leave
a I Exhausted
Yes—
€ leave?
(I}




FMLA and non-FMLA Request

Future

QMCPS Ja)

Phase
Initiate request for Review and
extended leave / Employee acknowledge
Start complete forms active? Yes receipt
) -
c HCM Self- Supervisor/
Q Employee ‘ Service Principal o
£
© No . P
8 Receive notification
a Receive notice _ Leave of leave status and
Mgmt > time entry option 8
Employee / : Employee/
Supervisor Ch/Emall Worksite LiCM
T\
T No
\ 4
Revi ¢ Flag as incomplete
. P eview for _
. Receive notification completion, update (Systeny Z“w ge'TlertateS System updates
reminder emalis to B .
> > of request > ’ ] Incomplete YesP emplovee and supervisor T & YesP| requestasdenied —
request status items? ploy sup reminders (every
: for active)
Leave Leave Leave Leave Leave
Department Lid Department e Department hiCHV Department i Department LGy
N
No
. Update employee . Enter details (initial
Review leave p poy Review report for (
_ ; . | status, add estimate = FMLA eligibilit o request or Over 60 duty .
» eques » return dates » elig b/ FMLA eligible? >—Yed», extension) e Unpaid status?
Leave Leave Leave Leave
Department eV Department e Department hie Department o
O 1 M
n No Yes
o R . - h v v
w eceive notice that .
request was ,Flaﬁ grg}pl(oyef EE Identify employee
Ineligible (system Ri S . a
. . gt tYf' i Bill gmploye as having unpaid
» denied / did not End (HEEEE (WML for insurance No End T
provide details to employee) premium?
Leave Leave Leave
Department eV Department HEM Department HEM
I\:U T\ T\
Yes A
System generates
Create a personnel e R
.| action for vacated = ‘ - - FMLA Benefits
> position » (and supervisor for . Trackin Billing
initial request)
Specialist Specialist
Leave Admin oY Leave Admin M
Receive notification Verify and await
(o) of employee out determination on
% p  beyond 60 duty »{ nextsteps from
e) davs worksite
Staffer HCM Staffer Manual




Future

FMLA and Long-Term Leave Tracking

QMCPS Ja)

Phase

FMLA

Receive email on

Enter leave (system

Employee

time entry, FMLA Take FMLA approved for N pre-populates returns to No Pe’\:(s;taizzel

= EQL?V eligibility 60 duty days ) leave) work under 60

GE) Evrczlrzﬁz/ HCM/Email Employee Manual ormore? Timekeeper HCM duty days

jud

©

o Yes

8 v

Send return to -
work notice to _ Time
Yes ERSC »\_Entry
HCM Self-
Employee Service
\ 4
Run report to Review employee
IS} Send FMLA packet compare over 60 . ploy
n to employee duty daysand leave AR (O i
o out on leave
w request
Leave Leave Leave
Assistant Mantia Assistant ildi Assistant hEM




Future

Return to Work

QMCPS Ja)

Phase
o Complete form on
=
L Start behalf of employee | —
o — HCM Self-
g Service
— Complete form on
o0 LT Leave » behalf of employee
(]
—
- HCM Self-
&2 Service
Worker
CU . Comp. Complete form for . e
CI>J. Submit return to P azpropriate Receive notification Time Benefits
[®) work notice — of updated status
Start Entr
= employee group Yy Enroll.
E LT L HCM Self- Employee/ .
i Employee HCM T Leave Employee - o Email
A
System generates notice
Receive notification Employee . Process return to to employee, supervisor,
). ofreturn to work does not have job =Ye Fewer than Yesp work | location Dropbox, DPGS | End
restrictions? 60 duty days? Evaluation
Spec. Leave Spec. Leave Spec. Leave
Admin. B Admin. e Admin. M
No
v
Update employee System generates
8 Yes status as priority _ | notice to Staffing | DUl
E placement = Coordinator Placement
Spec. Leave Spec. Leave
Admin. hiC Admin hieM | N
No
Review v
transaction / Review for any step Process transaction eed to re> System generates
y» update employee > increases > 1 i notice to employee
1 > > enroll in End
Sal Admi:tatus Sal. Admin Manual/ Sal. Admin benefits?
& Trans. M & Trans. HCM & Trans. e Eenefity A
" I " " Review to see if job is Approve and initiate
Receive notification Discuss with . i . .
; Add effective dates, available, any LT GETERCeITS (e (7 Notify work site of
of return to work iy Compliance or ~ if an 3| substitutes or higher- ] B substitutes or higher- o person returnin
L > with restrictions School as needed » y ' level asdignments 1 Job available? level as&gzn;ents as » 8
needael
O Coordinator/ Coordinator/ Coordinator/ Position Position Coordinator/
Specialist Specialist Specialist Mgmt. Mgmt. Specialist
a HCM HCM HCM HCM HCM HCM
S~
() N
o
T
o Update transaction Department of Transportation (DOT) has riotity
i i riori
with job opened its own HR staff whose process will be the B i—
same as OHRD. Return to work requests
Coordinator/ — from DOT employees will goto DOT’s HR.
Specialist




Ordinary/Accidental Disability Retirement
Future

QMCPS Ja)

Phase

Pending (WC, Independent Medical Evaluation, Functional Capacity Evaluation)

employee’s request

Retirement

Team HEM

v
Apply for accidental Receive notification
Worker = disability __“State pension Yesp to contact ERSC for Appeal within Yesp Submit appeal
Comp. —» retirement system? € state packet > 30 days? e
"E Employee ‘ H;:e’\:lvsice:_ Employee HCM Employee Manual
(]
£ MH—
ud
g Apply for ordinary s \
8 T o disability Reached one v ep_)ara- eave
ar = retirement year of LWOP? e tion Mgmt
HCM Self- No
Employee Servi:e
No
T\ T\
No
T\
MTN—No N
e o :
> aCJ g Send notice of
H—
= . s outcome to employee .
= £ O Review application di ploy Review appeal
2 o 3 - (pending, approve, Approve? Approve?
w = d denied)
_— = . v
N &J Z Board Manual Board ‘ Cealaf:le d Board Manual
o
YCJ
| # Yes
Receive application, Send confirmation email
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