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loday's Agenda

AUpcoming E-Contract Changes to Student
Workers & Temporary Employees

AUniversity Records Management
ARed Flags Program

ADual Services

AFY22 Year-End Close
AAnnouncements & Deadlines







Upcoming Changes to Students & Temps

A Use of one position # per e-class (ST, TH, TE)
University-wide

A Process is similar to how one-time pays are
processed now

A Use that stock position number and fill in your
Index only; FOAP will populate



Upcoming Changes to Students

A Select the closest match from the new Employee Job
Categories dropdown

A Student Workers

A Clerical/Student Support Services
A Instructional Support

A Residence Assistant

A Recreation/Fitness/Wellness

A Technical Support

A Service/Labor/Security

A Hold on starting Fall 2022 e-contracts until these
changes are in place



Upcoming Changes to Temps

A Select the closest match from the new Employee Job
Categories dropdown

A Temps

Clerical/Student Support Services
Consultant
Financial/Budget/Professional
Instructional Support
Research/Research Support
Service/Labor/Security

Technical

To o Po Po Do Do o



Upcoming Changes to Students & Temps

A Minimum wage for student workers and temps
beginning with Fall 2022 appointments is $10/hour

A Temporary employees working annually should be
appointed with end dates of June 30 or December 31



Upcoming Changes to GAs

A Doctoral in-state tuition is pulled from a central pool

A GA assignments loaded one-by-one in a separate
flyout section on contract

A Tuition waivers loaded one-by-one in a separate flyout
section on contract

A Tuition can now be split among multiple index
numbers

A Tuition is now viewable directly on the contract if the
student has already registered



Upcoming Changes to Faculty Titles

A Effective Fall 2022, changes are coming to the title of non-
tenure faculty such as instructors, lecturers, etc.

A These non-tenured faculty members will have the opportunity
to go through the promotion process similar to their tenured
counterparts beginning with Fall 2022. (Promotions would
then be effective Fall 2023, etc.)

A New titles will be used, replacing existing titles like Instructor,
Lecturer, etc.

A New titles are delineated on the following slides and in the
updated Faculty Handbook, along with promotion processes.

A This is the result of an effort from Faculty Senate and the
Provost.



https://www.memphis.edu/faculty_handbook/index.php

Upcoming Changes to Faculty Titles

A Tenure Track and Tenured Faculty Ranks (not changing)
A Assistant Professor
A Associate Professor
A Professor

A Non-Tenure Track Teaching Faculty Ranks (changing)
A Assistant Professor of Teaching (formerly Instructor or Lecturer)
A Associate Professor of Teaching (Senior Lecturer)
A Professor of Teaching



Upcoming Changes to Faculty Titles

A Non-Tenure Track Research Faculty Ranks (not changing)
A Research Assistant Professor
A Research Associate Professor
A Research Professor

A Non-Tenure Track Clinical Faculty Ranks (not changing)
A Clinical Assistant Professor
A Clinical Associate Professor
A Clinical Professor

A Non-Tenure Track Faculty of Practice Ranks (Changing)
A Assistant Professor of Practice
A Associate Professor of Practice
A Professor of Practice



Questions?






UNIVERSITY RECORDS MANAGEMENT

WHAT ARE RECORDS?

Records are the evidence of what an
organization does. Records capture
business activities and transactions of
contract negotiations, business
correspondence, personnel files, and
financial statements to name a few.




UNIVERSITY RECORDS MANAGEMENT

WHAT IS RECORDS MANAGEMENT?

As a State university, we are considered an agency under T.CA.
10-7-301(1) and are required to follow public record laws and rules
established by the Public Records Commission.

The University’s Records Management Program allows us to:
A demonstrate regulatory compliance with State of Tennessee laws
A document our management decisions
A enhance our organization's operational efficiencies
A provide litigation support
A preserve the University’s institutional history




UNIVERSITY RECORDS MANAGEMENT

WHAT RECORDS AM | REQUIRED TO RETAIN?

University employees are required to retain and report official and original
records that are created and/or maintained in their offices. This includes
original records (forms, applications, etc.) that are not submitted to any other
University office or external agency. The comprehensive list of records is
included on the Records Retention and Disposition Schedule created by the
Records Management Division of the State of Tennessee.
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UNIVERSITY RECORDS MANAGEMENT

WHAT IF | SUBMIT ALL ORIGINAL DOCUMENTS
TO OTHER UNIVERSITY OFFICES AND/OR
EXTERNAL AGENCIES?

After reviewing their files, some University employees
have determined all original documents (budget
revisions, transfer vouchers, invoices, payroll forms,
contracts, etc.) were submitted to other offices and the
documents maintained in their offices are copies.
These copies are defined as Working Papers;
additional details for maintaining and recording
Working Papers are included in this presentation.
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UNIVERSITY RECORDS MANAGEMENT

QU

frequently

asked

—O |

HONS

SHOULD | KEEP HR RELATED RECORDS IN MY
OFFICE?

Departments are discouraged from maintaining employee
records/files within their areas. HR is considered the official
custodian of employee records, therefore any documents
that are not housed in HR are not considered part of the
official employee file/record.

However, notes regarding performance to be used in
evaluations or employee issues that will be later officially
presented to HR should be kept by the department until
such time as the documents are used to either complete
the evaluation or filed with HR.



UNIVERSITY RECORDS MANAGEMENT

QU

frequently

asked

—S |

HONS

HOW LONG SHOULD | KEEP PURCHASING
CARD (P-CARD) STATEMENTS?

P-card statements are only required to be retained by those
individuals/departments who have grants and the Office of
Procurement and Contract Services. Regions and US Bank
p-card statements from Fiscal Year 20715 to today are
maintained by the Office of Procurement and Contract Services.

PLEASE NOTE: P-card records related to a grant should be
kept for b years from the submittal date to the sponsor, unless it
s a federal grant with different stipulations.



UNIVERSITY RECORDS MANAGEMENT

| SERVED ON A SEARCH COMMITTEE. AM |
REQUIRED TO MAINTAIN MY NOTES?

Yes, all committee members are required to maintain those
items for b years from the date of the committee meeting.

frequently
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RECORDS MANAGEMENT FAQs

QU

frequently

asked

—S |

HONS

WE SCANNED ALL OUR PAPER RECORDS.
SHOULD WE KEEP BOTH PAPER AND

ELECTRONIC VERSIONS? WHICH IS THE
OFFICIAL RECORD?
No. Once records are scanned, ensure the scanned

documents are legible and destroy the paper documents (with
permission). The electronic record is the official record.




RECORDS MANAGEMENT FAQs

QU

frequently

asked

—S |

HONS

| HAVE COPIES (WORKING PAPERS) OF
TRANSFER VOUCHERS, INVOICES, STUDENT
FILES, ETC. SHOULD I SUBMIT A REQUEST TO
DESTROY THESE ITEMS?

A request is not required to destroy copies.



RECORDS MANAGEMENT FAQs

QU

frequently
asked

—S [IONS

IS IT EVER PERMISSIBLE TO DISPOSE OF
SENSITIVE OR CONFIDENTIAL RECORDS IN A
REGULAR TRASH CAN?

NO! NEVER dispose of documents (papers, file folders, etc)
containing Social Security Numbers or any other
sensitive/confidential information without shredding. All
confidential paper documents MUST be disposed by cross-cut
shredding.

Destruction requests should be submitted through the Records
Disposal and Authorization Form found on the Records
Management website. All requests require approvals from the
department head, Provost or area Vice President and
University Records Officer.



RECORDS MANAGEMENT FAQs

QU

frequently

asked

—S |

HONS

WHAT IS THE PROCESS FOR SHRED SERVICES
ON CAMPUS?

The University has a contract with Shred-It. If you

would like more information, please contact Jovanna
Edone.

Jovanna Edone

Inside Account Representative
Office: 901-424-7023
E-mail; jovanna.edone@stericycle.com

\QShred-it

A SECURIT. COMPANY



mailto:jovanna.edone@stericycle.com

RECORDS MANAGEMENT REMINDERS

A NEVER dispose of sensitive or confidential
records in a regular trash container. Use a locked
container or shred.

A For documents that exist in both paper and
electronic form, the electronic version of the
document is considered the official document.
The paper version is a duplicate and can be
destroyed.

A Records certifications are due on or by June 30.

A Departments are allowed to submit a compiled
report for all individuals in the department.

A The final training date is Friday, June 24 at Tlam.



RECORDS MANAGEMENT RESOURCES
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Questions?
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What is the
Red Flags Program?

™ The program is designed to:

e

fl 1. Outline areas of risk associated with
identity theft on campus
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Red Flags Importance

The University maintains files in various formats that contain
identity information.

These files include, but are not limited to:

A admission information

A financial aid information

A student billing information

A employee personal information

A academic and financial records

A third party service providers and identity information



Identifying a Red Flags Incident

~ive Primary Ways a Red Flags Incident is Generated:
ANotice from an Individual or =ntity
ASuspicious Documents
ASuspicious Personally-ldentifying Information
ASuspicious Covered Account Activity
ANotifications or Warnings from Credit Reporting Agencies




Detecting Red Flags Day-to-Day

Student Enrollment

A Require specific identifying info such as name, DOB, address, etc.
A Verify the student’s identity at the time of issuance of an ID card

Existing Covered Accounts
A Verify the ID of the student, faculty, or staff member
A Verify the validity of request to change billing information
A Verify the validity of changes in banking information given for billing and
payment purposes

Notifications from Consumer Credit Reporting Agencies (CCRA)
A Require written confirmation
A Discrepancy Notice: Verify the report matches the person for whom the
request was made and report back to the CCRA



Response to Red Flags

Aln the event a red flag or potential red flag is identified, the
University must act quickly to assess the risk posed by the red flag.

AAll related documents should be submitted with a description of
the situation to the Red Flag Program Administrator.

AThe Program Administrator, with assistance from appropriate
University personnel, will determine whether the attempted
transaction was fraudulent or authentic.



Response to Red Flags (cont.)

Jpon notice of a Red Flag, the University may take the
following steps as deemed appropriate:

AMonitor the covered account

ACredit Warning? Contact the individual
AChange any passwords or security measures
AClose & re-open the account

ACancel the transaction

ANot open a new covered account

AProvide a new University ID number

ANotify law enforcement

ANO response warranted
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Red Flag Program Oversight

Executive Director of Business Continuity and Risk Management
and the Red Flag Committee

The committee meets periodically (a minimum of once per year)
to review current processes, determine their effectiveness, and
implement changes to the Red Flag Program as needed

Red Flag Committee representatives include:
A Academic Affairs

A Advancement

A Human Resources

A Information Technology Services

A Office of Admissions

A Office of Financial Aid

A Office of Legal Counsel

A Registrar’s Office

A University & Student Business Services




Red Flags Reporting

The Program Administrator is responsible for ensuring:

AMeasures to prevent and mitigate identity theft
AReview of reports of Red Flags for response

AProviding annual report to the University President for:
Institutional compliance with the program
cffectiveness of Red Flags

Arrangements with service providers

Significant incidents of identity theft

University response

o To o Do Io Do

Recommendations for program changes



A Lock file cabinets, desks, and any other storage space
containing documents with covered account information
when not in use

A Lock storage rooms and record retention areas
containing documents with covered account information

A Review and adhere to recommended security best
practices as identified in the University’s campus data
security policy

A Avoid the use of social security numbers. Use the
student’s "U” number

A Utilize encryption devices when transmitting covered
account information. If an employee is uncertain of the
sensitivity of a particular piece of information, they
should contact their supervisor




