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California State University, Chico 6)
Chico, California 95929-0025

Vice President for Business and Finance

Office: 530-898-6231 Fax: 530-898-4513

E-mail: dcgraham@csuchico.edu

RECEIVED
UNIVERSITY AUDITOR

MAR 14 2005

March 4, 2005

THE CALIFORNIA STATE
UNIVERSITY

Mr. Larry Mandel

University Auditor

The California State University
401 Golden Shore

Long Beach, CA 90802-4210

Dear Mr. Mandel:

Enclosed is the information requested for the CSU, Chico Human Resources
Audit Report 04-31. If you have any questions, please do not hesitate to
give us a call.

Sincerely,

T P Joh

Dennis C. Graham
Vice President for Business and Finance

cc Paul Zingg
Scott McNall
Bill Jones
Brenda Aden
Ingrid Cortes
Andi Beach
Jacquelyn Thomas

The California State University
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Human Resources

California State University,
Chico

Audit Responses
Report Number 04-31
February 3, 2005

RECRUITMENT, SELECTION, AND HIRING

WRITTEN POLICIES AND PROCEDURES

Recommendation 1

We recommend that the campus develop, document, and communicate policies and
procedures for verifying educational qualifications of new staff, including administrators, and

protecting confidential employee recruitment, selection, and hiring information.

Campus Response

We will develop, document, and communicate procedures for verifying educational
qualifications of new staff, including administrators and for protecting confidential employee
recruitment, selection, and hiring information.

Timeline: April 30, 2005.
FACULTY AND STAFF FILES

Recommendation 2
We recommend that the campus:

a. Enhance current training efforts for search committee chairs and other persons involved
in the tenure-track and college dean recruitment function to ensure compliance with
campus policies and procedures in this area.

b. Ensure that approvals to recruit staff and administrators are sufficiently documented,
verifications of educational qualifications are performed, Employment Information
Release forms and copies of finalists’ driver’s licenses are obtained, and background
checks and pre-employment medical examinations are performed.
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Campus Response

a

Training efforts for search committee chairs have already been enhanced over the past
year. Positions reviewed for the audit were from the previous fiscal year before current
training practices were implemented. Step by step guidelines for the faculty recruitment
process (with forms and sample letters) are posted on our web page. The Vice Provost,
Human Resources, gives faculty search committees training sessions on the process
and the HR staff monitors completion of each part of the search.

We will insure that all recruitment documents are properly signed and that
documentation is included in recruitment files. We will also write a procedure for
verifying the educational qualifications of staff and administrators, when applicable. We
will insure that the documentation is in every recruitment file, when applicable. The
Director, Staff Personnel Programs will meet with staff involved with the recruitment
process to go over audit findings and will do a written follow-up memorandum outlining
the information covered in the meeting.

Timeline: March 30, 2005.

SPECIAL CONSULTANTS

Recommendation 3

We recommend that the campus ensure that:

a.

b.

Special Consultant vs. Independent Contractor worksheets are prepared by the
responsible campus manager prior to the beginning of an assignment.

Special Consultant Timesheets are properly approved by responsible supervisors.

Campus Response

a.

We agree that Special Consultant vs. Independent Contractor worksheets should be
prepared by the responsible campus manager prior to the beginning of an assignment.
The current guidelines contain that requirement. We will audit those forms to insure
compliance.

As a result of the audit finding, Payroll has implemented an audit process for checking
those forms as they come in to avoid future problems. The audit process will be
included in the Payroll Office guidelines. The Director, Payroll/Benefits Services and
Systems Support will meet with her staff to outline the process and send a follow-up
memorandum confirming the information covered in the meeting.

Timeline: March 30, 2005.
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CONFLICT OF INTEREST
Recommendation 4
We recommend that the campus:

a. Reevaluate the noted employment relationships and take immediate action, as
appropriate, to remedy the conflict of interest and nepotistic situations.

b. Implement a process whereby HR is consulted in all hiring actions that involve close
relatives or immediate family members. Such process should also include the
requirement that the president or designee review and approve possible nepotistic
situations involving senior or executive management.

Campus Response

a. We will reevaluate the noted employment relationships and will draft agreements with
the individuals involved to remedy the conflict of interest and nepotistic situations.

b. We will amend the current campus Nepotism Policy to include the requirement to consult
HR in all hiring actions that involve close relatives or immediate family members. We
will also include the requirement that the president or designee review and approve
related situations involving senior or executive management and will include information
on these topics in our training sessions for hiring committees and hiring guidelines. We
will include language in hiring documentation that outlines employee responsibility for
reporting familial relationships.

Timeline: October 31, 2005

Agreements on noted relationships will be completed by April 30, 2005. Guidelines and
training materials will be amended to include the language mentioned above by June 30,
2005.

Changes to the Nepotism Policy must be agreed to by the Faculty and Student Policies
Committee of the Academic Senate, sent to the unions with a “meet and confer” offer, and
then approved by the President and his cabinet officers. This process often takes a year or
more to complete.
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COMPENSATION, BENEFITS, AND EMPLOYEE PROGRAMS

WRITTEN POLICIES AND PROCEDURES

Recommendation 5

We recommend that the campus:

a.

Update Executive Memorandum 89-14 and In-Range Progression Procedures to reflect
the current practice of handling compensation requests.

Publish the updated compensation policies and procedures for general employee
information.

Update the campus fee waiver policy to include guidelines for maintaining confidentiality
of program information.

Develop, document, and communicate clear procedures for requesting benefits under
the FML program.

Campus Response

a.

We agree that Executive Memorandum 89-14 (classification) should be rescinded and a
new policy or guidelines issued. We have been in the process of working with
Labor/Management Committees to update campus In-Range Progression Procedures
and have completed that document.

. We will publish those procedures as they are approved by the campus officers.

We agree to add language to the campus fee waiver guidelines on maintaining
confidentiality of program information.

We have developed, documented, and published the new procedures for requesting
benefits under the FML program.

Timeline:

Estimated time completion for items included under “b” and “c” — April 30, 2005. Estimated
completion time for revision of classification guidelines — June 30, 2005.
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COMPENSATION REQUESTS

Recommendation 6

We recommend that the campus ensure that compensation actions are properly supported
by the appropriate documentation that includes, but is not limited to, evidence of applicable
employee and intercampus notifications, previous and/or new job descriptions, and required
campus approvals.

Campus Response

We will audit personnel and compensation-related files to insure that intercampus
notifications on compensation actions have been sent and copies are in evidence in the
appropriate files and that required documentation and approvals have been received. We
will revise procedures to require written notifications to employees on alll compensation
actions.

Timeline: June 30, 2005.

INFORMATION SECURITY
Recommendation 7
We recommend that the campus implement:

a.



