Human Resources & Business Office:

A Perfect, Pair

IASPA Annual Conference: Superheroes
Angelica Romano & Nina Youabb
January 27, 2023

N

DISTRICT

GLENBROOK
HIGH SCHOOL 225

75 YEARS OF EX( CELLENCE

IASPA

lllinois
Association of
School
Personnel
Administrators

IASPA.org
¥ @_IASPA_



PRESENTERS

IASPA

Illinois
Association of
Angelica Romano Nina Youabb School

Executive Director of Human Resources Senior Human Resources Specialist Personnel
Glenbrook High School District 225 Glenbrook High School District 225 Administrators

IASPA.org

W @_JASPA_



SCHOOL DEMOGRAPHICS

GLENBROOK HIGH SCHOOL DISTRICT 225

2021-2022
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DEPARTMENT STRUCTURE
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ICE-BREAKER

: > Who is in the audience?

j> What are you seeking to
learn from this nos

Presentation?

Personnel
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Human Resources isn’t a thing we do.

It’s the thing that runs our business. IASPA
B Steve Wynn }Alllzgi?ation of
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Today’s Agenda

Introductions

Ice-breakers Throughout
D225 Demographics
Department Structure
Processes That Changed Our Dynamics
What Is B/O Saying About HR?
How We Did It

Organizational Impact
Social-Emotional Impact
Homework!

IELCEVENS

Q&A

D —

00—

0—, IASPA

o lllinois
Association of
School
Personnel

Administrators

IASPA.org

} W @_JASPA_
G



WHAT DO THE BUSINESS OFFICE AND
HUMAN RESOURCES HAVE IN COMMON?
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1

“Invest in our teachers and our

children will succeed.” IASPA

School
Personnel
Administrators
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PROCESSES T

Recruitment & Seasonal Projects Board Documents

Onboarding (stipends, FTEs, Staffing

Offboarding etc) Benefits/Health

Retirements TRS/IMRF FMLA

Employee Relations ISBE Reporting Sick Bank Borrow IASPA
Illinois
Association of
School
Personnel

Administrators

IASPA.org
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https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=289981814
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=289981814
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=1749368732
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=445245896
https://docs.google.com/spreadsheets/d/1bj0JCPue9RULnsZYpGGlMAicLRF8blHPl166SMzr8uY/edit#gid=255126711
https://docs.google.com/spreadsheets/d/1bj0JCPue9RULnsZYpGGlMAicLRF8blHPl166SMzr8uY/edit#gid=255126711
https://docs.google.com/spreadsheets/d/1bj0JCPue9RULnsZYpGGlMAicLRF8blHPl166SMzr8uY/edit#gid=255126711
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=0
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=418700963
https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=1147221219

PROCESSES - Personnel Report

® Previous Process
O Board Document
m Hire recommendations for Certified with a one-page brief
of the candidate (bio, experience, etc)
m Resignations for Certified
m Hire recommendations for non-certified
m Resignations for non-certified IAS PA
o Pay Directives

o Payroll FreshDesk Tickets lllinois
Association of

School
Personnel
Administrators

IASPA.org
DISTRICT

GLENBROOK @ - TAG
HIGH SCHOOL 22 W @_IASPA _




PROCESSES - Personnel Report

BISTRIC
o 225

13 m blo To:  Dr.Charles Johns
Ve (3] G, o Board of Education
up From: Angelica Romano, Executive Director of Human Resources
Date:  Monday, January 23, 2023
Re:  Personnel Report
Administration
Name Building Department Position Calendar H"“D":;" Lane Step FIE Rate mmmu)w[mmn )
APPOINTMENTS
‘White, Betty GBA  Educational Services Assistant Superintendent 260 8 MA+60 1 10 $150,000 7/1/2023
FTE ADJUSTMENTS
None
RESIGNATIONS
None
RETIREMENTS
None
ct;, Hours Per Effective Date
(o) It Day (First Day/Last Day) . .
om seromes lllinois
None
DIFFERENTIAL EXTRACURRICULAR
‘ ‘ ‘ . Association of
‘Gehrig, Lou GBS Athletics “Assistant Coach, Baseball Spring N/A ™ 3 1.0 $10777 2/20/2023

DISCRETIONARY EXTRACURRICULAR
None

School
Personnel
Administrators

FTE/PAY ADJUSTMENTS
None

LANE ADJUSTMENTS
None

UNPAID LEAVE
Naone

SPECIAL LEAVE OF ABSENCE

IASPA.org
GLENBRDUK gl RESIGNATIONS
HIGH SCHOOL 225 - IASPA

|
|
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| Name Building Department Position Calendar/Season Lane Step FTE Rate
|
I
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|
|
I
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|
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PROCESSES - Personnel Report

| . i
I N uildin iti Calenda Hoare s rs
E ame B g Department Position r/Season Day FTE Category Step Rate (] Day/Last Day) I
Mplo | apportvENTS |
Vee Gr, oup | Smith, John GBO  Special Education Instructional Assistant 1865 8 N/A I 1 $20.22 1/17/2023 |
| prerERENTIAL EXTRACURRICULAR I
| Jordan, Michael GBS Athletics Assistant Coach, Bays Basketball Spring N/A L0 v 1 $5.520 1/16/2023 |
|
DISCRETIONARY EXTRACURRICULAR
| “Swift, Taylor GBS Student Activities ‘Assistant Choreographer - Musical Spring N/A 05 N/A N/A s1019 2/20/2023 :
|
MISCELLANEOUS STIPENDS |
| ome
| |
| GLENEROOKAQUATICS-STIPEND |
None |
|
| GLENBROOK AQUATICS - HOURLY |
None I
|
| FIE/PAY ADJUSTMENTS I
| Smith, Jane GBS Safety and Security Security Assistant N/A N/A o410 N/A N/A N/jA 1/3/z023 |
ot | TIONS I
n Lopez, Jennifer GBN  Athletics Assistant Coach, Girls Lacrosse N/A N/A N/A N/A N/A N/A 1/11/2023
e, | |
| rEmREMENTS
| one I . .
| 1l
| e | inois
None o 0
| I Association of
UNPAID LEAVE |
| “Lopez, vennifer GBS English Instructional Assistant N/A N/A N/A N/A N/A N/A  2/10/2023-4/10/2023
‘ ’ ’ _ _ _ _ | School
: |
Hi Effective Date
| - Na-me . Building Department Position Calendar “'g;;" ‘Workgroup Category Step Rate (i Day/Tast Day) : P ersonne |
tal
I K::;el Jimmy Substitute - Teacher 2022-202;
| ! Administrators
| LongTerm Substitute Staff |
| Reys, Alicia GBN  FineArts Long-Term Substitute, Teacher N/A N/A N/A N/A N/A  $350.04 413/2023 - 6/2/2023 I
|
| | IASPA.org
pisteict L. __________ _______ a

GLENBROOK .
HIGH SCHOOL 225 _TASPA



PROCESSES - Personnel Report

Opportunities for Business Office & Human Resources

® Checks & Balances
O Start processing requests/changes sooner
o Elimination of deficiencies

e Discussion on items with HR pre-Board of Education meeting
o ldentify possible changes to eliminate inaccuracies to the Board IAS PA

of Education

® Less stress!
o Not as many documents and steps, as a result
o Elimination of duplicate or repetitive work

Illinois

Association of
School
Personnel
Administrators

IASPA.org

DISTRICT

GLENBROOK _ ‘
HIGH SCHOOL 22 ¥ @ IASPA



PROCESSES - FMLA

Sick Bank
{ Baby's Form Form Borrow |Anticipated
Certified or Projected | Projected Name Received Received Request | Sick Bank
Non Substitute Leave Start ' Leave End when : Intermitte | (or Dr's (or Dr's Form Borrow
Staff Name FTE ildi Certified Position Name Date Date Items Sent | Applicabl nt Note) Note) Received Days FMLA/LOA| NOTES
NAME L0 GBN&GBS |Certified Fine Arts NAME 1/11/2023 TBD N/A No Yes N/A N/A FMLA Medical
NAME 1O GBS Non-Certified| Instructional {NAME 1/4/2023 | 4/10/2023 No Yes 20 FMLA Maternity
NAME L0 GBS Certified Special Educa| NAME B/15/2022 TBD N/A Yes Yes NjA N/A FMLA Medical
NAME L0 GBS Certified English NAME 8/15/2022 TED N/A Yes Yes N/A N/A FMLA Medical
NAME 1.0 GBS Certified English NAME 11/28/2022| 3/7/2023 Conor No Yes N/A N/A FMLA Maternity
NAME 1.0 GBS Non-Certified| Custodian NAME 10/3/2022 | 6/1/2023 N/A No Yes 11 FMLA Medical
NAME L0 GEN Certified Music NAME 4f12/2023 | 9/22/2023 No Yes 11 FMLA Maternity
NAME L0 GBS Non-Certified| Instructional {NAME 2/1/2023 af17/23 N/A No N/A o FMLA Medical
NAME L0 GEN Certified Special Educa| NAME 1/23/2023 | 4/18/2023 Clark Richard|No NfA N/A N/A FMLA Paternity
NAME LO GBS Certified Social Workel NAME 2/13/2023 | 4/19/2023 Nash Brady |No Yes N/A 5 FMLA Paternity
NAME 1.0 GBN Administratoi] Asst Principal| NAME 1/17/2023 | 3/10/2023 N/A No Yes N/A ] FMLA Medical
NAME 1.0 GBN Certified Social Studies| NAME 4/3/2023 4/21/2023 No Yes N/A N/A 4] FMLA Paternity
NAME 1.0 GEN Certified Social Studies| NAME 10/10/2023 | 11/21/2023 No Yes N/A N/A ] FMLA Paternity
NAME L0 GEN Certified Mathematics [NAME 8/22/2023 | 11/16/2023 No Yes N/A D 34 FMLA
NAME LO GBS Certified Physical Educ{ NAME 5/25/2023 No |:| 17 FMLA Maternity
NAME LO GEBN Non-Certified| Athletics Traigl NAME 3/1/2023 3/24/2023 No Yes N/A N/A (1] FMLA Paternity . .
NAME L0 GBS Certified Waorld Langug NAME a/17/2023 | 6/2/2023 No Yes N/A o FMLA Maternity | | | INOIS
NAME 1.0 GBN Certified Instructional { NAME 1/23/2023 | 2/10/2023 Yes N/A N/A 4] FMLA Paternity . .
NAME 1.0 GBS Certified Guidance Cou| NAME 4/6/2023 6/2/2023 No Yes N/A N/A o FMLA Paternity Assoc|at|o N Of
NAME 1.0 GBO Certified Social /Emotid NAME 2fa0/2023 | 5/22/2022 No Yes 21 FMLA Maternity
NAME Lo GBN Certified Tech Ed NAME TBD TED N/A Yes Pending - May not occur N/A o FMLA Medical SC h (0]0] I
NAME LO GBS Non-Certified|C NAME 2/8/2021 7/1/2022 |XXNA N/A Inactive NfA N/A N/A FMLA Medical
NAME L0 GBS Non-Certified| Testing Coord NAME 8/3/2022 | 9/6/2022 N/A Yes N/A (4] FMLA Medical P e r‘s 0 n n e |
NAME 1.0 GBN Non-Certified| Asst Athletic INAME 8/9/2022 | 11/3/2022 |AUG Alina Ahmed |No Yes Yes 6 FMLA Maternity

GLENBROOK
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PROCESSES - FMLA

Jennifer Lopez

Start Date: 8/16/2021 Non-Tenure

Fine Arts Teacher, GBN & GBS

Sick Days Calculation: HR Checklist:

Sick days as of August 15, 2022 21.75 FMLA Notice & Determination Letter to Employee

Sick days as of January 2023 215 FMLA Email to Supervisor

Maximum number of Sick Days to borrow from the Sick Bank 65.25 Cap 150 EMLA Calendar

Total number of Sick Days to be possibly used for FMLA 60 Long Term Sub (LTS) Set Up (Contract, Skyward, Tech Ticket + PR Directive) ]
Long Term Sub Exit (or t ition to a different assi; nt) |:|

Projected Leave Start Date: January 3, 2023

January

February

March Skyward Time Off Entry (Month) |Total Sick Days in Skyward Total SBB in Skyward |Date Entered

Projected Leave End Date:

Total number of days on Leave [}

Used Sick Days during Leave:
Total number of Sick Days used on Leave
Total number of days borrowed from the Sick Bank

IASPA

Available Days after Leave: January
Total number of Sick Days available after Leave February
o March . .
Substitute Name: I | I l n O I S
Daily Substitute . .
Association of
‘Topics to cover with Employee SC h O 0 I
Transition days for LTS?
Paperwork: FMLA doe, Dr Notes, Insurance Forms Pe rsonne |

Administrators

Let’s check it ou IASPA.org

DISTRICT

GLENBROOK AQD;
HIGH SCHOOL 225 : _IASPA _



https://docs.google.com/spreadsheets/d/1N_FGkN2NvP2j_RzzN3HPocMp9LFNrkxsNn92eggNYCk/edit#gid=1500034364

Brady, Tom

PROCESSES - TRS/Retirement

Base) 2018-2019

Teacher Salary

Year 1: 2019-
2020

Year 2: 2020-
2021

Year 3: 2021-

2022

Year 4: 2022-
2023

$126,788.00

Retire

$129,450.00

$142,459.00

$151,006.54

$160,066.93

$0.00

Head Football Coach

$4,945.28

$0.00

$0.00

$0.00

$5,712.00

Daily Subbing

$7,578.00

$5,705.00

$5,700.00

$0.00

$201.90

Total Earnings

$0.00

$168.22

$354.25

$135,551.90

6% Over the Previous

$144,823.28

$151,182.22

$159,910.79

$162,916.93

MA, Step 27

$143,685.01

$153,512.68

$160,253.15

$169,505.44

Allowed Earnings

-$1,138.27

$2,330.46

$342.36

$6,588.51

DISTRICT

293

75 YEARS OF EXCELLENCE
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STAFFING - Non-Certified

POSITION ASSIGNMENT
Classroom Aide
General Assignment
Testing Center
Nursery School
PE/Pool

Perm Subs

Assistant

Custodial/Maintenance Day Custodian
Evening Custodian
Grounds

Locker Room
Maintenance

Paraprofessional Safety/Security

Attendance Clerk
Department Assistant
Operations Assistant
Executive Assistant
Cataloger

Registrar

Schedular

Test Coordinator

Clerical

Misc. Registered Nurse
Athletic Trainer
Asst Athletic Trainer
Auditorium Supervisor

BOEFTE BOEFTE 20-21to
CALC FTE Contingency  22-23 21-22 2122
1512
4.89
072
067
1.39
2.92
425
23.68
3.00

16.01

16.01 -1.35 14.66 10.52 4.14

223
8.60
092
7.08
0.46
0.92
1.78
0.78
160
1.00
184

1.00

GLENBROOK
HIGH SCHOOL 225

75 YEARS OF EXCELLENCE

TOTAL ALL NON-CERT POSITIONS 109.39 -0.81 1wess [ETTHE  sses
+ = Total ~ - Cust/Maint - Security ~ Clerical ~ Misc. ~ SpEdIA's ~ Grant Funded (not current) ~
DISTRICT

Sec | Clerical
Updated
in
Skyward Assignment Calendar

x NAME 186.5
x NAME 203
X NAME 1865

DEPARTMENT ASSISTANT
x NAME 203
X NAME 203
x NAME 203
X NAME 203
X NAME 203
x NAME 203

NAME 203
x NAME 203
x NAME 203
x NAME 203
x NAME 203
x NAME 203

Paid

Days
GBS
1865
208
1865

GBS
203
203
203
203
203
203
203
203
203
203
203
203

Hours/Day

8.00
8.00
8.00

800
8.00
8.00
8.00
8.00
8.00
8.00
8.00
8.00
8.00
8.00
8.00

Department
DEAN'S OFFICE
1492.00
1624.00
1492.00

MisC
1624.00
1624.00
1624.00
1624.00
162400
1624.00
1624.00
1624.00
1624.00
1624.00
1624.00
162400

FTE  Cale FTE Add Position Control Info

SCATT
1.00000 0.72115
1.00000 0.78077
1.00000 0.72115
3.00000 222308

SCDEPT
1.00000 0.78077
1.00000 0.78077
1.00000 0.78077
1.00000 0.78077
1.00000 0.78077
1.00000 0.76077
1.00000 0.78077
1.00000 0.78077
1.00000 0.78462
1.00000 0.78462
1.00000 0.00000

1.00000 078077 World Language
12.00000 8.59615

1
<
O
(0]
©
Q
=
=g
=
(0]
—

Xtra Days Add-on
Add-on

1.00

1.00

English
Family/Consumer Science 000
Fine Arts

Mc

Mathematics

PEME/DE

Science

Social Studies

Special Education 1.00
Special Education 1.00
Student Activities

FTE NOTES

0.00385 Need based

0.00385 Need based
0.00769

0.00000 Retirement

Replaced Stacy Olmert

Replaced Maria Chandiles|
0.00385 Need based
0.00385 Need based

0.00769

IASPA

lllinois
Association of
School
Personnel
Administrato

IASPA.or
_TASPA



HRIS SYSTEMS

Let your HRIS System be your way of communication.

Example: Time Off after offboarding
m Business Office takes the information directly from Skyward to report

unused sick and personal days to TRS/IMRF

Benefits:
m Timely information IASPA
m Accuracy in reporting to pension systems
m Accuracy in qualifying life events, COBRA, etc. lllinois
Association of
.. . . School
Maintain your processes and documents in real time to have the most current and Personnel
accurate information within your HRIS system. Administrators
IASPA.org
GLENBROOK VYY) ) \
i .22 ¥ @_IASPA_
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WHAT IS B/O SAYING ABOUT HR?

IASPA

, lllinois
f! enjoy working s ® Association of
with her on big - School
projects & seasonal tas _ Personnel

Administrators

IASPA.org
DISTRICT
GLENBROOK

HIGH SCHOOL 225 ¥ @ IASPA _
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HOW WE DID IT...

Depend Collaborate

Identify overlaps

Coordinate

Tag-team!
Respect

Listen each other’s
Weekly & timelines

Break monthly

meetings.

Barriers Routine reach- Understand IAS PA
outs. Understand what the other does.

Transparency Face-to- - )
Face Identify overlap (duties, processes,

Be Self-Aware etc.) lllinois

“I made a mistake” ; Association of
ChECk-lnS Example: Recruitment
B/O - Sees finance School

Learn to depend on one
Another. Call and share
Details and gather
ideas/feedback/
expertise.

Say hello! -
Call each other for HR - Sees investment Personnel
Feedback & i
SR Take advantage of the overlaps to Administrators

share and create knowledge and
resources. IASPA.org
DISTRICT

Y. Y @ 1sPA_

75 YEARS OF EXCELLENCE

perspectives.




HOW WE DID IT...

. Fail &
Recognize

“You're amazing at Succeed together
Google sheet formulas! Ii fge;s IIess
Thank you for ; .}laam uhto _
helping me!” TRUST ail together :)
o m 0 Both want to
. achieve goals.
Brainstorm i A -
Review problem, common Ccep IAS PA
resources, and decision- denominator. Suggestions
make/problem-solve . ..
Obtain feedback from each lllinois

Association of
School
Personnel
Administrators

together.
m m i other & strategize together.
Accept suggestions as
Language opportunities to step out of

U2 Rl e /O your comfort zone to try new
language have more
ways.

in common than you
think.

IASPA.org

DISTRICT
GLENBROOK :
HIGH SCHOOL 22 ¥ @ JASPA



IMPACT

IASPA
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ORGANIZATIONAL IMPACT

Job performance

® Recognition of stellar work by both departments
e |Improvement of efficiencies
® Transparency

IASPA

® Decreases inconsistencies and inaccuracies

.. . - lllinois

® Better communication with our buildings o
Association of

e Greater customer satisfaction among our staff School
Personnel

e Better climate and culture in the organization Administrators

IASPA.org
GLENBROOK VYY) g \
i .22 ¥ @_IASPA_
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SOCIAL-EMOTIONAL IMPACT

How will improving the relationship between your teams improve other areas &
aspects of your role in the District?

® You/each other - a healthier workplace
o Understanding each other better, being able to relate
o Ability to manage feelings during high-stress situations
O Healthy thought exchange and expression of feelings IAS PA
e Staff llinois
O Decrease of stress (response promptness reduces anxiety)

Association of
School
Personnel
Administrators

e Students
O Happy staff, happy students

IASPA.org
¥ @ IASPA

DISTRICT

GLENBROOK
HIGH SCHOOL 225




WHAT WILL YOU DO DIFFERENTLY
ON MONDAY?

W @_JASPA_



al

it

Identify a process you share in common with
each other.

Come up with one way you can collaborate with IASPA
each other on this process. llinois

. . Association of
Schedule a meeting with each other to propose School

Personnel
Administrators

your idea.

IASPA.org
W @_IASPA_
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TAKEAWAYS

“I sat staring, staring, staring - half lost, learning a new language or »

rather the same language in a different dialect.” ‘
- Emily Carr 2
1 Develop processes in collaboration
1 Speak the same language
] Take advantage of your HRIS system IAS PA
1 Converse when in doubt llinois
1 Understand the impact of your relationship as a team ?g;g‘;ﬁt'on of
1 Make it a priority to build positive relationships Personnel
Administrators
IASPA.org
GLENBROOK § ) ) < w o Thc
i SuhooL | 2.2 W @_IASPA_
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Questions?

0)
QY IASPA
Q
Y
- / IIIinoi.f, .
- e Association of
School
Personnel
Administrators

IASPA.org

W @_JASPA_




ol

Angelica Romano - Executive Director of HR - aromano@glenbrook225.org

Julianne Klasen - Executive Assistant for HR - klasenl@glenbrook225.org

Nina Youabb - Sr. HR Specialist - nyouabb@glenbrook225.org

Sofia Alvarez - HR Specialist - salvarez@glenbrook225.org

IASPA

lllinois
Association of
School
Personnel
Administrators

IASPA.org
W @_IASPA_
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