Personnel Connections – Meeting Recap

January 15th, 2009
Talley Student Center – Walnut Room

10:00am – 12:00noon
HR Information Management (Melissa Fisher)

HR Forms--please use the online versions of the forms.  The most recent versions of the forms are kept on the HR Forms website, so please do not print them until you need to use them, as they may have changed/updated.  PIF forms submitted to HRIM--please ensure that you complete and submit to HRIM the PIF form for ALL new hires (temporary, SPA and EPA employees).  This is a required form.

HR Admin (Laurie Textor)
Contracts and At-Will Reference Chart - A New Tool for Your Toolkit!-- Do you ever wonder what appointment is appropriate for a specific situation?  Do you find yourself searching time and again for the policies associated with those on “at-will” or contracted appointments?  If you do, then you’ll want to check out a new tool developed for you to get answers to these questions “at a glance.”  The chart can be found under the alphabetized listing of “A” (for At-Will), “C” (for Contracts) and under the “Other Resources” link.   The Contracts and At-Will Reference Chart was developed during the Contract Review Task Force process as the task force searched for answers to questions regarding particular types of appointments. The chart is sorted by position type, including sections for:  SPA positions and EPA positions (regular faculty, special faculty, non-faculty, and post-docs).  

The chart is set up to give you instant answers to questions of:  Is a contract allowed?  Is a contract required?  Is an at-will appointment allowed?  Is it required?  The chart also designates the approval authority, appointment and pay limits.  And you can find the guiding policy and source documents for each position type simply by clicking on the link found in the last column on the chart.  We hope you will find the chart helpful and welcome your feedback.  Please let Laurie Textor know if there are items you’d like to see added to the chart.  You can reach her at laurie_textor@ncsu.edu or by calling 513-0765.  http://www.fis.ncsu.edu/hr/forms/employment/atwill-chart.pdf
Benefits (Joe Williams / Rob Stevenson)

The State Health Plan continues to focus on cost savings initiatives aimed at lessening the budget shortfall, along with our ongoing commitment to improving member health status.  Many changes have occurred with our voluntary retirement savings plans.  The PowerPoint has information on these changes.  (see attached)
Payroll (Franki Senter / Jim McKenzie / Michelle Anderson)

Congratulations on doing a great job entering time sheets for 2R14.  As evidence, we only had 4 manual check requests for 2X14.  Thanks!

Remember to direct your new foreign national visitors to make an appointment with Michelle Anderson, the foreign national tax specialist.  In order for them to complete the appropriate tax forms to represent their tax status, Michelle must do an individualized assessment.  She can be reached at michelle_anderson@ncsu.edu.

Please respect our payroll lockout periods, which we communicate to you electronically.  Data entry activity at the department level during the lockout period, even if the transaction is future dated, can have serious consequences to the confirmation process.

W-2's will be sent out today January 16 along with instructions for distribution.  A few items to note:

-  W-2's will be mailed to departments in white envelopes with large, neon-colored address labels and not the red envelopes used in previous years.

-  Forms 1042S, the wage and tax statement some of our foreign nationals receive - instead of or sometimes, in addition to - will not be mailed out at the same time as W-2 forms.  The Windstar software we use to print them has not been updated with this year's template because IRS has not completed or published the specifications.  They will be sent out under separate cover, as soon as we can produce them.  An announcement about this has already been sent out to our foreign nationals.  In addition, a large sticker has been placed on the front of individual's W-2's if they will also be receiving a Form 1042S form.  If you need to mail one of those, please re-envelope it.

-  We will not start processing requests for duplicate W-2's until February 10.

Manual check request forms require a Dean or Department Head/Vice Chancellor signature.  This must be an authentic, "wet" signature; it cannot be a rubber stamp or a co-signature.

Training and Organizational Development (Stephanie Kelber)
New Registration Process for NEO--There is a new process for how you register new hires for New Employee Orientation. Registering your new hires is down submitted through MyPack Portal and utilizes the PeopleSoft system. See the attached slides for step-by-step instructions.

Professional Development Conference Scheduled- March 3rd, 2009--Save the date for the HR Professional Development Conference to be held on March 3rd, 2009 at Talley Student Center. This conference is scheduled from 8 am-4 pm. Agenda and registration information will be distributed by the end of January. 

Employment (Jill Guzmanl)

I-9s: the USCIS is issuing yet another version of the I-9 form, along with a new rule that changes some of the acceptable documents.  The new rule and form will take effect on February 2, 2009.  The new version of the form has not yet been released (and is anticipated to be released only shortly before February 2), but must be used immediately on and after February 2, 2009 - prior versions of the I-9 will not be acceptable and could expose the University to civil monetary penalties.

 

The new rule requires that all documents be valid and unexpired.  This means that an expired U.S. passport will no longer be an acceptable List A I-9 document.  The new rule is also adding the new U.S. Passport Card as an acceptable List A document, as well as (valid) foreign passports containing the I-551 permanent residence notation printed on a machine-readable immigrant visa.  Several obsolete documents were also removed from List A.  The new rule slightly revises Section 1 to include four attestation boxes for the employee to review, instead of only three.

 

A link to the revised I-9 form, once it becomes available, will be added to the International Employment (IE) website, the HR forms website, and the New Hire Packet website.

 

E-Verify: The new Federal Contractor rule was postponed by the government until Friday, February 20, 2009.  This rule requires that IE change our E-Verify registration to that of a Federal Contractor.  On February 20, all users of the system (General Users and Program Administrators), will be required to complete an additional online tutorial before we will be allowed to enter new queries into the system, even for employees who will not be working on a federal contract.  

 

Additionally, as a result of this new rule, NC State will begin verifying our entire existing workforce in the E-Verify system, current employees who were hired before January 1, 2007 when our requirement to use E-Verify went into effect.  This effort will be undertaken by IE centrally, and although the department personnel representatives will not be responsible for this process, IE may occasionally need the assistance of the representative to successfully and most efficiently complete this process.  The new rule requires that a query be entered into E-Verify for all employees within 180 days of February 20, 2009.

 

International Employment has moved!  We are still in the same building, Admin II at 2711 Sullivan Drive, but we have moved downstairs to the first floor, in suite 110.  This is the office suite where UTS used to be located, across from the Controller’s Office and next to the elevator.  Our new name is International Employment and Taxation (or IET) , because Michelle Anderson from Payroll, who is the university’s Foreign National Tax Specialist, has also moved down to the suite with us, with her temporary assistant.  Our telephone numbers are the same, as is our Campus Box number, but we will soon be getting a new fax number and new main telephone number – we will let you know what those new numbers are once those lines have been installed and the numbers have been assigned.

IE will provide updates on the I-9 and E-Verify changes as necessary.  If you have questions or concerns, please contact me at 5-4518 or jill_guzman@ncsu.edu.  Thank you.
New FMLA and ADA Updates (Michael McFarland)

Please note that the final regulation to the Family Medical Leave Act take effect on January 16, 2009.  Some of the more significant changes include: 

1) Incorporation of the new military leave provisions as provided in the National Defense authorization Act of 2008 
 - Authorized 26 weeks in “single 12 month period” to care for injured service member

 - Allow eligible employees of covered employers to take FMLA qualified leave arising of any qualifying exigency arising out of fact that a son, spouse, daughter, spouse, daughter, or parent of employee is on active duty or has been notified of an impending call or order to active duty                             

2)  For purposes of counting the eligibility requirement of 1 year of service, employers generally no longer need to count service where the break in service was more than 7 years.

3)  Notice:  If employer has no employee handbook, they must provide general notice to all new employees being hired.  Employers must also provide general notice to to all current employees of their rights under the FMLA.

4)  Employers can now retroactively designate FMLA leave if failing to timely designate does not cause harm or injury to the employee. Employee and employer can also mutually agree that time will be retroactively applied to FMLA. 

5)  Employees must now comply with employers’ usual and customary notice and procedural requirements for requesting leave, absent unusual circumstances.  FMLA protected leave may be delayed or denied in absence of unusual circumstances.  Applies particularly to intermittent leave situations. 

6)  Employee must meet with employer to discuss planned medical treatment and make a reasonable effort to schedule treatment so as to not disrupt the employers obligations.  If employee does not meet with employer prior to scheduling planed medical treatments on an intermittent basis to make a

reasonable effort so as to not disrupt the employer’s obligations, the employer may initiate discussions with the employee and require the employee to attempt to make such arrangements.
7)  Employee has 15 days to complete healthcare provider certification.  If any deficiencies, employee has 7 days to cure.  If not cured or not received, employer can  deny leave.  Employee may choose to provide employer with an authorization or waiver allowing employer to communicate directly with

medical provider.  
     .

Although this is only a snapshot of the changes, we have been ahead of the curve in developing our communications and forms in preparation for the new changes.  From a procedural standpoint, departments will continue to proactively identify situations in the workplace that may fall under the FMLA.  Our office will continue to handle all consultations, communications and compliance with the new regulations. 

Pursuant to the new posting requirements, electronic posting of the Family and Medical Leave Poster is now authorized.  As such, we have updated the Family Medical Leave website and Benefits homepage to include the "Employee Right and Responsibilities Under the Family and

Medical Leave Act".  Although this will satisfy our posting requirements, I would ask that all departments, particularly those with employees who do not have or have limited access to computers, post the attached FMLA Poster in an area that is conspicuous to NC State faculty and staff.  A copy of the "Employee Right and Responsibilities Under the Family and Medical Leave Act" will also now be included with all New Employee Orientation benefits packages.  

The Leave Administration Unit will provide updates and notice of changes as necessary.   Should you have any additional questions, please contact me at 513-0106 or michael_mcfarland@ncsu.edu. 
Red Ribbon Presentation (Barbara Carroll)

Shawn Smith, Financial Aid  was recognized by being awarded red ribbons for his diligent contribution to ensuring that things happen and that they “happen right” within their units. 
Disclaimer:   This is an informal meeting summary, and while we try to be accurate, this is not complete or binding information.  For official information, rely on the appropriate original source materials.        

