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Handbook attachments:


· Supervisory Checklist

· Classified Employee Work Rules
· Facilities Key Request

· Information Technology Services Account Setup

· University Identification Information

· Procurement Services Information

· Parking Information

· Human Resources Contact List

 Limited Term Employment

Limited Term Employment is defined as “…appointment of a person to perform a grouping of duties and responsibilities on a non-project basis under conditions of employment which do not provide for attainment of permanent status…” [ER Pers. 10.01, WI Administrative Code]. A limited term appointment is restricted to 1,043 hours or less within a block of time which consists of 26 consecutive biweekly payroll periods and which ends on the anniversary date of the appointment.  Individuals hired cannot be a University of Wisconsin–River Falls student. 

Criminal Background Check

Human Resources will conduct background checks prior to employment for all Limited Term appointees.



Appropriate reasons for requesting a short term LTE

· Fill in for an employee on extended sick leave
· Fill in for injured or hospitalized employee
· Fill in for employee on leave of absence
· Fill position pending recruitment for a permanent employee
· Completion of work associated with a grant

· Fill in for an employee vacancy

Inappropriate reasons for requesting a short-term LTE
· Converting student employees to limited term appointments when hours as student 



employees have expired
· Hiring individuals for a very short-term position when duties assigned to the position 



could be performed by a permanent employee  
Hourly Employment Limitations 

By law, no Limited Term Employee may work more than 1043 hours during a block of time which consists of 26 consecutive bi-weekly payroll periods in any given position.  The date that an LTE first works in a given position is the ‘anniversary date’ for that position.  An LTE must work in that job no more than 1043 hours in the year following the anniversary date.  The hours worked in a given appointment return to zero on the anniversary date of each year.  If an LTE reaches the hourly maximum but the position is to continue, the individual must be terminated and a new LTE appointed.  The Human Resources Office will automatically send the supervisor and limited term employee a termination letter when the number of hours worked in a full-time limited term position reaches 880 hours. 

UNDER NO CIRCUMSTANCES, by statute, can the individual’s limited term appointment be extended beyond 1,043 hours. 

Multiple LTE Appointments 

An LTE may work in more than one Limited Term appointment at the same time as long as the appointments have been determined to be ‘different appointments’ by the LTE Coordinator.  In order to determine whether the appointments are ‘different,’ the following things are considered:

· At least 50% of the duties of an LTE appointment must be unique to that appointment.

· A different classification title is appropriate.

· A personnel movement recognized as a transfer, rather than management reassignment of duties within a work unit, would occur if a permanent employee moved from one position to the other.

· The positions have different supervisors.

· The positions support different program areas.

· The positions are located in different buildings or department offices.

· There is a set work schedule for each position, where the schedules do not overlap, so that the LTE is not performing work for one position while scheduled to be working in the other.   

Nepotism:  
No employee shall effectively recommend or decide to hire or promote another person when the person affected is a member of the employees immediate family*, unless that person has been certified from an open or promotional competitive register.  Additionally, no employee shall give preferential or favored treatment in the supervision or management of another employee who is a member of his/her immediate family.

*Immediate family is defined as parents, stepparents, grandparents, foster parents, children, stepchildren, grandchildren, foster children, brothers (and their spouses), or sisters (and their spouses) of the employee or the employee's spouse, a son or daughter-in-law of the employee or the employee's spouse, or other relatives of the employee or the employee's spouse who are residing in the household of the employee.

Hiring Limited Term Employees

What procedures does a supervisor need to follow to recruit and hire an LTE?  (See flow chart at beginning of handbook)  The process of hiring an LTE begins with the completion of the Limited Term Position Request Form, which is available on line at:  http://www.uwrf.edu/hr/forms1102.html.  Once the form has been filled out, a job description needs to be attached and sent to the Human Resources Office for a classification.  It is important to remember that the job duties derive the classification and salary.  
Once the request has been approved, supervisors have two options: 
1. To have applicants pulled from the existing applicant pool, or 
2. To go ahead with a full fledged recruitment by advertising for the position.  
Once applications have been gathered, the supervisor and the Human Resources Assistant (715.425.3518) will work together to create an interview schedule.  The HR Assistant will contact the applicants to set up the interviews, and will always extend the job offer.  

Equal Employment Opportunity for LTE applicants
Supervisors interviewing candidates for Limited Term employment must follow non-discrimination statutes and regulations.  Sex, race, color, religion, national origin, marital status, disability status, parenthood or age may not be used as criteria in a hiring decision.  Questions pertaining to these factors must not be asked.  Each candidate must be considered only on the basis of his or her ability to perform the job duties.  For addition information, contact the Office of Equity and Affirmative Action at 715.425.3833. 
It is UW–River Falls policy to provide reasonable accommodations for qualified persons with disabilities who are applicants for employment.  If an LTE applicant needs assistance or accommodations to interview because or a disability, the appropriate assistance must be provided.  UW – River Falls does not deny employment opportunities to anyone because of the need to make reasonable accommodations for a disability.  

The first day of work  
A new LTE must report to the Human Resources Office (216 North Hall) on the first day of employment to complete employment and payroll information.  This is extremely important because the Federal Immigration, Reform, and Control Act requires verification of employment eligibility of the individual within three days of the beginning of their employment.  If the LTE completes I-9, payroll, and tax forms on the first day of work, there will be no delay in paying the LTE.  
General Information for Limited Term Employees

Types of Limited Term Employment  

· Short Term Appointment:  This position is allowed 1043 hours during any twelve-month period of time.  It is usually used for short-term fill in purposes such as replacement of an employee on a leave of absence.  This type of position is not continued from year to year.
· Recurring Appointment:  This position is allowed 1043 hours during any twelve-month period of time.  It is usually used for work requiring a fifty percent appointment (half-time) on an annual or academic year basis and is continued from year to year.  
Limited Term Employee Responsibilities include, in addition to performance of job duties:

· Adhering to work rules (Attachment A)

· Completing all payroll forms within the first three days of employment

· Signing an LTE acknowledgment form which explains the rights and limitations of limited term employment

Classified Employees Work Rules

Work rules are defined as "rules promulgated by the employer within its discretion which regulate the personal conduct of employees as it affects their employment except that the employer any enforce these rules outside the normal work hours when the conduct of the employee would prejudice the interest of the State as an employer." The following work rules are issued by the University of Wisconsin System as part of its responsibility under law to inform all classified employees of personal conduct considered unacceptable as a University of Wisconsin employee.  These rules have not been established to restrict the rights of employees, but rather to advise them of prohibited conduct which would interfere with the university's objectives in maintaining an orderly and efficient system.

A classified employee engaging in one or more of the following forms of prohibited conduct may result in disciplinary action ranging from a reprimand to immediate discharge, depending upon the specific form of conduct and/or the number of infractions pursuant to Section l6.28, Wisconsin Statutes and Wisconsin Administrative Code, Chapter ER-Pers 23, or pursuant to existing collective bargaining agreements.

PROHIBITED CONDUCT
  I.  Work Performance
             l.
Insubordination, including disobedience, or failure or refusal to carry out assignments or instructions.

2.
Loafing, loitering, sleeping or engaging in unauthorized personal business.

3.
Unauthorized disclosure of confidential information or records.

4.
Falsifying records or giving false information to other state agencies or to employees responsible for record keeping.

5.
Failure to provide accurate and complete information whenever such information is required by an authorized person.

6.
Failure to comply with health, safety, and sanitation requirements, rules, and regulations.

7.
Negligence in performance of assigned duties.

 II.  Attendance and Punctuality
l.
Failure to report promptly at the starting time of a shift or leaving before the scheduled quitting time of a shift without the specific approval of the supervisor.

2.
Unexcused or excessive absenteeism.

3.
Failure to observe the time limits and scheduling of lunch, rest or wash-up periods.

4.
Failure to notify the supervisor promptly of unanticipated absence or tardiness.

III.  Use of Property
l.
Unauthorized or improper use of university property or equipment including vehicles, telephone or mail service.

2.
Unauthorized possession or removal of University or another person's private property.

3.
Unauthorized posting or removing of notices or signs from bulletin boards.

4.
Unauthorized use, lending, borrowing or duplicating of University keys.

5.
Unauthorized entry to university property, including unauthorized entry outside of assigned hours of work or entry to restricted areas.

IV.  Personal Actions and Appearance
 l.
Threatening, attempting, or doing bodily harm to another person.

2.
Threatening, intimidating, interfering with, or using abusive language toward others.

3.
Unauthorized possession of weapons.

4.
Making false or malicious statements concerning other employees, supervisors, students or the University.

5.
Use of alcoholic beverages or illegal drugs during work hours.

6.
Reporting for work under the influence of alcoholic beverages or illegal drugs.

7.
Unauthorized solicitation for any purpose.

8.
Inappropriate dress or lack of personal hygiene which adversely affects proper performance of duties or constitutes a health or safety hazard.

9.
Unauthorized or improper use or possession of uniforms, identification cards, badges, or permits.

           10.
Failure to exercise good judgment, or being discourteous in dealing with fellow employees, students or the general public.

These work rules do not constitute the entire list of violations for which employees may be disciplined.  Other rules are provided by statutes, by Administrative Code, and by administrative procedure established by management.  Violations of these rules can also result in appropriate disciplinary action.  Additional work rules may be established by management to meet special requirements of departments or work units or as circumstances require.

Timesheets and Earnings  

Pay periods consist of a two-week period starting on Sunday and ending on the Saturday of the following week.  Time sheets are a legal document and are required by federal law to be complete and accurate.  Liability and efficiency considerations require that the work of all hourly employees be accomplished only at University work locations.  

Time sheets must be turned in to the supervisor on the second Thursday of each pay period.  Time sheets are available online at http://www.uwrf.edu/hr2/hr_forms/CLPayroll/cl_lte_time_sheet.xls.  They are due in the Payroll Office, 216 North Hall, to the Benefits & Payroll Specialist by noon.  Direct deposit is the method of payment that is used by the University of Wisconsin System.  Payments to LTE’s using this method will be directly deposited at the financial institution of their choice.

Electronic Earnings Statements

An email account is created at time of employment.  Earning statements serve as a paycheck stub and are distributed electronically through the campus Squirrel Mail system.   Generally, employees will receive their earning statements the day before the pay date, according to the state payroll schedules.  

If an LTE is required to work weekends (12:01 a.m. Saturday through 11:59 p.m. Sunday) or nights (6:00 p.m. through 6:00 a.m.), the LTE will receive the applicable pay differential for the hours worked.  

State and federal taxes will be deducted based on earnings and the number of exemptions claimed on the W-4 form that is filled out at the time of orientation.  The number of allowances may be changed at any time throughout the year by filling out a new form, available in the Payroll Office.  Social Security will also be deducted from each paycheck (see Social Security below).

Limited Term Employees and Permanent Positions  
Limited Term Employees are not considered permanent employees and thus do not qualify for permanent status, vacation, paid holidays, sick leave, performance awards, or the right to compete in promotional examinations.  With the exception of worker’s compensation, unemployment compensation and social security coverage, other fringe benefits authorized by state statutes are denied to the non recurring limited term appointment.  

Pay Rates  
In general, LTE’s are paid in accordance to the Compensation Plan, which is the minimum rate for a permanent position in the same classification title.  The Human Resources Office in accordance with the Wisconsin Administrative Code conducts the recruitment and selection of limited term appointments.  Classification titles for these appointments will be determined in accordance with the provisions of the limited term classification and pay schedule.  Pay rates for this type of appointment shall be in accordance with the provisions of the limited term pay schedule at the University of Wisconsin – River Falls.  Limited term employees are paid only for actual hours worked.
Can LTE’s be released from a position?
As temporary workers, LTE’s can be released at any time from a position for unsatisfactory performance, budget restrictions, violation of work rules, or other appropriate reasons. 

Continuing Limited Term Employment  
LTE’s interested in further employment should contact the Human Resources Assistant at 715.425.3518.  LTE’s will be given referral consideration for future limited term openings if they have the appropriate experience, qualifications, and an acceptable performance recommendation from previous supervisor(s).  LTE’s may be required to interview for future openings.  

Applying for Permanent Employment  
Anyone interested in permanent Civil Service employment should watch for announcements of examinations in the Current Employment Opportunities Bulletin (COB) and compete in the testing process.  For more information on permanent employment, contact the Human Resources Manager at 715.425.3221.

Limited Term Employment Benefits and Policies

Do LTE’s receive benefits?  
Generally, LTE’s receive minimal benefits.  Under certain circumstances, LTE’s may be eligible for retirement and insurance coverage (see below).  Contact Payroll & Benefits Supervisor at 715.425.3109.
Limited Term Employees who are on a recurring appointment and anticipate to work at least 600 hours for a 12-month period are eligible for retirement benefits.  A recurring LTE is also eligible for retirement benefits when they hold more than one appointment and at least one appointment meets the specific retirement participation criteria.  In these cases, retirement deductions will be made on the total salary paid.  For those limited term employees eligible to participate in retirement benefits, the State’s share goes into effect immediately.  

Recurring limited term employees with retirement deductions are eligible to participate in state health and life insurance programs, income continuation, accidental death and dismemberment, and major medical insurances.  Limited term employees eligible to participate, like all state classified employees, must serve a six-month waiting period before the State’s share goes into effect.  

Limited Term Exployees are not eligible for sick leave, vacation, or paid holidays; however, if a LTE is required by their supervisor to work on a holiday, hours worked will be paid at time-and-a-half.
The Wisconsin Retirement System and Becoming Eligible

The Wisconsin Retirement System is a program where money is set aside each pay period and invested in the retirement program. The intent of the program is to provide a retirement and social security income for long-term employees of between 50% and 85% of their pre-retirement gross earnings. A long-term employee is considered to be one who has 25-30 years of service or more. 

A newly employed limited term employee qualifies for the retirement program if the appointment is an on-going appointment for 12 months or more and is for at least 600 hours within each 12 month period.  If your appointment qualifies you, participation is mandatory.

If a limited term employee is not in the retirement program after one year of employment, his/her hours worked will be monitored. The employee’s total hours worked in the past 12 months are looked at each pay period. If at least 600 hours of service are generated in that 12-month period, the person becomes eligible for the Wisconsin Retirement program. 

A member of the Human Resources staff monitors this program on a continuous basis and will notify you when you become eligible. At the time you become eligible to be in the Wisconsin Retirement program, you will be contacted for a benefit orientation. 

Retirement will be deducted from your paycheck at a rate of 1.4% of your gross earnings (contribution rate is subject to change annually). If you leave State service and wish to withdraw your retirement account or retire, you can contact the Human Resources Office or visit the Department of Employee Trust Fund web site for more information. 

Once you become a member of the retirement program, you will continue to pay into the program as long as you are employed. If you have a break in employment of one year or more, you will again need to meet the qualifications listed above to be eligible. 

Benefits Associated with Retirement

A variety of insurance programs are available to limited term employees. They include: 

· Health Insurance 

· State Group Life Insurance 

· Income Continuation Insurance 

· National Guardian Life Insurance 

· University of Wisconsin Employees Life Insurance 

· Catastrophic Insurance 

· Group Accidental Death and Dismemberment Insurance Plan 

· Dental Insurance 

At the time you become eligible, brochures and information on each benefit will be made available to you.
Paying For Insurance While On Leave 
You must notify Human Resources any time you are going to be off the payroll for a complete pay period. If premiums are not paid in the proper pay period, it may result in cancellation of coverage. If you are covered by group health insurance, this may result in having a 180-day waiting period on preexisting conditions upon reapplication for the coverage.  

Social Security  

Limited Term Employees are covered by Social Security.  Social Security taxes will be deducted from the LTE’s paycheck.  The State of Wisconsin pays a matching share toward employee Social Security coverage.  The taxable wage base and tax rate are subject to periodic adjustments.  

Worker’s Compensation  

If an LTE is injured on the job, the LTE may be eligible for worker’s compensation benefits.  Contact Classified Payroll & Benefits Specialist at 715.425.3382 for more information regarding Worker’s Compensation.  

Unemployment  

Limited Term Employees may also be eligible for unemployment compensation if an LTE position ends.  Contact Classified Payroll & Benefits Specialist at 715.425.3247 for more information.  

LTE rights under the Americans with Disabilities Act  

The Americans with Disabilities Act (ADA) prohibits discrimination against applicants or employees on the basis of a disability.  This law is designed to ensure equal opportunity to individuals with disabilities.  If an LTE has a disability, which requires a reasonable accommodation, the LTE may complete a Disability Accommodation Request Form.  For more information, contact the Office of Equity & Affirmative Action at 715.425.3833

LTE rights under the Family and Medical Leave Act (FMLA)  

All University of Wisconsin–River Falls employees who have worked for the State of Wisconsin for at least 12 months and who have worked at least 1250 hours in the last 12 months are eligible for unpaid leave under the FMLA.  Eligible employees must be allowed to take up to 12 weeks of unpaid leave per year for the birth or adoption of a child, for a foster child placement, to care for a family member with a serious medical condition, or for the employee’s own serious medical condition.  For more information contact the Human Resources Manager at 715.425.3221.

Other Employee Information 

Classified Employee Handbook http://www.uwrf.edu/hr/handbook/welcome.html
Information on Family Medical Leave http://oser.state.wi.us/docview.asp?docid=1400  

· For information on Limited Term Employment contact the Human Resources Assistant at (715) 425-3518 

· For information on Limited Term payroll and benefits contact the Classified Payroll & Benefits Specialist at (715) 425-3247 

· For information on permanent employment contact the Human Resources Manager at (715) 425-3221 

· For information on Worker’s Compensation contact the Unclassified Payroll & Benefits Specialist at 

       (715) 425-3382 

· For information on ADA contact the Office of Equity and Affirmative Action at (715) 425-3833  
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