[image: image1.png]



STATE OF CONNECTICUT

OFFICE OF POLICY AND MANAGEMENT

Office of Labor Relations

June 6, 2003

General Notice No. 2003-20

TO: 

Labor Relations Designees

SUBJECT: 
Maintenance (NP-2) Contract -- Agency Monthly Reports 

This notice is to remind agencies of the obligation to provide monthly reports about new hires, separations and other employment changes affecting employees in the Maintenance (NP-2) bargaining unit, to indicate a new recipient for the reports in DAS, to point out that the effective date of the hires or changes should be included on the forms and to distribute updated forms.

The requirement to provide this information is contained in Addendum A of the contract (pages 101-104 in the contract booklet) and has been in effect since the CEUI 1994 Stipulated Agreement.  The Agreement requires that each agency submit a report each month (by the seventh day or next business day) of new NP-2 hires and any changes in employment information of the prior month for each NP-2 employee or a report that there were no such hires or changes.  Given the number of retirements in human resources and payroll offices, it was felt that a reminder of the reporting requirement would be timely.  

Due to the retirement of Bettye Bishop, the monthly reports should now be provided to DAS Deputy Commissioner Alan Mazzola (Attn. Sue Turco) at fax number 713-7473 or by mail to her at DAS HR- 5th Floor East, 165 Capitol Avenue, Hartford, CT 06106.

We are also requesting that the monthly reports include the effective dates of any new hires or any employment changes.  While not specifically mentioned in the Addendum, our prior instructions had indicated the need to include the effective date of any employment changes.  It has been brought to our attention that the sample form (“Employee Information Sheet”] for reporting individual new hires, transfers or promotions did not include a space for the effective date and that the instructions on the Excel form may not have reminded agencies to include that information.  New suggested report forms (in Word and Excel formats) have been prepared to reflect the new DAS recipient, to reference the inclusion of the effective date of new hires or employment changes and to have the agencies clarify if the Excel form is listing all NP-2 employees or just the new hires and employees with changes.  The changes in the suggested forms are as follows: 

Word form:


· Change in recipient to Sue Turco

· “Effective date of hire or change” box added to NP-2 Employee Information Sheet (second page of form)

Excel form:

· Change in recipient to Sue Turco

· Instructions in last column revised to add “date of change”

· Addition of row in which to indicate if the listed employees on the form consists of “all employees” or just “new hires and changes”

Copies of the revised forms are being distributed with this General Notice.  Please use the new forms or change your existing forms to reflect these  revisions.

The Addendum also requires that CEUI be provided APS computer records of the employees in NP-2 job titles.  The Union regularly conducts comparisons of the employees shown in APS with the employees listed in the MSA payroll records and has used the discrepancies in information between the two systems to claim a lack of compliance with the Addendum.  Therefore, it is essential that agencies maintain accurate and up-to-date information in the APS system. 

Please share this document with the staff member(s) responsible for the monthly reports and for entering employee information into APS.  

Questions from Agency Personnel Officers about the reporting requirements or the suggested forms should be addressed to Ellen Carter of the Office of Labor Relations at 418-6218.  Questions about the submission or receipt of the monthly reports to DAS should be addressed to Sue Turco at 713-5163. 
Linda J. Yelmini

Linda J. Yelmini

Director of Labor Relations
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