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STATE OF CONNECTICUT

OFFICE OF POLICY AND MANAGEMENT

Office of Labor Relations

June 12, 2001

General Notice No. 2001-08

TO: 

Labor Relations Designees

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

This notice is to insist that agency personnel administrators ensure that their agencies comply with the monthly requirement of the CEUI 1994 Stipulated Agreement (Addendum A in the contract) to report information about new hires, separations and other employment changes affecting employees in the Maintenance (NP-2) bargaining unit.  Due to a lack of compliance, an arbitration award was recently issued that will require payment of fees and costs as well as past dues deductions. 

In March, 2000, this Office issued General Notice 2000-04 to remind agencies of the monthly requirement and there was noticeable improvement in the reporting but some agencies have still failed to submit the required reports while others have failed to submit them on a monthly basis and/or to include the required information.  

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 for each NP-2 employee or a report that there were no such hires or changes.  The monthly report must now be provided to DAS Deputy Commissioner Alan Mazzola (Attn. Bettye Bishop) by mail or to fax no. 713-7480 by the seventh day (or the next business day) of each month, reporting on the hires or changes of the prior month.  

In order to assist with compliance, this Office recently prepared and distributed (at agency personnel manager council meetings) suggested forms in Word and Excel formats.  Copies of the forms, with some revisions, are attached to this Notice.  The Word document indicates the types of employment changes that must be reported and the information that should be included for each type of change.  The Word document also includes a new employee form that shows the type of information that must be reported for any new employee in the NP-2 unit.  The Excel document is an alternative reporting form that either can be used to report monthly changes or can be used by an agency with a small number of NP-2 employees to list all of its NP-2 employees with monthly changes indicated. 

The following information must be provided by each agency every month:


· New Hires


· Changes of Name or Address

· Transfers or Promotions into or out of NP-2 Unit


· Separations from NP-2 Unit, including type of separation

· Transfers from or to another Agency

· Employees Going off or Returning to Payroll (due to WC, LAW, etc.)

· Other Changes in Employee Information  (e.g. changes in job title, work location or shift differential eligibility; changes from part-time to full-time; changes from temporary to permanent; changes in dues/fees amount)

For changes in employee information, the agency must include the prior and the new information (e.g. prior and new job titles) and the effective date of the change.  For new hires or transfers into the agency or into the NP-2 unit, the agency must include the following information for each employee:

Name; employee number; Social Security number; Mailing address; Job classification; Employment status (full time, part-time); Appointment status (permanent, durational, provisional, temporary, etc.); Work location; Shift differential entitlement; Salary group & step; Amount of union dues/fees; Shift assignment; and most current seniority.

If a State agency had no changes in employee information and no new hires into NP-2 job titles, the agency must provide a report to that effect to DAS for delivery to CEUI.  The Agreement also requires that CEUI be provided APS computer records of the employees in NP-2 job titles.  Therefore, it is essential that agencies maintain accurate and up-to-date information in the APS system. 

The full text of the 1994 Stipulated Agreement is available in the NP-2 contract on the OLR website at www.opm.state.ct.us/olr/contracts/olrcontracts.htm.  Click on the NP-2 contract and then go to Addendum A (page 124).  

Union Dues/Fees:  It is also crucial that union dues/fees be correctly calculated and deducted from every employee covered by the NP-2 contract.  The failure to deduct any dues/fees occurs most often with new hires, transfers from another agency and employees returning from workers compensation or unpaid leaves.  It is important that the dues/fees deductions are not overlooked when making these payroll transactions.  Also, with the NP-2 dues/fees structure being based upon an employees’ hourly wage, it is critical that the amount of biweekly dues be reviewed and adjusted, if necessary, whenever there is a general wage increase, an annual increment, a promotion or any other change in any employee’s hourly rate.  

Under the NP-2 contract, the deduction of “dues and fees shall be calculated effective the beginning of the first full pay period following initial employment.”  Nonpermanent employees (defined as those who are appointed on a temporary, 

emergency, or seasonal basis) are not covered by the contract and would not be subject to the mandatory dues/fees deductions.  Federal Grant Participants, employees appointed on a provisional basis and employees in the initial working test period are covered by the Agreement and are required to pay dues/fees.  Durational employees and seasonal guide employees at the Newgate Prison are also subject to the required deduction of union dues/fees.

Please share this document with the staff member(s) responsible for the monthly reports and the staff of your agency’s payroll office(s).  

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 Bettye Bishop at 713-5106 
Linda J. Yelmini

Linda J. Yelmini

Director of Labor Relations
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