HR Update to Business Managers Mtg – October 9, 2007

1. Employer Sanctions Law (HB 2779), goes into effect 1-1-08

a. Requires that all new employees be confirmed as eligible to work in the US using E-Verify

b. E-Verify accesses databases at Social Security Administration (SSA) and US Citizenship and Immigration Services (USCIS)

c. Must be verified within 3 days of hire date

d. HR is considering contracting for a decentralized electronic I-9 process that incorporates E-Verify in order to comply with this new law

e. HB 2779 is being challenged in two lawsuits

2. Total compensation statements will be released by end of October

a. Will be delivered electronically on LOUIE self service

b. A letter from President Haeger will be emailed to all employees

c. A postcard will remind employees to access their statements

3. New performance appraisal tool

a. All employees should have the first step of the new tool now (job duties and goals)

b. Any appraisal’s  not completed from last year should have been completed

c. In case a. is not complete, training is still available

4. Electronic W-2’s for 2007

a. We will use the same vendor as last year

b. Electronic forms will be available as soon as finalized by Payroll

c. Paper forms will be mailed at end of January

d. Employees who signed up for electronic delivery last year will not need to sign up again, but will automatically receive electronic delivery
5. Training Administration in LOUIE self service

a. Will be used to register for training that needs to be tracked to document compliance (orientations, safety, etc.)

b. Going live this week

c. Tutorial available on HR website – go to Training

d. New employees need to be in LOUIE to be able to register for orientations

6. New employees
a. To ensure new employees can register for orientations, PARs and other new hire paperwork need to be completed timely

b. Use of checklists for supervisors and new employees can guide the process after Hire Smart process is complete.  The checklists are available on the Forms Index on the HR webpage.
i. Orientation Guide for New Employees is a guide for supervisors who are working with new or transferred employees http://hr.nau.edu/m/images/stories/docs/orientation%20guide%20for%20new%20employees.doc 
ii. New Employee Checklist is a guide for new employees that will help ensure they complete all needed new employee processes http://hr.nau.edu/m/images/stories/docs/neo_checklist.doc 
