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A Message From the
Governor

Governor Jack Dalrymple

“North Dakota’s state employees are
the best in the nation. Their outstanding
work and commitment to public service
excellence are making a real difference
In our communities and in the lives of
our citizens.”

http://governor.nd.gov/home

GENERAL INFORMATION
Employment Status Types

Probationary Status— Newly hired or reinstated employees;
minimum 6 months in length; employment is at will, not
requiring cause for dismissal.

Temporary Status—Employee is filling a position, not
specifically appropriated by the legislature, for a limited
duration; may or may not have been selected competitively;
employment is at will, not requiring cause for dismissal.

Regular Status—Employee is in an approved, funded,
classified position; has successfully completed probationary
period; is afforded protection from unfair or unjustified
disciplinary action; may grieve employer actions and appeal
certain grievance decisions.

State Employee Perks

Mediation Services - HRMS has mediators available to help
employees and managers resolve work-related disputes.
Contact the HRMS Director for more information.

Training - The State of ND offers a variety of training for
employees. Many courses are available through HRMS
(http://www.nd.gov/hrms/employees/training.html).

Suggestion Incentive Program - Employees submitting cost-
saving suggestions are eligible to receive 20 percent of the
first year’s realized savings, up to a maximum of $4000.
All state employees are eligible except agency heads,
administrators, or supervisors considered management
level. This program is administered by a committee of
agency heads appointed by the Governor. (NDCC 54-06-
24)

Service Awards - Employees are eligible to receive service
awards based on years of service, incrementally beginning
at 3 years. (NDAC 4-07-18)
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Important Facts BENEFITS

(http://www.nd.gov/hrms/employees/benefits.aspx)

Political Activity—You have the right to vote as you please;

no employer can deny you this right or attempt to influence Annual Leave (NDAC 4-07-12)
you. No public employee can engage in political activities ]
while on duty or in uniform. Some State employees whose » Regular and probationary employees accrue leave monthly
principal employment is in an activity financed in whole or (pro-rated for part-time employees):
in part by federal funds are covered by the federal Hatch Years of Hours/Month of Days/ Year of
Act, which defines activities in which employees may Service Annual Leave Annual Leave
participate. State agencies and political subdivisions cannot 03 8 1
restrict employees from speaking on their own behalf to any
member or committee of the legislative assembly. (NDCC ar 10 15
34-11.1) 8-12 12 18
13-18 14 21
Conflict of Interest -You should not hold a position or serve Over 18 16 o4
on a board that would conflict with your employment
duties. Any secondary employment should be discussed « No more than 240 hours of accrued annual leave may be
with your agency appointing authority to avoid any possible carried forward beyond April 30 of each year.
conflict. State employees may not receive remuneration in L .
any form from an individual, business, or corporation for « Annual leave balance is paid at termination of employment.
services rendered while acting as an agent or employee of « When an employee transfers to another state agency, annual
the State. leave may be transferred to the extent accepted by the new
agency. Annual leave not accepted by the new agency must
Computer Security - The State of ND has the right and be paid for by the former agency. The annual leave accrual
capability to monitor your computer activity. Review your rate is retained for up to a 3-year break in service.

agency’s policy manual for more information. Sick Leave (NDAC 4-07-13)

Personnel Records - ND is an open records state and, e Regular and probationary employees accrue leave at a rate

therefore, most of the material in your personnel file can be of 8 hours/month (12 days/year) with no limit.

viewed by the public, excluding your medical records

which should be kept in a separate file. Some information,

such as social security numbers, is confidential and will not

be released to the public. » up to 80 hours per calendar year to attend to the needs
of the employee’s eligible family members who are ill
or to assist them in obtaining other services related to
their health or well-being.

o Employees may use sick leave when ill or in need of
medical care. They may also use:
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» up to 6 weeks in the first 6 months for the birth,
adoption, or placement of a child.

> up to 12 weeks in a 12-month period to care for a child,
spouse, or parent with a serious health condition.

> leave to obtain services for self and/or immediate
family members (spouse, parent, child, or sibling)
relating to domestic violence, a sex offense, stalking, or
terrorizing situations. Hours may be limited to 40 hours
per calendar year.

> leave to participate in an employee assistance program.

Employees with 10 continuous years of service are eligible
to be paid for 10 percent of their sick leave upon
termination of state employment.

When an employee transfers to another state agency, the
sick leave balance is retained and assumed by the new
agency.

Family & Medical Leave (NDCC 54-52.4, Public Law 103-3)

Employees must have been employed by the State at least
12 months and worked at least 1,250 hours over the 12
previous months to be eligible for this benefit.

An eligible employee is entitled to 12 workweeks of unpaid
leave for specified family or medical reasons such as: birth
or care of newborn, placement or care of newly adopted or
foster child, employee or immediate family member’s
serious health condition, or deployment activities of
employee’s immediate family.

An eligible employee is entitled to 26 workweeks of leave
to care for covered service member recovering from serious
illness or injury sustained in active duty.

State continues to pay for health insurance during leave.

Upon return, the employee must be restored to the same or
equivalent position that they held prior to their leave.

Leave Sharing (NDCC 54-06-14.1 & 54-06-14.2)

Regular employees may be eligible to give or receive
donations of annual or sick leave in case of severe illness,

injury, impairment, or physical or mental condition if the
employee has exhausted all available accrued leave.

Funeral Leave (NDAC 4-07-14)

Up to 24 hours of paid leave may be granted for a death in
the employee or spouse’s immediate family, which
includes: spouse, child, parent, stepparent, brother, sister,
brother-in-law, sister-in-law, grandparent, grandchild,
stepchild, foster parent, foster child, son-in-law, daughter-
in-law.

Holidays (NDCC 1-03-01, NDAC 4-07-07)

Regular and probationary employees receive 10 paid
holidays per year. New Year’s Day, Martin Luther King Jr.
Day, Presidents’ Day, Good Friday, Memorial Day,
Independence Day, Labor Day, Veterans’ Day,
Thanksgiving Day, and Christmas Day.

In addition, state offices close at noon on Christmas Eve
day when it falls on Monday through Thursday.

A holiday occurring on Saturday or Sunday is observed the
preceding Friday or succeeding Monday (does not apply to
Christmas Eve closure).

Group Benefit Programs
Administered by ND Public Employees Retirement System
(NDPERYS)

Employees are eligible for the following benefits if they are at
least 18 years of age, occupy a regularly funded position which
is not limited in duration, and work a minimum of 20 hours per
week and at least 20 weeks each year.

Health Insurance

The State offers a health plan with a PPO network to
employees filling an approved and regularly funded
position. Temporary, non-seasonal employees who are
reasonably expected to work 30 hours per week or 130
hours per month will be offered health insurance. The
employer cannot charge eligible, temporary employees a
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premium that exceeds the affordability rules defined by the
Federal Affordable Care Act for single coverage. If
applicable, eligible, temporary employees may purchase
coverage for dependents at their own expense or their
employer may pay the premium subject to budget authority.

e The State also offers a High Deductible Health Plan
(HDHP) with a Health Savings Account (HSA) to regular,
full-time employees. This plan is not available to temporary
employees.

e The State pays the premium for either plan for employees
filling an approved and regularly funded position.

Life Insurance

« Basic life insurance benefit is $3500; the State pays the full
premium.

o Supplemental coverage for employee or dependents may be
purchased at employee’s own expense.

o Temporary employees who work a minimum of 20 hours
per week and at least 20 weeks each year may purchase life
insurance at their own expense.

Employee Assistance Program (EAP)

e The State pays the full premium.

o Provides short-term counseling services to assist employees
and their eligible dependents in dealing with personal
issues. Assistance is CONFIDENTIAL.

o Contact designated agency EAP provider, supervisor,
human resource or administrative staff for information.

Voluntary Group Insurance Programs

o Dental Insurance - Employee pays full premium.
« Vision Insurance - Employee pays full premium.

Retirement Programs

Based on monthly salary, the following contributions are made
toward employee’s retirement:

State Contributes

Effective State Employee
Dates Contributes on Behalf of Contributes Total
Employees
1/1/14 7.12% 4% 3% 14.12%

The contributions apply to both the Defined Benefit Hybrid
Plan and the Defined Contribution Plan.

New employees will automatically be enrolled in the Defined
Benefit Hybrid Plan. However, they will have six months to
decide whether to transfer to the Defined Contribution Plan.
Informational materials will be sent by NDPERS to assist in
their decision. Key features of each plan:

Defined Benefit Hybrid Plan

An account is established on an employee’s behalf, and
contributions are made to the account by the employee and
employer. If vested, employees are guaranteed a monthly
benefit for life at retirement.

e The amount of benefit is dependent on years of service, the
benefit multiplier, age at which employee retires, and final
average salary, which is the average of highest salaries for
36 non-consecutive months of the last 180 months worked.

o Employees, excluding highway patrol and judges, become
vested at 36 months of service.

e Temporary employees may participate at their own expense
regardless of number of hours worked.

Defined Contribution Plan

An account is established on an employee’s behalf, and
contributions are made to the account by the employee and
employer. The duration of benefits is dependent on account
balance and the distribution option selected.

e The amount of benefit will be determined by investment
allocation, the length of time invested, vesting status, and
the performance of investments.

e The plan has a vesting schedule as follows: 50% after two
years of service, 75% after three years of service, and 100%
after four years of service.

o Temporary employees are not eligible to participate in this
plan.
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Retiree Health Insurance Credit Program (RHIC)

e The RHIC program provides, upon retirement, a credit
which can be used to offset the health insurance and/or
prescription drug premium for which retirees incur an
eligible expense. It can also be applied toward NDPERS
administered dental, vision, and long term care plan
premium expenses.

o The RHIC is based on years of service credit times $5.
o The State contributes 1.14% of employee’s monthly salary.

o Temporary employees must participate in the Retirement
Program to be eligible and may participate at their own
expense.

Deferred Compensation Plan

e Voluntary supplemental retirement plan under Section 457
of Internal Revenue Code.

o Allows employees to make pre-tax contributions into
investments with eligible providers.

FlexComp Plan

o Established and administered under Section 125 of Internal
Revenue Code.

« Allows employees to pay certain eligible expenses with
dollars contributed before payroll taxes are deducted.
Eligible expenses include certain insurance premiums and
medical and dependent care expenses.

Payroll

In most state agencies, payday is on the first working day of the
month. Your pay check will be directly deposited in any U.S.
financial institution of your choice. Pay is subject to or eligible
for various deductions or withholding:

e Federal and State Income Tax - Required by law and
based on information you provide on a W-4 form.

e FICA (Social Security) - Required by law and based on a
percentage of pay up to a specified maximum. The employer
also contributes a similar percentage of employee’s pay each
pay period.

e Medicare - Required by law and based on a percentage of
employee’s pay. The employer also contributes a similar
percentage of employee’s pay each pay period.

o Optional Deductions - For convenience, employees may
choose payroll deductions for Supplemental Group Life
Insurance and other group insurances, Deferred
Compensation, etc.

e Overtime - Employees who are not exempt from overtime, as
defined by the Fair Labor Standards Act, must be paid at 1%
times their hourly wage or receive time off at a rate of 1%
times the hours worked when working over 40 hours per
workweek.

« Contact agency human resource officer, payroll officer, or
OMB payroll office for more information.

Nothing in this brochure is intended to represent a firm condition
of employment, and the language is not intended to create an
employment contract between the State of North Dakota and its
employees.



