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	Other Information: Benefits Eligibility On-call employees and Teacher, Non Credit Programs are not eligible for coverage under UNM benefit plans. The criteria for benefit eligibility can be found under University Administrative Policy 3600: https://policy.unm.edu/university-policies/3000/3600.html. Information about employee benefits is available from the HR Benefits Office, or the HR Benefits website: https://hr.unm.edu/benefits.   ERB Retirement Benefits Temporary and On-Call UNM Employees are eligible to earn retirement credits with the New Mexico Employee Retirement Board (ERB). ERB retirement credits are earned if an employee works 0.26 FTE or greater for a quarter as defined by ERB. Employee contributions toward retirement credits are withheld from the employee's paycheck if it is determined that the employee is expected to meet or exceed the 0.26 FTE threshold for the quarter.  UNM NetID and Accessing Employee Information Your UNM email is based on a NetID which is assigned to all UNM employees. If you do not know your NetID, it is displayed in your record in the UNM employee directory: http://directory.unm.edu. Information about NetIDs and email is available at IT's website: https://netid.unm.edu/. Once your NetID is activated, you can access Pay Stubs, W-2s and benefits information in the UNM employee portal, LoboWeb, http://my.unm.edu.    
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	Rights and Responsibilities: Teacher, Non Credit Program employees are considered on-call. The rights and responsibilities for on-call staff are covered in the University of New Mexico Administrative Policies, which can be found on the UNM website https://policy.unm.edu. University practices and policies are subject to change.   By signing this document, you are stating that you understand and accept the terms of this agreement as stated above. In addition, you  agree to the following: ü You acknowledge that your status is an on-call employee and that the University can cancel this agreement at anytime. Please check with your department, college, or branch campus administrators for information regarding class cancellations, minimum enrollments, and termination of this agreement.  ü You will comply with and be bound by the policies, procedures and rules of the University, now and as adopted in the future.ü You will complete required trainings mandated by law and UNM policy. Current University policy requires that all UNM employees complete annual training on important topics such as FERPA, Clery Act, Title IX, Preventing Sexual Harassment, etc.  ü (For new employees) You will not begin work at UNM prior to completing all necessary new-hire documents including Form W-4               and I-9. This document supersedes any prior agreements, understandings, or negotiations, whether written or oral; and can only be amended   through a new written document signed by you and the appropriate UNM officials.
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	Hiring Instructions: General Instructions: Teacher, Non-Credit Programs position description. The Teacher, Non-Credit Programs is an exempt position, paid bi-weekly. This position is not subject to overtime and the employee will not report hours worked.   The Teacher, Non-Credit Programs must be assigned to teach a class that has a start and end date, typically a semester. If teaching other than a semester class, then contact your HR Consultant for advice.  If hiring a current UNM employee with a primary nonexempt position, then:   - total FTE cannot exceed 1.0   - the Teacher, Non-Credit Programs position will become nonexempt, paid overtime for all hours      exceeding 40 hours in a week, will have an hourly rate, and will track their time worked in all positions Teacher, Non-Credit Program staff will be paid per "unit." A unit is one bi-weekly pay period and the length of employment can be over several units. You will designate the number of units and the pay per unit on the Hiring Form. Instructions for entering pay: The following are examples of the most commonly used earn codes for Teacher, Non-Credit Programs                                                                            E-Class TN                         Position Number/Suffix (Example)                        Earn Code                    Description                                TN0001-00                                                      601                                   Course 1                                TN0001-01                                                      602                                   Course 2                                TN0001-02                                                      603                                   Course 3                                TN0001-03                                                      604                                   Course 4                                TN0001-04                                                      605                                   Course 5                                TN0001-05                                                      606                                   Course 6          The course designation (Course 1, Course2, etc.) will not appear in Banner Time Entry. This is description used internally to track the positions the Non-Credit Teacher is working. You will document an earn code with each Position Number/Suffix with the amount the employee will be paid for a two-week time period (1 unit) as follows: Time in and Out: No entry required, leave uncheckedShift: No entry required. Defaults to 1Special Rate: Enter rate as indicated on the Teacher, Non-Credit Programs employees hiring formHours or Units: No entry required, leave blankTotals by Earn Code: Auto populates Enter the number of units in the first working day of the period. If another Earn Code is required, then click on the Next Record button. Continue to enter the appropriate units for every Earn Code added. Hiring Form: The following 2 pages make up the hiring form. On this form you will document the Teacher, Non-Credit Programs information, course information, length of employment, bi-weekly payment amount and number of payments. The hiring form also contains information pertaining the employees' rights and responsibilities, benefits eligibility, ERB information, and University information. The hiring official will provide a signed copy of the Hiring Form to the employee. For first time hires, submit completed Hiring Form to hrpr@unm.edu. For return hires, submit this form as an attachment to the Teacher, Non-Credit Programs Rehire EPAF.
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