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Checklist for Returning an Employee from                                      Temporary Service in a Higher Class

Last Updated: September 2015
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This job aid is intended to assist agencies with the process of returning an employee from Temporary Service in a Higher Classification (TSHC).  It is assumed that the procedures outlined in the Job Aid created to place an employee on TSHC have been followed, as many of the steps contained therein are now being reversed.  The effective date used to return an employee from TSHC does not necessarily have to be on the begin-date of a pay period, as was the case when the employee was first placed on TSHC.  In fact, more often than not, the date that is used to return an employee to permanency is in the middle of a pay period, resulting in the employee receiving two paychecks during one pay period, with one paycheck issued for the balance of the TSHC-assignment and one issued for the beginning of the permanent-assignment.  Situations where an employee is returned from TSHC in the middle of a pay period also allow for the transfer of leave-accrual balances immediately upon such return.  However, if the return is to occur exactly on the begin-date of a pay period, this leave-accrual balance-transfer must be performed on the pay period PRIOR to returning to permanency, much like when the employee was first placed on TSHC.  

The effective date used to return an employee from TSHC may also have an impact on the transfer of his benefits from the TSHC Job back to the Permanent Job.  Occasionally, the effective date of health coverage could result in no premiums being deducted from the employee’s initial paycheck in his Permanent Job, in which case, the benefits should remain active in his TSHC Job throughout that final pay period, if possible, with deductions continuing out of the employee’s final TSHC paycheck.  Otherwise, contact with Central Benefits is required in order to submit an override on the following pay period in order to make up for any missing deductions.  
For easy reference, the following Steps that are highlighted in yellow pertain to the actions required for the employee’s Permanent Job, while those that are highlighted in green pertain to the actions required for the employee’s TSHC Job:

Step 1:  Zero-out Employee’s Leave Accruals in the TSHC Job by navigating to Main Menu> Core-CT HRMS> Manager Self Service> Time Management> Report Time> Timesheet
1. Choose a Selection Criterion to populate with your information 

a. If the employee is being returned to his Permanent Job on the begin-date of a pay period, the leave accruals must be zeroed-out in the TSHC Job on the pay period PRIOR to that return-date.  
2. Use the appropriate deducting Time Reporting Code to zero-out all leave accruals, including any holiday or compensatory time (i.e. SKAD, VAD, PLAD, HCAD, CAD)
3. When zeroing out Sick, Vacation, and/or PL balances, enter the deducting code as a NEGATIVE number

4. When zeroing out Holiday and/or Compensatory balances, enter the deducting-code as a POSITIVE number

5. Failure to zero-out the accrual balances in the TSHC Job will result in the employee carrying two sets of accrual balances, possibly resulting in an audit-citation

Step 2:  Assign employee to Non-Accruing Sick, Vacation, and PL Leave Plans in his TSHC Job by navigating to Main Menu> Core-CT HRMS> Benefits> Enroll in Benefits> Leave Plans

1. Add a row effective with the date the employee is to be returned to his Permanent Job (or, if accruals have been posted subsequent to the return-date, effective with the day following that accrual-date)

2. Assign employee to the Non-accruing leave plans (SNOACC, VNOACC, PNOACC)  

3. Do NOT terminate the leave plans – they need to remain active through the confirmation of the employee’s final paycheck in the TSHC Job in order for the accruals to be zeroed-out (Termination of Leave Plans occurs on Step 14)
a. This step will prevent the possibility of erroneous accruals being generated in the TSHC Job during that final paycheck-confirmation process
Step 3:  Assign Employee to Zero-Hours Schedule in the TSHC Job by navigating to Main Menu> Core-CT HRMS> Time and Labor> Enroll Time Reporters> Assign Work Schedule
1. Add a row effective with the date the employee is to be returned to his Permanent Job 

2. Assign employee to a zero-hour schedule in his TSHC Job so that no further time is reported in the Timesheet

a. A zero-hours schedule may already be in force, especially if employee’s WorkGroup reflects him as a Positive-Pay Reporter (on Time Reporter Data)

3. The effective date of an employee’s schedule must be on a Friday; otherwise, a ticket must be logged with the Core Help Desk

Step 4:  Return Employee to his Permanent Job by navigating to Main Menu> Core-CT HRMS> Workforce Administration> Job Information> Job Data.  Prior to returning the employee to his Permanent Job, verify that the compensation is accurate in that job; ensure all salary adjustments (e.g. COLA, AI, etc.) that occurred since the onset of TSHC are in place
1. Add a row in the employee’s Permanent Job effective with the date he is to be returned from the TSHC-assignment
2. Action should be populated with “Return from Leave” and *Reason should be populated with “Return from TSHC”
3. Job Indicator is set to “Primary” in order for benefits to resume in the employee’s Permanent Job

4. Verify all Employment Dates, i.e. Benefits Service, Longevity, etc., are accurate upon employee’s return to his Permanent Job
5. Activate the Time Reporter Data page for the same effective date as the Return-from-Leave action in Step ‘A’ above
a. This step may be skipped, if desired, as the system will automatically activate the page during an overnight process 

b. Manual reactivation of the Time Reporter Data page may require assistance from Core-CT if the employee is returning in the middle of a pay period

6. The Annual Base Benefits Rate (ABBR) on the Benefits Program Participation page of the employee’s Permanent Job must reflect the same rate as appears on the employee’s TSHC Job at the time of termination.  

a. As a result of having served TSHC, the employee may be at a higher rate of coverage (ABBR) based on a higher salary level; that amount should never be lowered to a rate which corresponds to the permanent job’s compensation rate.  Contact with the Group Life Unit must be made in order to allow the higher life coverage-amount to continue
7. If the employee was eligible for and enrolled in Supplemental Group Life coverage in his TSHC Job, but he is NOT eligible for such coverage in his Permanent Job, the Supplemental coverage must be terminated upon return to his Permanent Job
Step 5: Activate Employee’s General Deductions in his Permanent Job (if applicable) by navigating to Main Menu> Core-CT HRMS> Payroll for North America> Employee Pay Data> Deductions> Create General Deductions.
1. Add a row for each of the employee’s deductions effective with the date he is to be returned to his permanent job
· Several General Deductions are not accessible at the agency-level and are only administered by the Office of the Comptroller’s Healthcare Policy & Benefit Services Division, Employee Benefits Unit.  If a deduction is inaccessible (grayed out), the Employee Benefits Unit must be contacted at 860-702-3543 in order to request a termination of the deduction in the employee’s TSHC Job

· Deductions that are only accessible by the Employee Benefits Unit include: AFLAC, COLLIF, COLSTD, HAILIB, HAIMET, LIFING, LIFMDS, LIFTRM, LTCARE, LTCMET, LTDISB, DEFING, TSAING, and CTROTH

Step 6: Activate Employee’s Additional Pay in his Permanent Job (if applicable) by navigating to Main Menu> Core-CT HRMS> Payroll for North America> Employee Pay Data> Create Additional Pay.  
· Careful attention must be given when setting up the Additional Pay actions, especially if the employee is to continue to receive his final TSHC paycheck at the same time the initial paycheck in issued in the Permanent Job, i.e. if he is being returned during the middle of a pay period.
1. Reactivate any payments in the Additional Pay subtitle on employee’s permanent job that were in effect during his TSHC assignment, ensuring that duplicate set-ups on both the permanent job and the TSHC Job do not take place
Step 7:  Terminate Employee’s TSHC Assignment by navigating to Main Menu> Core-CT HRMS> Workforce Administration> Job Information> Job Data. 

1. Verify that the termination action may be entered on the TSHC Job at the same time the employee is to be returned to his Permanent Job. Typically, if the employee is being returned in the middle of a pay period, the termination action is not entered until after the final paycheck in the TSHC Job has confirmed
a. If benefit deductions are to be taken out of the final TSHC paycheck, the TSHC Job record must remain active through the pay-confirmation process 
b. If benefits are to be transferred immediately upon the employee’s return to his Permanent Job, the termination action may be entered once all time/earnings have been submitted for the final pay period.
2. The Action dropdown should be populated with “Termination” and the *Reason should be populated with “Temp Serv Hgher Class Ended”
Step  8:  Terminate Employee’s Benefits in the TSHC Job in preparation for his enrollment in the Permanent Job by navigating to Main Menu> Core-CT HRMS> Benefits> Manage Automated Enrollment> Events> On-Demand Event Maintenance.  
1. Validate and finalize the TER event to terminate employee’s coverage in the TSHC job.  Coverage will end effective with the first of the month following the TER Event-Date
a. This step MUST be performed prior to the employee’s reenrollment into coverage in his Permanent Job.  The carriers must receive the termination action prior to the enrollment action, or the employee will be without coverage, even though Health Benefits reflects active enrollment.
Step 9:  Activate Employee’s Benefits in the Permanent Job by navigating to Main Menu> Core-CT HRMS> Benefits> Manage Automated Enrollment> Events> On-Demand Event Maintenance 
1. This step is typically processed at the time the employee is returned to his permanent job, but occasionally, benefits may not be transferred until after the final paycheck in the TSHC Job is confirmed
2. When processing the RFL event, an option to re-enroll the employee into both health- and life-coverage should appear

3. Once the RFL event is open for input, re-enroll the employee into the exact same coverage that was held in the TSHC job; the employee should not be given an option to alter this coverage
4. An analysis of the employee’s benefit deductions should always be performed to ensure the transfer-of-benefits occurs at the proper time, and also to ensure no missing premiums result
a. It is possible that the transfer-of-benefits needs to occur on the first pay period following the end of the TSHC assignment, depending on Timing, premium amounts, effective date of coverage, etc.
b. Contact with Central Benefits to override premiums may need to occur if discrepancies are identified
Step 10:  Activate Employee’s Leave Plans in his Permanent Job by navigating to Main Menu> Core-CT HRMS> Benefits> Enroll in Benefits> Leave Plans
1. Add a row effective with the date the employee is to be returned to his Permanent Job (or, if accruals have been posted subsequent to the return-date, effective with the day following that accrual-date)
2. Re-enter the appropriate Sick, Vacation, and PL Leave Plans (typically, these are the same plans that were in effect prior to being assigned to the Non-Accruing Plans at the onset of the TSHC-assignment)

Step 11:  Activate Employee’s Holiday and Comp Plans in his Permanent Job by navigating to Main Menu> Core-CT HRMS>Time and Labor> Enroll Time Reporters> Comp Plan Enrollment
1. Add a row effective with the date the employee is to be returned to his Permanent Job  
2. Re-populate the employee’s *Compensatory Time Off Plan that he held prior to the TSHC-assignment, and set the Status field to “Active”
3. If the effective date is not the begin-date of a pay period, the employee will not be able to earn or use any time during that initial pay period
Step 12:  Activate Employee’s Leave Balances in his Permanent Job by navigating to Main Menu> Core-CT HRMS> Manager Self Service> Time Management> Report Time> Timesheet
1. Choose a Selection Criterion to populate with your information 
2. Use the appropriate “Add” Time Reporting Code to add-back all leave accruals that were held in the employee’s TSHC job at the time of termination, including any holiday or compensatory time (i.e. SKAA, VAA, PLAA, HCAA, CAA)

3. Remember to use a date within the Timesheet that is equal to or subsequent to the effective date of the active Leave Plans (Step 10 above)

4. Enter all hours as a positive number

5. The employee’s leave accruals will not be available for use until the “Add” Time Reporting Codes have been confirmed through the initial payroll cycle.  
6. If the employee has taken sick, vacation or personal leave time during that first payroll cycle in the permanent job, the time used should be reported as “LILA”.  
7. Once the initial pay period has confirmed, a prior-period adjustment should be made to change the LILA codes to the appropriate Sick, Vacation, PL, etc.
Step 13:  Assign Employee to a Schedule in his Permanent Job by navigating to Main Menu> Core-CT HRMS>Time and Labor> Enroll Time Reporters> Assign Work Schedule
1. Add a row effective with the date the employee is to be returned to his Permanent Job 

2. Populate the schedule to which the employee was previously assigned prior to the TSHC-assignment 
3. A zero-hours schedule may have already been in force at the onset of the TSHC assignment, in which case this step may not be necessary
4. If employee is set up in a WorkGroup that reflects a Positive-Pay Reporter status (on Time Reporter Data), a zero-hour schedule will be required; no other schedule will be an option
5. If employee is set up in a WorkGroup that reflects an Exception-Pay Reporter status (on Time Reporter Data), either a zero-hour-schedule or another work-schedule may be selected
6. The effective date of an employee’s schedule must be on a Friday; otherwise, a ticket must be logged with the Core Help Desk

Step 14:  Terminate Employee’s Leave Plans in his TSHC Job by navigating to Main Menu> Core-CT HRMS> Benefits> Enroll in Benefits> Leave Plans – This step is always performed after the confirmation of the employee’s final paycheck in the TSHC Job.  To do so any earlier would prevent the employee’s accruals from being zeroed-out in the TSHC Job (Step 1)
1. Add a row to each of the Leave Plans effective with the employee’s return to his Permanent Job (or, if accruals have been posted subsequent to that date, effective with the day following that accrual-date)

2. Click  the “Terminate” radio-button on each of the employee’s Sick, Vacation, and PL Leave Plans 

Step 15: Terminate Employee’s General Deductions in his TSHC Job by navigating to Payroll for Main Menu> Core-CT HRMS> Payroll for North America> Employee Pay Data USA> Deductions> Create General Deductions
1. Add a row for each deduction effective with the begin-date of the pay period following the employee’s final paycheck in his TSHC Job
2. Several General Deductions are not accessible at the agency-level and are only administered by the Office of the Comptroller’s Healthcare Policy & Benefit Services Division, Employee Benefits Unit.  If a deduction is inaccessible (grayed out), the Employee Benefits Unit must be contacted at 860-702-3543 in order to request a termination of the deduction in the employee’s TSHC Job
3. Deductions that are only accessible by the Employee Benefits Unit include: AFLAC, COLLIF, COLSTD, HAILIB, HAIMET, LIFING, LIFMDS, LIFTRM, LTCARE, LTCMET, LTDISB, DEFING, TSAING, and CTROTH

Step 16: Terminate Employee’s Additional Pay in his TSHC Job by navigating to Main Menu> Core-CT HRMS> Payroll for North America> Employee Pay Data USA> Create Additional Pay
1. If applicable, all active Additional Pay actions should be terminated upon the employee’s return to his Permanent Job
2. Careful attention must be given when terminating Additional Pay actions in the TSHC Job, especially if the employee is to continue to receive his final TSHC paycheck at the same time the initial paycheck in issued in the Permanent Job, i.e. if he is being returned during the middle of a pay period.
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