CEHS Human Resources and Payroll - Quick Reference Guide

Temporary, On-Call, and Student Hourly Employees

Temporary Workers On-Call Workers Student Workers
Set number of hours per week Can work 0-40 hours per Can work 0-40 hours per week*
week
Can work full time up to two full years Maximum 693 hours per No FTE limit

fiscalyear (33.3% FTE)

Positions 50% FTE and above and 6 months or longer Not eligible for benefits or Not eligible for benefits or any
will receive most UNL employee benefits (vacation/sick any paid leave paid leave**

leave, health insurance), not eligible for tuition
remission, holiday pay

Appointment cannot be longer than two years No required appointment Appointment can be active until
end date graduation

*International student workers are limited to 20 hours per week except during academic year breaks and summer sessions.
**If student workers average over 30 hours per week they may be eligible for health insurance under the ACA which is very
expensive to both the employee and the department.

Minimum Wage
e $15/hour
e Allrequests over $16.50/hour require advance hiring freeze approval

Background Checks -required for all non-student staff positions

e Can be requested for student employees (required for any Clinic, CDL, business team hires, highly encouraged if
employees will work with research data and other confidential information)

e DHHS Adult/Child Abuse registry checks available

ESS Time and ESS Leave

Both employees and supervisors have responsibilities with time and leave entry

Employee Responsibilities Supervisor Responsibilities
Enter hours no less than weekly (daily encouraged) Review employee hours weekly (Fridays encouraged)
Release hours weekly (Thurs PM or Friday AM preferred) Ensure staff with set FTE submit enough hours or leave
each week
Request leave as far in advance as possible via ESS Leave Review ESS Leave requests and approve as appropriate
Monitor leave balances via ESS Leave Balances tile in Firefly* | Monitor staff lists and leave balances via MSS tile in Firefly*

*Leave-eligible employees accrue leave based on FTE (e.g., a leave-eligible employee with a 0.5 FTE position will accrue 4
hours per month instead of 8 hours per month for a 1.0 FTE position).

Making Temporary Hourly Employment Hires

One of the following is required for temporary employment hires:

e Requests at $16.50/hr or less require a signed Temporary Employment Request form
https://cehs.unl.edu/sites/unl.edu.cehs/files/media/file/Temp%20Employment%20Request%20Form%2010-15-24.xlsx.
Send completed forms to CEHS-HR@unl.edu.

e Requests over $16.50/hr require hiring freeze approval and will receive an offer letter with employment details.

*Requests under $16.50/hr that will be eligible for leave and/or benefits are encouraged to still issue an offer letter.

Once appropriate request documentation is complete, CEHS HR team will coordinate with supervisors and new hires to

complete hiring paperwork via DocuSign.

e HRteam will send onboarding information to employees and supervisors when hiring paperwork is finished and
employees can start work. Onboarding information will include how to access Firefly, etc.

e Employees cannot start work before completing hiring documents.
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CEHS Appointment Portal - https://cehsvl01.unl.edu/cehs/paf-working/

» Department users enter information for GTA, GRA, Fellowship payments and Lect/T appointments in the Appointment
Portal. CEHS HR Team monitors the portal regularly.
» HRTeam is automatically notified when department users make changes.
o Be sure to leave a good comment explaining changes!

Graduate Teaching Assistants (GTA) and Graduate Research Assistants (GRA)
e Require offer letters signed by employee and department chair/unit head
e GTA/GRA appointment minimum eligibility requirements for tuition remission (up to 12 credit hours per semester) and
health insurance benefits (department covers 79% of cost):
1. 33%-49% FTE required
2. 120 continuous days per academic semester
3. Minimum assistantship stipend received each semester. For 2026-27:
»  To qualify for up to 6 hours of summer tuition: $7,956/semester
= To qualify for up to 12 hours of summer tuition: $9,808.50/semester
e Summer tuition remission up to 12 credit hours is available for GTA/GRAs who start in the spring or summer depending on
prior and following academic year appointments
o GTA/GRA may not be employed more than 19.6 hours per week during the academic year across all positions but may
work up to 40 hours per week during academic breaks and summer sessions

Fellowship Payments
e Require offer letter signed by fellowship recipient
e Entered separately from GTA/GRA appointments

Temporary Lecturers (Lect/T)
e Require offer letters signed by employee, department chair/unit head, and the Dean
e Appointments are under 6 months - typically follow academic semester dates

Offer Letters GTA/GRA Fellowship Payments Lect/T
Who drafts offer letter? Department Department Department
Who approves offer letter? CEHS HR CEHS HR and Melanie Kellogg CEHS HR
Who routes offer letter? Department Department CEHS HR

Hiring Permanent Positions — Faculty and Staff

» Permanent faculty positions must be approved on CEHS Strategic Hiring Plan (tenure track positions, research faculty,
Professors of Practice) and require full search committees.
» Permanent staff positions require UNL HR approval to hire and have minimum required job posting times depending on

type of position.

» CEHS HR Team will coordinate and work through hiring processes with departments/units.

Summer Sessions

Faculty
e 9-month faculty are eligible to receive up to 1/3™ of academic year base salary during summer terms (3 extra months).
Instruction Research Admin (rare)
Pay determined by summer session Pay typically determined by months of Pay determined by offer letters or other

and credit hours

effort

special assignments

Detailed in summer offer letter

Grants Specialists work with faculty
and complete summer research PAFs

Detailed in regular offer letter and/or
other instruction from Chair/Dean/EVC

GTA/GRA

e Graduate Assistants with 9-month academic year appointments can have summer appointments for teaching or research

e  Will have summer offer letter

o Teaching pay is determined by summer session and credit hours and department GTA policy
o Research pay is determined by FTE and department GRA policy
o GTA/GRA may work up to 40 hours per week during summer sessions.
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