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Human Resources Forms and Policies Checklist 
New Hire/Seasonal/Acting Capacity/Project Employment 

These forms and policies should serve as a guideline for the Natural Resources Service Center employee orientation sessions. The following applicable forms should be completed and returned to:

Natural Resources Service Center, State House Station #155, Augusta, ME 04333-0155
X = Return to Human Resources within first 5 days of employment.
	FORMS/POLICIES
	NEW HIRE

 (Full-Time and New Seasonal Employee)
	SEASONALS 

   Begins         Ends
Leave          Leave       
	ACTING CAPACITY


	PROJECT

EMPLOYMENT



	Social Security

Form SSA-1945 HIRING REQUIREMENT
	Employee completes form prior to starting work
	
	
	Employee completes form prior to

 starting work
	Employee completes form prior to

 starting work

	New Hire Form Per 52
	X
	
	
	X
	X

	New Hire Application – Direct Hire (if applicable)
	X
	
	
	X
	X 

	State of Maine Health, Dental, and Vision Member Applications
	X
	
	X
	X
	X

	Routing Form
	
	
	X
	
	

	Emergency Contact

Form 53
	X
	
	
	X
	X

	Employee Eligibility Verification – Form I-9
	X
	
	
	X
	X

	Employee’s Withholding Allowance Certificate – Form W-4 - Federal
	X
	
	
	X
	X

	Employee’s Maine Withholding Allowance Certificate – Form W-4ME - State
	X
	
	
	X
	X

	Continuation of Benefits Form
	
	X
	
	
	

	Vendor Form
	X
	
	
	X
	X


	(Continued)

FORMS/POLICIES
	NEW HIRE

(Full-Time and New Seasonal Employee)
	SEASONALS        

Begin       End 
	ACTING CAPACITY


	PROJECT

EMPLOYMENT



	Direct Deposit Form 
	X


	
	
	X


	X



	Maine State Employees Deferred Compensation Plan Information

	Employee Retains 

Copy
	
	
	Employee
Retains

Copy
	Employee
Retains Copy


	Maine State Retirement System (MSRS) Application for Membership
	X


	
	
	X 

 
	X 

 

	MSRS – Designation of Beneficiary Pre-Retirement Death Benefits
	X 


	
	
	X


	X 

 

	MSRS – Application for Coverage Group Life Insurance
	X 


	    
	
	Not eligible 

	Not eligible 


	MSEA-SEIU Union Memo Security for New Employees 
	Employee

Retains copy
	
	
	N/A
	N/A

	Drug-Free Workplace Policy 
	Employee

Retains copy
	
	
	Employee

Retains copy
	Employee

Retains copy

	Policy Statement Against Harassment (Information)
	Employee

Retains copy
	
	
	Employee

Retains copy
	Employee

Retains copy

	Internet Technology Policy 
	Employee

Retains copy
	
	
	Employee

Retains copy
	Employee

Retains copy

	Domestic Violence Policy
	Employee

Retains copy
	           
	
	Employee

Retains copy
	Employee

Retains copy 

	Entitled to Vacation, Holiday and Sick Leave
	Yes
	N/A            
	Yes
	*After 90 days
	Not Eligible

	
	
	
	
	
	


Other HR Status Actions:

Temp Comp:  A temporary assignment to a classification equal to or higher than the position permanently owned by the employee and a way to compensate employee.  Form needed:  Routing Slip
Termination: Employee terminates from State employment or end of assignment.  Forms needed:  Continuation of Benefits and Termination Form
Retirement: Employee notifies Maine State Retirement at 800-451-9800. Form needed: Termination Form and Continuation of Benefits Form.
Promotion:  Supervisor returns Certification of Eligibles and/or Direct Hire Application; Routing Slip  
Transfer:  Form needed:  Routing Slip 
 *The 90-day period is waived for seasonal employees who are working in Acting assignments during off season.

SEASONAL AND FULL-TIME STATUS EMPLOYEES 

Maine State Employees are eligible for an extensive and highly competitive benefits package. Major benefits are briefly described below. Benefits are prorated for part-time employment.

· Vacation Leave

· Sick Leave

· Holiday Pay (12 paid holidays per year)

· Confidential employees receive Personal days as do overtime exempt employees.

· Bereavement Leave

· Military Leave

· Health, Dental (effective on the first of the month following the completion of one month of employment. Example, date of hire 6/15/12, coverage starts 8/1/12).
· Vision Insurance

· Life insurance

· Must join Maine State Retirement Plan (Optional for appointed officials)
· Deferred Compensation plan (optional)

· Child care reimbursement

For more in-depth information on the benefits you may call the Natural Resources Service Center HR/Payroll Staff or go to this site: http://www.maine.gov/statejobs/benefits.htm
ACTING CAPACITY ASSIGNMENTS 

In order to avoid potential misunderstandings, it is important that supervisors fully explain the terms and conditions of an acting capacity assignment to prospective employees prior to the beginning of the assignment.

Acting capacity employees are eligible for/to:

· Health and Dental (effective on the first of the month following the completion of one month of employment. Example, date of hire 6/15/12, coverage starts 8/1/12).
· Vision Insurance

· Deferred Compensation plan.

· Vacation, sick leave, and holiday pay after 90 days. *The 90-day period is waived for seasonal employees who are working in Acting assignment during off season.

· Must join the Maine State Retirement System.

Acting capacity employees are not eligible for/to: 

· Life Insurance

· Personal Leave Days 

· Bereavement Leave 

· Child Care Reimbursement 

· Telephone or Uniform expense allowance 

· Creditable service for vacation accrual purposes (for time in Acting employment if later appointed to a position with status)

· Seniority (for time in non-status Acting employment if later appointed to a position with status) 

· Acting capacity employees are not eligible to apply for Agency or Statewide Promotional opportunities.

· Paid leaves or other paid absences during assignment (ex; to take state exams or interview for a position with status. (Exception is made to admin leave that is provided beyond the control of the employee. For example, early release or cancellation of work due to inclement weather).

· VDT program

· Not entitled to benefits derived from collective bargaining agreements.
PROJECT ASSIGNMENTS

This policy clarifies conditions of employment associated with Project positions. In order to avoid potential misunderstandings, it is important that supervisors fully explain the terms and conditions of a Project Assignment to prospective employees prior to the beginning of the assignment.

Project positions are defined as positions that are restricted to a planned work program that has a planned duration of 365 days or less and which is not of a seasonal or regularly recurring nature. 
· Project appointments are direct hire. 

· Project employees must meet the minimum qualifications established for the classification. 

· Project employees must join the Maine State Retirement System. 

Project Employees are eligible for/to: 

· Health and Dental (effective on the first of the month following the completion of one month of employment. Example, date of hire 6/15/12, coverage starts 8/1/12).
· Vision Insurance

· Deferred Compensation plan 

Project Employees are not eligible for/to: 

· Life Insurance 

· Sick, Vacation, Holiday, Personal, or Bereavement Leave
· Child Care Reimbursement 
· Telephone or Uniform expense allowance 
· Project employees are not eligible to apply for Agency or Statewide Promotional opportunities. 
· Project employees do not have layoff or recall rights

· Other paid absences during assignment (ex: to take state exams or interview for a position with status)
· VDT program
· Not entitled to benefits derived from collective bargaining agreements.
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