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PRGU are now an employee at one of the finest
SO Jr ty colleges in the area!

' rJ\/CC,u rated by Community College Week as
LAE 7 15t [argest and most productive two-year
- - COo iege in the nation.
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\j\/,JJ(‘F me to Hudson VM
eBmmunity College ——




plliian  Resournces Of-ﬁC —
S Karnen: Rrrl etteE rm:\e Director of Human.
RESOUIG es (518) 629-4552

rJr‘JFJ‘]!-) Henry, Human Resource Administrator,
(5 li 529-4551

K te Tieal, Coordinator of HR Development,
——= 1_3) 629-4552
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— -'- ‘Dina Farr, Data Analysis Coordinator II,

(518) 629-4583

updated 6/2022
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~Enr Jsmg*-' maintain an environment tha

fiestersiexcellence in teaching and learning.
Vaiitain an enrollment level that will provide the
rrbe" rces required to achieve institutional
e—ellence

=8: Es’cabllsh and enhance educational partnerships
- with business/industry; non-profit organizations
and government agencies; and support economic
development in the community

i

,,‘t n

—
-c——
,.
‘
——
-



- p————

Gg)aj: 6 tfdig'. W

ERESUEDIISH the College as a center for lifelong
JeJrrJJrls;n rograms and cultural activities.

SEIOVIOE quallty student support services that
rsae ﬁd to the needs of students.

,,;,i’ abllsh and maintain a campus environment

’f:*-:WhICh builds communication, invites the sharing

of ideas, and promotes coIIeglallty.




- p————

Gg)aj: 6 tfdig'. W

J rnrunrﬂ- ) efficient organlzatlonal approach

WIICITE .courages and supports quality in the

eftjez] r nal process while controlling operational

rJJ€“ '

;; % Cor tmually improve institutional effectiveness

~ through the ongoing processes of program

== “evaluation, long-term planning, and self-
~_assessment.
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AvERhE argalnlng junitsat
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YES rrwr' ’r SIX bargaining units:

Jr Hr\ —n‘ on Tieaching Professional Association
J E ‘Non Instructional Employee Union

_ ,_.J é ty Assoaahon

= "Bepartment Chairpersons Association

- Alliance — EOC Faculty Alliance
e UPSEU — United Public Sector Employee Union
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Whorworks at HVCC?ww
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2 Oy rLJJ"C Valley Community College’s website
GIRIVGCE edu), you will find a campus
dJrschr\ vhich includes employee names with
G e department, email address, location
JFL_EE Gne number.
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http://www.hvcc.edu/
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IISHS rn“ official employee newsletter of the
sOIIETE. 1T |s used to inform all employees, active
aneetiied, off campus announcements and

Vet f’You can access it directly at

— [IEEe) ]chronlcle hvce.edu/ and a summary of new
= ;enhouncements IS emailed to all employees daily

~ during the week. It is important to read it daily to
“keep up on what's happening on campus.



http://chronicle.hvcc.edu/

OVERIEW. Of Employeewmp

Felv/re) 1‘5

AS e nr-“ employee you should have met with or
e 3cnec to meet with an associate in the
Omm o) ‘Human Resources. The purpose of this
ee mg is to gather more information from you

e

,,__-- diprovide you with information regarding your

.-__‘

= :«:employee benefits.
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RIS Ver: ,@** portant that you complete all of the
eduired forms in a timely manner to ensure that
YOI fj st paycheck will not be delayed and your
fsUrar i:e will become effective as anticipated.

— ‘n-'

_’f
- ~ e —
P _/ T - -
— — -
o —— - —
_— -
~ e ——

— s~

—— —

— -

 —— ———T—
—

—
—



In'for“ 10ﬂeagg‘d§dw

SREOIREmp yment PUrPOSES Yyou will be reqwred
o) r)Jz)\/Jc proper identification (for example:
valid driver’s license with either a social security
Gallid -|rth certificate or valid passport) for I-9

; _:.;; Orms (C|t|zensh|p) An I-9, W-4 and IT-2104
'" ~ form is required from all employees prior to

— Bemg paid.
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ormally paid every other Friday
27 times depending upon the

EMPIOYEES al
@ither 25 1’
\/rur)
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'eﬁ@g@/ailabl torme?

5 strongly recommended you sign up for
| ep05|t rather then be issued a manual
SlIECK. You can enroll at the Human Resources
Ofific: =or by completing the forms located on the
,-.,.:.e-;*" ’-yroll Office webpage.

— P —

= f-If you do not enroll in direct deposit, checks will
— ‘be available in the Cashier’s Office on the pay
~  date.



\What'ihfermation will T be required
LONpIOVIAE wheggompletm p—

lslilience.and retirement forms?

o oUW |'be asked to provide the date of birth
el s Glal security number for your spouse and
Ay dependent children in addition to your own
rmatlon

fr-eé = yOu are already a member of a retirement

system that the college participates with, you
~ will be asked to provide your membership
number and date of membership.
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Amplreguired to join a retirement .

System?

_— —— g"‘.
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WES/ias a benefited employee you are required
£ Jojgc] ‘retirement system. If you are a civil
SF‘r\/J(“" mployee you must join the NYS

rm loyees’ Retirement System (ERS). Other
, employees may have the option of joining one of
== he. three other retirement systems available -

= ERS TRS or an Optional Retirement Program.
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DIiFEnences between retire (-
DIEI1S i —

0 Deflpleel _r) nefit (ERS and TRS)
SNDET ]l-’J htrlbutlon (TIAA)
SRVES! eqwrements
- j oV ;ng options

‘t'érm benefits
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What'DEREfits are available to mes
AWl T berreguired tosmake a <
sOnptEbution? _
SMWIER Vou meet with Human Resources, we will

revJav\ with you all of the applicable employee
PENET 5 (health insurance, retirement options,
\/JC"’ lon days, sick days, etc.). Employee

= —,A- )enefits vary depending upon the type of
,posmon that you were hired for.
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e

CEC JnrrJ_)ta ions toward benefits are also
dr‘r)enr g t upon the type of position that you
uve and| ‘your date of hire. Contributions
LBl rdlinsurance premiums are deducted from
= Vo r~TeguIar salary on the first and second

-"

' ~  paycheck of each month.
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Arejthe e optional ben%fWM
uiigial can participate In: -

o

o

—

SVESTYoU may be eligible to enroll ina
S{ I),)Jérr annuity account, tax shelter
zlnlrld] 1r\ YS Deferred Compensation flexible

"s._

— JE rance etc.
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rJow J§ 1€ t-maﬂat I-WG!‘W
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SRIDEPENAING Upon the type of position that you

lo)lc] /J *WI|| either be required to keep a paper

bimesheet or a Kronos timesheet. Timesheets

SO Id! be kept on a daily basis with actual hours

— Wor ed indicated. Timesheets cover a two-week
.perlod
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IMES ets~ccagt! d J’

LIRYOU W orked overtime (must be
r)re\/ut approved by your supervisor)
yOur= 4mesheet should indicate the

~ over time and you should complete the
- ,,,‘;; a proprlate form to indicate whether or
~ not you would like your time paid or
accrued.
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about Tmeg_a_rdgﬁﬂb

o PHEAS = CC yntact the Office of Human
%Jur s (ext. 4552) should you have
iy C tz stlons about how you should be
= 'iaae g/ your time records.
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Hewado, 1 accrue sick time andifor.
Wi reasons nght [ take me?

BNGUIshould view sick time as your short-

e disability policy as you are paid

1006 » of your salary when you use

= ac Jrued sick time. Since you usually have

'< “no idea when you might become ill or
mjured you should be very cautious with

your time.
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‘ Jchg Lr e ‘may be used for your own illness
Of 1f Jl ry. and for doctors and dentist
AP0 tments. You may also be eligible to
~ Use accrued sick time for a family medical
== _,e ve. Please contact HR with any

o —

== questlons (ext.4552)
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Whetshappens to my accrued Sickes
uime should I];_HVC College?

SiAyoL are eligible to and retire from
pVEE, your accrued sick time may be
J5ed to cover health insurance cost.

==SHfyou resign from HVCC, sick leave is not
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rtment has a different

re. Please ask your supervisor for

J

> )
(D
D—

-;"-"(13'

o )
a)

S

'2"y* 4

SRRSOy
@ S

R p =
S5 2
(n,(‘b

'\""."‘Q"HL.'“"; itk

-~
—
— —
. - -
- - s — T i~ '
o - P —— L —
- s —
- - - "
~ = A —
E— —
—
>3 - ———
— —
— -
- - -
-
-—

-



B . \‘;&" . sam
Ta ,ﬁass@-va

IEon: r vy ve waived depending upon
YOl ru lective bargaining
agreen ent(unlon)

.,pf :len waiver form and procedures may
e“Found on the HR website.




Huidsen Valley Community s
sollege Issue‘gﬁand Policies

> S Ely: i5 the Affirmative Action Officer

J ,r ‘Title IX Coordinator when a staff

J:,'- ber is involved. If you feel you have

er|enced harassment or discrimination

, = 'HVCC please do not hesitate to contact
Scott (ext 8110).
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Jeésiand PoI|C|es cont'd l( o

[Sithe pollcy (0 Hudson VaIIey Communlty

Q“\—\("‘ andthe Educational®Opportunity”

LENOL to dlscrlmmate against any

]g *‘yee or applicant for employment on

LiiEe DasIs of their race, color, religion, age,

:,_,_:;,5"'9 ‘national origin, marital status,

== dlsablllw, protected Veterans Status, sexual

- orientation and gender identity, genetic

information, victims of domestic violence
and stalking, familial status and all other

categories covered by law
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HRAISSUES and £O|ICI€§'C'@“@-’

SAIFEederal, State, Counw and HR Work
HLJce roI|C|es are listed and described in
rnﬁ smployee Handbook:

= | Jese policies include: Drug and

- -4-‘

;,- 1cohol Work Place Violence,

—

— Dlscrlmmatlon and Harassment, FMLA,
~ Anti-Bullying and Right-to-Know



Press'code? ..
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2 Wg) JJ@ here is no written dress code there
Stani expectation of all faculty and staff.
e pectatlon regarding attire is

,)re: essmnahsm You should look like you
are going to work in a college and not

"'
95;,

-

== elng to the beach!
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N OURWIIIT: receive a computer account on
e r,) ay of employment. Information
r scr 0 ogy SerV|ces (ITS) Help Desk will

‘ﬁ’ -----
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Mg Usage . - «-—..2 -

SN@fficial form,of. Communication.
SESEili messages are abundant and can
]nur_gdﬁ‘ many people. E-mail
gorrespondence is best when used for
= aef messages to others. E-mail should
-«:ﬁ‘at‘be used as a means to attack other
~_ people and you should be very careful
with the “tone” of your message before
you hit the send button.




mioneUsage..

0 O \/JJF st day of employment your
S r)rnrvpe should request a phone
\,,sren:* on a55|gnment voicemail access



-g phog!e Callg

SiRyou- have been hlred as a cIerlcaI

S0l r),)\)  stafft you will be responsible for
clIISYVE aring several phone calls throughout
= your: regular workday. When answering
,., he telephone you should use a greeting
~ such as the following: “Good morning
identify name of office, identify yourself
speaking”

\ u\‘



/JJ are not a support staff member and
ve hone calls directly you should at

‘ﬁ’ -----



Parking

R

SMASIanew employee, you will complete a
nformation card and pick up your parking
ug u en you Vvisit the Public Safety

| ))r (Slek Campus Center room 170) to
=== t your employee ID card.
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PNIIENE are three parking levels in the
'r):JrJ{' g garage for faculty and staff. The
ug J‘,FG 1 Public Safety is required to enter.
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Spioyee ID

e
. -

Ssia new employee you should obtain an

Sl r)JJ\ ee identification card as soon as

r)JSS‘ ble. You can obtain your ID card
J_‘,E the Public Safety Office.

—® .ou should also display your College ID
-~ during working hours.

—

-



Pliice space/keys: ——

PN@jifice space will be designated and set-up

fe1EyeU prior to your first day of work.

Rru 501 your first day of work your

edlate supervisor may complete a key

: equest form on your behalf. You will be
reqwred to sign a key card at the time
that keys are actually given to you.
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- | | ' —"‘:’ a‘? -
liiaVel requests, - i

RO all '--campus business you must
r*omr)JrJ 'a travel request/reimbursement
Um: -~ You must sign the form and have
\ph |mmed|ate supervisor and budget
J manager also sign. Contact Purchasing at
: f29 4519
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liteErofttice mail/ outg@mgﬂ’#‘ I"“"'
) \/LJJJJ \:’:s°"‘o‘ Sic hn."l

mrue hout the campus on a daily basis.

O Sterials that you would like sent via

mrﬂ r=office mail you should use an inter-

e e ffice envelope and clearly write the name
of the person or department that you

— would like the mail delivered to. Please be
sure to cross off the previous name on the
envelope.




J’

Jre material is Cohfidential in nature
a8 ma sure to mark the envelope
\ FI DENTIAL and tape the envelope

, For aII business-related material that is to
= Be sent off campus, please use
- appropriate business letterhead and

envelopes.

Ma]l c ‘t’d~
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=10 r)u s Assgg_ta nce@r-sg‘l’g" -

PREAPRIS offered to college employees and
BhEIF family members through “Human
r{ese rce Directions”.

otk his service provides confidential and

= J‘irﬁmedlate help with work-related and

— personal issues that may be affecting the
employee’s personal and/or professional
life. This service is at no cost to the
employee.



EAP CONtC
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SSLOPIbY the Human Resources office for
Irifeinan] Jl‘ ‘n or the HR webpage
nrrr J/iﬂ vcce. edu/hr/forms



http://www.hvcc.edu/hr/forms
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rur),)ue : te behavior with students
2 rJ,JuJJr‘ Sexual harassment
J Mu ‘*-’of computers
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Distifctions:contd. B—

MVidle States Commission on Higher
=dlication granted HVCC College

CONUIN ued full accreditation, following
,..;f rovaI of the Progress Report submitted
n April 2017. The College remains

—

',.-'

‘ .
——

= accredlted without any additional follow
up reporting.







you for your part|C| jfe
and%elcom

\H Off L s on the HR Staff hope that

]J_) as Informative for you and we

e that this is just the start of a
Iong and rewarding career.
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Karen, Heather, Dina & Kate




