EMPLOYEE MOVING FROM COMMUNITY SERVICE
BOARD (CSB) TO STATE EMPLOYER

PoLicy:

1.

The move is considered an initial hire into State service (or a rehire into State service if
the employee worked for a State employer before CSB employment)

2. The CSB employer must code the move as a Termination in PeopleSoft (TeamWorks HCM)
to accurately document the movement between CSB and State employment

3. The State employer must code the move as a Rehire in TeamWorks, rather than a Hire, to
accommodate TeamWorks HCM/health and benefits system requirements that support
the continuation of benefits

4. The State employer cannot accept accrued sick, annual, personal, or forfeited leave
balances (except for Classified employees) per State Personnel Board Rule 16

5. Graduated annual leave accrual restarts (except for Classified employees)

BENEFITS:

1. Health insurance benefits retained*

2. Flexible benefits retained™

3. ERS membership begins (plan determined by type of State employment and any previous
ERS membership)

4. Any FLSA compensatory time is paid out by the CSB employer

5. Any paid leave, deferred holiday, or other compensatory time is paid out or divested per
CSB policy, with the exception that sick, annual, personal, and forfeited leave will transfer
for a Classified employee

6. Unless Classified, the employee starts State employment with accrued leave balances set

to zero (0)

*Benefits will be terminated with the CSB then reinstated through the State employer
without lapse on rehire, although the employee may receive a COBRA notice from State
Health and GaBreeze in the interim
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JoB AID

Below are instructions for the losing and gaining employers to support the transition from CSB to

State employment

ACTIONS TAKEN BY THE CSB EMPLOYER:

1. Use Action Code of Termination and Reason Code of MSL (Move between State and

Local) in TeamWorks HCM

Favorites = Main Menu ~ > Workiorce Administration ~ >  Job Information ¥ >  Job Data
Team Works HRMSSPP
Empl ID
Employee Empl Record 0

Work Location
*Effective Date |01/01/2018 5 Retiree
Effective Sequence 0
HR Status [nactive

Payroll Status Terminated

*Action Termination
Reason

*Job Indicater Primary Job

Home Worklist Add to Favorites
Find First: \#' A of2 Last
Go To Row & =

Move Between State and Local -

Current

2. Pay out annual leave (unless employee is Classified), FLSA compensatory time, and

deferred holidays, as appropriate per CSB policy, and then zero-out in leave keeping

system as paid

3. Retain unpaid leave balances in leave keeping system

4. Prepare for the receiving employer a letter certifying leave balances to be transferred if

employee is Classified
5. Notify the employee about possible COBRA notices

ACTIONS TAKEN BY THE STATE EMPLOYER:

1. For both initial hires and rehires into State service, use the Action Code Rehire and Reason
Code MSL (Move between State and Local) on the Transfer/Rehire page in TeamWorks

Favorites = Main Menu = *  Workforce Administration » > Job Information ¥ > Transfer/Rehire
) N Hor
Team Works HRMSSPP
Transfer/Rehire Payroll Salary Plan Compensation
1D: Empl 0
Record:
+][—
Payroll Status: Active
— - 7 . 1
“Effective Date: 01/01/2018 |5 cyrrent Effective Sequence:
Action / Reason: REH - MSL | Move Between State  Action Date: 01/25/2018

and Local
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2. Check Employment Data tab at the bottom of the Job Data page and override Benefits
Service date (except for Classified employee) to ensure correct leave accrual and adjust
Company Seniority date as needed

Favorites = Main Menu ~ > Workforce Administration ~ >  Job information >~ >  Job Data
. = Home: Worklist Add to Favorites
TeamWorks HRMSSPP
New Window | Help | P
Employment Information
Empl ID
Employee Empl Record 0
Organizational Instance
Organizational Instance Red 0 Original Start Date 10/18/2010 Override
Last Start Date 01/01/2018 First Start Date 10/1 0
Termination Date Years Months Days
I
Org Instance Service Date 10/18/2010 Override + 7
Organizational Assignment Data -
Instance Record
Last Assignment Start Date (01/01/2018 First Assignment Start 10/18/2010
Assignment End Date
Home/Host Classification Years Months Days Time Reporter Data
"
Company Seniority Date (1/01/2018 Override i 0 1] 28
Benefits Service Date 0 Override v 0 0 28
"
Seniority Pay Calc Date 10/1 Override + 7 3
Probation Date
Professional Experience Date Last Verification Date
Business Title Exec Assist (o Assist Provost Position Phone
Drug Test indicator N Mail Drop ID
B usa
Job Audit Job Datéd  Employment Data Earnings Distribution Benefits Program Participation Pension Plans
4 Return to Search =] Notity = Refresh

3. Add leave plans in leave keeping system if using Base Benefits module in PeopleSoft
TeamWorks HCM, or enroll the employee in Time and Labor or Absence Management if
using either of these TeamWorks modules

4. Enrollin ERS Pension Plan in HCM

5. Verify deduction creation in General Deductions by State Health (ADP) and Flexible
Benefits (GaBreeze) for continuation of benefits prior to the date payroll is confirmed

6. Notify the employee of possible COBRA notices and advise the employee when benefits
transfer is confirmed

7. Only for an employee who worked for the State prior to CSB employment and is now

being rehired into State service - Check for any leave, supplemental pay or general

deductions, to include garnishments, which may not have terminated from prior State
service employment

v All leave balances should be zero except for Previous Unpaid Leave and should be
zeroed out in leave keeping system if any remain (except for Classified)
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v" Any active Supplemental pay should be terminated by entering an end date for

the previous State service

v" Prior General Deductions should have State service end dates entered

v’ Verify eligibility in ERS plan (can be obtained thru ERS Employer Desktop) and

create/verify pension plan in TeamWorks HCM

Employers

Members

GA. DEPT. OF ADMIN. SERVICES (403)

EMPLOYER DESKTOP: Welcome to the ERSGA Employer Desktop. In an effort to make doing business with ERSGA easier, we have automated the reporting process. Please click the

desired link below to begin entering your data.

You may view detailed information and instructions by clicking on the question mark icon located on each screen

Member Statements o

This option allows you ta view and print your emplayee's online member statements.

O 572,

Maintain Rehired Retirees

Check Member Plan Eligibility TN®

This option allows you ta verify a member's plan eligibility status for ERS or PSERS
(PRS) memberships.

This option allows you to maintain hours worked for rehired retirees of ERS, LRS and
JRS Plans.

Maintain Monthly Su
This report is a summary of Lmplosers
—including adjustments ai
report by the 15t day of ead
were withheld

Retirees

Forfeited Leave Ce GA. DEPT. OF ADMIN. SERVICES (403)

Check Member Plan Eligibility: To determine plan eligibility status, click radio button for apprapriate Plan ERS or PRS.

This option allows you to r
sick or forfeited leave appli

Enter employee social Security number (without dashes) then click retrieve

Plan

Hire Date: 02/01/2017

SSH 123456789

Current Contribution Group:
Membership Status:
Plan Eigibiity

Profile M

tenance

This option allows you to nf
password, name, address,

orgia State Employees’ Pension and Savin
Inactive Member

Member i only eligible for GSEPS membership.

If you have an email addre:
related matters please incl

Copyright © Employees' Refirement System o

8. Verify paycheck for accuracy before payroll is confirmed

Page 4 of 4

March 2018

m



	Policy:
	Benefits:
	Job Aid
	Actions taken by the CSB employer:
	Actions taken by the State employer:


