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This handbook contains brief summarized statements of policies, procedures, 

and programs that are applicable to those university staff members who are 

subject to the State Human Resources Act (formerly the State Personnel Act). 

Such staff members may be referred to as "classified" or "SHRA." Please 

understand that these statements are intended to serve as an overview and do 

not, in many cases, provide detailed information. For this reason, you are 

encouraged to visit the Human Resources website 

(http://www.ecsu.edu/administration/hr/index.cfm) for online access to all 

university and state policies applicable to SHRA employees. 

 

Unless otherwise specified, ECSU Human Resources is the initial point of 

contact for all matters herein. 

 

Updates to the Office of State Human Resources (OSHR) website 

(http://www.oshr.nc.gov/Guide/Policies/policies.htm) and the ECSU Human 

Resources website (http://www.ecsu.edu/administration/hr/index.cfm) will 

supersede anything outlined in this handbook. 

 

 

For more detailed information on policies discussed in this handbook, please 

refer to the ECSU Policy Manual at 

http://www.ecsu.edu/administration/legal/docs/policymanual.pdf 
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Welcome 

 

 

Elizabeth City State University would like to welcome you to our Viking 

community!  Every employee on campus touches the lives of our students 

whether directly or indirectly. As our newest member, we look forward to the 

lasting contribution you will make to ensure ECSU achieves our commitment to 

offering the highest quality education in a nurturing environment. 
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About ECSU 

Mission Statement 

Elizabeth City State University, a constituent institution of the University of North 

Carolina, offers baccalaureate, graduate, and professional programs for a diverse student 

body. The institution's rich heritage provides a firm foundation for its educational 

endeavors, as well as its role in serving the needs and aspirations of individuals and 

society.  

Through teaching, research, and community engagement, Elizabeth City State University 

provides a student-centered environment, delivered in a manner that enhances student 

learning, while preparing its graduates for leadership roles and lifelong learning. The 

university is also a leader in facilitating sustainable economic growth, while safeguarding 

the unique culture and natural resources of the region. 

Our Core Values 

ECSU is guided by a commitment to excellence, which is personified in the subsequent 

group of core values the university strives to demonstrate and maintain. 

 Accountability - being responsible for our actions is part of the ECSU ethos. 

Administration, faculty, staff and students 

endeavor to continue to expand on the Quality already in existence at the 

university; 

 Diversity - Diversity of viewpoints, experiences, and backgrounds are critical 

tools of a quality education in our global marketplace; 

 Excellence - Excellence is the measure for teaching, learning, and service to the 

university community; and 

 Preparing students holistically - the full measure of personal, professional, and 

social development of our students, faculty, and staff is an integral part of the 

ECSU philosophy: "to live is to learn." 

Historical Highlights 

Founding          

On March 3, 1891, Hugh Cale, an African-

American representative in the N.C. General 

Assembly from Pasquotank County, sponsored 

House Bill 383, which established a normal 

(teaching) school for "teaching and training 

teachers of the colored race to teach in the common schools of North Carolina." The 

bill passed, and the origin of Elizabeth City State University was born.  
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About ECSU 

Early Leadership               

The first leader, Peter W. Moore, was called a Principal (subsequent leaders would be 

called President, then Chancellor). Moore served as Principal and then President until 

his retirement as President, Emeritus, on July 1, 1928. During his tenure, enrollment 

increased from 23 to 355 and the faculty from two to 15 members.  

During the tenure of the second president, John Henry Bias, the institution was elevated 
from a two-year normal school to a four-year teachers college (1937). Two years later, 

the institution's name was officially changed to Elizabeth City Teachers College on 

March 30, 1939. The growth and elevation to teachers college changed the mission to 

include training elementary school principals for rural and city schools. The first 

Bachelor of Science degrees in elementary education were awarded in May of 1939. 

Continued Growth                  

Between 1959 and 1963, the institution became more than a teaching college, adding 11 

academic majors to the original elementary education major. In 1961, the college joined 

the Southern Association of Colleges and Schools accrediting group (SACS) and 

maintains its accreditation with that body to the present. In 1963, the N.C. General 

Assembly changed the institution's name from Elizabeth City State Teachers College to 

Elizabeth City State College and on July 1, 1969, the college became Elizabeth City State 

University. In 1971, the General Assembly redefined the University of North Carolina 

system with 16 public institutions, including ECSU. Together, those institutions became 

constituents of The University of North Carolina (July 1972). 

The UNC System 

UNC includes all 16 of North Carolina’s public universities, as well as a residential high 

school for gifted students.  With distinctive missions, our campuses deliver top-notch 

degree programs, carry out groundbreaking research and scholarship, and contribute to 

North Carolina’s economy and quality of life. 

 

 

continued 
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Getting Started 

New Employee Orientation 

Once hired, you will be scheduled to attend an orientation session with an ECSU 

Human Resources Representative to obtain information regarding employment, 

university policies, and benefits. This orientation session will provide the information 

you will need to enroll in the various benefit options available to state employees.  

Establishing Identity and Employment Eligibility: Form I-9 

 

Federal law requires employers to verify the work authorization of all employees. 

Therefore, your employment is contingent upon your ability to provide acceptable 

documentation of identity and employment authorization within three days of your 

official date of employment. The university requires all newly hired staff to complete 

and sign U.S. Citizenship and Immigration Services (USCIS) Form I-9 verifying 

employment eligibility in the United States during initial employment processing.  

 

Additionally, your employment is contingent upon confirmation of an acceptable work 

status by the E-Verify program as administered by the U.S. Department of Homeland 

Security. Employees must remain legally eligible to live and work in the United States 

consistent with U.S. immigration and 

other laws. Failure to meet any of 

these requirements may result in the 

termination of employment.  

 

A valid driver’s license and an original 

social security card are typically 

submitted as documentation to 

support identity and employment eligibility. Other forms of documentation, such as a 

United States passport, unexpired foreign passport, or certified birth certificate are also 

acceptable.  The complete list of acceptable documents is included in the Form I-9 

instructions or via https://www.uscis.gov/i-9-central/acceptable-documents. 

 

Individuals unable to provide acceptable documentation within three days of beginning 

employment should not be allowed to return to work until the documentation is 

recorded. 

 

 



 9 

 

Getting Started 

Banner ID 

 

Every university employee is assigned a Banner ID number when hired. This is your 

individual identification number and is used wherever possible instead of your social 

security number. This number is your life-long ID with the university and will remain 

the same if you are separated and rehired. 

VikingOne Account 

All university employees will be issued a VikingOne account by the Division of 

Information Technology. This account will consist of a username and password that 

allows for Single Sign-on services to multiple systems across campus. Visit the DIT at 

https://www.ecsu.edu/administration/information-technology/accounts.html. 

Self Service Banner (SSB) 

Self Service Banner is a database which allows employees to access their information 

from any computer, on or off campus that has Internet access. Via SSB, employees may 

access timesheets, leave reports, payroll information, employee job history, and leave 

balance history. To log in, you must use your VikingOne credentials.   

ID Badge 

All employees are required to obtain a photo ID upon hire.  The initial card is issued 

free of charge.  In the event a replacement card is needed, a fee will be charged to the 

employee.  To contact the university’s ID Office, call (252)335-3578. 

Email 

You will be assigned an email account for the purpose 

of conducting university business. The account belongs 

to the university and emails sent and received are 

stored on university servers. Personal use of email 

accounts should be limited and should not interfere 

with your normal work duties. Use of email to send or receive material that is 

inappropriate or may be offensive to other members of the university community is 

subject to disciplinary action up to termination. 

 
 

 

continued 
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Getting Started 

Logging Your Time Worked 

 

As an SHRA employee, you are either nonexempt or exempt according to the 

provisions of the Fair Labor Standards Act. This designation is based on the duties 

and responsibilities of your position. SHRA non-exempt (hourly paid) employees 

are required to track their work time and leave use using Self Service Banner (SSB). 

SHRA exempt (salaried) employees are required to track only their leave in SSB. 

Work time (or hours worked) includes all the time the university requires or 

permits you to be on duty, whether on campus, other university premises, or at any 

other place.  

 

The Human Resources Leave Administrator will show you the best way to access 

SSB and explain the requirements for entering time and leave. You are responsible 

for ensuring that your time and/or leave are accurately entered and tracked in SSB. 

 

The standard work schedule for full-time employees is a forty-hour, five day per 

week schedule with a normal daily work schedule of eight hours per day plus a meal 

period. Supervisors, with approval of the department head, may allow you to utilize 

a flexible work schedule. Such schedules allow you to 

choose a daily work schedule and meal period that, 

subject to departmental need, is most compatible with 

your personal needs. Flexible scheduling is subject to 

supervisory approval and may be discontinued at any 

time based on departmental need. 

 

 

continued 
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General Information 

 

ECSU Alert:  Stop. Listen. Communicate. 

 

The Emergency Communications website is the go-to source for information in an 

immediate life-threatening or serious situation involving safety on the ECSU campus. 

In an emergency, the university will post safety-related announcements at this site, 

along with updates and resource information. Remember that it may take time in an 

emergency for authorities to investigate the situation, verify the facts and provide 

the campus with instructions. Do not call 

911 or the ECSU Campus Police for 

general information. This website will 

provide new details as quickly as possible. 

 

In the event of an emergency, there are 

additional means of notifying employees 

and students: sirens across campus, which will sound only if there is a significant 
emergency or immediate threat to the health or safety of people on campus – such 

as an armed and dangerous person on campus, major chemical spill or a tornado 

warning issued for Elizabeth City; a text message service that faculty, staff and 

students are encouraged to register for; and a mass email sent to all ECSU email 

account holders. The university also sends informational emails if an event is not an 

emergency and does not pose an immediate threat to the campus community, but is 

of significant interest to the campus. 

 

To register your cell phone to receive text messages from the university, go to the 

ECSU Alert webpage https://www.ecsu.edu/ecsualert/index.html or sign up at 

https://escuportal.bbcportal.com/. 

 
Campus Directory 

 

All permanent university employees are listed in the online University Directory. 

Soon after your employment begins, basic information about you (such as your 

name, department, and work location) is automatically entered into the directory.  

You may update your information by submitting an Update Directory request 

https://www.ecsu.edu/administration/human-resources/update-directory.html also 

accessible via the HR Forms & Documents web-page. 
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General Information 

Campus Sustainability 

As a member of the UNC system, ECSU is committed to sustainable economic growth 

while preserving the culture and natural resources of the region. The university is 

leading the way in sustainability efforts in eastern North Carolina. By partnering with 

national organizations and initiatives, we are able to expand our efforts as well as learn 

from highly regarded leaders in the 

sustainability movement.  

In 2014, ECSU ranked third among 

the top, public Historically Black 

Colleges/Universities (HBCUs) in a 

survey conducted by The Building Green Initiative at Clark Atlanta University partnered 

with the North Carolina Institute for Minority Economic Development that analyzes 

efforts the institutions are taking to effectively manage energy.  

To get involved, visit the Office of Sustainability webpage at 
http://www.ecsu.edu/chancellor/SAC/sustainability/about.cfm 

Confidentiality  

Most of the information that you will have access to is public information; however, 
times may arise when you deal with confidential matters. Some laws even specify 

criminal charges for releasing confidential material. If you have any questions about 

releasing information, ask your supervisor for advice or contact Human Resources. 

Computer Use 

  

ECSU has critical dependencies upon its computer information systems. It is imperative 

that these systems and machines be protected from misuse and unauthorized access. 

Federal and state law, and ECSU policies and procedures govern the use of these 

technologies. 

 

It is expected that any ECSU employee utilizing computing and data processing 

equipment maintain an ethical and professional manner. For more specific information 

regarding the Acceptable Use of Technology Policy for University Employees, visit 
http://www.ecsu.edu/administration/legal/docs/policymanual.pdf  

continued 
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General Information 

Debts Owed to the State 

NC General Statute 143-533(a) requires employees of the State of North Carolina 

who owe money to the State to repay that money owed as a condition of continuing 

employment. NC General Statute 143-553(b) requires that state agencies are 

required to terminate the employment of any such employee who fails to repay the 

debt owed or to make arrangements for doing so. 

Departmental Requirements 

While the university has certain requirements for all employees, each department 

has the ability to put specific work rules and procedures in place that relate to the 

department’s specific business needs. Your supervisor will inform you of any 

departmental requirements that affect your position. These departmental 

requirements may include completing certain training (for example, HIPAA and/or 

FERPA training), signing a departmental confidentiality form, working a specific 

schedule, and other legitimate business requirements. Employees in research-related 

positions may also have special training requirements (for example, conflict of 

interest, or COI, training). If you have questions, talk with your supervisor. 

Dress Code 

In general, employees are expected to wear business attire appropriate to their role 

at the university. However, your department may have certain requirements – such 

as a uniform, lab coat, safety-required apparel or equipment, or other special needs 

– or allow business casual dress. Talk with your supervisor to determine what your 

department considers appropriate workplace dress. 

 
Drug-Free Workplace 
 

You are responsible, as a North Carolina citizen, for knowing about and complying 

with the provisions of North Carolina law that make it a crime to possess, sell, 

deliver or manufacture those drugs designated collectively as “controlled 

substances” in Article 5 of Chapter 90 of the NC General Statutes. Any member of 

the university community who violates that law is subject both to prosecution and 

punishment by the civil authorities and to disciplinary proceedings by the university, 

up to and including dismissal. 

 

ECSU provides information about drug counseling and rehabilitation services that 

are available to members of the university community through campus-based 

programs and through community-based organizations. Persons who voluntarily take 

advantage of university services are assured that applicable professional standards of 

confidentiality will be observed. 

continued 
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General Information 

Environmental Health & Safety  

 

The university is committed to safety, health, and environmental compliance. To help 

ensure regulatory compliance, the Office of Environmental Health and Workplace 

Safety (EHWS) and the Office of Emergency Management collaborate with several 

university safety committees and the campus community to provide policies, 

educational opportunities, program management, and consultative services. These 

offices manage fire and life safety, occupational safety, industrial hygiene, emergency 

management and environmental affairs. For specific safety questions or concerns, please 

contact the EHWS/EM Professional at (252)335-3877. 

 

Employee Responsibilities  

You are responsible for notifying your immediate supervisor of health and safety 

deficiencies and for recommending possible corrective measures. Additionally, your 

supervisor is to be notified of every injury, accident or near miss regardless of how 

trivial such accident or incident may appear at that time. All injuries, including minor 

first aid treatment, occurring on the job and any illness associated with the job shall 

be reported promptly and in writing to your supervisor using required forms. 

Questions concerning medical treatment of these injuries/ illnesses should also be 

addressed with your supervisor.  

You must consult with your supervisor regarding specific health and safety 

requirements (policies, work practices, personal protective equipment, etc.) 

required to perform your job. All fires, hazardous material spills, and other 

emergency occurrences, no matter how slight, must be reported. You must be 

familiar with departmental emergency action plans and implement plan 

requirements in the event of an actual emergency.  

You must consult with your supervisor regarding mandatory Environmental Health 

and Workplace Safety training. The extent of training required is based on the 

hazards that you will encounter while performing your job duties.  

Failure to comply with or enforce Safety and Health Rules and Regulations may 

result in disciplinary action up to and including dismissal. Violation of work rules is a 

job performance issue and shall be dealt with through the job performance 

disciplinary process. 

The protection of our fellow ECSU employees, students, and the public on ECSU 

property is a responsibility we all share. If you know of any unsafe working conditions 

or improperly operating equipment that could result in an accident, injury, illness, or 

property loss, contact your supervisor or the Office of Environmental Health and 

Safety immediately. http://www.ecsu.edu/studentaffairs/env_health_safety/index.cfm. 

 

continued 
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General Information 

Other Employment Outside the University 

 

You should notify your supervisor if you have another position (full- or part-

time) either inside or outside the university. You may not accept paid outside 

employment that results in a direct conflict of interest or would compromise 

your role as a university employee, or if it would create an adverse effect on 

your primary position at the university. You are required to complete the 

appropriate form as noted below to request permission for outside work prior 

to beginning the work. 

 

 Dual Employment is work for another state agency or university. This 

may be due to specialized knowledge or abilities not readily available 

otherwise. A Dual Employment request must be approved by your 

department head, the department head of the requesting 

agency/university, and Human Resources prior to any work occurring.  

(https://www.ecsu.edu/administration/human-resources/forms-and-

documents.html)  

 Secondary Employment is other employment outside of state 

agencies or universities. The Secondary Employment /External 

Professional Activities for Pay form requires approval by your supervisor 

and your division head. (https://www.ecsu.edu/administration/human-

resources/forms-and-documents.html) 

 

Personnel File  

 

You may examine any information in your personal files except pre-employment 

letters of reference and information about a mental or physical medical disability 

a prudent doctor would not give you. Personnel files include any information 

relating to your application, performance evaluations, disciplinary actions, salary, 

and promotions or demotions. These files are not necessarily in one place and 

may be in several different forms. Contact Human Resources with your request. 
 

Political Activity 

 

Political activity by university employees is regulated by federal and state law and 

university policy. You may not use university funds, vehicles, equipment, supplies, 

or other resources in connection with partisan political activities. This includes 

the use of university electronic resources and mail services.  

 

You cannot take any active part in managing a political 

campaign, campaigning for political office, or otherwise 

engaging in political activity while on work time. Also, you 

must not use your state position, state funds or state 

property for a partisan election.  

 

continued 
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General Information 

Network Login: Vikingland 

Network login gives you rights to access the ECSU Vikingland network through any 

computer on campus. With this, you can gain access to e-mail, word processor, 

desktop programs, the internet and much more. Your login information is your 

VikingOne credentials. If you are unable to log on to a campus computer, please 

contact IT (252)335-3532. 

Solicitation  

 

You may not sell or promote the sale of any goods or services for personal gain or gain 

for an organization on ECSU property. 

 

Smoke Free Zone 

 

The university is dedicated to maintaining a healthy work and learning environment. 

Smoking is prohibited inside all university-owned and -operated facilities. Smoking is 

also prohibited in state-owned vehicles and in the outdoor areas controlled by the 

university, up to 100 feet from any university facility. 

 

Telephone Usage, Use of Personal Communication Devices & Email  

 

While personal telephone calls are occasionally necessary, at no time may long-distance 

calls or toll calls of a personal nature be made at ECSU’s expense.   

 

Use of personal communication devices (cell phones, pagers, 

text messaging devices, etc.) during working hours should be 

limited. You are expected to be respectful of others in the 

workplace and ensure such devices do not create a 

disturbance, interfere with meeting performance 

expectations, or intrude on the privacy of others in the 

university community.  

 

You will be assigned an email account for the purpose of conducting university business. 

The account belongs to the university and emails sent and received are stored on 

university servers. Personal use of email accounts should be limited and should not 

interfere with your normal work duties. Use of email to send or receive material that is 

inappropriate or may be offensive to other members of the university community is 

subject to disciplinary action.  
 

continued 
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General Information 

VikingNet 

At ECSU, VikingNet is an intranet “internal website” protected from unauthorized 

external access by means of a network gateway and firewall. There are various online 

forms and computing resources placed within VikingNet to prevent access to non-

employees. In order to access VikingNet, an employee must use a computer that is 

logged into the Network Domain on campus. 

 

continued 
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Employment Information 

Job Categories 

 

There are a couple of terms you’ll often see over the course of your employment at 

the university: SHRA and EHRA. Both of these relate to the State of North Carolina 

Human Resources Act (formerly known as the State Personnel Act), and define the 

different kinds of employment at ECSU. SHRA employees are Subject to the State 

Human Resources Act, and are commonly known as “staff” employees. EHRA 

employees are Exempt from the State Human Resources Act and are members of one 

(or both) of the following groups: EHRA Faculty (professors, assistant professors, etc.) 

and EHRA Non-Faculty (including senior academic and administrative officers, research, 

and instructional employees).  

 

Different SHRA positions may have different conditions of employment, depending on 

the classification of the position, the role of the position in the employing department 

and specific position responsibilities.  

 
The Fair Labor Standards Act (FLSA) applies to all SHRA positions. This federal law 

governs the way you are paid for your work – either on an hourly or salaried basis. 

FLSA divides positions into two groups – those that are exempt from the act (salaried), 

and those that are non-exempt (hourly paid). Employees who are FLSA non-exempt 

and work more than 40 hours in one week must be paid overtime, either at the 

premium rate of time-and-a-half in wages, or in paid time off (comp time), at the 

discretion of the department. FLSA exempt employees do not earn overtime or comp 

time. 

 

The FLSA is federal legislation, and the terms “exempt” and “non-exempt” are used in 

regard to how you are paid for your work, refer to the FLSA and not North Carolina’s 

State Human Resources Act. If you don’t know whether your position is designated as 

exempt or non-exempt, ask your supervisor or HR representative. 

 

Probationary Periods 

 

As a new SHRA employee, pursuant to legislation passed by the N.C. General Assembly 

in 2015, you have a probationary period of twelve months from your hire date. 

Employees in their probationary periods receive leave, total state service credit, 

retirement and health benefits. They are not eligible for severance pay or priority 

reemployment consideration. 
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Employment Information 

Career Banding Classification System 

 

Each SHRA position is classified into one of the more than 160 position types that exist 

within the state personnel system. The classification process involves looking at the 

position description and then designating the best match of job family, branch, role and 

competency level. The University’s classification system is commonly known as “career 

banding,” because the classification process creates “bands” of different position types. 

Each group of positions also has an associated pay band (see “Compensation” section.) 

 

Through this classification process, each position is associated with a set of specific 

competencies, or certain skills and abilities required to successfully perform the 

position. If the duties of the position change significantly, it can be reclassified to a more 

appropriate branch/role and/or competency level. 

 

Performance Management  

 
ECSU employees participate in a performance management program by which all state 

employees are evaluated. This program ensures that you know what your supervisor 

expects of you and that you receive timely feedback about your performance. It also 

allows you the opportunity for education, training, and development.  

 

Within thirty days of starting your job, you will receive a job description which outlines 

the performance expectations for your job. At the start of each annual evaluation cycle, 

you and your supervisor will review/revise your job description and performance 

expectations. Together, you will decide how to track your progress throughout the 

year. Sometimes things happen that require your duties to change, at which time your 

supervisor may revise your job description. 

 

 

 
 

 

continued 
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Employment Information 

Improper Relationships between Students and Employees  

 

The University prohibits its employees from having an amorous or sexual relationship 

with any students they evaluate or supervise by virtue of their teaching, research, 

administrative or other employment responsibility. Such relationships are also prohibited 

between employees and students who are minors below the age of 18. 

Employees may not supervise or evaluate students to whom they are related by blood, 

law or marriage.  

 

Nepotism/Amorous Relationships 

 

Family members or others who share a comparable relationship cannot occupy a 

position of influence over each other’s employment, promotion, transfer, salary 

administration or other related management decisions. Applicants are required to 

disclose family members or closely affiliated persons working at the university, and 

identify their departments on the university employment application.  
 

In addition, to avoid both the appearance and occurrence of inappropriate favoritism 

affecting work relationships, and in accordance with the university’s anti-nepotism 

policies, amorous relationships between supervisors and subordinates are prohibited. 

Amorous relationships between supervisors and subordinates exist when two persons 

voluntarily have sexual relations or are otherwise engaged in a romantic courtship. 

 

Public Personnel Information 

 

As a state employee, some of your employment information is considered public 

information. This information must be released upon request from any individual or 

organization. The following information is considered public and will be released without 

notification to you: 

 

• Name 

• Age (not date of birth) 

• Date of original employment or appointment 

• Terms of any contract by which the employee is employed, whether written 

or oral, past and current, to the extent that the agency has the written 

contract or a record of the oral contract in its possession 

• Current position 

• Title 

• Current salary 

• Date and amount of each increase or decrease in salary at the university 

• Date and type of each promotion, demotion, transfer, suspension, separation, 

or other change in position classification at the university 

 

continued 



 21 

 

Employment Information 

• General description of the reasons for each promotion at the university 

• Date and type of each dismissal, suspension, or demotion for disciplinary 

reasons.  

• If the disciplinary action was a dismissal, this also includes a copy of the written 

notice of the final decision of the head of the department setting forth the 

specific acts or omissions that are the basis of the dismissal 

• Office or station to which the employee is currently assigned (this includes 

work-related contact information, such as department address, department 

telephone and fax numbers, and e-mail address) 

 

Information not specifically listed above is considered confidential under state law, and 

is released only as explicitly authorized by the North Carolina Human Resources Act. 

 

Total State Service and Creditable State Service 

 

While you work for any state agency or university, you automatically accrue total 
state service. Total state service is used to determine your eligibility for longevity pay, 

vacation leave earnings, service awards and other programs. You will also accrue 

creditable state service, which is the length of time you have made contributions to 

the Teachers’ and State Employees’ Retirement System (TSERS). This service time 

determines your eligibility for retirement and your pension amount. Accrued sick 

leave may be added to creditable state service when you retire. 

 

 

 

 

continued 
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Compensation 

Career Banding Compensation System 

 

Each job family identified by the state has an associated pay band. Each pay band is 

further broken down by branch/role and competency level. Pay bands are determined 

by the Office of State Human Resources (OSHR) on the basis of comparisons to 

similar positions in the same geographic area. Managers and supervisors are 

responsible for making fair and consistent compensation decisions and being able to 

explain those decisions. In general, compensation decisions are made on the basis of 

four pay factors: 

 

 Financial resources, or available budget  

 Appropriate market rate, or the pay rates for similar positions in the local, 

state or national markets 

 Internal pay alignment, which considers pay rates of others in similar positions 
in your department  

 Required competencies, or the requirements of the position applied to the 

position competencies as demonstrated by the employee 

 

Compensatory Time and Overtime Pay 

 

SHRA non-exempt (hourly paid) employees who work more than 40 hours in a work 

week are compensated with either compensatory (comp) time or overtime pay. 

Department management decides which of these methods will be used, based on 

available funds and the unit’s business needs. If you are a non-exempt employee, you 

are expected to obtain approval from your supervisor prior to accruing overtime or 

compensatory time.  

 

Compensatory time is paid time off equal to one and a half times the number of 

hours worked over 40 in a work week. Comp time must be used within 12 months 

of the date on which it was accrued or it will be paid out. You cannot carry more 
than 240 hours of comp time; any time you earn in excess of 240 hours must be given 

as overtime pay. You are required to use your comp time before you can use any of 

your vacation leave for an absence. You can see your accrued comp time totals in Self 

Service Banner.  

 

Overtime is paid at a rate equal to one and a half times the hourly pay rate for each 

hour over 40 hours worked in a work week. The additional pay is included in the 

paycheck for the pay period in which the overtime was worked. 

 

SHRA exempt (salaried) employees are not eligible for overtime pay or comp time. In 

non-routine situations where an exempt employee has worked a significant amount of 

time outside of the regular work schedule, managers and supervisors have discretion 

to allow scheduling flexibility to account for these specific circumstances. 
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Compensation 

Longevity Pay  

 

All permanent SHRA employees working at least twenty hours per week, who have 

served at least ten years with the state of North Carolina, will receive longevity pay 

each year on their longevity anniversary date. Longevity pay is determined by the 

total years of permanent state service.  

 

Longevity pay is equal to a percentage of the employee’s annual salary based upon the 

length of total state service as follows:  

  

1.50%  10 but less than 15 years of service 

2.25%  15 but less than 20 years of service 

3.25% 20 but less than 25 years of service 

4.50% 25 or more years of service 

 

Salary Increases 

 

General, or across-the-board, salary increases for all state employees can be allocated 

by the NC General Assembly. These are known as LSIs, or Legislative Salary 

Increases, and if allocated, are generally effective at the beginning of the state’s fiscal 

year (July 1 of each year). When the General Assembly approves an LSI, this is 

factored into the career banding pay bands, so your pay band does not change.  

 

On occasion, the Office of State Human Resources may adjust pay bands in response 

to market rate changes. This does not have an effect on your individual pay rate.  

 

You may become eligible for a salary increase as the result of additional duties, a 

promotion or other change in your position or competency levels. 

 

Special Pay Programs 

Certain SHRA non-exempt (hourly paid) positions may be eligible for special pay 

programs, such as on-call pay, emergency call-back pay, and shift premium pay. If your 
position is eligible for any of these programs, your supervisor will inform you. 

 

 On-call pay is compensation for an employee who must remain available to be 

called back for work on short notice if the need arises.  

 Emergency call-back pay is compensation for an employee who is requested 

to respond (either by returning to the workplace or working by phone or 

computer) on short notice in an emergency work situation.  

 Shift premium pay is additional compensation for positions that are required 

to work more than half of a regularly scheduled shift between 4 p.m. and 8 

a.m. 

continued 
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Compensation 

Reinstatement Following Break in Service  

 

Reinstatement is defined as the reemployment of a former employee into a banded 

position after a break in service or return from leave without pay (LWOP). A break 

in service occurs when an employee is in non-pay status for more than thirty-one 

calendar days (LWOP is not a break in service).  

 

Salary shall be set based on application of all Pay Factors. Reinstatement from 

LWOP into previous position shall be previous rate unless a higher rate is justified 

with across-the-board increases or as a career progression adjustment. 

 

Garnishment of Wages  

 

Personal debts to the state may be taken from your paycheck. If you have not paid 

federal, state, city, and county tax liens and receive a notice for garnishing your 

wages, they may also be deducted directly from your pay (refer to Debts Owed to 
the State page 13). 

 

 

continued 
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Work Environment 

Equal Employment Opportunity/Affirmative Action  

 

Elizabeth City State University is committed to equal opportunity for its entire people 

and to nondiscrimination in all areas in which it provides services to the community. The 

university recruits, hires, trains, and promotes to all job levels the most qualified persons 

without regard to the race, color, religion, sex national origin, age, sexual orientation, 

disability or genetic information. Neither these nor any other factors that are not 

relevant to an employment, training, compensation, benefits, or education decision are 

used by the university in any of its activities.  

 

The university is committed to the effective implementation of its equal employment 

opportunity policy and to aggressive affirmative action efforts in all areas and at all levels 

of employment. This standard is based on the premise that effective education depends 

on the quality of the faculty and staff; and that faculty and staff members can render the 

best service when they work under employment conditions that are conducive to 

maintaining high-quality performance. The continued high quality of the university 

depends, in part, on the successful recruitment and retention of ethnic minority group 

members and women for positions in which they have been underrepresented in the 

past. 

 

Unlawful Workplace Harassment and Discrimination  

 

ECSU is committed to ensuring an environment for faculty, staff, and students that is fair, 

humane, and respectful - an environment that supports and rewards performance and 

learning on the basis of relevant considerations, such as ability and effort. It is the policy 

of the university that no employee may engage in speech or conduct that is defined as 

unlawful workplace harassment. Employees are guaranteed the right to work in an 

environment free from unlawful workplace harassment and retaliation. Federal and state 

laws as well as university policies protect individuals in the protected classes from 

harassment or discrimination based on race, color, creed, national origin, religion, 

gender, age, sexual orientation, disability, political affiliation or veterans’ status.  

 

For more information refer to the Unlawful Workplace Harassment Policy at 

http://www.ecsu.edu/administration/legal/docs/policymanual.pdf 

 

ECSU has systems in place to receive and investigate harassment or discrimination 

complaints. If you feel that you have been harassed or discriminated against, contact the 

university EEO Officer.  
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Work Environment 

Sexual Assault Policy 

 

Elizabeth City State University is committed to providing a safe learning and working 

environment and, in compliance with federal law, has adopted policies and 

procedures to prevent and respond to incidents of sexual violence including sexual 

assault, domestic violence, dating violence, and stalking. 

 
Victim Assistance Resources 

 
 

For more information refer to the Sexual Assault Policy at 

http://www.ecsu.edu/administration/legal/docs/policymanual.pdf 

 

 

Sexual Misconduct, Stalking, and Dating Violence Policy - Title IX 
 

ECSU has implemented this Policy, the purpose of which is to protect the rights of 

the person making a complaint, as well as the rights of the accused, while also 

ensuring the complainant’s protections under Title IX. Faculty and staff with 

knowledge of an incident of sexual misconduct committed are required to report the 

incident to the University’s Police Department and the Title IX Coordinator. In any 

case involving a complaint of sexual misconduct or sexual harassment, the University 

shall adjudicate the complaint in a prompt, fair, and equitable manner. 

 

For more information refer to the Sexual Misconduct, Stalking, and Dating Violence 

Policy at http://www.ecsu.edu/administration/legal/docs/policymanual.pdf 

 

 

continued 
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Work Environment 

Workplace Violence Policy 

 

The university is committed to providing a workplace that is free from violence by 

establishing preventative measures, by holding perpetrators of violence accountable, 

and by providing assistance and support to victims. Workplace violence includes, but is 

not limited to, intimidation, bullying, stalking, threats, physical attack, property damage, 

or domestic and family violence. This includes acts of violence committed by or against 

University employees. Such incidents may also involve students, clients, visitors or 

vendors. An act of off-duty violent conduct may also be included under this policy. Any 

form of violence as defined in this policy may be cause for disciplinary action, up to and 

including dismissal, as unacceptable personal conduct. 

(http://www.ecsu.edu/administration/legal/docs/policymanual.pdf) 

 
Grievance Policy 

 

Whenever possible, the University prefers to resolve workplace conflicts informally 

through discussion or mediation. However, the University’s grievance policy for SPA 

employees provides a way to have your issues heard and considered promptly and 

fairly, and without fear of retaliation.  

 

SPA permanent employees can grieve a number of issues, including disciplinary actions, 
policy violations, harassment or discrimination, the annual performance appraisal, or 

retaliation. As of May 1, 2014, the SPA grievance policy gives employees 15 calendar 

days to file a grievance from the date of the incident that they are grieving. 

 

The first step is an informal process established as follows: 

 

 For alleged unlawful or prohibited discrimination, harassment, or retaliation, 

employees will now utilize an Equal Employment Opportunity Informal Inquiry 

process to attempt to more quickly resolve the complaint.  

 

 For policy violations (with the exception of disciplinary actions and non-
disciplinary separation due to unavailability), employees will have an Informal 

Discussion with their supervisors or other appropriate personnel regarding the 

alleged event or action to attempt to more quickly resolve the grievance.  

 

If the informal process is not successful, the formal grievance process will commence. 

Mediators will be assigned by the Office of State Human Resources, and will not be 

employees from our campus.  

 

All grievances go through the process prescribed in the University SPA Employee 

Grievance Policy prior to being able to file an appeal with the Office of Administrative 

Hearings (if applicable).  

 

 

 

continued 
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Work Environment 

Americans with Disabilities Act and Veterans’ Policies  

 

ECSU as a federal contractor maintains an Equal Opportunity and Affirmative Action 

Program for Individuals with Disabilities. Under this program the university will not 

discriminate against any employee or applicant for employment because of a physical 

or mental disability or because he or she is a disabled veteran, veteran of the Vietnam 

Era or other qualified veteran in regard to any position for which the employee or 

applicant for employment is otherwise qualified. The university agrees to take 

affirmative action to employ, advance in employment and otherwise treat qualified 

disabled individuals, qualified veterans and veterans of the Vietnam Era without 

discrimination based upon their disability or veteran’s status in all employment 

practices. The university will recruit, hire train and promote persons in all job titles, 

and ensure that all other personnel actions are administered, without regard to 

disability or veteran’s status; and ensure that all employment decisions are based only 

on valid job requirements.  

 
In accordance with the Americans with Disabilities Act (ADA) and state law, the 

university has also established a Reasonable Accommodations in Employment Policy. 

Under this policy the university will provide reasonable accommodations in 

employment to qualified individuals with disabilities, unless the accommodation would 

impose an undue hardship on the operation of the university’s business or would 

change the essential functions of the position. 

 

 

 

 

 

continued 
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Benefit Opportunities 

Enrolling in Benefit Programs 

  

As a new SHRA employee, you must enroll in your desired benefits programs in the first 

30 days of your employment with the university. Coverage for most programs begins 

the first of the month following your hire date, except for retirement, which begins as of 

your hire date.  

 

If you or a covered dependent experience a change in status, you can make changes to 

your existing coverage within 30 days following the effective status change date. 

 

Health Insurance Coverage  

 

If you are a permanent employee working at least three-fourths time, you may enroll in 

the state health plan. Pursuant to the legislature, the state pays for all or a portion of the 

employees' coverage under the state health plan for the PPO Basic or Standard plans. 

You may enroll your dependents under your health plan; however, you must pay the 
entire cost of this additional coverage. Coverage will begin the first of the month 

following the date of employment.  

 

To enroll, you must apply within thirty days from the date you begin work in order to 

receive benefits for any pre-existing health conditions. If you apply after the thirty-day 

period, or thirty days after a family-status change, a twelve-month waiting period for 

pre-existing health conditions may apply. Laws have been passed regarding the 

portability of health insurance coverage. These laws could exempt you from any 

preexisting health conditions. The state 

health plan holds an open enrollment 

period once a year to give employees 

the opportunity to change plans.  

Health insurance premiums are 

deducted from your paycheck on a 

before-tax basis. Upon separation from the university, you may continue your health 

insurance coverage under the federal COBRA law. Should you need additional 

information regarding this coverage, please visit: http://www.shpnc.org/health-plan-

options.html. If you have any insurance-related questions, please speak to your benefits 

representative.  
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Benefit Opportunities 

N.C. Flex Benefits  

 

N.C. Flex, the statewide flexible benefits program, offers you the advantage of paying 

for certain benefits before taxes, saving you money and allowing you to stretch your 

paycheck. Participation is offered in reimbursement accounts for health and 

dependent care expenses, accidental death and dismemberment, life insurance, dental 

insurance, vision care insurance, cancer insurance, and critical illness insurance. Limits 

regarding all tax-sheltered deductions according to IRS regulations must be 

considered. Changes or additions to the N.C. Flex benefits can occur when: 

 

 You marry, divorce, or become legally separated.  

 Your spouse and/or child/children dies.  

 You give birth or adopt child/children.  

 Your spouse has an illness or injury that results in total disability.  

 Your spouse becomes employed or terminates employment  

 Your employment is terminated.  

 You transfer to a non-eligible employment classification.  

 Your child/children become eligible or ineligible for coverage due to a 
change in age, marriage, and/or education status. 

 

Flexible Spending Accounts  

 

When you enroll in a flexible spending account, you choose to 

contribute a set amount to your account each month through payroll deduction. This 

money is taken out of your pay before taxes and is reimbursed as claims are 

submitted via direct deposit to the same account in which your ECSU paycheck is 

deposited. You may also elect the NC Flex Convenience Card, which allows you to 

pay for certain eligible services or items by directly charging expenses on your card. 

You should be conservative with the amount set aside, as the money not used by the 

end of the designated plan period will not be reimbursed to you. New employees 

must enroll within thirty days of employment. Continuing participation in the flexible 

spending accounts requires re-enrollment annually. The two flexible spending 

accounts are:  

 

 Health Care-Used for various out-of-pocket health care expenses ranging 

 from copayments, prescription drugs, braces, contact lenses, some over-the-

 counter items, etc.  

 

 Dependent Care-Used for care of a dependent child under age thirteen or 

 an incapacitated spouse or dependent adult.  

 

continued 
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Benefit Opportunities 

N.C. Flex Dental Plan  

 

The N.C. Flex Dental Plan offers high-option and low-option comprehensive dental 

coverage for employees and dependents. You select the dentist of your choice, and 

claims are processed for reimbursement to the dentist. This plan includes deductibles, 

copayments, and maximums. New employees must enroll within thirty days of the initial 

date of employment. An annual enrollment is held for all employees, but a twelve-month 

waiting period for some services applies.  

 

Vision Care Plan  

 

Three vision care plans are available: an enhanced plan that offers high level coverage for 

exams and materials, a full service plan that covers examinations and eye wear, and a 

basic plan that covers eye wear only. Coverage also is available for family members. For a 

list of approved providers in your area visit www.eyemedvisioncare.com/NCFlexoe 

  

Accidental Death and Dismemberment Insurance  

 

This plan provides inexpensive insurance that pays a benefit to your survivor(s) if you 

should die or suffer certain disabling injuries from an accident. Coverage also is available 

for family members.  

 

Voluntary Group Term Life Insurance  

 

This plan offers coverage that will pay a benefit to your beneficiary if you die while 

covered under the policy. If you enroll in this plan when you are first eligible, you may 

elect up to $100,000 of coverage without providing evidence of insurability. Part or the 

entire premium may be post-tax based on IRS-imputed income regulations.  

 

Cancer Insurance  

 

You may select between three plan options depending on your cancer insurance needs. 

In addition to cancer coverage, this insurance pays benefits for 29 other specified 

diseases. All plan options offer the same type of benefits/services; however, in most 

cases the coverage level differs. 

 

Critical Illness Insurance  

 

Critical illness insurance is meant to complement your existing medical coverage by 

paying a lump sum payment when a covered person experiences a covered condition. 

The plan has 3 categories to include coverage for cancer, heart attack and stroke, major 

organ transplant and several other conditions.  

 

continued 
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Benefit Opportunities 

Death of Employee or Dependent  
 

In the event of the death of an employee or dependent, the Human Resources Benefits 

Administrator should be notified as soon as possible. The benefits staff will provide 

information to the family regarding any benefits that may be available due to the death of 

the employee. If there is a death of a dependent, the benefits staff will check to see if 
there are any policies against which claims should be filed.  
 

Disability 
 

The Disability Income Plan of North Carolina (DIP-NC) provides benefits to eligible 

employees who become continuously unable to perform the duties of their usual 

occupation due to a mental or physical incapacity while actively employed. The 

university pays the full cost for this program.  
 

All permanent full-time employees who work 30 or more hours per week are 

automatically enrolled in this program. You are covered under the Short-Term Disability 

plan after one year of membership service in TSERS or participation in the ORP. You 

are covered under the Long-Term Disability plan after five years of participation in 

TSERS or the ORP.  
 

In addition, you can elect supplemental disability benefits from Liberty Mutual (for TSERS 

members) or The Standard (for ORP members) to bridge the income gap and provide 

additional benefits (for an additional cost) 

 Short-Term Disability (DIP-NC): Benefits require a 60-day waiting period and 
then are equal to 50 percent of salary up to $3,000 per month. 

 Long-Term Disability (DIP-NC): Benefits are equal to 65 percent of your 

annual base rate of compensation up to a maximum of $3,900 a month. If 

approved, the benefit continues as long as you remain permanently disabled 

and until you qualify for an unreduced service retirement.  

 Supplemental Disability (Liberty Mutual or The Standard): Income benefits 
are equal to 66 2/3 percent of your basic monthly earnings, up to a maximum 

of $10,000 a month. This program will coordinate with other income 

programs, including the DIP-NC program, once you are eligible for benefits. 

There is a 90-day waiting period before benefits become payable. You pay 

the full cost of coverage; rates are determined by your annual income. For 

ORP members enrolled in The Standard, retirement plan contributions from 

both the employer and the employee are also continued while you are 

disabled and receiving benefits from this plan. 

continued 
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Benefit Opportunities 

Mandatory Retirement Programs  
 

Effective Jan. 1, 2013, newly hired SHRA employees will be able to choose to 

participate in either the University of North Carolina Optional Retirement Program 

(ORP) or the Teachers’ and State Employees’ Retirement System (TSERS). Full-time 

permanent employees must choose to participate in one of these two retirement 

programs. (If you are employed as a sworn law enforcement officer, you will be 

participating on the plan for state law enforcement officers.) SPA employees hired prior 

to Jan. 1, 2013, are required to enroll in TSERS. Regardless of which plan you are 

enrolled in, you are required to contribute six percent of your salary on a pre-tax basis. 

Both plans are also funded by university contributions. 
 

TSERS is a defined benefit plan. Under this type of plan the benefit you receive at 

retirement is based on a formula. This formula considers your years and months of 

creditable service, your age, and your average final compensation. To receive benefits at 

retirement, you must have 10 years of creditable state service if you joined TSERS on 

or after August 1, 2011. As a member of TSERS, you are also eligible for retiree 

medical coverage at retirement through the State Health Plan if you retire with 20 

years of creditable state service if you were first hired on or after October 1, 2006. 
 

The ORP is a defined contribution plan. Under the ORP, you control your investment 

choices, distribution methods and retirement goals, whereas the State controls the 

investments under TSERS.  
 

You are fully vested in the value of the university’s contributions after five years of 

participation. There are no age or service requirements to meet in order for a vested 
participant to begin receiving a benefit. ORP members are also eligible for retiree 

medical coverage at retirement through the State Health Plan if you retire with 20 

years of creditable state service. 

 

If you leave the system before retiring, you may withdraw all of your contributions, roll 

contributions into another accepting plan, or leave contributions in the system in the 

event of returning to state employment in the future. An application for refund of 

retirement contributions must be completed for a refund to be made. If vested upon 

leaving the system, a retirement benefit may be available in the future upon meeting the 

qualifying conditions. There may be penalties for early withdrawal.  

 

The North Carolina Retirement Systems' Retirement Handbooks are available via 

https://www.nctreasurer.com/Retirement-and-Savings/Managing-My-

Retirement/Pages/Benefits-Handbooks.aspx  

continued 
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Benefit Opportunities 

Supplemental Retirement Programs 
 

You are encouraged to supplement your state and federal retirement benefits by 

participating in one or more of the supplemental retirement savings programs 

available. Voluntary supplemental retirement plans offer significant tax advantages 

and can be a significant part of your retirement planning process. The University 

offers the following programs: 

 North Carolina 401(k) Plan (both pre-tax and Roth after-tax) 

 UNC System Voluntary 403(b) Program (both pre-tax and Roth after-
tax) 

 North Carolina 457(b) Deferred Compensation Plan 
 

The annual contribution limits to all three plans are set annually by the IRS. No 

matching funds are available. 

 

Prepaid Legal 

 

Prepaid legal services are available to employees who enroll with LegalShield. 

Unexpected legal questions arise every day. LegalShield provides you access to a 

top-quality law firm 24/7, for covered situations -from real estate to divorce advice, 

speeding tickets to will preparation, and beyond. 

Contact your Human Resources Benefits 

Administator for more information. 

 

 

Workers’ Compensation 

 

The Workers’ Compensation program provides benefits to any employee who 

suffers disability through accident or occupational disease arising out of, and in the 

course of, his or her employment. This law applies to all university employees, 

whether full-time, part-time, or temporary. If you are injured on the job during 
regular business hours, you must notify your supervisor immediately. You will need 

to complete the Employee Report of Accident/Injury form and submit it to the 

Worker’s Compensation Representative within 24 hours. Based on the nature of 

the injury, if you are required to miss work, there are certain leave procedures that 

must be followed. Your supervisor or Environmental Health & Workplace Safety 

representative will be able to assist you with this process. 

continued 
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Taking Time Off 

Leave  

 

Leave of any kind generally must be earned before it is taken. Whenever possible, 

leave requests should be approved in advance by your supervisor. In all cases, 

however, leave is granted only with the supervisor's approval. If approval for a leave is 

not granted, any absence from work is not authorized and will be considered 

unexcused (non-pay status). Staff members who do not have accrued leave should 

discuss the matter with their supervisor and benefits counselor if leave without pay 

becomes necessary.  

 

Vacation Leave  

 

The primary purpose of paid vacation/annual leave is to allow and encourage 

employees to renew their physical and mental capabilities in order to remain fully 

productive employees. You are encouraged to request leave during each year to 

achieve this purpose. This leave may also be requested for other periods of absence 
for personal reasons, absences due to adverse weather conditions, and in lieu of sick 

leave for personal illness or illnesses in the immediate family. Vacation/annual leave 

shall be taken only upon prior authorization of your supervisor.  

 

When compensatory time has been earned, it must be taken prior to the use of 

accumulated vacation/annual leave and must be used within twelve months of the date 

earned.  

 

In unusual circumstances, to cover emergency or special circumstances, the unit 

administrator may advance you leave on an individual basis. The total amount of leave 

to cover emergency or special circumstances that can be advanced will not exceed 

the amount you would earn during the remainder of the calendar year.  

 

Vacation/annual leave credits shall be provided for permanent employees in pay status 

for one-half or more of the regularly scheduled workdays and ho1idays in a month. 

Vacation/annual leave may be accumulated without any applicable maximum until 

December 31 of each calendar year. On December 31, any employee with more than 

240 hours of accumulated annual leave shall have the excess accumulation converted 

to sick leave so that only 240 hours are carried forward to January 1 of the next 

calendar year. Accumulation for part-time employees will be prorated based on the 

amount of time worked.  

 

Years of Total Service  Time Earned Annually 

Less than 5 years  14 days 

5 years but less than 10 years  17 days 

10 years but less than 15 years  20 days 

15 years but less than 20 years  23 days 

20 years or more  26 days 
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Taking Time Off 

If you are transferring to another state agency, your leave balances may be 

transferred to the new agency as long as the agency is willing to accept the time. If 

you leave state employment, payment will be made for any unused vacation/annual 

leave up to a maximum of 240 hours (prorated for part-time employees).  

 

Sick Leave 

 

All SHRA permanent employees are eligible for sick leave. Full-time employees 

accrue eight hours of sick leave per month worked. Permanent part-time 

employees accrue sick leave on a prorated basis.  

 

Sick leave can be used for your personal recovery from an illness, or to take care 

of an immediate family member. Sick leave can also be used for medical or dental 

appointments, or in the event of the death of an immediate family member. The 

university is required to assess whether a FMLA qualifying condition exists if you 

are absent and/or require modification to your work schedule in excess of 10 days 
in duration.  

 

Sick leave is accumulated indefinitely without maximum as long as you are 

employed by the state. In addition, if you have accrued more than 240 hours of 

vacation leave at the end of a calendar year, the excess vacation leave is converted 

to sick leave effective January 1.  For TSERS members, sick leave can be credited 

toward years of service when planning for retirement. If you leave state service 

before retirement, sick leave is not paid out. 

 

Holidays & Holiday Pay 

 

The state provides 12 paid holidays each calendar year. The Office of State Human 

Resources allows the University to modify its holiday schedule, provided that the 

total number of paid holidays for the calendar year is the same as other state 

agencies. Typically, the University does not observe the Veterans’ Day holiday on 

Nov. 11. Instead, that holiday is moved to provide an additional holiday during the 

winter break (Christmas) holiday period.  

 

Holiday calendars are usually published by the Office of Human Resources during 

the summer of the preceding year (for example, the 2021 holiday calendar is 

generally published in the summer of 2020). All permanent employees are eligible 

for paid holidays.  

 

In some cases, due to the requirements of your department or your position, you 

may be required to work on a holiday. You will always be informed of this in 

advance. If you are required to work on a paid holiday, you will receive holiday 

premium pay (time and a half for all hours worked on the holiday) and holiday 

equal time off (for each hour worked on the holiday up to eight hours). View the 

state approved holidays via www.oshr.nc.gov/Guide/Policies/5_Leave/Holidays.pdf.  

continued 
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Taking Time Off 

Community Service Leave  

 

The University recognizes the importance of community involvement and encourages 

employees to participate in volunteer activities by providing flexibility in work 

schedules and paid leave opportunities. In addition, Community Service Leave is a 

paid-time-off program for participation in the educational process of children through 

the high school level; other community service volunteer activities for non-profit 

organizations, including disaster relief; non-partisan election volunteer duties, and 

blood, bone marrow and/or organ donation. Community Service Leave cannot be 

used for partisan political activities. 

 

There are specific events that are not covered by Community Service Leave, so please 

review the policy prior to planning or requesting this leave. Community Service Leave 

must be approved in advance by your supervisor. 

 
Military Leave  

 

Military leave shall be granted to employees of the state for certain periods of service 

in the uniformed services in accordance with G.S. I27A-116 and the Uniformed 

Services Employment and Reemployment Act of 1994. Military leave shall also be given 

for state military duty to members of the State Defense Militia and the Civil Air Patrol. 

 

Military leave with pay for training shall be granted to members of the Uniformed 

Services who are full-time or part-time employees with a permanent, trainee, time-

limited or probationary appointment for up to 120 working hours (prorated for part-

time employees) during the federal fiscal year beginning October 1 and ending on  

September 30, for any type of active military duty for members not on extended 

active duty. An employee shall be granted necessary time off when the employee must 

undergo a required physical examination relating to membership in a reserve 

component without charge to leave.  

 

You may choose to have accumulated vacation/annual leave paid in a lump sum, may 

exhaust this leave, or may retain part of all of accumulation of 240 hours applies to 

lump sum payment. You shall retain all accumulated sick leave and continue to earn 

time toward salary increases and total state service. Entitlement is given to full 

retirement membership service credit in accordance with the provisions of the 

Teachers' and State Employees’ Retirement System.  

 

You must clear leave with your supervisor and provide a copy of the orders or other 

documentation certifying performance of required military duty, such as the unit’s 

training schedule.  

 

continued 
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Leave of Absence Without Pay  

 

Leave without pay may be granted for education purposes, vacation, or for any 

other reasons deemed justified by your supervisor. Except for extended illnesses, 

extended leave without pay normally shall not exceed six months. The employee 

must apply in writing to the supervisor for leave without pay.  

 

In certain situations, you may choose to retain all or part of your accumulated leave 

until you return to state service. The retention of accumulated leave during a leave 

of absence without pay is subject to certain restrictions. Please contact your Human 

Resources Leave Administrator for more information.  

 

Family & Medical Leave (FMLA) 

 

FMLA provides 12 work weeks of unpaid leave in any 12-month period for you to 

use (if you meet eligibility requirements) for your own serious health condition or 
the serious health condition of a spouse, child or parent, or for childbirth, adoption 

or foster care placement. FMLA leave is triggered by you experiencing a qualifying 

medical condition as defined in the FMLA policy, whether this leave is requested or 

initiated by you. The University is required to assess whether a FMLA qualifying 

condition exists if you are absent and/or require modification to your work schedule 

in excess of 10 days in duration.  

 

When on FMLA leave, you may concurrently use available paid leave, leave without 

pay, or donated voluntary shared leave (for approved recipients only). Your job and 

health insurance benefits are protected while you take FMLA leave regardless of 

whether FMLA is taken as paid or unpaid leave.  

 

SHRA employees who have been in pay status at least half-time for the previous 12 

months are eligible for FMLA. Even if you do not meet the work time requirements 

for FMLA, you can still take up to 12 weeks of leave, if approved, for the birth or 

adoption of a child. 

 

Parental Leave  

 

If you do not qualify for the Family and Medical Leave Act, you may take leave 

without pay to have or adopt a child. The natural parents of a newborn infant and 

the parents of a newly adopted child may request to use vacation/bonus leave, leave 

without pay or a maximum of 30 days sick leave.  

 

 

 

continued 
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Taking Time Off 

Family Illness Leave 

 

Family Illness Leave is provided for an employee to care for the employee’s child, 

parent or spouse where that child, spouse or parent has a serious health condition. 

It is not provided for the employee’s illness. The Family Illness Leave provides a 

limited extension of the benefits beyond the 12 weeks provided under the Family 

and Medical Leave Policy. Family Illness Leave does not run concurrently with 

Family Medical Leave. Eligibility for Family Illness Leave begins only after the Family 

Medical Leave benefit is fully exhausted. An employee may not waive his/her Family 

and Medical Leave benefit by instead choosing to go on Family Illness Leave.  

 

Civil Leave  

 

You are entitled to leave with pay when serving on a jury or when subpoenaed as a 

witness in a court of law. It is your responsibility to inform your supervisor when 

scheduled for jury duty and the expected duration of such service.  
 

As a jury member, you receive civil leave with pay and any fees received for jury 

duty. You should report back to work at the end of the duty. If you work a second 

or third shift, talk with your supervisor about the work schedule. (It may be 

adjusted if possible.) Additional time off is not given when jury duty occurs on a 

scheduled day off.  

 

When subpoenaed or directed by proper authority to appear as a witness in court, 

you may use civil leave with pay. Any fees received shall be returned to ECSU. 

Rather than use civil leave with pay, you may use vacation leave and keep any fees. 

If you are the plaintiff or defendant in the court procedure, you must use vacation 

leave or leave without pay. 

 

If your official job duties require you to attend court for a job-related proceeding, 

the time is considered as work time and included in your total hours worked for 

the week. Fees received shall be returned to ECSU. If you are a second or third 

shift employee, your supervisor will determine the necessary amount of time off 

from your regular duties.  

 

 

continued 
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Taking Time Off 

Voluntary Shared Leave 

 

Voluntary shared leave allows one employee to assist another employee in the case of 

a prolonged medical condition that exhausts the employee’s available leave and would 

otherwise force the employee to be placed in leave without pay status, resulting in a 

loss of income and benefits. A qualifying condition may be one that affects the 

employee or an immediate family member.  

 

Permanent SHRA employees are eligible to participate in the shared leave program 

(both by donating and receiving). This policy does not apply to incidental, normal 

and/or short-term medical conditions. Approval of a shared leave request is at your 

supervisor’s discretion.  

 

Employee medical information is confidential. If you are approved for the shared leave 

program by the Office of Human Resources, only a statement that you are qualified 

for the program needs to be made. You and your department are responsible for 
identifying potential donors. No one can directly or indirectly make any attempt to 

intimidate, threaten, or coerce any other employee for the purpose of soliciting leave. 

ECSU Human Resources cannot solicit leave. The establishment of a leave “bank” for 

use by unnamed employees is prohibited; donated leave cannot be held and must be 

donated on a one-to-one personal basis as it is received.  

 

Adverse Weather  

 

Adverse weather conditions may sometimes make it difficult for employees to report 

to work or make it advisable that they 1eave work early. The chancellor, or his 

designated representative, will determine to what extent operations will be suspended 

or curtailed. You may use vacation/annual leave or adjust your work schedule with the 

approval of your supervisor to make up the time. In adjusting your work schedule, the 

time cannot be made up in a workweek in which you have worked a total of forty 

hours because it would create overtime.  

 

Educational Leave  

 

Leave may be granted to a permanent emp1oyee working at least twenty hours per 

week for educational purposes that will better train or prepare the employee for the 

performance of his or her duties and responsibilities. This leave cannot exceed twelve 

months, and it will be granted only when recommended by the department head. As is 

the case with other types of leave without pay, any duration beyond six months must 

be approved by Human Resources.  
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Staff Resources 

Employee Assistance Program 

 

If you need help with life issues – from financial pressures to workplace stress and family 

dealings – the ECSU Employee Assistance Program (EAP) is available. The EAP is a 

confidential counseling and resource program provided by ComPsych that is designed to 

help university employees and their families deal with both personal and work-related 

concerns. The EAP is available 24 hours a day, seven 

days a week for you, your dependents and anyone 

living in your home. Once you contact the EAP, you 

are eligible for three free visits per topic of concern.  

 

EAP counselors can help with personal or work-related stress, substance abuse or 

other concerns. The EAP also offers a variety of legal and financial resources, including 

reduced fees for consultations with attorneys or financial counselors. For immediate 

assistance, call 877-314-5841 or visit www.guidanceresources.com  

 
G. R. Little Library 

 

Employees of ECSU are welcome to use the services and resources of the campus 

library. In addition to journals and books that support curriculum and research, the 

library also offers internet and on-line resources; DVDs, CDs, LPs, videotapes; and 

quiet reading and study space. Library staff will assist you in finding the information you 

need. Your employee ECSU ID card serves as a library card. Take it to the circulation 

desk to check out materials. To view G.R. Little Library hours visit: 

http://www.ecsu.edu/library/hours.cfm   

 

Wellness Center 

 

Elizabeth City State University’s Wellness Center was constructed as a student 

instruction and fitness center addition to the Vaughan Center for the purpose of 

expanding the physical education program. The Wellness Center operates under the 

supervision of the Department of Health and Physical Education within the School of 

Education and Psychology and is open at designated hours Monday through Saturday.   

 

When the Wellness Center is not in class use or fully occupied by ECSU students, you 

may utilize the facility in accordance with designated operational hours. ECSU retirees 

may also utilize the facility at such times in accordance with designated operational 

hours. 

 

Legal Defense  

 

If a civil or criminal suit is brought against you for something which occurred while 

carrying out your assigned duties, you may qualify for legal defense by the state. It is up 

to the attorney general to decide when the state will provide defense for an employee. 

For more information, contact the university’s Legal Affairs. 
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Staff Resources 

The Blue Room –Thompson Hospitality 

 

The Blue Room offers employees a convenient, cost effective fine dining option for 

your lunch hour.  No need to feel under-dressed, work attire is welcome.  If you 

would prefer to eat on the go, take-out is available. 

 

Campus Store 

 

The ECSU bookstore managed by Follett is the go to source for official university 

gear.  You will be offered a special employee discount with presentation of your 

university ID. 

 

State Employees' Credit Union  

 

As a permanent state employee, you are eligible for membership in the State 

Employee Credit Union, a financial cooperative owned by its members who share 
a common bond of employment. As a credit union 

member, you are afforded opportunities that very 

few financial organizations provide their customers. 

Because the members are the owners and there is 

no separate group of stockholders to whom profits must be paid, a lower cost on 

financial services can be maintained.  For more information, contact SECU at 

(888)732-8562 or visit their website www.ncsecu.org.  

 

State Employees Combined Campaign  

 

The State Employees Combined Campaign (SECC) gives state employees the 

opportunity to contribute to charitable organizations through an annual campaign. 

It enables donations to more than one thousand charitable organizations that 

provide valuable services internationally, nationally, and throughout North 

Carolina. “Combined campaign” means that the campaign includes several 

federations and independent agencies, including the United Way, the National 

Health Agencies, Earth Share, Environmental Federation of North Carolina, and 

many more.  
 

SECC is the only charitable giving program authorized for 

payroll dedication for state employees. Campaign literature, 

training, and other communications are distributed to 

employees each year, usually in early fall. The North Carolina 

Department of Administration develops the campaign 

regulations. Visit its Web site at www.ncsecc.org. 
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Professional Development 

Tuition Waiver Program  

 

This program provides an opportunity for eligible permanent employees to have the 

tuition waived for a course taken at any of the constituent institutions of The 

University of North Carolina System. Participation is voluntary and courses may be 

taken for career development or for personal interest.  

 

Tuition charges will be waived for up to three courses per academic year and may be 

applied to courses that are appropriations-funded, such as regular undergraduate- and 

graduate-level courses, online courses, self-paced courses and independent studies 

courses. Tuition may be waived for more than one course in the same academic term.  

 

To participate, you must work 30 hours per work week or more for the entire 

semester during which tuition is waived. For more information, visit 

https://www.ecsu.edu/administration/human-resources/professionaldevelopment.html. 

 
Academic Assistance Program 

 

The Academic Assistance Program provides reimbursement and/or leave time for 

academic coursework or degree programs considered beneficial to both you and the 

university (job-related) and that enhance your knowledge or skills in an area directly 

related to your current job classification or job progression. The program is available 

to permanent employees, as well as probationary employees after satisfactory 

performance for at least six months, as determined by management. This program is 

subject to funding availability and may be suspended at any time. For more 

information, visit https://www.ecsu.edu/administration/human-

resources/professionaldevelopment.html 

 

Office of State Human Resources (OSHR) Training  

 

The Office of State Human Resources 

develops and offers training that can 

be used by all state agencies. Most of 

these programs are in the areas of 

management, supervision, computer skills, or required training courses for specific 

positions. These courses are taught at the Personnel Development Center in Raleigh, 

as in-house training at agencies, and at regional sites across the state. Lists of course 

offerings are available on the website of the Office of State Human Resources at: 

https://oshr.nc.gov/state-employee-resources/training/nc-learning-center 
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Employee Recognition 

Governor's Awards for Excellence  

 

The Governor’s Awards for Excellence Program was created in 1982. It is cosponsored 

by the Office of State Personnel and the Governor’s Committee for the Recognition of 

State Employees to honor state employees for outstanding achievements. For more 

information on the Governor’s Awards for Excellence, go to 

http://www.osp.state.nc.us/recognize/govaward.html    

 

Service Awards  

 

ECSU thanks 

employees for their 

dedicated service 

through the Service Awards Program. Each year, state employees within our workforce 

who achieve a milestone anniversary date are recognized for their service to both the 

university and state. Milestone dates are identified in five year increments based upon 
the employee’s total combined state service regardless of agency or institution and 

afforded until retirement.  This program is contingent upon funding. For more 

information on the State Service Awards, go to 

http://www.osp.state.nc.us/recognize/service/main.html   
 

NC Thinks  

 

NCThinks is North Carolina’s strategic suggestion system. The mission is to save tax 

dollars by engaging employees in workplace improvements related to organizational 

objectives.  

 

As an incentive to participate, employees whose ideas are adopted are handsomely 

recognized and rewarded for their creative ideas that support organizational objectives. 

In addition to pride and job satisfaction, 

participants may receive cash awards up to 

$20,000 per individual and $100,000 per 

team, up to three days leave with pay, and 

a certificate from the Governor’s Office. 
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Leaving the University 

Resignation  

 

It is expected that you give at least two weeks’ notice before leaving your job so your 

department can begin recruitment for your replacement. If you terminate 

employment, a lump sum payment will be made for any unused vacation/annual leave 

you have earned, not to exceed 240 hours (part-time employees will be prorated 

based on the amount of time worked). If you have more than ten years of service, a 

prorated payment for longevity will be paid. You may have rights to continue certain 

benefits and insurance plans after the termination date. If you accept a position at 

another state agency, all unused sick, vacation, and community service leave may be 

transferred to the new agency if the new agency is willing to accept these balances. 

Longevity is not paid out when transferring to another state agency. 

 

Voluntary Resignation without Notice  

 

Not reporting to work three or more days in a row without approved leave may be 
considered voluntary resignation without notice. Every effort will be made to locate 

you, either by phone or certified mail. If the university is unable to locate you, or if 

you can provide no reasonable justification for your absences, the university will 

consider your absences as a voluntary resignation. In this case, no right of grievance 

or appeal under the State Human Resources Act is applicable. 

 

Separation Due to Unavailability  

 

Once all your leave is used, if you do not return to work and have not been approved 

for leave without pay, you may be separated from your position. The reasons 

considered in this decision include budget constraints, lack of temporary assistance to 

fill in for you, or the critical nature of your position to your department. This 

unavailability is considered involuntary separation and not a disciplinary dismissal. This 

dismissal may be grieved or appealed.  

 

Retirement  

 

Once eligible, you may apply for immediate retirement benefits from the Teachers' 

and State Employees' Retirement System or the Law Enforcement Officers' Benefit 

and Retirement fund. You will be paid a lump sum for vacation leave you have earned 

up to 240 hours (part-time employees will be prorated based on the amount of time 

worked). Sick leave can be used as credit for service in determining your retirement. 

A significant amount of sick leave may allow you to retire early or increase the 

calculations for your retirement payments. For more information, contact your ECSU 

Benefits Administrator or the Retirement Systems Division (877-627-3287). 
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Leaving the University 

Death of Employee or Dependent  

 

In the event of the death of an employee or dependent, the ECSU Human Resources 

Benefits Administrator should be notified as soon as possible. The benefits staff will 

provide information to the family regarding any benefits that may be available due to 

the death of the employee. If there is a death of a dependent, the benefits staff will 

check to see if there are any policies against which claims should be filed. This policy 

may require a change in coverage. 

 

Reduction in Force (RIF)  

 

While job security is important to everyone, it is sometimes necessary for the state to 

reduce the number of people it employs for lack of work, loss of funds, reorganization, 

or other similar reasons. If this occurs, every effort will be made to assist employees 

with securing another job. 

 
Under the Elizabeth City State University RIF policy, you are given at least thirty 

calendar days notice in writing before a RIF can take place. In that letter, you will learn 

about your priority for reemployment rights, the amount of your severance salary 

continuation, and your appeal rights. Human Resources will provide you with one-on-

one counseling and assistance during the RIF period.  

 

Priority for Reemployment (RIF)  

 

For the twelve months after a written notification of reduction in force, you, as a 

permanent employee have priority re-employment consideration. If you are minimally 

qualified for a position or can do the job in a reasonable amount of time after basic 

training, you will be considered for the job over outside applicants and other state 

employees with equal qualifications.  

 

Temporary or probationary employees or those with time-limited appointments may 

be laid off without following these procedures and are not eligible for priority re-

employment rights or severance salary continuation pay. 

 

Severance Salary Continuation (RIF)  

 

If you are a permanent employee and do not get another state job before a RIF takes 

place, you may receive severance salary continuation pay based on how long you have 

been employed with the state, your current salary, your age, and available funds. The 

amount will be outlined in the written notification of the RIF.  
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Leaving the University 

Discontinued Service Retirement (RIF) 

 

Contingent on approval by the State Budget Officer and the Director of the Office of 

State Human Resources, state employees who are 55 years of age and have 20 years of 

creditable service, and who are separated due to a RIF, may be eligible for full 

retirement without a reduction in benefits as an alternative to severance pay.  This is 

referred to as “discontinued service retirement”.  You may also be eligible for reduced 

retirement benefits if you are 50 years of age and have 20 years of creditable 

service.  Approval of this option depends primarily on the financial ability of the State of 

North Carolina to fund discontinued service retirement. You may receive either a 

discontinued service retirement or severance salary continuation.  You cannot receive 

both. 

 

Health Insurance Continuation (RIF)  

 

The state will continue to pay the state's contribution to your health insurance 
premiums for up to twelve months. You may continue to pay for spouse and dependent 

children coverage at full cost. At the end of twelve months, you can continue coverage 

indefinitely for yourself and for your spouse and dependent children at full cost. If you 

accept a position outside of ECSU within the first twelve months and are eligible for 

health insurance with your new employer, you must notify the ECSU Human Resources 

immediately. 

 

Exit Interview Process  

 

When you separate from employment with ECSU, transfer within ECSU, or transfer to 

another state agency, your supervisor will begin the exit process to assist you with the 

transition out of your position. This process will provide an opportunity for both you 

and your supervisor to tie up any loose ends prior to your separation. You will be given 

the opportunity to sign your final time sheet/leave record, complete a final evaluation, 

and complete Section 1 of the Exit Clearance Form. You will also return departmental 

university property during this meeting and complete the Receipt for University Issued 

Items form. You will then need to meet with your benefits counselor to obtain 

information regarding your benefits. At this time, you will complete Sections 2-4 of the 

Exit Clearance Form and return any remaining university issued items. 
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Leaving the University   

Unemployment Insurance 

  

Since1978, the North Carolina General Assembly has provided unemployment 

insurance (UI) coverage for state employees, except for those exempted by law. Those 

employees not covered by UI include elected officials, legislators, judiciary, state and 

National Guard members, emergency temporary employees, students, and chaplains.  

 

The Employment Security Commission decides which UI claims are paid. If you 

become unemployed, you must register to work, and file an initial claim with your local 

Employment Security Commission office before qualifying for UI benefits. For more 

information, contact the Employment Security Commission (252-331-4798). 
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