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NEW HIRE CHECKLIST


Faculty Human Resources

Mail Stop 0238

Reno, NV 89557

PH: (775) 784-6082

FAX: (775) 784-1073

http://www.unr.edu/hr/
	
	*Please attach this checklist to the hiring packet
	

	Employee: (Full Name):
	Search #:
	Date of Hire:

	Department/College
	Prepared By:
	Phone:


1. Notification of New Employee: https://apps.unr.edu/employeenotification/default.aspx
(Complete the form to notify Benefits and other campus services of the new employee)

Attach the Following Checklist and Submit to HR: http://www.unr.edu/vpaf/hr/forms/#hiring
	
	DOCUMENT TYPE
	FACULTY
	LETTER OF
	POSTDOCTORAL

	
	
	
	APPOINTMENT
	SCHOLAR

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Payroll Action Form (PAF)
	
	
	

	
	
	
	
	
	
	
	
	
	

	Terms of Employment (Contract) & Member Practice
	
	
	

	Agreement (if Clinical Faculty)
	
	
	

	
	
	
	

	Salary Data Worksheet (Contract Calculator)
	
	NA
	NA

	
	
	
	
	
	
	
	
	
	

	Offer Letter with Signed Acceptance
	
	NA
	

	
	
	
	
	
	
	
	

	Provost approval if offer is over Q2
	In e-SEARCH
	In e-SEARCH
	In e-SEARCH

	
	
	
	
	
	
	
	
	
	

	Pre-Employment Certification (signed)
	
	
	

	
	Print Application Form
	
	Print Application Form

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	In e-SEARCH
	
	In e-SEARCH

	Application Letter & Resume/Curriculum Vitae (CV)
	In e-Search
	Retained in hiring
	In e-Search

	
	
	dept.
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	OATH ( Not required if on J-1 Visa)
	
	
	

	
	Notarized
	Notarized
	Notarized

	
	
	
	
	
	
	
	
	
	

	Personal Data Form
	
	
	

	
	
	
	
	
	
	
	

	HIPAA Letter of Instruction (School of Medicine
	
	
	

	employees only)
	
	
	

	
	
	
	

	
	
	
	
	
	
	
	

	Form I-9 (International, check with the OISS 784-6874)
	
	
	

	
	
	
	
	
	
	
	

	Form W-4
	
	
	

	
	
	
	
	
	
	
	

	SSA-1945 & FICA Alternative Enrollment Form
	
	
	

	(if employment began prior to 7/1/05 and has had less than
	SSA-1945 ONLY
	
	SSA-1945 ONLY

	1 year break-in-service use Continuing Employee form)
	
	
	

	Direct Deposit Form
	If provided by
	If provided by
	If provided by

	
	employee
	employee
	employee

	
	
	
	
	
	
	
	
	
	

	New Hire Policy Acknowledgement Form
	
	
	

	
	
	
	

	Background Check
	
	
	

	(required beginning July 1, 2012)
	
	N/A
	

	
	Initiated
	
	

	Contact Jennifer Grogan grogan@unr.edu or
	
	
	Initiated

	
	
	
	

	
	
	
	
	if Clinical Faculty
	
	
	

	Anne Larson aclarson@medicine.nevada.edu
	
	
	
	
	

	
	
	
	
	
	

	Transcripts
	
	
	

	(HR will attempt to verify academic credentials upon receipt
	
	
	

	of hiring packet. If unable to verify—HR will notify the
	
	Un-official retained at
	

	employee and official transcripts will need to be sent directly
	Official
	hiring department
	Official

	to Faculty HR from granting institution within 30 days of
	
	
	

	hire)
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HIRING GUIDELINES


Faculty Human Resources

Mail Stop 0238

Reno, NV  89557

PH: (775) 784-6082

FAX: (775) 784-1073

http://www.unr.edu/hr/
To do list for your new employees

Please utilize this checklist in orienting a new employee.

Retain this page for your records. Do not forward this page to Faculty HR!
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PRIOR TO START
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Expires 1/31/2017
Page 1 of 2

Why are you being asked to complete this form?

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to
qualified people with disabilities.’ To help us measure how well we are doing, we are asking you to tell us if
you have a disability or if you ever had a disability. Completing this form is voluntary, but we hope that you will
choose to fill it out. If you are applying for a job, any answer you give will be kept private and will not be used
against you in any way.

If you already work for us, your answer will not be used against you in any way. Because a person may
become disabled at any time, we are required to ask all of our employees to update their information every five
years. You may voluntarily self-identify as having a disability on this form without fear of any punishment
because you did not identify as having a disability earlier.

How do | know if | have a disability? ;

You are considered to have a disability if you have a physical or mental impairment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical
condition.

Disabilities include, but are not limited to:

¢ Blindness Post-traumatic stress disorder (PTSD)

e Autism ¢ Bipolar disorder ®
e Deafness e Cerebral palsy e Major depression e Obsessive compulsive disorder
e Cancer e HIV/AIDS e Multiple sclerosis (MS) e Impairments requiring the use of a wheelchair
e Diabetes ¢ Schizophrenia e Missing limbs or ¢ Intellectual disability (previously called mental
e Epilepsy e Muscular partially missing limbs retardation)
dystrophy

Please check one of the boxes below:
I:I YES, | HAVE A DISABILITY (or previously had a disability)
D NO, | DON'T HAVE A DISABILITY

EI | DON'T WISH TO ANSWER

Your Name Today’s Date




· E-SEARCH—Upon receipt of signed offer letter, initiate ―New Hire‖ Checklist, provide employee with hiring packet, and select ―Hire Docs Sent‖ in e-SEARCH
· HIRING PACKET—Ensure HR receives it at least 5 days prior to start to establish campus services such as: NetID, e-mail, WebCT, keys, ID card, payroll, P-Card, system security, and to list employee in campus directory
· SYSTEM SECURITY— If needed, initiate security application for student, financial, or HR systems
· WORKSPACE—Arrange for desk, computer, phone, department mail box, office supplies, business cards, etc. Provide appropriate software and have IT configure computer with NetID login, e-mail, shared network drives, public folders, etc. NOTE: ALLOW TWO WEEKS FOR PHONE AND COMPUTING WORK ORDERS
· CAMPUS ORIENTATIONS— Required for faculty, and HR will register once hiring paperwork is processed in HRMS. If needed, letter of appointments can register at (www.cis.unr.edu/training/events.aspx)
· DEPARTMENT ORIENTATION/TRAINING—Create departmental orientation/training outline
· PARKING—Communicate parking process and options to employee
· MOVING— If relevant, facilitate reimbursement form for moving costs
· VISA—Coordinate with OISS for visa processing, if applicable
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Reasonable Accommodation Notice

Federal law requires employers to provide reasonable accommodation to qualified individuals with disabilities.
Please tell us if you require a reasonable accommodation to apply for a job or to perform your job. Examples
of reasonable accommodation include making a change to the application process or work procedures,
providing documents in an alternate format, using a sign language interpreter, or using specialized equipment.

' Section 503 of the Rehabilitation Act of 1973, as amended. For more information about this form or the equal
employment obligations of Federal contractors, visit the U.S. Department of Labor’s Office of Federal Contract
Compliance Programs (OFCCP) website at www.dol.gov/ofcep.

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are required to respond
to a collection of information unless such collection displays a valid OMB control number. This survey should take about 5
minutes to complete.
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FIRST WEEK –CONDUCT DEPARTMENT ORIENTATION/TRAIING

· TRAINING ON ESSENTIAL JOB FUNCTIONS
· ORGANIZATIONAL INFORMATION—Provide departmental goals/mission, and organization chart and governing policies; review of UNR Website (ie: campus directory and other important web pages)
· OFFICE TOUR AND INTRODUCTIONS—Point out location of restrooms, fire exits, and break area
· OFFICE PROCEDURES—Ordering office supplies, staff meetings, phone and e-mail distribution lists, dress code
· PHONE AND E-MAIL— How to use
· LEAVE—Review the procedure for requesting/accounting for leave
· PAY—Review paydays and how paychecks are distributed; sign-up for direct deposit
· KEYS— Provide keys (need a NetID for key assignment)
· PDQ OR ROLE STATEMENT—Provide PDQ for administrative faculty. For academic faculty, establish time frame to develop role statement.
· EVALUATIONS— Provide links to evaluation information. For academic faculty, contact Institutional Analysis at 784-4546 to add new hire to Digital Measures. Discuss performance review and tenure process
· EMPLOYMENT POLICIES—Policies and procedures that govern employment
· BENEFITS—Summary of benefits and resources available such as Employee Assistance Program
· SAFETY— Identify who to call for service or assistance in case of on-the job injury or emergency (Call ―9-911‖)
· TRAVEL—Communicate travel and reimbursement procedures
· TRAINING OR PROFESSIONAL DEVELOPMENT—Career opportunities, professional organizations, Grant-in-Aid, PD&T, WebCampus, and other training available to employee
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Employee’s Hire Documents Cover Page

Welcome to the University of Nevada, Reno! A prompt return of this packet is important because the information generates access to important campus services such as email, WebCT, phone, ID card, etc. This packet should accompany, or follow shortly after, your official offer letter and Terms of Employment. For this reason, both of these items are on the checklist below.

With the return of these documents, you will receive an email about registration for New Hire Orientation. During the New Hire Benefits Orientation you will receive the forms and information necessary to register for the University of Nevada, Reno benefits programs.
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List of Documents

Complete, Sign

& Return



Document

Name

[image: image19.jpg]






Other

Instructions

· Offer Letter
	
	Terms of Employment
	Sign & initial, where appropriate

	
	
	

	
	Employment Contract
	Must be notarized; may be

	
	Attachment (oath)
	completed at a later date

	
	
	

	
	Form W-4
	

	
	
	

	
	Direct Deposit Form
	Optional

	
	
	

	
	Form SSA-1945
	

	
	
	


· Personal Data Form
	
	Form I-9
	Must be witnessed (see

	
	
	instructions)
	

	
	
	
	

	
	
	
	

	 New Hire Policy
	Initial, where appropriate

	
	Acknowledgement
	
	


Other Action Items:

Initiate visa process by contacting Office of International Students and Scholars at (775) 784-6874 or by emailing oiss@unr.edu.
Packet Revised 10/2013kb

	Name of Candidate (Print):
	Search #:

	
	
	
	
	
	
	
	

	Title of Position
	
	Department:

	
	
	
	
	
	
	
	


UNIVERSITY OF NEVADA, RENO PRE-

EMPLOYMENT CERTIFICATION

The Code of the Nevada System of Higher Education (NSHE) requires that all candidates interviewed for academic and administrative faculty positions execute the following certification as a condition of being considered for employment. Failure to submit a timely certification when requested may result in disqualification from employment consideration. [Board of Regents Handbook; Title 2, §5.4.1at www.nevada.edu.]

Certification of Credentials & Qualifications

I certify that all application materials submitted for employment consideration (e.g., letter of interest, curriculum vitae or application, educational and employment records, publications, or work samples) are a true, accurate, and complete representation of my credentials and qualifications. I understand that degrees offered in support of my candidacy must be issued by an institution accredited by a regional, national, professional, or specialized accrediting body and that degrees issued outside the U.S. must be evaluated for equivalency to U.S. degrees.

Acknowledgement of Responsibility to Obtain/Maintain Eligibility to Work in the United States

I understand the NSHE employs only individuals who are lawfully eligible to work in the United States and that employment eligibility will be verified upon employment. If I do not currently have permanent eligibility to work in the U.S., I understand that it is my responsibility to obtain and/or maintain eligibility to work and that loss of eligibility to work at any future date will invalidate my employment contract and result in concurrent separation from employment without recourse or appeal.

Certification or Disclosure Pertaining to Criminal Convictions

I understand that in selected circumstances, convictions for a misdemeanor, gross misdemeanor, or felony related to the duties and responsibilities of a given position may influence consideration for employment. I certify that unless I have attached hereto a statement about the dates, charges, and circumstances of any such convictions, I have not been convicted of a misdemeanor, gross misdemeanor, or felony in any jurisdiction inside or outside the U.S.

Disclosure of the Employment of Relatives

I understand that the NSHE prohibits the concurrent employment of relatives if one person will be the immediate supervisor or

be in the direct line of authority of any relative within the 3rd degree of consanguinity or affinity, including members of the Board of Regents. [The third degree of consanguinity or affinity is defined as spouse, mother, father, brother, sister, or child (including half, step, and in-law relationships in the same categories), first cousin, aunt, uncle, niece, nephew, grandparent, or grandchild.] I certify that I am not related to any other person within the NSHE, within the 3rd degree of consanguinity or affinity, except as disclosed below:

Name & Title of Relative:
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NSHE Affiliation of Relative:
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Relationship to Relative:
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Authorization to Verify Application Materials

I understand that any falsification, misrepresentation, or material omission in my application materials (including this certification) or making other false or fraudulent representations in securing employment may be grounds for disqualification of my candidacy or (if discovered after the date of hire) invalidation of any employment contract, without recourse or appeal under Title 2, Chapter 6 of the NSHE Code. My signature below authorizes the NSHE to verify all of my application materials including educational and employment records, with the understanding that facsimiles or photocopies of this authorization shall be deemed as valid as the original.

Signature:
Date:
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Name in which degree(s) issued (if different from above):


Effective 12/19/05
Rev. 4/25/06


Constitutional Oath

Article 11, Section 5 and Article 15, Section 2 of the Constitution of the State of Nevada require all faculty – including part-time faculty - to subscribe to the oath specified below.

Note: Professional, non-academic staff and faculty participating in foreign exchange programs (typically on J1 Visas) are not required to subscribe to the oath. Faculty on H1B Visas or permanent residents are required to subscribe to the oath.

The oath must be subscribed to before a Notary (or other notarial officer, such as a justice of the peace or judge), and may be executed in any jurisdiction prior to employment.

I, ............………………………………………………………............., do solemnly swear (or

affirm) that I will support, protect and defend the Constitution and Government of the United States, and the constitution and government of the State of Nevada, against all enemies, whether domestic or foreign, and that I will bear true faith, allegiance and loyalty to the same, any ordinance, resolution or law of any state notwithstanding, and that I will well and faithfully perform all the duties of the office of

……………………………………………………………..………………………………............,

on which I am about to enter; (if an oath) so help me God; (if an affirmation) under the pains and penalties of perjury.


Signature

State of


County of


Signed and sworn to (or affirmed) before me on
by
.


(Seal, if any)


Signature of Notarial Officer

Distribution:
Original – UNR Human Resources File

NEVADA SYSTEM OF HIGHER EDUCATION PERSONAL DATA FORM


	Campus
	 DRI
	 GBC
	
	 NSHE
	 TMCC
	 UNR
	 WNC

	
	
	
	
	
	
	

	Action
	 New Employee
	 Address Change*
	 Name Change**
	 Mail Stop Change
	 Other
	Effective Date ______________

	
	
	
	
	
	

	Employee
	 Classified
	
	 Temporary
	 Technical
	Employee ID # (if assigned)

	Type
	 Faculty
	
	 Postdoctoral Scholar
	 Graduate Assistant
	_________________________________

	
	 Letter of Appointment
	 Medical Resident
	 Volunteer/Adjunct
	



* This form is for human resources and payroll records only. Additional forms are required for insurance /retirement purposes. Contact your human resources office to obtain those forms.

**For name changes a copy of a new Social Security Card, W-4, insurance change form, and retirement membership change form must be provided to the respective HR Office/Payroll.

EMPLOYEE PERSONAL CONTACT INFORMATION


	Employee Name
	Last
	First
	
	MI

	
	
	
	

	Nickname
	
	If changing name, indicate former name here

	
	
	
	
	

	Mailing Address*
	Street
	City, State
	
	Zip

	
	
	
	
	

	Phone and Email
	Phone
	Email
	
	

	
	
	
	

	Emergency Contact
	Name
	Relationship
	Phone



*Mailing address is confidential with the exception that home address of all new or rehired employees is reported to the

State of Nevada Department of Employment, Training and Rehabilitation in accordance with NRS 606.120.


AFFIRMATIVE ACTION INFORMATION


By Federal mandate this institution collects and maintains the data below.  Definitions: http://www.bcn-nshe.org/hr/employment/categories/

	
	
	
	
	
	
	

	L Y
	Gender   Female    Male
	U.S. Veteran Status: Check as many as apply or none.

	
	Date of Birth: (mm/dd/yyyy) _____/______/_____
	
	 Disabled Veteran

	N
	
	
	

	
	
	
	 Active Wartime or Campaign Badge Veteran

	O
	Are you Hispanic or Latino?
	
	

	
	
	
	 Armed Forces Service Medal Veteran

	E E
	A person of Cuban, Mexican, Puerto Rican, South or Central
	
	

	
	
	
	More information on veteran status at:

	
	American or other Spanish culture or origin, regardless of race.
	
	

	
	
	
	http://www.bcn-nshe.org/hr/employment/categories/

	Y
	
	
	

	
	 Yes    No
	
	
	
	
	

	L O
	
	U.S. Military Discharge Date: (mm/dd/yyyy) _____/______/_____

	
	Racial Category or Categories: Please select the category(ies) with
	

	P
	
	
	
	
	
	

	E M
	which you most closely identify (check as many as apply or none).
	
	
	
	
	

	
	
	
	
	
	
	

	
	 American Indian or Alaska Native
	Visa Status: Expiration Date(mm/dd/yyyy) ____/_____/______

	E W
	 Asian
	
	
	Type ___________________________ (F-1/J-1/H-1B )

	
	 Black or African American
	
	
	

	N
	 Native Hawaiian or Other Pacific Islander
	
	
	Country of Citizenship _________________________

	
	 White
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EDUCATION INFORMATION


	Degree
	Month/Year
	Major
	Name of Institution



	EMPLOYEE
	

	SIGNATURE:
	DATE:


[image: image2]WORK INFORMATION TO BE COMPLETED BY THE DEPARTMENT


	Department
	
	Mail Stop
	
	Building/Room
	/

	
	
	
	
	
	

	Phone
	
	Fax
	
	In what state will work be performed?
	Nevada or Other__________

	
	
	
	
	
	

	Cell
	
	Email
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	Rev 12/1/15







HIPAA LETTER OF INSTRUCTION

(Form to be signed by April 14, 2003 or upon hire, and every three years thereafter)

As an employee/clinical trainee with access to health information, you are expected to maintain the privacy and confidentiality of patient health information, as well as personal information such as age, address, telephone, marital status, etc. Recently enacted federal rules, adopted as part of the Health Insurance Portability and Accountability Act “HIPAA”, mandate new requirements designed to enhance patient privacy.

The violation of these rules could result in significant civil and criminal penalties for you and your employer, particularly if an improper disclosure of information is done knowingly and for personal gain. You have received or will receive training regarding these rules. In general, however, disclosure of health information to anyone other than the patient typically requires the patient’s express written authorization except in the following situations: 1) to co-employees who need the information for their job, or to a supervisor, 2) to another medical provider for treatment purposes, or 3) to an insurance company to obtain payment for a service.

As part of your job responsibilities/training, you are expected to comply with HIPAA and all procedures developed for its implementation. Violation of these rules may result in discipline up to, and including, termination for a first offense or if you are student, suspension or expulsion from your clinical program. Further, you may not retaliate in any manner against a patient who has exercised rights provided by HIPAA. If you have any questions, please discuss it with your supervisor or the designated privacy officer. Please acknowledge receipt of this letter by signing below.

Employee: (print name)_____________________________________________

Signature:__________________________________ Date:_________________

Version 2-19-03;updated 3/2013

I‐9 Form

(Employment Eligibility Verifications)

*IMPORTANT*

New Hires: Electronic I-9 must be filled out by employee (complete this part on or before first day of work).

Click here: Electronic I-9
Forward this link to the prospective employee: https:// secure.i9.talx.com/preauthenticated/LoginCAPTCHA.ascx? Employer=17696[secure.i9.talx.com]
I-9 Management must be used by the deparment only (when the employee provides documents within 3 business days of hire). Employer Code: 17696

Click here: I-9 Management
W-4 Form

(Employee’s Withholding Allowance Certificate)

*IMPORTANT*

This form is to be downloaded directly from the IRS website for each Employment New Hire Packet to ensure the most current form is always being used.

www.IRS.gov
FICA ALTERNATIVE RETIREMENT PLAN

Effective July 1, 2005, the Nevada System of Higher Education (NSHE) established a new retirement plan called FICA ALTERNATIVE RETIREMENT PLAN (FARP). This plan has been established for NSHE employees who do not participate in another retirement plan at NSHE and who contribute to or would contribute to FICA tax.

Employees eligible to participate in FARP:

1. Those who work for NSHE in a position or capacity that makes them ineligible to participate in PERS, RPA, Resident Physician or Post Doctoral retirement plans.

2. Those who would be required to pay FICA tax if not participating in a retirement plan.

3. Graduate students who lose their FICA exemption due to secondary employment at NSHE.

4. Student employees who lose their FICA exemption due to secondary employment at NSHE or who do not take classes during the summer while working for NSHE.

Employees not eligible to participate in FARP:

1. Any employee who is currently participating in PERS, RPA, Resident Physician or Post Doctoral retirement plans.

2. Graduate Teaching Assistants and Graduate Research Assistants. (Graduate students who lose their FICA exemption due to secondary employment at NSHE are eligible for the FARP.)

3. Student employees. (Student employees who lose their FICA exemption due to secondary employment at NSHE or do not take classes during the summer while working for NSHE are eligible for the FARP.)

4. Employees exempt from FICA tax due to VISA type.

5. NSHE retirees who are collecting retirement benefits from PERS, RPA, Resident Physician or Post Doctoral retirement plans.

Participation in FARP:

1. Eligible employees hired on or before June 30, 2005 may opt to participate in the FARP. Once an employee opts to participate in the FARP, they can not return to contributing to FICA tax. An eligible employee who is returning to NSHE after a break in service of less than 12 months may opt for either the FARP or FICA tax. However, the original hire date at NSHE must have been before July 1, 2005. The employment type (classified, faculty, hourly, student) does not matter.

2. Eligible new hire employees of NSHE hired on or after July 1, 2005 are mandated to participate in the FARP. For this purpose, a “new hire employee” is defined as an individual who has never worked for NSHE, or an individual who has not been paid by NSHE in the last 12 months.

Enrollment in FARP:

1. Eligible employees hired before July 1, 2005 who opt for the FARP must complete the Nevada System of Higher Education Enrollment Form “Continuing Employees,” as well as form SSA-1945 (Statement Concerning Your Employment in a Job Not Covered by Social Security). Both forms can be printed from the Human Resources web site.

2. Eligible employees hired after June 30, 2005 are mandated to participate in the FARP. These employees need to fill out the Nevada System of Higher Education Enrollment Form “New Hire,” as well as form SSA-1945 (Statement Concerning Your Employment in a Job Not Covered by Social Security). These forms can be found in your new hire packet and can also be printed from the Human Resources web site. Any employee mandated to participate in the FARP who fails to complete the enrollment form will be placed in the FARP and MassMutual is the vendor.

3. The SSA-1945 form is a required part of the new hire paperwork. The BCN Payroll Department will contact any new employee’s department to get a signed form if it is not received by Payroll pri

or to processing the employee’s first pay check.

Contribution Rate:

1. The contribution rate for employees is 7.5 % as a pre-tax deduction.

2. There is no matching employer contribution for this retirement plan.

Participants’ Withdrawal of Contributions from Vendors:

1. Participants in the FARP may withdraw their contributions from their vendor upon termination of employment with NSHE. Participants must contact the vendor and request the withdrawal form from the vendor. There is no penalty imposed for withdrawing contributions. However, since contributions were made on a pre-tax basis, these monies become taxable to the participant in the year the withdrawal occurs. The vendor will send the participant a Form 1009R for that year in the amount of the total withdrawal.

Who is considered terminated from NSHE?

1. Any employee whose status shows as “terminated” in the human resource system for all institutions within NSHE.

2. Employees will also be considered terminated from NSHE if all of the following conditions are met:

(a) they have not been paid in the last 31 days,

(b) the only active job(s) are hourly job(s), and

(c) they have no current or future salaried jobs at any NSHE institution.

Miscellaneous Information:

1. BCN Payroll staff will verify the above-mentioned conditions by checking Pay History and Job Assignment Data in the human resource system. Both Pay History and Job Assignment Data will be checked across all campuses in both BCN and BCS data bases to determine employment status. If an individual meets the requirements for termination, Payroll staff will verify with MassMutual that the individual is terminated from NSHE.

2. An employee who leaves a FARP-eligible position and takes another position within NSHE that is not eligible to participate in the FARP, will not be allowed to withdraw their contributions while employed at any NSHE institution.

For any questions regarding eligibility, enrollment or participation in the plan, please contact the BCN Payroll Department at (775) 784-6082.

Nevada System of Higher Education

FICA Alternative Enrollment Form

New Hire

NSHE has implemented a FICA (Federal Insurance Contributions Act) Alternative Plan administered by the State’s Deferred Compensation Committee for employees who would typically contribute

to the FICA portion of Social Security. The State’s FICA Alternative Plan allows affected employees to accumulate retirement benefits and control their investment options in a manner different from Social Security. 7.5% pre-taxed dollars will be deducted from the participant’s base salary and invested in the deferred compensation plan of choice. The FICA Alternative vendor is VOYA. VOYA offers a guaranteed interest rates on all deposited funds of 3% or more.

· An NSHE employee who leaves a FICA Alternative non eligible position and is not a retiree moves to a FICA Alternative eligible position must fill out the New Hire enrollment form.

For more information regarding rates, please contact VOYA at:

VOYA:  800-584-6001 or http://www.VoyaRetirementPlans.com/custom/Nevada
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ cut here _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

I understand that I have to select VOYA for the FICA Alternative Plan and that I can contact the VOYA if I have any questions regarding the plan.

VOYA


Name (print clearly): __________________________ Social Security/Employee ID #: __________________ Mailing Address: _________________________________________________________________________ ________________________________________________________________________________________ Signature: _________________________________________ Date:__________________________________ Department where employed: __________________________ Campus: ___________________________________________

Complete form SSA-1945. (Attached)

10/2014

Nevada System of Higher Education

FICA Alternative Enrollment Form

Continuing Employees

NSHE has implemented a FICA (Federal Insurance Contributions Act) Alternative Plan administered by the State’s Deferred Compensation Committee for employees who would typically contribute

to the FICA portion of Social Security. The State’s FICA Alternative Plan allows affected employees to accumulate retirement benefits and control their investment options in a manner different from Social Security. 7.5% pre-taxed dollars will be deducted from the participant’s base salary and invested in the deferred compensation plan of choice. The FICA Alternative vendor is VOYA. VOYA offers interest rates on all deposited funds of 3% or more.

For more information regarding rates, please contact VOYA at:

VOYA:  800-584-6001 or http://www.VoyaRetirementPlans.com/custom/Nevada
You have been identified as a FICA Alternative eligible continuing employee and have been granted the option of participating in either the Social Security program or the FICA Alternative Plan. The definition of a continuing employee: if he/she was on the NSHE payroll one year prior to their current date of hire in a FICA Alternative eligible position. FICA Alternative will be mandatory for new employees hired after July 1, 2005.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ cut here _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Option I: I am a continuing employee and have chosen to remain in the FICA/Social Security Plan.

FICA/Social Security Plan.


Option II: I am a continuing employee and have chosen to enroll in the **FICA Alternative plan.

*VOYA


Name (print clearly): __________________________ Social Security/Employee ID #: __________________ Mailing Address: _________________________________________________________________________ ________________________________________________________________________________________ Signature: _________________________________________ Date:__________________________________ Department where employed: __________________________ Campus: ___________________________________________

*If choosing Option II, complete form SSA-1945. (Attached)

**Special Note: Once an employee is in a FICA Alternative Plan with NSHE, the option of returning to Social Security is not available.

10/2014

Statement Concerning Your Employment in a Job

Not Covered by Social Security

	Employee Name:
	
	Social Security#

	Employer Name: Nevada System of Higher Education
	Employer ID#:  88-6000024

	
	
	
	


Your earnings from this job are not covered under Social Security. When you retire, or if you become disabled, you may receive a pension based on earnings from this job. If you do, and you are also entitled to a benefit from Social Security based on either your own work or the work of your husband or wife, or former husband or wife, your pension may affect the amount of the Social Security benefit you receive. Your Medicare benefits, however, will not be affected. Under the Social Security law, there are two ways your Social Security benefit amount may be affected.

Windfall Elimination Provision

Under the Windfall Elimination Provision, your Social Security retirement or disability benefit is figured using a modified formula when you are also entitled to a pension from a job where you did not pay Social Security tax. As a result, you will receive a lower Social Security benefit than if you were not entitled to a pension from this job. For example, if you are age 62 in 2005, the maximum monthly reduction in your Social Security benefit as a result of this provision is $313.50. This amount is updated annually. This provision reduces, but does not totally eliminate, your Social Security benefit. For additional information, please refer to Social Security Publication, ―Windfall Elimination Provision.‖

Government Pension Offset Provision

Under the Government Pension Offset Provision, any Social Security spouse or widow(er) benefit to which you become entitled will be offset if you also receive a Federal, State or local government pension based on work where you did not pay Social Security tax. The offset reduces the amount of your Social Security spouse or widow(er) benefit by two-thirds of the amount of your pension.

For example, if you get a monthly pension of $600 based on earnings that are not covered under Social Security, two-thirds of that amount, $400, is used to offset your Social Security spouse or widow(er) benefit. If you are eligible for a $500 widow(er) benefit, you will receive $100 per month from Social Security ($500 - $400=$100). Even if your pension is high enough to totally offset your spouse or widow(er) Social Security benefit, you are still eligible for Medicare at age 65. For additional information, please refer to Social Security Publication, ―Government Pension Offset.‖

For More Information

Social Security publications and additional information, including information about exceptions to each provision, are available at www.socialsecurity.gov. You may also call toll free 1-800-772-1213, or for the deaf or hard of hearing call the TTY number 1-800-325-0778, or contact your local Social Security office.

I certify that I have received Form SSA-1945 that contains information about the possible effects of the Windfall Elimination Provision and the Government Pension Offset Provision on my potential future Social Security benefits.

Signature of Employee
Date


Form SSA-1945 (12-2004)

Information about Social Security Form SSA-1945

Statement Concerning Your Employment in a Job Not Covered by Social Security

New legislation [Section 419(c) of Public Law 108-203, the Social Security Protection Act of 2004] requires State and local government employers to provide a statement to employees hired January 1, 2005 or later in a job not covered under Social Security. The statement explains how a pension from that job could affect future Social Security benefits to which they may become entitled.

Form SSA-1945, Statement Concerning Your Employment in a Job Not Covered by Social Security, is the document that employers should use to meet the requirements of the law. The SSA-1945 explains the potential effects of two provisions in the Social Security law for workers who also receive a pension based on their work in a job not covered by Social Security. The Windfall Elimination Provision can affect the amount of a worker’s Social Security retirement or disability benefit. The Government Pension Offset Provision can affect a Social Security benefit received as a spouse or an ex-spouse.

Employers must:

· Give the statement to the employee prior to the start of employment;
· Get the employee’s signature on the form; and
· Submit a copy of the signed form to the pension paying agency.
Social Security will not be setting any additional guidelines for the use of this form.

Copies of the SSA-1945 are available online at the Social Security website, www.socialsecurity.gov/form1945. Paper copies can be requested by email at oplm.oswm.rqct.orders@ssa.gov or by fax at 410-965-2037. The request must include the name, complete address and telephone number of the employer. Forms will not be sent to a post office box. Also, if appropriate, include the name of the person to whom the forms are to be delivered. The forms are available in packages of 25. Please refer to Inventory Control Number (ICN) 276950 when ordering.

Form SSA-1945 (12-2004)

Electronic Payment of Payroll

The Board of Regents requires electronic payroll delivery. The primary method for delivering electronic payroll is direct deposit. For employees that do not enroll in direct deposit, NSHE contracts with a commercial bank (Bank of America) to provide a payroll VISA debit card program. This program provides employees with options for accessing their payroll funds, including withdrawal of their full net payroll at VISA member banks (such as but not limited to Bank of America) in the same manner as cashing a check, in addition to typical debit card features such as ATM withdrawals and retail purchases. This program is optional for Federal Work Study students.

How do I enroll in direct deposit?

1) Option A: Complete the attached form and include a voided check with your new hire paperwork

2) Option B: Use the ESS instructions below to input your direct deposit information

The direct deposit form is also available on the Payroll website or in person at the Cashier’s Office (Fitzgerald Student Services 3rd Floor) or Payroll Office (Ross Hall, Room 111).

Employee Self Service (ESS) Instructions

To access Employee Self-Service you will need your Employee ID number, email address and PIN. Your PIN is mailed to your home address when your employee record is created by Human Resources. Your Employee ID number is located on each pay advice you receive or you may call Human Resources for the number. For a temporary PIN number, please call Human Resources office at 775-784-6082. To access ESS please log on at: https://mustang.nevada.edu/hrip/unrlog.htm
Directions:

1) The Home page of Employee Self Service has three quick links: The second quick link is “Go Paperless >>Direct Deposit”.

2) After selecting the link, under Disbursement Choices you are encouraged to select “Direct deposit/Web advice only-PAPERLESS”.

3) Select continue and then select the “Enter” button at the bottom of the page.

4) You will see a message that says, “Your transaction was successful!”

Employee Self Service also offers the following options:

· Changing W4 information,
· View and print your W2, and
· View and print your check stubs.
More Information

For more information on Debit Cards, fees and services visit http://www.bcn-nshe.org/payroll/
Direct Deposit

Please attach a voided check or verification of account and routing number of your financial institution. A deposit slip is insufficient documentation.

This authorization form can be returned through campus mail to the Payroll Department (M/S

122) or submitted in person at the Payroll Office, room 102, Ross Hall, University of Nevada, Reno Campus. It is recommended that you contact your bank to verify that the direct deposit is in your account each payday.

Direct Deposit Request

	Name (Please Print)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	I.D.#
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Campus
	
	
	Dept.
	
	
	
	
	
	
	
	
	Checking_
	
	
	Savings
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Name of Financial Institution
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transit #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Acct. #__
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


I hereby authorize my employer to initiate credit entries and if necessary debit entries and adjustments for any credit entries in error to the account indicated by me and the depository to credit and/or debit the same to such account.

Paperless Notification? Yes
No


If ‘yes’ please provide email address:


Date
Signature



New Hire Policy Acknowledgement

I hereby certify that I have received and reviewed the following policy statements:

Affordable Care Act Notification for Employee


Initial here

Initial here


Initial here





NSHE Policy Against Sexual Harassment & Complaint Procedure Nevada Workplace Safety

Alcohol/Drug Free Workplace Policy

Initial here

Employee Driver’s Acknowledgement (If employee will be driving on NSHE business)


Initial here

Acknowledgment of Ethical Standards


Initial here

I acknowledge these policies as conditions of employment with the State of Nevada/NSHE. I understand I must also adhere to the policies set forth in the Board of Regents Code and the University Administrative Manual. I understand I can contact UNR Human Resources if I have any questions about these policies.

Name (print clearly):

First Name, MI, Last Name
Date


Signature:


This form is to be returned with the employee’s New Hire Documents to their department. The form will be retained in employee’s file with UNR Human Resources. The attached policy information (listed above) should be retained by the employee for their records.

Revised 4/2014

Dear New Hire:

This notice is provided to you in accordance with the requirements of the Patient Protection and Affordable Care Act (PPACA) and describes your options for medical insurance coverage.

Starting January 1, 2014, all individuals will have to carry medical insurance or pay a penalty (through taxes). For eligible employees, all plans provided by the Nevada System of Higher Education (NSHE) qualify as affordable and meet minimum essential coverage standards under PPACA. Under the PPACA requirement, health insurance is affordable if an employee’s share of the health insurance offered only to the employee (doesn’t include family plans) is less than 9.5% of the employee’s taxable income.

If you are a newly hired employee in the following categories, you will be eligible for insurance offered by NSHE on the first day of the full month of employment:

· Classified employees at 50% full-time equivalent (FTE)
· Academic and Administrative Faculty at 50% FTE
· Post-Doctoral scholars at 50% FTE
· Employees on a Letter of Appointment with Benefits who are working at 50% FTE
· Graduate Assistants with a 20-hour or half time appointment or 50% FTE. Lower FTE’s are funded on a pro rata basis.
· Medical Resident Physicians
Currently employees not eligible for medical insurance through NSHE include:

· Casual, Temporary, Seasonal employees not reasonably expected to be full time or work more than 50% FTE
· Student employees
· Employee on a Letter of Appointment who are working less than 50% FTE
NSHE will utilize a ten (10) month initial measurement period to determine the status of new employees who are not reasonably expected to work full time. If an employee averages more than 130 hours of service per month for the initial measurement period, the employee will be offered coverage starting the first day of the calendar month following the end of the initial measurement period.

Employees who do not meet eligibility requirements and do not have coverage through NSHE vendors may purchase affordable health insurance through Nevada Health Link https://www.nevadahealthlink.com/. Nevada Health Link can help ineligible employees select a qualified health plan, determine if you and your family are eligible for a health insurance premium tax credit, reduced premiums as well as assist in calculating the net amount of any premiums that you may be required to buy.

For questions regarding the Health Insurance Marketplace, the plans that are offered on the Marketplace and the cost of those plans, please contact the Nevada Health Link at:

	Nevada Health Link
	
	www.nevadahealthlink.com

	
	
	
	

	c/o State Health Insurance Exchange
	
	Telephone: 855-768-5464 [855-7-NVLINK]

	2310 S. Carson Street, Suite 2
	Fax: 855-687-9932

	Carson City, NV 89701
	
	E-mail: contact@exchange.nv.gov


For questions regarding the plans that are offered to eligible NSHE employees, please contact Benefits office in

Business Center North (BCN) at:

	Business Center North
	http://www.bcn-nshe.org/hr/benefits/

	
	
	
	

	70 Artemesia Way, Rm 2
	
	Telephone: (775) 784-6844 TDD #784-1706

	Reno, NV 89557-0055
	
	FAX (775) 784-1146


Equal Opportunity and Title IX Office


University of Nevada, Reno

1664 North Virginia Street, MS 0158

Reno, Nevada 89557

Continuing Education Building, Room 206 Phone: 775-784-1547 Fax: 775-784-1972

www.unr.edu/eotix


Mandatory Sexual Harassment and Discrimination Training


This training is mandatory for all volunteers, and faculty, staff, and student employees of the University of Nevada, Reno every two years.

Nevada Administrative Code (NAC) 284.496 (1.)(2.) states:

“1. Within 6 months after an employee is initially appointed to state service, the employee shall attend a certified class concerning the prevention of sexual harassment.

2. At least once every 2 years after his [her] initial appointment to state service, an employee shall attend a certified refresher class or training concerning the prevention of sexual harassment.”

Every employee will receive an invitation to complete sexual harassment and discrimination training online through LawRoom. Employees will receive their initial invitation within the first 6 months of their employment and again every two years to fulfill NAC Code 284.496.

Additional information about the training is available on our website:

http://www.unr.edu/eotix/training-and-workshops
If you have any questions about the training, please contact:

Heather Erskine

Administrative Assistant

Equal Opportunity & Title IX

University of Nevada, Reno/0158

Reno, NV 89557

Office: 775-784-1547

Fax: 775-784-1972

Email: herskine@unr.edu
The full policy against Discrimination and Sexual Harassment is available on our website:


http://www.unr.edu/eotix/policy-against-discrimination-and-sexual-harassment.

NSHE Policy Against Sexual Harassment

And

Complaint Procedure

Effective May 2003

Revised September 2015

Equal Opportunity and Title IX Office/0158

University of Nevada, Reno

Continuing Education Building, Room 206

775-784-1547

www.unr.edu/eotix

--

Denise Cordova

Director

ADA and Title IX Coordinator

dcordova@unr.edu

Policy Against Discrimination and Sexual Harassment; Complaint Procedure

Introduction

This policy is divided into four parts. Section A states the NSHE policy against discrimination. Section B states the NSHE policy against sexual harassment, training requirements, and sexual harassment definition and examples. Section C describes the remedies and interim measures that are available. Section D contains the complaint and investigation procedure for discrimination and sexual harassment complaints. These procedures are in addition to disciplinary complaints brought against professional employees or students under Title 2, Chapter 6, Chapter 8 or Chapter 10 of the NSHE Code (or if applicable, institution student codes of conduct),or against classified employees under the Nevada Administrative Code Chapter 284 or Desert Research Institute Technologists under the Technologists Manual.

However, information gathered as part of the complaint process under this section may be used in connection with disciplinary proceedings.

Title IX Notice of Non-Discrimination

NSHE and its member institutions do not discriminate on the basis of sex in their education programs and activities; Title IX of the Education Amendments Act of 1972 is a federal law that states at 20 U.S.C. §1681(a):

"No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity receiving Federal financial assistance."

The Chancellor and each president shall designate an administrator to serve as the Title IX coordinator, whose duties shall include overseeing all Title IX complaints and identifying and addressing any patterns or systemic problems that arise during the review of such complaints.

Inquiries concerning the application of Title IX may be referred to each member institution’s Title IX coordinator or the Office for Civil Rights of the United States Department of Education. Each member institution shall include on its website and in its general catalog, its Title IX coordinator’s name, office address, telephone number, and email address.

Although it is the application of Title IX to athletics that has gained the greatest public visibility, the law applies to every single aspect of education, including course offerings, counseling and counseling materials, financial assistance, student health and insurance benefits and/or other services, housing, marital and parental status of students, physical education and athletics, education programs and activities sponsored by the institution, and employment.

Member institutions shall notify all students and employees of the name or title and contact information of its Title IX coordinator.

A. NSHE Non-Discrimination Policy

1. Policy Applicability and Sanctions.

The Nevada System of Higher Education (NSHE) is committed to providing a place of work and learning free of discrimination on the basis of a person’s age, disability, whether actual or perceived by others (including service-connected disabilities), gender (including pregnancy related conditions), military status or military obligations, sexual orientation, gender identity or expression, genetic information, national origin, race, or religion. Where discrimination is found to have occurred, the NSHE will act to stop the discrimination, to prevent its recurrence, to remedy its effects, and to discipline those responsible.

No employee or student, either in the workplace or in the academic environment, should be subject to discrimination.

It is expected that students, faculty and staff will treat one another and campus visitors with respect.

All students, faculty, staff, and other members of the campus community are subject to this policy. Students, faculty, or staff who violate this policy are subject to discipline up to and including termination and/or expulsion, in accordance with the NSHE Code (or in the case of students, any applicable student code of conduct) or, in the case of classified employees, the Nevada Administrative Code or, in the case of Desert Research Institute (DRI) technologists, the Technologists Manual. Other lesser sanctions may be imposed, depending on the circumstances. Complaints may also be filed against visitors, consultants, independent contractors, service providers and outside vendors whose conduct violates this policy, with a possible sanction of limiting access to institution facilities and other measures to protect the campus community.

2. Non-discrimination Policy and Prevention of Sexual Harassment Training. a. Non-discrimination Policy.
All employees shall be given a copy of this non-discrimination policy and each institution shall maintain documentation that each employee received the non- discrimination policy. New employees shall be given a copy of this policy at the time of hire and each institution’s Human Resources Office shall maintain documentation that each new employee received the policy.

Each institution shall provide this policy to its students at least annually and may do so electronically.

Each institution shall include this policy and complaint procedure on its website and in its general catalog.

Each institution shall have an ongoing non-discrimination training program and shall designate a person or office to be responsible for such training.

b. Prevention of Sexual Harassment Training.

Within six months after an employee is initially appointed to NSHE, the employee shall receive training regarding the prevention of sexual harassment. At least once every two years after the appointment, an employee shall receive training concerning the prevention of sexual harassment.

3. Discriminatory Acts.

It is illegal to discriminate in any aspect of employment or education, such as:

· hiring and firing;

· compensation, assignment, or classification of employees;

· transfer, promotion, layoff, or recall;

· job advertisements;

· recruitment;

· testing;

· grading;

· acceptance or participation in an academic program or school activity;

· use of employer’s facilities;

· training programs;

· fringe benefits; pay, retirement plans, and disability accommodations or leave; or

· other terms and conditions of employment.

Determining what constitutes discrimination under this policy will be accomplished on a case- by- case basis and depends upon the specific facts and the context in which the conduct occurs. Some conduct may be inappropriate, unprofessional, and/or subject to disciplinary action, but would not fall under the definition of discrimination. The specific action taken, if any, in a particular instance depends on the nature and gravity of the conduct reported, and may include non-discrimination related disciplinary processes.

Discriminatory acts also include:

· discrimination on the basis of a person’s age, disability ( including service- connected disabilities), gender (including pregnancy related conditions), military status or military obligations, sexual orientation, gender

identity or expression, genetic information, national origin, race, or religion;

· retaliation against an individual for filing a charge of discrimination, participating in an investigation, or opposing discriminatory acts;

· employment or education decisions based on stereotypes or assumptions about the abilities, traits or performance of individuals of a certain age, disability (including service-connected disabilities), gender (including pregnancy related condition), military status or military obligations, sexual orientation, gender identity or expression, genetic information, national origin, race, or religion; and

· severe, persistent or pervasive conduct that has the purpose or effect of substantially interfering with an individual's academic or work performance, or of creating an intimidating, hostile or offensive environment in which to work or learn.

This behavior is unacceptable in the work place and the academic environment. Even one incident, if it is sufficiently serious, may constitute discrimination. One incident, however, does not necessarily constitute discrimination.

B. Policy Against Sexual Harassment

1. Sexual Harassment is Illegal Under Federal and State Law.

The Nevada System of Higher Education (NSHE) is committed to providing a place of work and learning free of sexual harassment, including sexual violence. Where sexual harassment is found to have occurred, the NSHE will act to stop the harassment, to prevent its recurrence, to remedy its effects, and to discipline those responsible in accordance with the NSHE Code, in the case of students, any applicable student code of conduct, in the case of classified employees, the Nevada Administrative Code, or in the case of DRI technologists, the Technologists Manual. Sexual harassment, including sexual violence, is a form of discrimination; it is illegal.

No employee or student, either in the workplace or in the academic environment, should be subject to unwelcome verbal or physical conduct that is sexual in nature. Sexual harassment does not refer to occasional compliments of a socially acceptable nature. It refers to behavior of a sexual nature that is not welcome, that is personally offensive, and that interferes with performance.

It is expected that students, faculty and staff will treat one another with respect.

2. Policy Applicability and Sanctions

All students, faculty, staff, and other members of the campus community are subject to this policy. Individuals who violate this policy are subject to discipline up to and including termination and/or expulsion, in accordance with the NSHE Code (or applicable Student Code of Conduct), in the case of classified employees, the Nevada Administrative Code, or in the case of DRI technologists, the Technologists Manual.

Other, lesser sanctions may be imposed, depending on the circumstances.

3. Training, Employees and Students.

All employees shall be given a copy of this policy and each institution shall maintain documentation that each employee received the policy. New employees shall be given a copy of this policy at the time of hire and each institution’s Human Resources Office shall maintain a record that each new employee received the policy.

Each institution shall provide this policy to its students at least annually and may do so electronically.

Each institution shall include this policy and complaint procedure on its website and in its general catalog.

Each institution shall have an on-going sexual harassment prevention and awareness campaign and training program for employees and students.

See also Special Training with Regard to Sexual Violence, Section D(4)(c) below.

4. Sexual Harassment Defined.

Under this policy, unwelcome sexual advances, requests for sexual favors, and other visual, verbal or physical conduct of a sexual or gender bias nature constitute sexual harassment when:

a. Educational Environment:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s academic status (“quid pro quo”);

2. Conduct that is sufficiently severe, persistent or pervasive so as to interfere with or limit a student’s ability to participate in or benefit from the services, activities or opportunities offered by the institution (“hostile environment”).

b. Workplace Environment:

1. Submission to or rejection of the conduct is used as a basis for academic or employment decisions or evaluations, or permission to participate in an activity (“quid pro quo”); or

2. Conduct that is sufficiently severe, persistent or pervasive so as to create a work environment that a reasonable person would consider intimidating, hostile or abusive, and which may or may not interfere with the employee’s job performance (“hostile environment”).

Sexual violence is a severe form of sexual harassment, and refers to physical sexual acts or attempted sexual acts perpetrated against a person’s will or where a person is incapable of giving consent, including but not limited to rape, sexual assault, sexual battery, sexual coercion or similar acts in violation of state or federal law.

5. Sexual Harassment Examples, Sexual Assault, Dating Violence, Domestic Violence, Stalking, Consent and Coercion Defined.

a. Sexual Harassment Examples. Sexual harassment may take many forms— subtle and indirect, or blatant and overt. For example,

· It may occur between individuals of the opposite sex or of the same sex.

· It may occur between students, between peers and/or co-workers, or between individuals in an unequal power relationship (such as by a supervisor with regard to a supervised employee or an instructor regarding a current student).

· It may be aimed at coercing an individual to participate in an unwanted sexual relationship or it may have the effect of causing an individual to change behavior or work performance.

· It may consist of repeated actions or may even arise from a single incident if sufficiently severe.

· It may also rise to the level of a criminal offense, such as battery or sexual violence.

· Sexual violence is a physical act perpetrated against a person’s will or where a person is incapable of giving consent due to the victim’s use of drugs or alcohol or other factors which demonstrate a lack of consent or inability to give consent. An individual also may be unable to give consent due to an intellectual or other disability. Sexual violence includes, but is not limited to, rape, sexual assault, sexual battery, and sexual coercion.

Determining what constitutes sexual harassment under this policy is dependent upon the specific facts and the context in which the conduct occurs. Some conduct may be inappropriate, unprofessional, and/or subject to disciplinary action, but would not fall under the definition of sexual harassment. The specific action taken, if any, in a particular instance depends on the nature and gravity of the conduct reported, and may include disciplinary processes.

Examples of unwelcome conduct of a sexual or gender related nature that may constitute sexual harassment may, but do not necessarily, include, and are not limited to:

Rape, sexual assault, sexual battery, sexual coercion or other sexual violence;

Sexually explicit or gender related statements, comments, questions, jokes, innuendoes, anecdotes, or gestures;

Other than customary handshakes, uninvited touching, patting, hugging, or purposeful brushing against a person’s body or other inappropriate touching of an individual’s body;

Remarks of a sexual nature about a person’s clothing or body;

Use of mail, text messages, social media, electronic or computer dissemination of sexually oriented, sex-based communications;

Sexual advances, whether or not they involve physical touching;

Requests for sexual favors in exchange for actual or promised job or educational benefits, such as favorable reviews, salary increases, promotions, increased benefits, continued employment, grades, favorable assignments, letters of recommendation;

Displaying sexually suggestive objects, pictures, magazines, cartoons, screen savers or electronic files;

Inquiries, remarks, or discussions about an individual’s sexual experiences or activities and other written or oral references to sexual conduct.

Even one incident, if it is sufficiently serious, may constitute sexual harassment. One incident, however, does not necessarily constitute sexual harassment.

b. Sexual Assault.

Sexual Assault means a person subjects another person to sexual penetration, or forces another person to make a sexual penetration on himself or herself or another, or on a beast, against the will of the victim or under conditions in which the perpetrator knows or should know that the victim is mentally or physically incapable of resisting or understanding the nature of his or her conduct.

c. Dating Violence.

Dating Violence is an act committed by a person who is or has been in a “dating relationship” with the reporting party:

1. The existence of such a relationship shall be determined based on the reporting party’s statement and with consideration of the length of the relationship, the type of relationship, and the frequency of interaction between the persons involved in the relationship. “Dating relationship” means frequent, intimate associations primarily characterized by the expectation of affection or sexual involvement. The term does not include a casual relationship or an ordinary association between persons in a business or social context; and

2. For the purpose of this definition:

Dating violence is committed by a person who is or has been in a social relationship of a romantic or intimate nature with the reporting party.

Dating violence includes, but is not limited to, mental, sexual or physical abuse or the threat of such abuse.

Dating violence does not include acts covered under the definition of domestic violence.

For the purpose of complying with the requirements of this Section and 34 CFR 668.41, any incident meeting this definition is considered a crime for the purpose of Clery Act reporting.

d. Domestic Violence.

Domestic Violence is an act that includes but is not limited to violence that occurs when a person commits one of the following acts against or upon the person’s spouse or former spouse, any other person to whom the person is related by blood or marriage, any other person with whom the person is or was actually residing, any other person with whom the person has had or is having a dating relationship, any other person with whom the person has a child in common, the minor child of any of those persons, the person’s minor child or any other person who has been appointed the custodian or legal guardian for the person’s minor child:

1. A battery.

2. An assault.

3. Compelling the other person by force or threat of force to perform an act from which the other person has

the right to refrain or to refrain from an act which the other person has the right to perform.

4. A sexual assault.

5. A knowing, purposeful or reckless course of conduct intended to harass the other person. Such conduct may include, but is not limited to:

a. Stalking.

b. Arson.

c. Trespassing.

d. Larceny.

e. Destruction of private property.

f. Carrying a concealed weapon without a permit.

g. Injuring or killing an animal.

6. A false imprisonment.

7. Unlawful entry of the other person’s residence, or forcible entry against the other person’s will if there is a reasonably foreseeable risk of harm to the other person from the entry.

e. Stalking.

Stalking is defined to be when a person who, without lawful authority, willfully or maliciously engages in a course of conduct that would cause a reasonable person to feel terrorized, frightened, intimidated, harassed or fearful for the immediate safety of a family or household member, and that actually causes the victim to feel terrorized, frightened, intimidated, harassed or fearful for the immediate safety of a family or household member. Stalking includes but is not limited to:

1. Engaging in a course of conduct directed at a specific person that would cause a reasonable person

to:

a. Fear for the person’s safety or the safety of others; or

b. Suffer substantial emotional distress.

2. For the purpose of this definition:

a. Course of conduct means two or more acts, including, but not limited to, acts in which the stalker directly, indirectly, or through third parties, by any action, method, device, or means follows, monitors, observes, surveils, threatens or communicates to or about, a person, or interferes with a person’s property.

b. Substantial emotional distress means significant mental suffering or anguish that may, but does not necessarily, require medical or other professional treatment or counseling.

c. Reasonable person means a reasonable person under similar circumstances and with similar identities to the victim.

f. Coercion. Coercion is:

· the use of violence or threats of violence against a person or the person’s family or property;

· depriving or hindering a person in the use of any tool, implement or clothing;

· attempting to intimidate a person by threats or force, or

•when committed with the intent to compel a person to do or abstain from doing an act that the person has the right to do or abstain from doing.

In the context of sexual misconduct, coercion is the use of pressure to compel another individual to initiate or continue sexual activity against an individual’s will. Coercion can include a wide range of behaviors, including intimidation, manipulation, threats, and blackmail. A person’s words or conduct are sufficient to constitute coercion if they impair another individual’s freedom of will and ability to choose whether or not to engage in sexual activity. Examples of coercion include threatening to “out” someone based on sexual orientation, gender identity, or gender expression and threatening to harm oneself if the other party does not engage in the sexual activity.

g.  Consent.

Consent is defined as:

· An affirmative, clear, unambiguous, knowing, informed, and voluntary agreement between all participants to engage in sexual activity. Consent is active, not passive. Silence or lack of resistance cannot be interpreted as consent. Seeking and having consent accepted is the responsibility of the person(s) initiating each specific sexual act regardless of whether the person initiating the act is under the influence of drugs and/or alcohol.

· The existence of a dating relationship or past sexual relations between the participants does not constitute consent to any other sexual act.

· The definition of consent does not vary based upon a participant’s sex, sexual orientation, gender identity or gender expression.

· Affirmative consent must be ongoing throughout the sexual activity and may be withdrawn at any time. When consent is withdrawn or cannot be given, sexual activity must stop.

· Consent cannot be given when a person is incapacitated. Incapacitation occurs when an individual lacks the ability to fully, knowingly choose to participate in sexual activity. Incapacitation includes impairment due to drugs or alcohol (whether such use is voluntary or involuntary); inability to communicate due to a mental or physical condition; the lack of consciousness or being asleep; being involuntarily restrained; if any of the parties are under the age of 16; or if an individual otherwise cannot consent.

· Consent cannot be given when it is the result of any coercion, intimidation, force, or

threat of harm.

a.  Remedies and Interim Measures.

It may be necessary or advisable to take actions (as determined by the institution) designed to minimize the chance that the respondent will either continue to harass or retaliate against the complainant and to provide additional support to the complainant. Such actions (as determined by the institution) may also be necessary or advisable on behalf of a respondent. The measures themselves must not amount to retaliation against the complainant or the respondent. Depending on the specific nature of the problem, interim measures and final remedies may include, but are not limited to:

For Students:

· Issuing a no contact directive;
· Providing an effective escort to ensure safe movement between classes and activities;
· Not sharing classes or extracurricular activities;
· Moving to a different residence hall (complainants should only be moved upon their request);
· Providing written information regarding institution and community services including but not limited to medical, counseling and academic support services, such as tutoring;
· Providing extra time to complete or re-take a class or withdraw from a class without an academic or financial penalty;
· Restricting to online classes;
· Providing information regarding campus transportation options;
· Reviewing any disciplinary actions taken against the complainant to see if there is a connection between the sexual violence and the misconduct that may have resulted in the complainant being disciplined1; and

· Requiring the parties to report any violations of these restrictions.
For Employees:

· Provide an effective escort to ensure safe movement between work area and/or parking lots/other campus locations;

· Issuing a no contact directive;

· Placement on paid leave (not sick or annual leave);

· Placement on administrative leave;

· Transfer to a different area/department or shift in order to eliminate or reduce further business/social contact;

· Providing information regarding campus transportation options;

· Instructions to stop the conduct;

· Providing information regarding institution and community services including medical, counseling and Employee Assistance Program;

· Reassignment of duties;

· Changing the supervisory authority; and

· Directing the parties to report any violations of these restrictions.

Interim measures and final remedies may include restraining orders, or similar lawful orders issued by the institution, criminal, civil or tribal courts. Interim measures and final remedies will be confidential to the extent that such confidentiality will not impair the effectiveness of such measures or remedies.

Final remedies may also include review and revision of institution sexual misconduct policies, increased monitoring, supervision or security at locations where incidents have been reported; and increased and/or targeted education and prevention efforts.

Any interim measures or final remedies shall be monitored by the Title IX coordinator throughout the entire process to assess whether the interim measures or final remedies meet the goals of preventing ongoing harassment or discrimination, protecting the safety of the parties and preventing retaliatory conduct.

b.  Complaint and Investigation Procedure.

This section provides the complaint and investigation procedure for complaints of discrimination or sexual harassment, including sexual violence (except that complaints against students may be referred to student

disciplinary processes)2. The Chancellor (for the System Office) and each president shall designate no fewer than two administrators to receive complaints. The administrators designated to receive the complaints may include the following: (1) the Title IX coordinator; (2) the affirmative action officer; (3) the human resources officer; or (4) any other officer designated by the president. The president shall also designate a primary investigating officer (primary officer) to process all complaints. The primary officer may be any of the individuals identified in this paragraph. All complaints, whether received by the affirmative action officer, human resources officer or other designated officer, must immediately be forwarded to the primary officer. All Title IX complaints must be immediately forwarded to the Title IX coordinator.

An individual filing a complaint of alleged discrimination or sexual harassment shall have the opportunity to select an independent advisor for assistance, support, and advice and shall be notified of this opportunity by the primary officer, or the primary officer’s designee. It shall be the choice of the individual filing the complaint to utilize or not utilize the independent advisor. The independent advisor may be brought into the process at any time at the request of the complainant. The means and manner by which an independent advisor shall be made available shall be determined by each institution or unit.

An individual against whom a complaint of alleged discrimination or sexual harassment is filed shall have the opportunity to select an independent advisor for assistance, support, and advice and shall be notified of this opportunity by the primary officer, or by the primary officer’s designee. It shall be the choice of the individual against whom the complaint is filed to utilize or not utilize the independent advisor. The independent advisor may be brought into the process at any time at the request of the respondent. The means and manner by which an independent advisor shall be made available shall be determined by each institution or unit.

The individual filing a complaint of sexual harassment and the individual against whom a complaint is filed must be provided with a written explanation of their rights and options, including the available interim measures, and written notification of services available to victims on campus and in the community.

If anyone in a supervisory, managerial, administrative or executive role or position, such as a supervisor, department chair, or director of a unit, receives a complaint of alleged discrimination or sexual harassment, or observes or becomes aware of conduct that may constitute discrimination or sexual harassment, the person must immediately contact one of the individuals identified in this section above to forward the complaint, to discuss it and/or to report the action taken. Title IX complaints must be immediately provided to the Title IX coordinator.

Complaints of discrimination or sexual harassment should be filed as soon as possible with the supervisor, department chair, dean, or one of the administrators listed in this section above and/or designated by the president to receive complaints of alleged sexual harassment or discrimination.

1. Employees.

a. An employee who believes that he or she has been subjected to discrimination or sexual harassment by anyone is encouraged—but it is neither necessary nor required, particularly if it may be confrontational—to promptly tell the person that the conduct is unwelcome and ask the person to stop the conduct. An employee is not required to do this before filing a complaint. A person who receives such a request must immediately comply with it and must not retaliate against the employee.

b. The employee may file a discrimination or sexual harassment complaint with his or her immediate supervisor, who will in turn immediately contact one of the officials listed in Section D above.

c. If the employee feels uncomfortable about discussing the incident with the immediate supervisor, the employee should feel free to bypass the supervisor and file a complaint with one of the other listed officials or with any other supervisor.

d. After receiving any employee’s complaint of an incident of alleged discrimination or sexual harassment, the supervisor will immediately contact any of the individuals listed in Section D above to forward the complaint, to discuss it and/or to report the action taken. The supervisor has a responsibility to act even if the individuals involved do not report the complaint to that supervisor.

2. Students.

a. A student who believes that he or she has been subjected to discrimination or sexual harassment by anyone is encouraged—but it is neither necessary nor required particularly if it may be confrontational—to promptly tell the person that the conduct is unwelcome and ask the person to stop the conduct. A student is not required to do this before filing a complaint. A person who receives such a request must immediately comply with it and must not retaliate against the student.

b. The student may file a complaint with his or her major department chair or director of an administrative unit, who will in turn immediately contact one of the officials listed in Section D above.

c. If the student feels uncomfortable about discussing the incident with the department chair or director of an administrative unit, the student should feel free to bypass the person and file a complaint with one of the above officials in Section D or to any chair, dean, or director of an administrative unit who will in turn immediately contact one of the officials listed above in Section D to forward the complaint, to discuss it and/or to report the action taken. The chair, dean or director of an administrative unit has a responsibility to act even if the individuals involved do not report to that person.

3. Non-Employees and Non-Students.


Individuals who are neither NSHE employees nor NSHE students and who believe they have been subjected to discrimination or sexual harassment by a NSHE employee during the employee’s work hours or by a NSHE student on campus or at a NSHE-sponsored event may utilize any of the complaint processes set forth above in this Section D.

4. Training, Investigation and Resolution.

a. General Requirements. The Title IX coordinator, executives, administrators designated to receive complaints, primary officer or designee, and appropriate management with decision-making authority shall have training or experience in handling discrimination and sexual misconduct complaints, and in the operation of the NSHE and Nevada Administrative Code disciplinary procedures.

b. Primary Prevention and Awareness Training. Institutions must offer new students and new employees primary prevention and awareness training that promotes awareness of rape, domestic violence, dating violence, sexual assault and stalking as defined in this policy. The training must address safe and positive options for bystander intervention to prevent harm or intervene in risky situations and the recognition of abusive behavior and how to avoid potential attacks.

c. Special Training With Regard to Sexual Violence. The training for each of the individuals identified in paragraph 4.a above, should include annual training on how to investigate and conduct hearings in a manner that protects the safety of complainants and promotes accountability; information on working with and interviewing persons subjected to sexual violence; information on particular types of conduct that would constitute sexual violence, including stalking and same-sex sexual violence; the proper standard of review for sexual violence complaints (preponderance of the evidence); information on risk reduction; information on consent and the role drugs or alcohol can play in the ability to consent; the importance of accountability for individuals found to have committed sexual violence; the need for remedial actions for the respondent, complainant, and institution community; how to determine credibility; how to evaluate evidence and weigh it in an impartial manner; how to conduct investigations; confidentiality; the effects of trauma, including neurobiological change; and cultural awareness training regarding how sexual violence may impact students differently depending on their cultural backgrounds.

d. Investigation. After receiving a complaint of the incident or behavior, the primary officer, or designee, will initiate an investigation to gather information about the incident. If the primary officer is unable to initiate an investigation, due to a conflict or for any other reason, the president shall designate another individual to act as primary officer for the matter. Each institution may set guidelines for the manner in which an investigation shall be conducted. The guidelines shall provide for the prompt, thorough, impartial, and equitable investigation and resolution of complaints, and shall identify the appropriate management level with final decision-making authority. The guidelines shall, at a minimum, provide the person subject to the complaint with information as to the nature of the complaint, and shall further provide that the person filing the complaint and the person who is the subject of the complaint have equal rights to be interviewed, identify witnesses and provide documentation pertaining to the complaint. In most cases, an investigation should be completed within 45 calendar days of receipt of the complaint.

e. Standard of Review. The standard for evaluating complaints shall be a preponderance of the evidence (i.e., the evidence establishes that it is more likely than not that the prohibited conduct occurred). At the completion of the investigation, findings and a recommendation will be made to the appropriate management regarding the resolution of the matter. The recommendation is advisory only.

f. Management Determination. After the recommendation has been made, a determination will be made by appropriate management regarding the resolution of the matter. If warranted, disciplinary action up to and including involuntary termination or expulsion will be taken. Any such disciplinary action shall be taken, as applicable, in accordance with NSHE Code Chapter 6, Chapter 8 or Chapter 10 (or applicable Student Code of Conduct), or, in the case of classified employees, Nevada Administrative Code (NAC) Chapter 284, or in the case of DRI technologists, the Technologists Manual. Other appropriate actions will be taken to correct problems and remedy effects, if any, caused by the conduct, if appropriate. If proceedings are initiated under Title 2, Chapter 6, Chapter 8 or Chapter 10, the applicable Student Code of Conduct, the NAC Chapter 284, or Technologists Manual, the investigation conducted pursuant to this policy may be used as part of such investigations. The administrative officer, in his or her discretion, may also supplement the investigation with additional investigation. In any disciplinary hearings

conducted pursuant to a Student Code of Conduct or under Title 2, Chapter 6, Chapter 8, Chapter 10, the NAC Chapter 284, or Technologists Manual, the standard of evidence shall be by

a preponderance of the evidence, (i.e., the evidence establishes that it is more likely than not that the prohibited conduct occurred).

In connection with any such disciplinary hearings, the person filing the complaint and the person who is the subject of the complaint have equal rights to be interviewed, identify witnesses, and provide and receive documentation and witness lists pertaining to the complaint, and if an appeal is provided, to appeal the decision.

g. Parties to be Informed. After the appropriate management has made a determination regarding the resolution of the matter, and depending on the circumstances, both parties may be informed concurrently of the resolution (see subparagraph i below).

h. Confidentiality of Actions Taken. In the event actions are taken against an individual under NSHE Code Title 2, Chapter 6, Chapter 8 or Chapter 10 (or applicable Student Code of Conduct) or NAC Chapter 284, or the Technologists Manual, such matters generally remain confidential under those sections, except that final decisions following hearings or appeals of professional employees and State of Nevada personnel hearings involving classified employees are public records. Student matters generally remain confidential under the Family Educational Rights and Privacy Act, 20 U.S.C. §1232g, 34 CFR Part 99 (FERPA).

i. Crime of Violence Exception to the Family Educational Rights and Privacy Act (FERPA). When discriminatory conduct or sexual harassment involves a crime of violence or a non-forcible sexual offense, FERPA permits the institution to disclose to the complainant the final results (limited to the name of the respondent, any violation found to have been committed, and any sanction imposed) of a disciplinary proceeding against the respondent, regardless of whether the institution concluded that a violation was committed. With respect to an institutional disciplinary proceeding alleging sexual violence, domestic violence, dating violence or stalking offense, the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, 20 U.S.C. §1092 (f). 34 CFR 668.46 (Clery Act) requires that the accuser and the accused must be simultaneously informed of the outcome.

j. Disclosure of Sanction Imposed. In the event a student is found to have engaged in sexual harassment of another student, the institution shall disclose to the student who was harassed, information about the sanction imposed on the student who was found to have engaged in harassment when the sanction directly relates to the harassed student.

k. Resignation of Employee or Withdrawal of Student. If a student respondent withdraws from the institution or an employee respondent ends employment (e.g., resigns, retires) while an investigation of a complaint involving gender discrimination or sexual harassment is pending under this policy, the Title IX coordinator shall take appropriate action, which may include completing the investigation to the extent reasonably practicable, in order to prevent the reoccurrence of and to remedy the effects of the alleged misconduct.

l. Title IX Coordinator Monitoring. The institution Title IX coordinator has primary responsibility for coordinating the institution’s efforts to comply with and carry out its responsibilities under Title IX. The Title IX coordinator is responsible for monitoring all aspects of the investigation and any disciplinary process to help ensure that:

1. the process is fair and equitable to both the complainant and the respondent;

2. the applicable policies and procedures of NSHE and of the institution are followed; and

3. the interim measures and final remedies are followed.

5.  Prompt Attention.

Complaints of discrimination or sexual harassment are taken seriously and will be dealt with promptly, thoroughly, impartially, and equitably. Where discrimination is found to have occurred, the NSHE institution or unit where it occurred will act to stop the discrimination or sexual harassment, to prevent its recurrence, to remedy its effects, if any, and to discipline those responsible.

6.  Confidentiality.

The NSHE recognizes that confidentiality is important. However, in some limited circumstances

confidentiality cannot be guaranteed. The administrators, faculty or staff responsible for implementing this policy will respect the privacy of individuals reporting or accused of discrimination or sexual harassment to the extent reasonably possible and will maintain confidentiality to the extent possible.

Examples of situations where confidentiality cannot be maintained include, but are not limited to, necessary disclosures during an investigation, circumstances where the NSHE is required by law to disclose information (such as in response to legal process), or when an individual is in harm’s way.

a. Confidentiality in Complaints Involving Sexual Violence. In complaints involving sexual violence the following applies:

1. Varying Confidentiality Obligations. Complainants who are victims of sexual violence are encouraged to talk to somebody about what happened in order for them to receive the support they need, and so the institution can respond appropriately. Different individuals at the institution have different abilities to maintain a complainant’s confidentiality:

· Some are required to maintain near complete confidentiality; talking to them is sometimes called a “privileged communication.”

· Other employees may talk to a complainant in confidence, and generally only report to the institution that an incident occurred without revealing any personally identifying information. Disclosures to these employees will not trigger investigation into an incident against the complainant’s wishes, except in certain circumstances discussed below.

· Complainants are encouraged to talk to one of the individuals identified in this Section 6.

· Some employees are required to report all the details of an incident (including the identities of both the complainant and all others involved) to the Title IX coordinator. A report to these employees (called “responsible employees”) constitutes a report to the institution – and generally obligates the institution to investigate the incident and take appropriate steps to address the situation.

This policy is intended to make employees, students and others aware of the various reporting and confidential disclosure options available to them so they can make informed choices about where to turn should they want to report an act of sexual violence. The institution encourages such complainants to talk to someone identified in one or more of these groups.

2. Privileged and Confidential Communications. A complainant or respondent may wish to consult with professional counselors, pastoral counselors or others. Certain professionals are not required to report incidents unless they have been granted permission:

· Professional Counselors. Professional, licensed counselors who provide mental-health counseling to members of the institution community (and including those who act in that role under the supervision of a licensed counselor) are not required to report any information about an incident to the Title IX coordinator without a complainant’s permission.

· Pastoral Counselors. A complainant and/or a respondent may choose to consult with a non-institution pastoral counselor and is encouraged to discuss confidentiality with that individual.

· Under Nevada law other professionals who may maintain confidentiality include lawyers, psychologists, doctors, social workers, and victim advocates employed by non-profit entities.

3. Complainant Options. A complainant who reports an act of sexual violence to a professional listed above in Section 6.a.2 must understand that, if they want to maintain confidentiality, the institution will be unable to conduct a full investigation into the incident and will likely be unable to pursue disciplinary action against the respondent.

A complainant who at first requests confidentiality may later decide to file a complaint with the institution or

report the incident to local law enforcement, and thus have the incident fully investigated. A complainant shall be assisted in reporting the incident to local law enforcement if the complainant requests such assistance.

Other Reporting Obligations: While professional counselors may maintain a complainant’s confidentiality vis-à-vis the institution, they may have reporting or other obligations under state law. For example, there may be an obligation to report child abuse, an immediate threat of harm to self or others, or to report in the case of hospitalization for mental illness.

NSHE Employee Assistance Program providers would follow these guidelines, as would professionals in NSHE institution student counseling and psychological services areas, and professionals in community health clinics that reside on or are associated with NSHE institutions.

b. Reporting to “Responsible Employees3.”

1. “Responsible Employees” Defined and Duties. A “responsible employee” is an employee who has the duty to report incidents of sexual violence or other sexual misconduct, or who a complainant could reasonably believe has this authority or duty. When a complainant reports an incident of sexual violence to a responsible employee, the complainant has the right to expect the institution to take prompt and appropriate steps to investigate what happened and to resolve the matter promptly and equitably.

A responsible employee must report to the Title IX coordinator all relevant details about the alleged sexual violence shared by the complainant and that the institution will need to determine what happened – including the name(s) of the complainant, respondent(s) and any witnesses, and any other relevant facts, including the date, time and specific location of the alleged incident. To the extent possible, information reported to a responsible employee will be shared only with people responsible for handling the institution’s response to the report. A responsible employee should not share information with law enforcement without the complainant’s consent or unless the complainant has also reported the incident to law enforcement.

Institutions must identify in their policies those employees who are designated as “responsible employees” and may also designate those employees who are not considered “responsible employees.” Responsible employees may include but are not limited to the following employees (or categories of employees):

· Title IX coordinator

· Anyone in a supervisory, managerial, administrative or executive role or positions, such as a provost, vice provost, vice president, dean, department chair, director of a unit, resident director, resident assistant, supervisor, student advocate or faculty advisors to student clubs.

Before a complainant reveals any information to a responsible employee, the employee will inform the complainant of the employee’s reporting obligations. If the complainant wants to maintain confidentiality, the employee will direct the complainant to confidential resources.

If the complainant wants to tell the responsible employee what happened but also wants to maintain confidentiality, the employee will inform the complainant that the institution will consider the request, but cannot guarantee that the institution will honor it. In reporting the details of the incident to the Title IX coordinator, the responsible employee will also inform the coordinator of the complainant’s request for confidentiality.

Responsible employees will not pressure a complainant regarding the extent of the report the complainant wants to make. Responsible employees will not pressure a complainant to request confidentiality, but will honor and support the complainant’s wishes, including for the institution to fully investigate an incident. By the same token, responsible employees will not pressure a complainant to make a full report if the complainant is not ready to make such a report.

2.
Requesting Confidentiality From the Institution: How the Institution Will Weigh the

Request and Respond.

a. Request for Confidentiality. If a complainant discloses an incident to a responsible employee but wishes to maintain confidentiality or requests that no investigation into a particular incident be conducted or disciplinary action taken, the institution will weigh that request against the institution’s obligation to provide a safe, non-discriminatory environment for everyone, including the complainant. If the Institution honors the request for confidentiality, a complainant will be informed that the institution’s ability to investigate the incident and pursue disciplinary action against the respondent may be limited.

There are times when, in order to provide a safe, non-discriminatory environment for all, the institution may not be able to honor a complainant’s request for confidentiality. The institution shall designate an individual to evaluate requests for confidentiality made by a complainant.

b. Factors to Be Considered. When weighing a complainant’s request for confidentiality or a complainant’s request that no investigation or discipline be pursued, the institution will consider a range of factors, including the following:

i. The increased risk that the identified respondent will commit additional acts of sexual or other violence, such as:

· whether there have been other sexual violence complaints about the same respondent;

· whether the respondent has a history of arrests or other records indicating a history of violence;

· whether the respondent threatened further sexual violence or other violence against the complainant or others;

· whether the sexual violence was committed by multiple persons;

· whether the circumstances of the incident indicate that the behavior was planned by the respondent or others;

ii. Whether the reported sexual violence was committed with a weapon;

iii. Whether the complainant is a minor;

iv. Whether the institution possesses other means to obtain relevant evidence of the reported sexual violence (e.g., security cameras or personnel, physical evidence);

v. Whether the complainant’s information reveals a pattern of behavior (e.g., illicit use of drugs, alcohol, coercion, intimidation) at a given location or by a particular group;

vi. Other factors determined by the institution that indicate the respondent may repeat the behavior or that others may be at risk.

Based on one or more of these factors, the institution may decide to investigate and, if appropriate, pursue disciplinary action even though the complainant requested confidentiality or requested that no investigation or disciplinary action be undertaken. If none of these factors is present, the institution will work to respect the complainant’s request for confidentiality.

c. Actions After Decision to Disclose. If the institution decides that a complainant’s confidentiality cannot be maintained, the institution will inform the complainant in writing or via email prior to starting an investigation and the institution will, to the extent possible, only share information with people responsible for handling the institution’s response.

The institution will inform the respondent that retaliation against the complainant is prohibited and will take ongoing steps to protect the complainant from retaliation or harm and work with the complainant to create a safety plan. Retaliation against the complainant, whether by the respondent, or employees, students or others, will not be tolerated. The institution will also:

1. assist the complainant in accessing other available advocacy, academic support, counseling, disability, health or mental health services, and legal assistance both on and off institution property;

2. provide other security and support, which could include issuing a no- contact order, helping arrange a change of living or working arrangements or course schedules (including for the respondent pending the outcome of an investigation) or adjustments for assignments or tests;

3. inform the complainant of the right to report a crime to the institution and/or local law enforcement and to have a criminal investigation proceed simultaneously; and

4. provide the complainant with assistance if the complainant wishes to report a crime.

The institution will not require a complainant or a respondent to participate in any investigation or disciplinary proceeding.

Because the institution is under a continuing obligation to address the issue of sexual violence institution-wide, reports of sexual violence (including non- identifying reports) will also prompt the institution to consider broader remedial action – such as increased monitoring, supervision or security at locations where the reported sexual violence occurred; increasing education and prevention efforts, including to targeted population groups; conducting climate assessments/ complainant surveys; and/or revisiting its policies and practices.

Issuance of Timely Warning: If the institution determines that the respondent poses a serious and immediate threat to the institution community, police or security services may be called upon to issue a timely warning to the community. Any such warning will not include any information that identifies the complainant.

If the institution determines that it can follow a complainant’s request for confidentiality, the institution will also take immediate action as necessary to protect and assist the complainant.

d. Reports to Other NSHE Institutions. If a responsible employee receives a complaint about sexual misconduct that has occurred at another NSHE institution, the responsible employee shall report the information to his or her Title IX coordinator, who shall provide the information to the Title IX coordinator at the other NSHE institution.

e. Public Awareness Events—Not Notice to the Institution. Public awareness events such as “Take Back the Night,” the Clothesline Project, candlelight vigils, protests, “survivor speak outs” or other forums in which complainants disclose incidents of sexual violence, are not considered notice to the institution of sexual violence for purposes of triggering the institution’s obligation to investigate any particular incident(s). Such events may, however, inform the need for institution-wide education and prevention efforts, and the Institution will provide information about complainants’ Title IX rights at these events.

f. Off-Institution Counselors and Advocates. Off-institution counselors, advocates, and health care providers will also generally maintain confidentiality and will not share information with the institution unless the complainant requests the disclosure and signs a consent or waiver form.

7.  Retaliation.

Retaliation against an individual who in good faith complains of alleged discrimination or sexual harassment or provides information in an investigation about behavior that may violate this policy is against the law, will not be tolerated, and may be grounds for discipline. Retaliation in violation of this policy may result in discipline up to and including termination and/or expulsion. Any employee or student bringing a discrimination or sexual

harassment complaint or assisting in the investigation of such a complaint will not be adversely affected in terms and conditions of employment and/or academic standing, nor discriminated against, terminated, or expelled because of the complaint. Intentionally providing false information is also grounds for discipline.

“Retaliation” may include, but is not limited to, such conduct as:

· the denial of adequate personnel to perform duties;

· frequent replacement of members of the staff;

· frequent and undesirable changes in the location of an office;

· the refusal to assign meaningful work;

· unwarranted disciplinary action;

· unfair work performance evaluations;

· a reduction in pay;

· the denial of a promotion;

· a dismissal;

· a transfer;

· frequent changes in working hours or workdays;

· an unfair grade;

· an unfavorable reference letter.

a. Employees

1. An employee who believes that he or she has been subjected to retaliation may file a retaliation complaint with his or her immediate supervisor, who will in turn immediately contact the Title IX coordinator or any other responsible employee designated by the institution.

2. If the employee feels uncomfortable about discussing the alleged retaliation with the immediate supervisor, the employee should feel free to bypass the supervisor and file a complaint with the Title IX coordinator, any responsible employee designated by the institution or with any other supervisor.

3. After receiving any employee’s complaint of an incident of alleged retaliation, the supervisor will immediately contact the Title IX coordinator or a responsible employee designated by the institution to forward the complaint, to discuss it and/or to report the action taken. The supervisor has a responsibility to act even if the individuals involved do not report to that supervisor.

b. Students

1. A student who believes that he or she has been subjected to retaliation may file a retaliation complaint with his or her major department chair or director of an administrative unit, who will in turn immediately contact the Title IX coordinator or any responsible employee designated by the institution.

2. If the student feels uncomfortable about discussing the alleged retaliation with the department chair or director of an administrative unit, the student should feel free to bypass the person and file a complaint with the Title IX coordinator, a responsible employee designated by the institution, or to any chair, dean, or director of an administrative unit who will in turn immediately contact one of the those officials to forward the complaint, to discuss it and/or to report the action taken. The chair, dean or director of an administrative unit has a responsibility to act even if the individuals involved do not report to that person.

c. Complaints of retaliation under Title IX must be immediately provided to the Title IX coordinator.

8. False Reports.

Because discrimination and sexual harassment frequently involve interactions between persons that are not witnessed by others, reports of discrimination or sexual harassment cannot always be substantiated by

additional evidence. Lack of corroborating evidence or "proof" should not discourage individuals from reporting discrimination or sexual harassment under this policy. However, individuals who make reports that are later found to have been intentionally false or made maliciously without regard for truth, may be subject to disciplinary action under the applicable institution and Board of Regents disciplinary procedures. This provision does not apply to reports made in good faith, even if the facts alleged in the report cannot be substantiated by subsequent investigation.

9.  Supervisor Responsibilities.

Every supervisor of employees has responsibility to take reasonable steps intended to prevent acts of discrimination or sexual harassment, which include, but are not limited to:

a. Monitoring the work and school environment for signs that discrimination or harassment may be occurring;

b. Refraining from participation in, or encouragement of actions that could be perceived as discrimination or harassment (verbal or otherwise);

c. Stopping any observed acts that may be considered discrimination or harassment, and taking appropriate steps to intervene, whether or not the involved individuals are within his/her line of supervision; and

d. Taking immediate action to minimize or eliminate the work and/or school contact between the two individuals where there has been a complaint of sexual harassment, pending investigation.

If a supervisor receives a complaint of alleged discrimination or sexual harassment, or observes or becomes aware of conduct that may constitute discrimination or sexual harassment, the supervisor must immediately contact the Title IX coordinator or a responsible employee designated by the institution to forward the complaint, to discuss it and/or to report the action taken.

Failure to take action to prevent the occurrence of or stop known discrimination or harassment may be grounds for disciplinary action.

10. Relationship to Freedom of Expression.

The NSHE is committed to the principles of free inquiry and free expression. Vigorous discussion and debate are fundamental rights and this policy is not intended to stifle teaching methods or freedom of expression. Discrimination or sexual harassment, however, is neither legally protected expression nor the proper exercise of academic freedom; it compromises the integrity of institutions, the tradition of intellectual freedom and the trust placed in the institutions by their members.


1 For example, if the complainant was disciplined for skipping a class in which the respondent was enrolled, the institution should review the incident to determine if the complainant skipped class to avoid contact with the respondent.
2 Note: Sexual misconduct that also constitutes a criminal offense may be prosecuted independently and simultaneously by law enforcement agencies.
3 Note: Campus Security Authorities, who are designated by the institutions in accordance with Clery Act requirements,
have an independent responsibility to report sexual and other crimes (which may be reported anonymously) to campus police.


Stop and Learn Your

Rights and Responsibilities

The Division of Industrial Relations of the Nevada Department of Business & Industry helps employers provide a safe and healthful workplace. This document explains the rights and responsibilities of both employers and employees in creating a safe working environment.


The Nevada Occupational Safety and Health Act was created to allow you to do your job in a safe and healthy workplace. But it is up to you to make sure that job safety works. Here are some tips to help you stay safe on the job.

Know and follow all safety rules set by:

· Your employer
· The Nevada Occupational Safety and Health Act
· The Division of Industrial Relations, Occupational Safety and Health Enforcement Section You can get copies of all Nevada safety and health standards from the Safety Consultation
and Training Section of the Division of Industrial Relations or on the web at www.4safenv.state.nv.us. Also, your employer may be required to have a written workplace safety program.


If your employer requires personal protective equipment, such as hard hats, safety shoes, safety glasses, respirators, or ear protection, you are responsible to wear and/or use the equipment.

If you do not know how to safely use tools, equipment or machinery, be sure to ask your supervisor. If you see something that’s unsafe, report it to your supervisor.

That’s part of your job. Give your employer a chance to fix the problem. If you think the unsafe condition still exists, it is your right to file a complaint with the Occupational Safety and Health Enforcement Section of the Division of Industrial Relations. The Division will not give your name to your employer.


There are laws that protect you if you are punished for filing a safety and health complaint. If you feel you have been treated unfairly for making a safety and health complaint, you have 30 days from the date of the punishment to file a discrimination complaint with the Occupational Safety and Health Enforcement Section of the Division of Industrial Relations. Most on-the-job injuries are covered by Workers’ Compensation Insurance - from cuts and bruises to serious accidents. Coverage begins the first minute you’re on the job. It is your responsibility to report any on-the-job Injury immediately.

Your employer must file an “Employer’s Report of Injury” (C-3 Form) within six working days after the receipt of a “Claim for Compensation” (C-4 Form) from a physician or chiropractor.

Remember, it is fraud to file an industrial insurance claim if you are not injured on the job. Filing a false claim will result not only in a loss of benefits, but could mean costly fines and/or jail time.

Any employee who does not understand this document should contact his or her supervisor, employment representative or the Division of Industrial Relations of the Nevada Department of Business & Industry.

Las Vegas: (702) 486-9140
Reno: (775) 824-4630 Elko: (775) 778-3312 Toll Free:  (877) 4SAFENV


The Safety Consultation and Training Section of the Division of Industrial Relations, Nevada Department of Business & Industry, was created to assist employers in complying with Nevada laws which govern occupational safety and health.

A Nevada employer with 11 or more employees must establish a written workplace safety program. If you have more than 25 employees or if an employer’s employees are engaged in the manufacture of explosives, the establishment of a safety committee is also required. The Safety Consultation and Training Section of the Division of Industrial Relations is available to provide a workplace hazard assessment. This service can assist employers in minimizing on-the-job hazards, and is provided at


no charge. The Division also offers no cost safety training and informational programs for Nevada employers.

You must maintain a workplace that is free from unsafe conditions. As an employer you are responsible for complying with all Nevada safety and health standards and regulations found in:

· The Nevada Occupational Safety and Health Act, and the

· Occupational Safety and Health Standards and Regulations.

Copies of all occupational safety and health standards and regulations are available from the Division of Industrial Relations (Safety Consultation and Training Section and the Occupational Safety and Health Enforcement Section) or on the web at www.4safenv.state.nv.us.
You are also responsible for ensuring that your employees comply with these same rules, standards and regulations. You must select someone to administer and enforce occupational safety and health programs in your workplace. Before assigning an employee to a job, you must provide proper training in:

· Safe use of equipment and machinery

· Personal protective gear

· Hazard recognition

· Emergency procedures

You must also inform all employees of the safety rules, regulations and standards which apply to their respective duties. It is your responsibility to maintain accurate accident, injury and safety records and reports. These files must be made available, upon request, to the affected employee and representatives of the Division of Industrial Relations, Occupational Safety and Health Enforcement Section. The Nevada Safety and Health Poster, provided by the Division of Industrial Relations, must be posted in a prominent place on the job site.

Report immediately to the Division of Industrial Relations (Occupational Safety and Health Enforcement Section) all job-related fatalities, as well as those accidents where three or more employees require hospitalization. Employers must acquire and maintain Workers’ Compensation Insurance at all times. You are responsible for filing any workers’ compensation claims with your employer.

The law requires that employers shall provide newly-hired employees with a copy of this document or with a video setting forth the rights and responsibilities of employers and employees to promote safety in the workplace.

Employers shall keep a signed copy of the attached receipt in the employee’s personnel file to show he or she has been made aware of these rights and responsibilities.


If you require further information or would like to obtain copies of safety and health standards and regulations, contact the following:

State of Nevada Department of Business & Industry

Division of Industrial Relations Safety Consultation and Training Section

In Northern/Central Nevada

4600 Kietzke Lane,Suite E-144

Reno, NV 89502

775--824-4630

FAX: 775-688--1478

In Southern Nevada

1301 N. Green Valley Pkwy., Suite 200

Henderson, NV 89074

702-486-9140

FAX: 702-990-0362

In Northeastern Nevada Or Call, Toll-Free

350 W. Silver Street, Suite 210 1-877-4SAFENV

Elko, NV 89801 (1-877-472-3368)

775-778-3312 www.4safenv.state.nv.us
FAX: 775-778-3412

State of Nevada Department of Business & Industry

Division of Industrial Relations Occupational Safety and Health Enforcement Section

In Northern Nevada

4600 Kietzke Lane,

Suite F-153

Reno, NV 89502

775-824-4600

FAX: 775-688-1378

In Southern Nevada

1301 N. Green Valley Pkwy.,

Suite 200

Henderson, NV 89074

702-486-9020

FAX: 702-990-0358

A video of this information is available in English and Spanish through the Division of Industrial Relations, Safety Consultation and Training Section.

This document may be copied. For additional copies, contact the Division of Industrial Relations or visit www.4safenv.state.nv.us.

State of Nevada Department of Business & Industry

Division of Industrial Relations Safety Consultation and Training Section

Las Vegas: (702) 486-9140

Reno: (775) 824-4630

Elko: (775) 778-3312

Toll-Free: (877) 4SAFENV

POLICY STATEMENT

ALCOHOL/DRUG FREE WORKPLACE

Alcohol and drug abuse and the use of alcohol and drugs in the workplace are of concern to the State of Nevada and to the northern institutions of the Nevada System of Higher Education (NSHE). These institutions comply with the Omnibus Anti-Drug Abuse Act of 1988 and the Drug-Free Schools and Communities Act of 1989. It is the policy of this State and of NSHE to ensure that its employees do not report for work in an impaired condition resulting from the use of alcohol or drugs; consume alcohol while on duty; or unlawfully possess or consume any drugs while on duty, at a work site or on State or NSHE property, or while driving an NSHE vehicle. Any employee who violates this policy is subject to disciplinary action.

1. As provided by statute, any employee who (a) exhibits signs and symptoms consistent with alcohol and/or drug intoxication;

(b) is involved in a workplace vehicle accident in accordance with NAC 284.888; (c) is involved in a workplace accident for which they seek medical treatment in accordance with NAC 284.888 or who (d) applies for a position approved by the Personnel Commission as affecting public safety, is subject to a screening test for alcohol, drugs, or both.

2. Employees found to be under the influence of drugs or alcohol while on duty will be referred to the Employee Assistance Program. Nevada Administrative Code 284.884 defines the maximum concentration of alcohol in blood or breath as greater than .02 grams. The Appointing Authority shall take into consideration the circumstances and actions of the employee in determining appropriate disciplinary action.

3. Each employee is required to inform their supervisor as soon as possible after consuming any drug which could interfere with the safe and efficient performance of the employee’s duties (NRS 284.4063).

4. Any employee who is convicted of violating a federal or state law prohibiting the sale of a controlled substance must be terminated as required by NRS 193.105, regardless of where the incident occurred.

5. Any employee who is convicted of driving under the influence in violation of NRS 484.379 or of any other offense for which driving under the influence is an element of the offense is subject to discipline up to and including termination if the offense occurred while he was driving a State vehicle or a privately owned vehicle on State business.

6. The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance in the workplace is prohibited. Any employee who is convicted of unlawfully giving or transferring a controlled substance to another person or who is convicted of unlawfully manufacturing or using a controlled substance while on duty or on the premises of State/NSHE property will be subject to discipline up to and including dismissal.

7. The term, "controlled substance" means any drug defined as such under the regulations adopted pursuant to NRS 453.146. Many of these drugs have a high potential for abuse. Such drugs include, but are not limited to, heroin, marijuana, cocaine, PCP, and "crack". They also include "legal drugs" which are not prescribed by a licensed physician.

8. Each employee is required to inform his or her employer in writing within five days after he or she is convicted for violation of any federal or state criminal drug statute when such violation occurred while on duty or on the employer's premises.

9. All of the NSHE health insurance plans include coverage for chemical dependency treatment programs. Coverage differs so please contact your health care provider to find out what benefits are specific to your plan.

10. The NSHE Employee Assistance Program (EAP) also provides help to Nevada System of Higher Education employees and their families with alcohol and/or drug problems. The EAP can be reached by calling 1-877-234-5151. (Español 1-888-732-9020). This assistance is provided by off-campus resources and is completely confidential. Administrative leave may be granted for two visits to the EAP.

11. Faculty and Staff of these institutions may refer students for assistance through the appropriate Student Services office.

This policy is applicable to all employees. Specific federal guidelines, statutory provisions and regulations applicable to this policy are set down in the Drug Free Workplace Act and Chapter 284 of the Nevada Revised Statutes and Nevada Administrative Code.

The policy does not restrict agencies from augmenting the provisions of this policy with additional policies and procedures which are necessary to carry out the regulatory requirements of the Drug Free Workplace Act. In accordance with the Governor’s Alcohol

and Drug-Free Workplace Policy, all new employees must receive a copy of this policy. They are required to sign a form acknowledging receipt of the policy for inclusion in their personnel file.

Revised August 2013

Nevada System of Higher Education

Business Center North

EMPLOYEE DRIVING RULES

Work Related Business

Drivers License:

A current valid driver’s license is required.

Employees are required to inform their department supervisor of any changes in their driving status, specifically a suspension, cancellation or revocation of a license-within 24 hours or the next business day from the date of the action.

Safety:

Seat belts must be worn at all times during vehicle operation and the drive must require all passengers to wear seat belts.

Cell phones can only be used in hands-free mode or while parked and TEXTING IS NOT ALLOWED while driving.


Employees cannot drive a vehicle for work-related business if they are impaired in any way (use of prescription

drugs, ill, sleep deprived or under the influence of alcohol or illegal drugs). Use of prescription drugs that may interfere with driving must be reported to a supervisor.

Defensive Driving Training is required post hire and every 4 years thereafter.

Accidents:

Accidents that occur during work related business must be reported to a supervisor and the BCN Risk Management Office within 2 hours, or if hospitalized or in a remote location, as soon as possible.

Drug and alcohol testing will be initiated in the event of an accident involving bodily injury or damage to property.

Information and instructions related to a vehicle accidents and 3rd party involvement are maintained in the glove box of the NSHE-owned vehicles and must be followed, including calling the police to initiate a report.

Employees that are involved in one or more at-fault traffic accidents during the course of performing their duties may be required to take a defensive driving refresher or a regular class within 3 months of the accident.

Employees that have more than one “at fault” accident while working in a one year period of time, may be asked to obtain a copy of their motor vehicle driving record and submit it for review prior to being allowed to continue to operate a motor vehicle for work purposes.

General:

Smoking is not allowed by driver or passengers in a NSHE-owned vehicle.

NSHE/State-owned vehicles cannot be driven for personal use.

Passengers not related to formal NSHE business activities are not allowed in NSHE-owned vehicles.

Employees are personally responsible to pay for any driving or parking citation, regardless if it is received while driving a university or personal automobile, while conducting university-related business.

Personal Vehicle Use

Employees who use personal automobiles for NSHE-related business, are responsible to ensure that the vehicle is legally registered and insured and maintained in a safe operating condition. NSHE does not have insurance to cover damages to personal automobiles. An employee’s personal automobile insurance is primary in the event of an accident while on work-related business. The mileage rate allowed is intended to compensate for insurance and maintenance costs for personal vehicles.


Nevada Executive Branch Employees

Acknowledgment of Ethical Standards

NRS 281A.500(2) requires that each new public employee receive information regarding Nevada Ethical Standards. The Nevada Ethics in Government Manual and a link to NRS 281A can be located on the Nevada Commission on Ethics website at the following: http://ethics.nv.gov or on the Division of Human Resource Management’s website at: http://hr.nv.gov/Resources/Forms/Ethics/Ethics/.
By initialing and signing the UNR/NSHE New Hire Employee Policy Acknowledgement, I acknowledge that I have been provided information on Ethics as required by NRS 281A.500(2) and I acknowledge that I must familiarize myself with the Ethics in Government laws as they pertain to my conduct as a public employee.

