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NORTH DAKOTA PARKS & RECREATION DEPARTMENT

Personnel Policy 102
07-01-85

EMPLOYMENT APPLICATIONS

A1l applications for classified employment shall be made on the "Application for
Employment” form and submitted to Personnel, Department of Parks and Recreation.

- A1 applications for temporary employment shall be made on the "Application for
Temporary Employment” form and submitted to the supervisor of the applicant's

choice.

The applicants for a classified position will first be reviewed by Personnel to
determine eligibility. Then a cselection committee appointed by the director will
check references as needed and the committee will review the applications, rank
them, conduct interviews for the top applicants, and recommend the three top
applicants to the director. The director will use the information collected and
reviewed by the committee in making the selection to fill the vacancy. The director
will notify the successful applicant of his/her selection, listing the salary,
benefits, starting date, probationary period, and request a written response.
Personnel will notify unsuccessful applicants upon review, ranking, and/or
acceptance of the employment offer by the successful applicant. Applications will
e kept on file for approximately one year from receipt.

The applicants for temporary positions will be reviewed, ranked, interviewed as
necessary, and HﬁmadmbywthcﬂemvTﬁyﬂﬁﬂfﬂYf“ﬁgﬁtﬂE'tEmpvrlrynpos1¢4op&sesuVEFVT!bP.
Successful applicants are notified, listing their starting and ending dates, salary,
and benefits. This information is then forwarded to Personnel and Payroll on the
proper forms: Unsuccessful applicants are notified and their applications are kept
on file for approximately

The department may refuse to examine an applicant or may disqualify an applicant
because of failure to meet minimum qualifications. The disqualified appiicant shali
be notified by letter to the last known address. A disqualified applicant has the
rﬂghtqudth1n*&5*work1ngwuty5?"10WTTT!“I'WTTITEﬂ“!ﬂﬂ!!W*tb the director of Personnel
for the department. 1f the applicant is not satisfied with the decision at this
level, he/she may file a written appeal within 15 working days from receipt of
response from the department to the director of the Central Personnel Division., 1f
the applicant is not satisfied with the decision at this level, he/she may file a
written appeal within 15 working days of the response from Central Personnel to the
State Personnel DBoard.

Applicants MOYSUCTESENN in obtaining classified or temporary employment will be
notified in writing to their last known address Wutrimatworweeks: from when the
vacancyl(s) for which they applied has been filled. This notification is the
responsibility of personnel for the specific classified position available and of
the temporary position supervisor for the temporary position available.

-
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Statement VIII-1
Original Date: June 1, 1978
Revised: May 15, 1994

j‘ 4#é ® NDDOT Personnel Policy

TEMPORARY EMPLOYEE
GENERAL POLICY

A temporary employee is an individual whose employment is limited to a period of need. A
temporary employee is not guaranteed a minimum number of working hours per week,
- therefore, the employee.is paid-only-ferthose hours actually-worked. If worklng conditions
are such that no useful work can be performed the temporary employee is normally given -
time off until he or she is needed again or is dismissed if there is no further work.

The performance of ail temporary employees is evaluated at the completlon of their em-
ployment (SFN 16418).

Annual or Sick Leave Benefits

Temporary employees are not eligible for annual or sick leave benefits as set forthin NDCC
54-06-14. However, if a temporary becomes classified, credit is given for the employee’s
-prior length of service to determine his or her annual leave accrual rate. (NDAR 4-07-12-11,

effective 9-1-92)

Insurance/Retirement

Temporary employees are eligible to participate, at their own cost, in the retirement and
insurance programs administered by the North Dakota Public Employees Retirement Sys-
tem (PERS).

Insurance — Participating employees are billed directly for the cost of the life insurance
and health insurance. The Department is not involved in the billing process.

Retirement — Participating employees must submit their retirement contributions to the
Human Resources Division by the fifth working day of each month based on the previous
month's salary. Delinquent contributions of over 30 days, for reasons other than leave of
absence, will result in termination of eligibility to participate in the program.

Information — Insurance and retirement information may be found in written PERS mate-
rials available in the districts and the Human Resources Division.

Overtime

1. ltis the responsibility of all temporary employees to be available to work a reasonable
amount of overtime. Refusalto work a reasonable amount of overtime, when proper no-
tice of such overtime has been given, is a justifiable basis for disciplinary action. All
overtime work must be authorized by the employee’s supervisor.

2. Temporary employees are paid at one and one-half times the regular hourly rate for all
hours worked in excess of 40 hours per week ~ Monday through Sunday. .

3. Supervisors assigning overtime work will give classified employees the first opportunity
for overtime.
Hiring Practices

It is the policy of the Department to hire no more than one temporary employee per family.
Family members are defined as husband, wife, father, mother, brother, sister, daughter, or

san.

Continued —
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ENROLLMENT

NEW ELIGIBLE EMPLOYEES (INCLUDING SEASONAL EMPLOYEES) have an initial 31-day
open enrollment period from date of employment in which to apply for coverage. To be
eligible, they must be at least 18 years of age, work at least 17-1/2 hours per week for five
or more months per calendar year, and be filling positions which are regularly funded and not
of limited duration l(i.e. permanent). NDPERS must accept all applications for coverage with
no restrictions, limitations or waiting period for the employee and all eligible dependents.
Coverage will be effective the first of the month following date of employment. If application
is not made within the first 31 days, the provisions of the Special Enroliment Penods on page
118 will apply.

DEPENDENTS include the employee's spouse and unmarried children. Children under the age
of 23 are eligible if they are:
. Financially dependent on the employee or the employee's spouse or;
Living at home or;
« A full-time student (12 credit hours) at an accredited institution.

Children age 23 to 26 are eligible if they are:
« A full-time student (12 credit hours) at an accredited institution and 50% financially
dependent on the employee or the employee’s spouse.

PART-TIME/TEMPORARY EMPLOYEES are eligible to participate at their own expense and are
subject to evidence of insurability in all cases. Coverage will be effective the first of the
month following date of employment. If application is not made within the first 31 days, the
provisions of the Special Enrollment Periods on page 118 will apply. NDPERS will bill directly
for the premiums. The agency is responsible for providing written verification to NDPERS that
the individual is a part-time or temporary employee, the effective date of employment, the
employee's name, address and Social Security number. The agency is also responsible for
providing written verification and sending the (SFN 14120) Continuation of Group Health
Coverage For Terminating Employees to NDPERS when the employee terminates.

MEMBERS OF BOARDS, COMMISSIONS, OR ASSOCIATIONS

To be eligible to participate, members of state and political subdivision boards, commissions,
or associations must be paid, which means receiving a per diem for each meeting. They will
have 31 days from the date they assume office in which to enroll in the group health
insurance plan with coverage effective the first day of the following month. - If application is
not made within the first 31 days, the provisions of the Special Enrollment periods on page
118 will apply.

117




L) BlueCross BlueShield
. LAY of North Dakota’

Waiver of Health Coverage

Employee Name _ Social Security No. - -

Name of Employer | Group Number

-~ have been informed thatI-am-eligibleto-apply for-health-coverage-under-my-employer’s-health
benefit plan issued by Blue Cross Blue Shield of North Dakota. I do not wish coverage for:

O Myself (3 Spouse O Eligible Dependents

Spouse’s name ___ Social Security No. - -
Dependent’s name Social Security No. - -
Dependent’s name Social Security No. - -

Reason coverage is being waived:
[ 1 have other coverage through my spouse’s employer

O I have other individual coverage
- O

1 hereby forfeit health coverage at this time. I fully understand that if I or my Eligible
Dependents desire to be covered under my employer’s health Benefit Plan in the future, I and my
Eligible Dependents may have a Waiting Period for Preexisting Conditions and one of the
following must apply:

1. If at the time I am declining coverage, it is because:

a. 1 or my Eligible Dependents have other coverage, and that coverage is either terminated as
a result of loss of eligibility (Including loss as a result of legal separation, divorce, death,
termination of employment or reduction of hours) or employer contributions toward such
coverage was terminated; or .

b. coverage was under COBRA at the time I declined coverage and that coverage has been
exhausted. ‘

Under (a.) and (b.) above, I must complete a membership application within 31 days after I
lose my current coverage.

2. If I have a new dependent as a result of marriage, birth, adoption or placement for adoption,
1 may enroll myself and my Eligible Dependents, provided that I request enrollment within
31 days of marriage, birth, adoption or placement for adoption.

3. If I do not meet requirements under 1 or 2 above, I may apply as a Late Enrollee. Late
Enrollees must request enrollment during the 31 days prior to the Group’s Anniversary Date
by completing a membership application. Coverage will be effective on the Group’s
Anniversary Date.

Employee’s Signature Date
White Copy - Home Office Yellow Copy - Marketing Office Pink Copy - Employer Group

29301002 “An Independent Licensee of the Blue Cross and Blue Shield Association {2051) 2-98




DUANE T. MOEN

DATES OF EMPLOYMENT

FROM:

- 09/23/87 -

04/15/88
04/17/89
05/01/90
04/16/91
02/10/92
04/19/93

04/04/94.

04/12/95
04/26/96
04/23/97
04/26/98

e:\dixie\c\bahrvrisk managementimoen\dales.doc

T0:

10/31/87
01/13/89
01/15/90
10/09/90
10/25/91

- 11/26/92

11/19/93
11/16/94
11/10/95
12/31/96
11/20/97
11/12/98




MOEN
Date Premium Paid State Plan Premiums Difference
__40/87 NOT EL\G\BLE 0
05/88 NOT cLIGIBL E 0
06/88 NOT EL\G\BLE 0
07/88 NOT EL\G\BLE 0
08/88 NOT ELIGlBLE 0
09/88 NOT EL\G\BLE 0
"40/88 oT ELIGIBLE 0
11/88 oT ELlGlBLE 0
12/88 oT ELlG\BLE 0
01/89 NOT EL\G\BLE 0
05/89 NOT ELIGIBLE 0
- 06/89 NOT EL\G\BLE 0
07/89 NOT ELIGIBLE 0
08/89 $109.90 $09.82 $410.08
09/89 $109.90 $99.82 $10.08
10/89 $109.90 $09.82 $10.08
14/89 $109.90 $99.82 $10.08
12/89 $109.90 $99.82 $10.08
01/90 $109.90 $99.82 $10.08
06/90 $109.90 $99.82 $10.08
07/90 $124.50 $99.82 $24.68
08/90 $124.50 $99.82 $24.68
09/90 $124.50 $99.82 $24.68
10/90 $124.50 $99.82 $24.68
05/91 $124.50 $99.82 $24.68
06/91 $124.50 $99.82 $24.68
07/91 $136.40 $99.82 $36.58
08/ $136.40 $108.00 $28.40
09/91 $136.40 $108.00 $28.40
10/91 $136.40 $108.00 $28.40




—N3/92
J4/92
05/92
06/92
07/92
08/92
09/92
10/92
11/92

05/93
06/93
07/93
08/93
09/93
10/93
11/93

05/94
06/94
07/94
08/94
~9/94
10/94
11/94

05/95
06/95
07/95
08/95
09/95
10/95
11/95

05/96
06/96
07/96
08/96
09/96
10/96
11/96
12/96

$136.40
$136.40
$136.40
$136.40
$149.40
$149.40
$149.40

$149.40 .

$149.40

$149.40
$149.40
$176.90
$176.90
$176.90
$176.90
$176.90

$176.90
$176.90
$176.90
$176.90
$176.90
$176.90
$176.90

$176.90
$176.90
$184.90
$184.90
$184.90
$184.90
$184.90

$184.90
$184.90
$184.90
$184.90
$184.90
$184.90
$184.90
$184.90

$108.00
$108.00
$108.00
$108.00
$108.00
$108.00
$108.00
$108.00
$108.00

$108.00
$108.00
$120.00
$120.00
$120.00
$120.00
$120.00

$120.00
$120.00
$120.00
$120.00
$120.00
$120.00
$120.00

$120.00
$120.00
$125.00
$125.00
$125.00
$125.00

~$125.00

$125.00
$125.00
$125.00
$125.00
$125.00
$125.00
$125.00
$125.00

$28.40

$28.40

$28.40
$28.40
$41.40
$41.40
$41.40
$41.40
$41.40

$41.40

$41.40

$56.90
$56.90
$56.90
$56.90
$56.90

$56.90
$56.90
$56.90
$56.90
$56.90
$56.90
$56.90

$56.90
$56.90
$59.90
$59.90
$59.90
$59.90
$59.90

$59.90
$59.90
$59.90
$59.90
$59.90
$59.90
$569.90
$59.90




B
. . .

05/97
06/97
07/97
08/97
09/97
10/97
11/97

05/98
06/98
07/98

- 08/98

09/98
10/98
11/98

$184.90
$184.90
$198.60
$198.60
$198.60
$198.60
$198.60

$198.60
$198.60
$211.00
$211.00
$211.00
$211.00
$211.00

e:\dixie\c\bahr\risk management\moen\premiums.doc

$125.00
$125.00
$139.69
$139.69
$139.69
$139.69
$139.69

$139.69

'$50.90

$59.90
$58.91
$58.91
$58.91
$58.91
$568.91

$58.91
$58.91
$71.31
$71.31
$71.31
$71.31
$71.31




DUANE T. MOEN

PREMIUMS
DATES AMOUNT
~ 07/01/89 - 06/30/90 $109.90
07/01/90 - 06/30/91 $124.50
07/01/91 - 06/30/92 $136.40
07/01/92 - 06/30/93 $149.40
07/01/93 - 06/30/94 $176.90
07/01/94 - 06/30/95 $176.90
07/01/95 - 06/30/96 $184.90
07/01/96 - 06/30/97 $184.90
07/01/97 - 06/30/98 $198.60

07/01/98 - 06/30/99 $211.00

e \dixie\c\bahririsk managementimoenipre1.doc




TEMPORARY EMPLOYEE - PREMIUMS

DATES

07/01/89 - 06/30/91
07/01/91 - 06/30/93
07/01/93 - 06/30/95
07/01/95 - 06/30/97
07/01/97 - 06/30/99

e:\lixie\\bshririsk managemenfinoenipre2.doc

AMOUNT

$ 99.82
$108.00
$120.00
$125.00
$139.69



BlueCross BlueShield 4510 13th Avenue S.W.
of North Dakota Fargo, North Dakota 58121-0001 _
NORIDIAN® North Dakota 1-800-342-4718

Fargo Area 701-277-2227

Mutual Insurance Company* www.norldlan.com

MAY 15, 2001

DUANE MOEN .
1601 5™ AVE N APT 1
DEVILS LAKE ND 58301

BENEFIT - PLAN NO. YQA501460458

Our office was recently contacted for information regarding your
deductible and coinsurance amounts. The following deductible -and
coinsurance amounts have been met:

NAME YEAR DEDUCTIBLE COINSURANCE
Duane 1995 $125.30 $0.00
Duane 1996 350.00 88.54
Duane i 1997 " 86.00 0.00
Duane 1998 350.00 1,000.00

Duane 1999 350.00 702.87

If you have any questions about the information in this letter,
please contact our Member Services Department at the telephone
er isted above.

TRACEY COMPSQJN, .MEMBER SERVICES

Cs-122

“An ingependent licensee of the Biue Cross & Biue Shield Association
@ Raocistared marke nf the Blie Menee 8 Blos Okiald Aee oo




