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Southern Illinois University Carbondale
Employment Conditions for Civil Service Flex-year Position
See instructions for completing form on page 2.
 
STEP I: To be completed by the interviewer if position is vacant or by the employment counselor if position has an incumbent.
 
5.	Active Payroll Status for this position (check one)
6.	Percent of Appointment     
If you are offered (and accept) the flex-year position described above, your employment with Southern Illinois University Carbondale 
would be regulated by the same civil service rules and policies that govern permanent and continuous civil service appointments.  In 
addition, special conditions of employment would apply to you as an employee in a flex-year position.
STEP II:  Reviewed with applicant/employee.
Please read the following special conditions.  Before any further action can be taken, you must either accept all the conditions or indicate no interest to these conditions:
 
In this flexyear position --
--         you would be granted absences with pay (vacation, sick leave, and other such absences outlined in the Civil Service Employee          Handbook) only during the period in active payroll status stated above;
--         you accrue seniority, vacation, and sick leave only for those hours in active payroll status;
--         you would be allowed to carry over accrued and unused vacation and sick leave benefits from one period in active payroll status to the next (subject to normal limits on such accrual);
--         you may be granted absences without pay for time not worked during breaks;
--         you receive appropriate pay for those university holidays which occur while you are in active payroll status;
--         during the period(s) you are not in active payroll status in this flexyear position, you will not be eligible to bump any less-senior employee in your own or any other classification--any period not in active pay status as a result of being employed in a flexyear position SHALL NOT be considered a period of layoff;
--         you would be challenged by the university if you file a claim for unemployment compensation during the dates not covered by the period in active payroll status described above;
--         you earn service credit for retirement purposes in accordance with the rules and policies of the State Universities Retirement system; and
--         if your appointment is for 50% or more you may receive the year-around benefit of university-paid health and life insurance programs the same as an employee with a 12 month contract.  (You will be billed for the employee portion during the months you are off payroll.)  Part-time employees may waive benefits;
--         departmental closures including but not limited to, Thanksgiving break, Christmas break, Spring break will apply to some areas such as University Housing and Residence Hall Dining. 
STEP III:  Completed by the applicant/employee.
I have read and understand the conditions of employment relating to the flex-year position;
7.                       
STEP IV:  Completed by Department Representative (with candidate/employee present).  
The flexyear position conditions have been discussed with this individual.
STEP V: (if required):  Completed by employment counselor (with employee present). 
Distribution: 1) Human Resources   2) Candidate/Employee         
Instructions for Completing the Employment Conditions for Civil Service Flex-year Position form
 
STEP I (Items 1-6)
Vacancy -- completed by the interviewer before the scheduled interview.
Incumbent -- completed by the department representative before the employee meets with an employment counselor.
1.         Department
         Name of department, not account title.
2.         Name of Candidate/Employee
3.         Classification
         Vacancy -- provided on hiring unit's copy of notice to eligible candidates.
         Incumbent -- current classification on most recent Notice of Non-Academic Employment.
4.         Civil Service Position No.  See most recent position description.  If a new position, leave blank.
5.         Active Payroll Status for this Position
         Select 10, 9, or 8 month.
6.         Percent of Appointment
         Check full time or part time and indicate percentage, if part time.
 
STEP II 
Vacancy -- Interviewer reviews conditions with the candidate and refers candidate to Employment Services to discuss with an employment counselor as needed.
Incumbent -- Department refers employee to Employment Services to discuss with an employment counselor.
 
STEP III (Items 7-8)
7.         I accept all conditions of this flex-year position.
         To be signed by candidate/incumbent only if interested in the specific flex-year arrangement.
         Vacancy -- Candidate will be interviewed (see Candidate Assessment form).
         Incumbent  - Flex-year position will be approved by Employment Services.
         I am not interested in this flex-year position.
         To be signed by candidate/incumbent if not interested in the specific flex-year arrangement.
         Vacancy -- Candidate must sign Item 11 of Candidate Assessment form   
         Applicant not interested.
         Incumbent  - Flex-year position will not be approved by Employment Services.
8.         Candidate/employee signature (and current date)
 
STEP IV (Item 9) Department representative signature (and current date)
Vacancy -- To be signed by the interviewer following explanation of the conditions to the candidate and signature of candidate. 
Incumbent -- To be signed by department representative after receiving employee agreement and Employment Services approval to utilize a flex-year position.
 
STEP V (Item 10) Employee counselor signature (and current date)
Vacancy -- Completed by the employment counselor handling the hire.  Signature and date will be added when the forms are returned to Employment Services.
Incumbent -- Completed by the employment counselor after incumbent has completed Item 7.
 
 
Distribution:
 
1)         The hiring department should forward both copies of this form and both copies of the Candidate Assessment Form to Employment Services.
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